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I8 Introduction

Welcome to FAS 100 CIP Accounting. The application enables you
to track the costs associated with assets before you place them in
service. When you are ready to place your assets in service, you
can import the asset information into your Sage FAS Fixed Assets
product. Inside your Sage FAS application you can add more
information to the assets and begin calculating depreciation on
them.

The Overview

You use the application to keep track of costs associated with
assets before you place them in service. To organize these various
costs, you create projects.

A project can be as big or as small as you want it to be. A project
might be the construction of a new piece of equipment, or it might
be the construction of a new office building.

A project consists of one or more line items. A line item is one
piece of a project. For example, if your project is to upgrade the
equipment in your manufacturing plant, each line item might
represent a piece of equipment. When you complete the spending
for a line item, you can send it to your Sage FAS product as an
asset.

A line item, in turn, consists of one or more transactions.
Continuing with the example of upgrading equipment, each
transaction might represent an invoice associated with the line
item.
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With the application, you can accomplish the following tasks:

Manage unlimited numbers of projects with up to 9,999 line
items per project.

Summarize numerous expenses at multiple levels.

Control spending through onscreen monitoring of actual vs.
budgeted spending.

Reduce time and manual data entry by importing data, both
when you first set up your projects as well as on an ongoing
basis.

Run standard reports that provide quick insights into your
construction in progress projects.

Create custom reports using FAS Report Writer for in-depth
analysis.

Create assets automatically in your Sage FAS product from
the line items in the FAS 100 CIP Accounting application.

Manage both capitalized expenses and expensed costs.

Customer Support

Sage FAS offers the best service and support right from the start.
Our Sage FAS SupportPlus members benefit from numerous time
and money saving benefits, as described below.

B Free Upgrades

You'll be the first in line to receive the latest version of
application changes. You'll receive product enhancements
that make it easier and faster to manage your assets. They’'re
all based on customer requests and the very latest
technological advances. Additionally, you'll receive annual
tax law changes to ensure up-to-date calculations.

Sage FAS Expertise

Fast, accurate answers to your questions are just a toll-free call
away. The top-notch team of experts is dedicated to providing
you with excellence in service and technical support.
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B Discounts
Sage FAS SupportPlus entitles you to special money-saving
discounts on Sage FAS products. You pay less to trade up to
more advanced software.

B Sage FAS Newsletter
This information-packed FASforward newsletter covers the
latest in effective fixed asset management every quarter.
You'll pick up important news about trends, learn how your
fellow users are handling tricky fixed asset management
issues, hear program tips and short-cuts from the
depreciation experts . . . and more.

B Electronic Services
Electronic technical support is just a keystroke away. Access
the web site at www.sagefas.com/support to receive the
following services:

® Visit the Sage FAS SupportPlus Online area of our
website for online support services, or send an e-mail
request for assistance.

® Access the Solution Center knowledge base for self-
service technical support. Simply enter your question.
Don’t worry about fancy technical language; the Solution
Center understands plain English. Just ask your
question, and the Solution Center shoots back an answer.

® Read about new products.

® Exchange messages with other FAS 100 CIP Accounting
customers in the Discussion Forum to learn how they get
the most from their application.

® Subscribe to FAS Tech Flash, an electronic newsletter
that highlights useful technical and product information
- such as troubleshooting tips, answers to frequently-
asked questions, updates available for download, and
other technical matters that are posted in the Sage FAS
SupportPlus Online area - with links that will connect
directly to the site.

® Download the applications and user’s guides, as well as
free demos of other Sage FAS products.

For information on contacting Customer Support from within the
application, see “Contacting Sage FAS,” page 2-3.


http://www.sagefas.com/support
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Key Steps in Implementing the Application

The application is designed to offer you the maximum amount of
flexibility for tracking project costs. There are numerous
implementation plans that you can develop to begin using the
program. Below is just one possible implementation plan you
could follow.

Install the Application

Use the installation instructions in the FAS 100 Fixed Assets
Installation & Administration Guide to install the product on your
computer.

Set Up Your Project(s)

Decide how many projects you want to track in the program. A
project could be as simple as the construction of a small piece of
equipment, or as complicated as the construction of an office
building. When you set up a project, you enter the amount you
have budgeted for the project. You can always change this amount
at a later time if the budget is revised. In this way, you can keep
track of whether the project is over or under budget. For full
instructions on setting up a project, see “Creating a New Project,”
page 4-7.

Import Data from a Spreadsheet Program

If you are currently tracking your construction-in-progress costs
in a spreadsheet program, you can import the data directly into
FAS 100 CIP Accounting. For detailed instructions on how to
import data, see Appendix B, “Importing Data.”

Customize Fields

The application has numerous fields that you can use to describe
your line items and transactions, many of which are customizable.
There are also numerous user-defined fields, so you can tailor the
system to meet the specific needs of your organization. Because
there are so many user-defined fields, you might not find it
necessary to change any of the pre-defined fields. However, you
might want to change the position of fields in the views, so the
fields you use most often are always available. For full
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instructions on how to customize fields, see “Customizing
Fields,” page 4-26.

Enter Line Item and Transaction Information

You enter line item and transaction information in two tabs in
Detail View. For details on entering line item and transaction
information, see Chapter 6, “Working with Line Items and
Transactions.”

Create Groups

Use the Group Manager to divide your line items into useful
groups. Groups logically divide your line items and make
reporting on your projects much easier. For detailed instructions
on how to create groups, see “Creating Groups,” page 4-17.

Run Reports

Run any of the available reports in the application. For report
information, see Chapter 7, “Reports.”

Create Assets and Send Them to Sage FAS

When you have completed the construction for a project, or for
part of a project, and you are ready to place your assets in service,
then you can send the line item information to your Sage FAS
product. After they have become assets in the Sage FAS
application, you can add more information to them and begin
calculating depreciation on them. For full details on creating
assets and sending them to Sage FAS, see Chapter 6, “Creating
Assets from Line Items.”
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28 The Interface

This chapter introduces you to FAS 100 CIP Accounting and
describes the application’s interface. You'll learn about the two
views of your projects: Group View for looking at a group of line
items and Detail View for looking at a single line item and its
transactions. You'll also learn some basic tasks, such as finding
and replacing data, and changing the columns that appear in
Group View and Detail View.

Starting the Application

The FAS 100 CIP Accounting software icon appears in the FAS
Solutions software group by default.

To start the application

1. Click the Start button on the Windows taskbar, and then
select Programs from the Start menu.

2. Select the FAS Solutions software group from the Programs
submenu.

3. Select the FAS 100 CIP Accounting software group.

4. Select the FAS 100 CIP Accounting software icon.

Note Alternatively, you can simply double-click the FAS 100 CIP
Accounting desktop icon if you chose to create the icon when you
installed the program.

The application opens and displays the main window. If security
is enabled, you must enter your user name and password. For
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more information, see “Entering a User Login and Password,”
page 2-6.

Note If you are using Windows authentication and have entered
a user name and password to log into your workstation, you do
not need to enter a password to use the application. See
“Switching to Windows Authentication,” page 4-48.

Getting Help

There are many ways to learn to use the application. Your options
include:

® Using the online Help system
® Viewing the online user’s guide

¢ Contacting Sage FAS

Using Online Help

Sometimes the quickest way to get help with the application is to
use its extensive online Help. All Windows-based online Help
systems contain three main sections—Contents, Index, and
Search. The Contents section presents the information contained
within the online system in an easy-to-follow manner. The Index
and Search features allow you to quickly locate specific
information.

To activate the online Help

1. Select Help/Contents from the menu bar. The online Help
screen appears.

2. Do one of the following:

® C(Click the Contents tab to explore the Table of Contents.
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® C(lick the Index tab to find a topic by entering an index
key word.

® C(lick the Search tab to search for any word or phrase in
the online Help.

® (Click the Favorites tab to add the current topic to a list of
favorite topics, so you can quickly locate it at a later time.

Contacting Sage FAS

Sage FAS operates a web site for our customers. You can quickly
access various pages on this web site from the Help menu.

To contact Sage FAS

1. Select Help/Contact Us from the menu bar. The Contact Us
screen appears.

Sage FAS Fixed Assets

Licensed to Mary Riley, Period Clothes ~
Customer Humber 123456789
FAS 100 Asset Inventory, Version 11.1
FAS 100 Asset Accounting, Version 2011.1
FAS 100 CIP Accounting, Version 11.1 |
b
Sage FAS SupportPlus Sage FAS Barcode Labels Customer Support
www.sagefas.comisupport www.sagefas.comilabels {Technical Support)
Sage FAS Product Updates Sage FAS Barcode Hardware 1-800-331-8514
v sagefas.comicipupdate www.sagefas.comihardware 8am - 8pm Eastern
Sage FAS Online Demos State Tax Agency Information
v sagefas.comivwebdemos v sagefas.comistatetax
Sales
Sage FAS TechFlash Submit a Product Suggestion
v sagefas.comiTechFlash www.sagefas.comienhancements | 1-800-368-2405

8:30am - 7pm Eastern
Sage FAS Professional Services  Update Your Contact

wwnw.sagefas.comiprosery wwrw.sagefas.comicontact
Sage FAS Training Sage FAS User Community
www.sagefas.comitraining httpiicommunity.sagefas.com

Sage FAS Fixed Assets www.sagefas.com 1-800-368-2405 oK.
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Click on a link to receive customer support, find information
about training opportunities, view online demos of our
products, purchase barcode labels or barcode hardware, or to
send us a product suggestion.

Updating Your Customer Number

After you purchase the application, you will be given a customer
number. You must have your customer number when you call
Customer Support with a question about using the application.

After you receive your customer number, you can enter it in a
window so it will be readily available when you need it.

To update your customer number

1.

Select Help/Update User License Info from the menu bar.
The Update User License Info screen appears.

& Update User License Info PZ|
Update the Licensed User, Company/Organization and Customer Mumber,

Uszer Hame :

Company/0rganization :

Cugtomer Humber :

1] 4 LCancel Help

Enter your name, the name of your company or organization,
and your customer number. For more information, see
“Completing the Update User License Info Screen,” page 2-5.

Click OK.
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You can view your customer number at any time from the Help
menu. For more information, see “Viewing Your Customer
Number,” page 2-5.

Completing the Update User License Info Screen

Follow the guidelines below to complete the fields on the Update
User License Info screen.

B User Name
Use this field to enter your name.

B  Company/Organization
Use this field to enter the name of your company or
organization.

B Customer Number
Use this field to enter your customer number. Your customer
number is located on the package list that comes with your
software. If you cannot find your customer number, you can
call Customer Service at 800-368-2405.

Viewing Your Customer Number

You must have your customer number when you call Customer
Support with a question about using the application.

To view your customer number

1. Select Help/About FAS CIP Accounting from the menu bar.
A screen appears containing information about your
application, including your customer number.
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Entering a User Login and Password

If security is enabled, you must enter your user login name and
password to access the application.

Note If you are using Windows authentication and have entered
a user name and password to log into your workstation, you do
not need to enter a password to use the application. See
“Switching to Windows Authentication,” page 4-48.

You must get your user login name from your system supervisor.
Your temporary password is the same as your user login name.
Once you log into the application, you can change your password.
For more information, see “Changing Passwords,” page 2-7.

To enter a user login name and password

1. Start the application. The application displays the main
window and the User Login dialog box.

User Login FE

User Hame: |Smi'th.l

Password: |

Hote: Passwords are case-sensitive.

OK | Cancel |

2. Type your user name in the User Name field.

3. If you are using the Windows Authentication security mode,
type the domain name in the Domain field. For more
information, see “Selecting a Security Mode,” page 4-47.

Note If you arelogging in as the Supervisor, the Domain field
is unavailable. Supervisors are not required to enter the
Domain name.
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Type your password in the Password field, then click OK.

Note Passwords are case-sensitive. That is, MyPassword and
MYPASSWORD are two different passwords.

The system closes the User Login dialog box. You now have
access only to those functions as defined by your system
security supervisor.

Changing Passwords

To change your password you must be logged into the system
using your old password. If you've lost your old password, ask
your system security supervisor to reset it back to your user name.

To change your password

1.

Select Projects/Security /Change Password from the menu
bar. The system displays the Change Password dialog box.

Change Password

. oK
Uszerblame: SmithT

Cancel

Old Pazsword: | ******

= |

ey,

Confirmation: | Help

Mote: Passwords are case-sensitive.

Complete the Change Password dialog box, then click OK.
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Change Password Dialog Box

Follow the guidelines provided below to complete the fields on
the Change Password dialog box.

B User Name
The system uses this field to display the name of the user that
is currently logged in. You can only change the password for
the currently logged-in user.

B Old Password
Use this field to type your old password as a security
verification.

B New Password
Use this field to enter the new password you want to use.

B Confirmation
Use this field to re-enter the new password. This ensures that
you have not made a typing mistake and thereby typed in a
password you will not be able to access.

Note Passwords are case-sensitive. That is, MyPassword and
MYPASSWORD are two different passwords.

Exiting the Application

There are several ways to exit the application.

To exit the application
1. Do any one of the following:

® Select Projects/Exit from the menu bar.

® C(lick the close box button in the upper-right corner.
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Viewing Your Projects: Group View and Detail
View

In the main window;, there are two ways in which to view your
projects: Group View and Detail View. Group View displays all
line items in the currently selected group. Detail View displays
detailed information about each line item, the transactions posted
to each line item, and information about assets created from each
line item. The application opens in Group View.

Elements of the Main Window

Group View

The Group View displays information about the line items in your
project.

€3 FAS 100 CIP Accounting - [Westfields Bakery [Group View] (=)
=

O Projects Edit View LineItems Reports Customize Window Help - 8 x
= & E ] I 2
Group View Project Status:  ACTIVE
Project Code:  2003-250
Line [tems Group:
Line Dezcription Statug| Type | GLCIP AcctMo | Start Date End Date Last Trans | # of Actual Qriginal B
Itern [D Date Tranz
b| 9399 PENDING TRANSACTIONS.. A P 400-15939 14172004 12/31/2008 842142008 E $6.647.55
1 Building - Retail Outlet 5 C 400-15100 141/2004 1173042005 1042242005 il $1,373.410.M $1.076
2 Land 5 (5 400-15000 141/2004  4/30/2004  4415/2004 2 $438.000.00 $450
3 Decarative fwnings C 5 400-15200 10/1/2004  4/30/2005  4/13/2005 2 $1.275.86 $
4 Fire Protection Equipment 5 (5 400-15300 341/2004 12/31/2004 1141442004 3 $5.444.28 34
B Signs (2] A C 400-15300 10//2004  B/30/2005  10A16/2004 1 $1.252 65 $2
B Decorative Light Fistures A C 400-15200 31/2004 0 6/30/2005 442172004 3 §7.65255 35
7 Starage Equipment I3 (5 400-15300 1/1/2004  6/30/2008  4/27/2005 2 $3.291.10 35
8 Bakery Display Case 5 (5 400-15300 1/1/2004  6/30/2008  3/415/2008 2 $3.795.00 35
9 Shelving A ([ 400-15200 /2004 B/30/2008 1141242004 4 $1.671.00 32
10 Stare Decor C C 400-15200 an/2005 0 9/30/2005 541142005 2 $4.611.67 10
11 Plants I3 E 400-15200 341/2005  9/30/2008 641242008 2 $1.624.05 $1
12 POS Equipment i 5 400-15300 E/1/2005  9/30/2008  B/26/2005 4 $5,980.00 $10
13 Bakery Equipment A ([ 400-15300 E/1/2005  9/30/2008  7/28/2008 3 $2.450.00 33
14 Beverage Equipment A C 400-15300 EA/2005  9/30/2005 941172005 ] §8.320.01 10
15 Office Machinery I3 (5 400-15400 10/1/2005 12/31/2008 11/A12/2005 7 $4.619.594 37
16 Doors and YWindow Accesso.. & 5 400-15200 E/1/2005  9/30/2008  B/21/2005 1 $1.53216 32
17 Kitchen Equipment Hookup & ([ 400-15300 14172004 3/3/2008  2A12/2008 1 $6,301.54 33
18 F auinment Installation A r ‘ 4nn-153nn THNNG 12312005 10312005 1 1 7R00N 1T
4 3
Mew Line ltem Export ‘ Dietail Wiew | Help
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The top section of the group view identifies the project and the
current group of line items. The columns display line item
information. The buttons at the bottom allow you to enter new
line items, export line item information, and switch to Detail View.

B Project Status
The system uses this field to display the status of the project.

B Project Code
The system uses this field to display a code that identifies the
project.

B  Line Items Group
Use this field to select the group of line items that you want to
display.

B Group View Columns
The following are the original columns that appear in the
Group View. You can add and remove columns, and you can
change the column order.

Q Line Item ID
This column identifies each line item with a
system-assigned number.

Q Description
This column displays a description of the line item. You
enter the description on the New Line Item or Edit Line
Item dialog box.

O Status
This column displays the status of the line item: Active,
Complete, or Sent.

Q Type
This column indicates whether the line item is to be
expensed or capitalized.

Q GL CIP Account Number
This column identifies the general ledger account number
for the line item.

Q Start Date
This column displays the date that construction begins for
the line item.

Q End Date
This column displays the date that construction ends for
the line item.
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Q Last Transaction Date
This column displays the date of the last transaction
posted for the line item.

O Original Budget
This column displays the amount that was originally
budgeted for the line item.

Q Actual
This column displays the total amount of spending for all
transactions associated with the line item.

Q Number of Transactions
This column displays the number of transactions posted
to the line item.

O Original vs. Actual
This column displays the difference between the original
budgeted cost and the actual spending for the line item.

New Line Item Button

Click this button to add a new line item to the Group View.
The system displays the Line Item Information page in Detail
View.

Export Button

Click this button to display a dialog box that allows you to
export information to a file for the currently displayed group
of line items.

Detail View Button
Click this button to view the Detail View for the currently
selected line item.
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Detail View

The Detail View displays information about a selected line item.

ﬁﬂ FAS 100 CIP Accounting - [Westfields Bakery #2] - [Edit Lineltem]
O Projects Edit  View

I = g

Line Items Reports Customize

Window Help - 8 x

Detail View Lire Iterm Status: SENT

Line Item 1D: 1 Description: |Buw|ding - Retail Outlet < Prex Line Ikem Hegt Lin Item »

L\nellemlnfurmaliun] Transactions ] Aszet Information 1 * required held

“ Line ltem Start Date: [01/01/2004 | GLCIP Acct No: [400-15100 +|  #of Transactions 1
*Line Item End Date: [11/30/2006 |+ Lineltem Type: [Capitaice | Lk UreseRfien DElS RS

Line: Itemn Actual: $1.373.410.M

Line Item Original Budget: $1.076,050.00 1/6/2004 Original vs. Actual: [$297.360.01)  QOriginal % Complete: 127.63%
Line Item Revized Budget: $1.410,000.00 211772005 Revized vz Actual: $3658993  Revised % Complete: 97.40%

User Field 7

User Field 14

Cantact: |[John Hatcher - User Field & ’7 User Nurneric 1: ’7
Telephone: ’W User Field & ’7 User Numeric 2 ’7

Job Title: |Site Supervisor - User Field 10 ’7 User Mumeric 3 ’7
Budget Category: |Buiding - User Field 11: ’7 User Mumeric 4: ’7
Uszer Field & ’7 Uszer Field 12: ’7 Usger Nurneric & ’7
UserField 6 [ UserFied13 [ UserNumeic& [

User Numeric 7

Save | ﬂewLmeItem‘ |

Group Yiew |

Help

The top section of Detail View displays general information, and
it contains buttons that allow you to move to the previous and
next line items. The middle section of Detail View contains three
pages of information: Line Item Information, Transactions, and
Asset Information. The bottom section contains buttons that allow
you to Save the information, create a new line item, export
transaction information, and navigate to the Group View.

B Line Item Status
The system uses this field to display the status of the line item:
New, Active, Complete, or Sent.

B Line Item ID
The system uses this field to display a system-generated
number that identifies the line item.

B  Description
Use this field to enter a description of the line item.
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B Previous Line Item Button
Click this button to display information about the previous
line item in the selected group.

B Next Line Item Button
Click this button to display information about the next line
item in the selected group.

B Save Button
Click this button to save the information on all three pages
that you have entered.

B New Line Item Button
Click this button to create a new line item.

B Export Button
Click this button to display a dialog box that allows you to
export transaction information to a file for the currently
selected line item.

B Group View Button
Click this button to navigate to the Group View.

Line Item Information Page of Detail View

Detail View Line Item Status: ACTIVE

Line Item ID: 13 Description: |Bakery Equipment < Prey Line lkem Negt Line tern >
Line ltem Infomation 1 Transactions ] Aszet Information I * required field
* Ling Ibem Start Date: W GL CIP Acct Ma: 'W‘ # of Tranzactions: 3
* Line ltem End Date W‘T Line ltem Type: m Last Transaction Date: FA2B/2005
Line ltem Actual: $2.450.00
Line Item Original Budget: $3,00000 741272004 Original vs. Achual: $550.00  Original % Complete: 2167
Line ltem Revised Budget: ’733000 Revised vs. Actual: Revised % Complete:

Contact '7 User Field & '7 User Mumeric 1: '7
Telephone: '7 User Field 9: '7 User Numenic 2: '7
dabTie [+ UserFigid10: [ UserNumeic 3 |
Budget Categaorny ,—L| User Field 11: ,7 User Numeric 4: ,7
User Field 5 '7 User Field 12: '7 User Mumeric & '7
User Field & '7 User Field 13: '7 Usger Mumeric B '7
User Field 7 '7 User Field 14: '7 Usger Numeric 7: '7

Help

Save | New Line Item |
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Follow the guidelines below to complete the fields on the Line
Item Information page in Detail View.

Line Item Start Date

Use this field to select the date on which construction for the
line item begins. This date is generally on or before the earliest
date for transactions for the line item.

Line Item End Date

Use this field to select the date on which construction for the
line item ends. This date is generally on or after the latest date
for transactions for this line item.

GL CIP Account Number
Use this field to enter the general ledger account number for
construction in progress.

Line Item Type
Use this field to select whether the line item will be capitalized
or expensed.

Number of Transactions
The system uses this field to display the number of
transactions posted to the line item.

Last Transaction Date
The system uses this field to display the date of the last
transaction posted to the line item.

Line Item Actual
The system uses this field to display the total of the Amount
fields for all of the transactions posted to this line item.

Line Item Original Budget
Use this field to enter the amount you have originally
budgeted for this line item.

Line Item Revised Budget
Use this field to enter the revised budgeted amount for this
line item, if any.

Last Updated

The system displays the dates that the Line Item Original
Budget field and the Line Item Revised Budget field were last
updated immediately to the right of the budget fields once the
line item is saved.

Original vs. Actual
The system uses this field to display the difference between
the Line Item Original Budget amount and the Line Item
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Actual amount. If the actual amount is greater than the
original budget amount, the system displays the result in
parentheses.

Revised vs. Actual

The system uses this field to display the difference between
the Line Item Revised Budget amount and the Line Item
Actual amount. If the actual amount is greater than then
revised budget amount, the system displays the result in
parentheses. Note that the system will display a value in this
field only if the Line Item Original Budget is other than zero.

Original Percent Complete

The system uses this field to display the percentage of the
original budget amount that has been spent for the line item.
The system calculates this field by dividing the Line Item
Actual amount by the Line Item Original Budget amount.

Revised Percent Complete

The system uses this field to display the percentage of the
revised budget amount that has been spent for the line item.
The system calculates this field by dividing the Line Item
Actual amount by the Line Item Revised Budget amount.
Note that the system will display a value in this field only if
the Line Item Revised Budget is other than zero.

User Fields 1 -14

Use these alphanumeric fields to enter information that is not
appropriate for the other line item fields. You can enter both
numeric and alphabetic characters in these fields. You can
customize the names of these fields.

User Numeric Fields1-7

Use these numeric fields to enter information that is not
appropriate for the other line item fields. You can enter
numeric values only in these fields. You can customize the
names of these fields.
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Transactions Page of Detail View

Detail View Line Item Statuz: COMPLETE
Line Item ID: 12 Description: IBaker_l,l Equipment < Prew Line Item Net Line ltem >
Line [tem Infarmation Tranzactions | Azset Information |
Display Transactions Posted From: [01/01/2004 | v] Thiough: [12/3172005 [~ [~ &1 Refresh | Toat $2.450.00
Count: Jof3
Mew Tiansaction | Edit Transaction |
Trang ID| Description ‘ Date Posted | Trans Date | Reference | PO Mumber | Joumal | “endor
L 40 Cooling Racks 7372004 71442005 BES4307S AP
| 41 3-Compartment Bin 7A3/2006 7/28/2000 664324554 44326 AP
42 Tables - Stainless Stesl 7A3/2005 /202005 55432 7654337 &P

4 L4

Save I MNew Line [tem | Ezport | Group Wiew | Help

Follow the guidelines below to complete the fields on the
Transactions page in Detail View.

B Display Transactions Posted From
Use this field to enter the beginning posting date for the
transactions you want to display on this page. The system
displays transactions for the selected line item with a Date
Posted on or after this date.

B  Through
Use this field to enter the ending posting date for the
transactions you want to display on this page. The system
displays transactions for the selected line item with a Date
Posted on or before this date.

m All
Select this check box to display all of the transactions posted
for the selected line item. If you select this check box, the
Display Transactions Posted From field and Through field are
unavailable.

B Refresh Button
Click this button to refresh the information on this page.
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Total
The system uses this field to display the total of the Amount
column for all of the transactions displayed on this page.

Count

The system uses this field to display the number of
transactions displayed on the page and the total number of
transactions posted to the selected line item. For example, if
the system displays “20 of 100” in this field, then 20
transactions are displayed on the page, and 100 transactions
are posted to the selected line item.

New Transaction Button
Click this button to add a new transaction to the selected line
item. The system displays the New Transaction dialog box.

Edit Transaction Button

Click this button to change or view the information for the
selected transaction. To edit a transaction, select a row on the
page, and then click this button. The system displays the Edit
Transaction dialog box. Alternatively, you can select the
transaction and double-click to access the Edit Transaction
dialog box.

Transaction ID
The system uses this column to display a system-assigned
number that identifies the transaction.

Description
The system uses this column to display a description of the
transaction.

Date Posted
The system uses this column to display the date the
transaction was posted to the line item.

Transaction Date

The system uses this column to display the date the
transaction occurred (that is, the date of the invoice for the
transaction).

Reference

The system uses this column to display a reference number for
the transaction. Use this column to help you further identify
the transaction. For example, it might display a journal entry
number or a vendor invoice number.
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B  Journal
The system uses this column to display the journal type for
the transaction. Examples of journal types are AP, GL, PA, etc.

®  Vendor
The system uses this column to display the name of the
vendor for the transaction.

B Amount
The system uses this column to display the dollar amount of
the transaction.

B Created Date
The system uses this column to display the date that the
transaction was either created or imported into the program.

B Last Edit Date
The system uses this column to display the date that changes
were last made to the transaction.

B Target Line Item ID
The system uses this column to display the Line Item ID that
you assigned to the pending transaction.

B Batch ID
The system uses this column to display a number that
identifies the group of transactions that were imported into
the system. The system assigns a unique Batch ID number to
all of the transactions imported in a single session.
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Asset Information Page of Detail View

Detail View

Ling ltem ID: 13 Description: |Bakary Equipment < Prey Line lkem Negt Line ltern >
Line [tem Information 1 Tranzactions Asset Information ]
Spending Complete: |Ma - D ate Complete: __/__/ - Date Sent: M4

Asset Information:

Line Item Statuz: ACTIVE

Asset Template: |Equipment j In Service Date: |01/01/2006 -

Azzet Descrption: |Bakery Equipment

Asset Distribution:
Line ltem Actual: $2,450.00

Dristribution of Asset Y alue:

Value per Asset: § 2.450.00

o Equal " Assigned # of Assets: 1

= Eave = NewLine

Ilem| | Group View ‘ Help

Follow the guidelines below to complete the fields on the Asset
Information page of Detail View.

B Spending Complete
Use this field to indicate whether spending is complete for the
selected line item. You can create assets only from line items
for which spending is complete.

B  Date Complete
Use this field to indicate the date on which spending is
complete for the selected line item.

B Date Sent
The system uses this field to indicate the date on which an
asset or assets were created from the selected line item.

B Asset Information
Use these fields to specify information about the asset that
you create from the selected line item.

O Asset Template
Use this field to specify the already existing Sage FAS
template that you want to use to create the asset or assets
from the selected line item. You must have already set up
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the template in your Sage FAS application. This field is
case-sensitive (that is, if the template isnamed Equipment
in your Sage FAS application, you cannot enter
EQUIPMENT in this field.)

Note You canimport alist of asset template names from your
Sage FAS application. The system imports the asset template
list from the default Sage FAS company. After you import the
asset template names, you can select the desired asset
template from the list. For more information, see “Importing
an Asset Template List,” page 4-32.

Q

In Service Date
Use this field to specify the placed-in-service date of the
asset or assets that you create from the selected line item.

Asset Description
Use this field to enter a description for the asset or assets
that you create from the selected line item.

B Asset Distribution
Use these fields to specify the dollar amount of each asset to
be created from the line item.

Q

Line Item Actual

The system uses this field to display the total of the
Amount column for all of the transactions posted to the
selected line item.

Value per Asset

The system uses this field to display the value of each
asset that you create from the selected line item. The
system calculates this field by dividing the Line Item
Actual amount by the number of assets if you have
clicked the Equal option button. The system displays
“N/A” if you have clicked the Assigned option button.

Distribution of Asset Value

Use this field to specify whether all of the assets created
from the line item will have equal values or you will
assign values to each asset.

® Equal
Click this option button if you want all of the assets
created from the line item to have equal values.
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® Assigned
Click this option button if you want to assign values
to each asset created from the line item.

Q Number of Assets
Use this field to enter the number of assets that you are
creating from the selected line item. You can enter a
number between 1 and 99.

Q Enter Values Button
Click this button to display an Asset Distribution dialog
box that allows you to assign values to each asset created
from the line item. For more information, see “Asset
Distribution Dialog Box,” page 6-36.

Switching Between Group View and Detail
View

There are several ways to switch between Group View and Detail
View. You can use icons, drop-down menus, or buttons.

To switch to Detail View from Group View
1. Do one of the following:

® Double-click on a line item while in Group View. The
system displays the Line Item Information page for the
line item.

® C(Click the Detail View toolbar icon. The system displays a
blank Line Item Information page.

® C(Click the Detail View button at the bottom of the Group
View window. The system displays a blank Line Item
Information page.

® Select View/Detail View from the menu bar. The system
displays a blank Line Item Information page.
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To switch to Group View from Detail View
1. Do one of the following;:

® C(Click the Group View toolbar icon.

® C(Click the Group View button at the bottom of the Detail
View window.

® Select View/Group View from the menu bar.

The system displays the Group View.

Managing Group View

You can make the following changes to the columns in Group
View.

® Add columns to the view. See “Adding Columns in Group
View,” page 2-22.

® Remove columns from the view. See “Removing Columns
from Group View,” page 2-23.

® Change the column order. See “Changing the Column Order
in Group View,” page 2-24.

Adding Columns in Group View

Follow the instructions below to add columns in Group View.

To add a column in Group View

1. Select View/Manage/Group View from the menu bar. The
system displays the Manage Group View dialog box. For
more information, see “Manage Group View Dialog Box,”
page 2-24.
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w Manage Group Yiew

Select one or more fields to add to the view. You can also change the order of the
columns in the view by moving the fields up or down in the View list box on the right.

Awsailable Fields: Group YWiew:

Budget Cateqory PN Line ltem 1D PS
Caontact Description

Job Title Status

Revised % Complete add >> Type

Revised Budget GL CIF Acct No

Revised vs. Actual << Remove Start Date

Telephone End Date

UserField & Last Trans Date

UserField ¢ N Original Budget b

Up Down
QK Cancel Help

2. Select the field that you want to add as a column to Group
View from the Available Fields list box.

3. Click the Add button. The system adds the field to the Group
View list box.

4. Click OK. The system adds the selected field as a column in
Group View.

Removing Columns from Group View

Follow the steps below to remove columns from Group View.

Note LineItem ID is a required column in Group View; therefore,
you cannot remove it.

To remove a column from Group View

1. Select View/Manage/Group View from the menu bar. The
system displays the Manage Group View dialog box. For
more information, see “Manage Group View Dialog Box,”
page 2-24.
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2. Select the field that you want to remove from Group View

from the Group View list box.

Click the Remove button. The system removes the field from
the Group View list box and adds it to the Available Fields
list box.

Click OK. The system removes the selected column from the
Group View.

Changing the Column Order in Group View

Follow the steps below to change the order (from left to right) of
the columns in Group View.

To change the column order in Group View

1.

Select View /Manage/Group View from the menu bar. The
system displays the Manage Group View dialog box. For
more information, see “Manage Group View Dialog Box,”
page 2-24.

Select the field whose position you want to change in the
Group View list box. The field at the top of the list is the
leftmost column in Group View.

Click the Up or Down button to change the position in the
Group View list box. Moving a field up in the list moves the
column to the left in Group View. Moving a field down in the
list moves the column to the right in Group View.

Click OK. The system displays the new column order in
Group View.

Manage Group View Dialog Box

Follow the guidelines below to complete the fields on the Manage
Group View dialog box.



The Interface / 2-25

B Available Fields
The system displays the fields that are available for you to
display as columns in Group View. To add a field as a column
in Group View, select the field and then click the Add button.
The system adds the field to the list in the Group View field
and removes the field from the Available Fields list. You may
select more than one field by holding down the CTRL or
SHIFT key while selecting fields.

Note To select more than field, hold down the CTRL key
when you select the fields. The system highlights each field as
you select it. To select several fields that appear consecutively
in the list, hold down the SHIFT key, and then select the first
and last fields. The system highlights the first and the last
fields and all of the fields in between them.

B Add Button
Click this button to add the selected field to the Group View
list.

B  Remove Button
Click this button to remove the selected field from the Group
View list.

Note Line Item ID is a required column in Group View;
therefore, you cannot remove it from the Group View list.

B Group View
The system displays the fields that currently appear as
columns in Group View. The system displays the fields in
Group View in the order they appear in the list. The highest
field is displayed as the leftmost column in Group View.

B Up and Down Buttons
Click these buttons to change the order of the fields in the
Group View list box. Select a field and click the Up button to
move the field higher in the list. Select a field and click the
Down button to move the field lower in the list. The system
displays the fields in Group View in the order they appear in
the list. The highest field is displayed as the leftmost column
in Group View.



2-26 / FAS 100 CIP Accounting

Managing Detail View

You can make the following changes to the columns on the
Transactions page in Detail View:

Add columns to the view. See “Adding Columns to the
Transactions Page,” page 2-26.

Remove columns from the view. See “Removing Columns
from the Transactions Page,” page 2-27.

Change the column order. See “Changing the Column Order
on the Transactions Page,” page 2-28.

Adding Columns to the Transactions Page

Follow the steps below to add columns to the Transactions page in
Detail View.

To add a column to the Transactions page

1.

Select View /Manage/Transaction View from the menu bar.
The system displays the Manage Transaction View dialog
box. For more information, see “Manage Transaction View
Dialog Box,” page 2-28.

w Manage Transaction View

Select one or more fields to add to the view. You can also change the order of the
columns in the view by maoving the fields up or down in the View list box an the right.
Awailahle Eields: Transaction Yiew:
Batch ID A Trans ID PS
Created Date Description
Last Edit Date Date Posted
Cuantity Add >> Trans Date
Sales Tax Paid Refarence
Sub-Category ¢ Bamave FO Mumber
T. Line ltern 1D — Journal
UserField Yendar
UserField 9 b’ Amount b’
Up Down
QK Cancel Help
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2.

Select the field that you want to add as a column to the
Transactions page from the Available Fields list box.

Click the Add button. The system adds the field to the
Transaction View list box. The field at the top of the list is the
leftmost column on the Transactions page.

Click OK. The system adds the selected field as a column on
the Transactions page.

Removing Columns from the Transactions
Page

Follow the steps below to remove columns from the Transactions
page in Detail View.

Note Transaction ID is a required column on the Transactions
page; therefore, you cannot remove it.

To remove a column from the Transactions page

1.

Select View /Manage/Transaction View from the menu bar.
The system displays the Manage Transaction View dialog
box. For more information, see “Manage Transaction View
Dialog Box,” page 2-28.

Select the field that you want to remove as a column from the
Transactions page from the Transaction View list box.

Click the Remove button. The system removes the field from
the Transaction View list box and adds it to the Available
Fields list box.

Click OK. The system removes the selected column from the
Transactions page.
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Changing the Column Order on the
Transactions Page

Follow the steps below to change the order of the columns on the
Transactions page in Detail View.

To change the column order on the Transactions
page

1.

Select View /Manage/Transaction View from the menu bar.
The system displays the Manage Transaction View dialog
box. For more information, see “Manage Transaction View
Dialog Box,” page 2-28.

Select the field whose position you want to change in the
Transaction View list box.

Click the Up or Down button to change the position in the
Transaction View list box. Moving a field up in the list moves
the column to the left on the Transactions page. Moving a
field down in the list moves the column to the right on the
Transactions page.

Click OK. The system displays the new column order on the
Transactions page in Detail View.

Manage Transaction View Dialog Box

Follow the guidelines below to complete the fields on the Manage
Transaction View dialog box.

B Available Fields

The system uses this field to display the fields that are
available for you to display as columns on the Transactions
page of Detail View. To add a field as a column on the
Transactions page, select the field and then click the Add
button. The system adds the field to the list in the Transaction
View field and removes the field from the Available Fields list.



The Interface / 2-29

B Add Button
Click this button to add the selected field to the Transaction
View list.

H Remove Button
Click this button to remove the selected field from the
Transaction View list.

Note TransactionID is a required column on the Transactions
page; therefore, you cannot remove it from the Transaction
View list.

B Transaction View
The system uses this field to display the fields that currently
appear as columns on the Transactions page. The system
displays the fields on the Transactions page in the order they
appear in the list. The highest field is displayed as the leftmost
column on the Transactions page.

B Up and Down Buttons
Click these buttons to change the order of the fields in the
Transaction View list box. Select a field and click the Up
button to move the field higher in the list. Select a field and
click the Down button to move the field lower in the list. The
system displays the fields on the Transactions page in the
order they appear in the list. The highest field is displayed as
the leftmost column on the Transactions page.

Viewing Groups

There are eight default groups included with the program. For
more information, see “Predefined Groups,” page 4-16. In
addition, you can create many more groups. Use the Line Items
Group field in Group View to switch between groups.

To switch between groups

1. Make sure you are in Group View.
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2. Click the down-arrow in the Line Items Group field, and
select the group you want displayed from the list.

The system displays the group in the Group View main
window.

Selecting Line Items and Transactions

You use the same method to select line items in Group View and
transactions on the Transactions page in Detail View: you click on
them. The system highlights the selected line item or transaction.

To select an individual line item or transaction
1. Do any one of the following:

® C(lick anywhere in the row containing the line item or
transaction you want to select.

® C(Click in any row, and then press the UP or DOWN
ARROW keys on your keyboard until the system
highlights the line item or transaction you want to select.

The system highlights the line item or transaction you want to
select.

To select more than one line item or transaction

1. Hold down the CTRL key when you select the line items or
transactions. The system highlights each line item or
transaction as you select it.

To select several line items or transactions that
appear consecutively

1. Hold down the SHIFT key when you select the first and last
line items or transactions. The system highlights the first and
last line item or transaction and all of the ones between them.
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To select all line items or transactions

1. Select Edit/Select All from the menu bar, or press the
CTRL+A keys. The system highlights all line items or
transactions in the current view.

To unselect all line items or transactions

1. Select Edit/Deselect All from the menu bar, or press the
CTRL4D keys. The system removes the highlight bar from all
the line items or transactions in the current view.

Toolbar Buttons

The toolbar provides an array of buttons that simplify many tasks.
Following are each of the toolbar buttons and a brief description
of each.

B Open Project

-+
Open an existing project

B Close Project

;
Close the currently open project.

B Edit Project

Change the information pertaining to the currently
open project.

B Open Group View

Display a group of line items.
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New Line Item

a
+H Create a new line item.
Move/Copy Line Item
%8 -
Move or copy the selected line item(s).

Save Line Items as Group

Y5 Save selected line items as a group.

Open Detail View

rj- Display a blank Line Item Information page in
"= Detail View.

New Transaction
$ Create a new transaction.

Move/Copy Transaction
+5 .
Move or copy the selected transaction(s).

Split Transaction

5 B Split the selected transaction into multiple
transactions.

Search Current View

Find specific data in the selected line items or
transactions.

Clear Search

) Clear the current search for specific data and
i redisplay the original group of line items or
transactions.



The Interface / 2-33

B Open Report Definition

Run a report.

B Create Group

TR
5% Define groups for use in Group View or reports.

®  Online Help

?
* | Display the online Help for the program.

Finding Specific Data

The Search feature allows you to find specific data for line items
and their transactions.

The Search feature is available only in Group View, and it operates
only on line items that have been selected from the currently
active group. That is, you must first select the line items from the
currently active group before using the Search command.

After you perform a search and close the Search dialog box, the
system displays only the line items that contain the data for which
you searched. To restore the Group View so that it displays all of
the line items in the group, you click the Clear Search button on
the Search dialog box or the Clear Search toolbar button.

To find specific data

1. Go to Group View, and select the group of line items that you
want to search. For example, you might want to search the
“All Active Line Items” group for the name of a specific
vendor.

2. Select the line items you want to search, or select Edit/Select
All from the menu bar to select all of the line items in the
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currently displayed group. For information on selecting line
items, see “Selecting Line Items and Transactions,” page 2-30.

Note You must select the line items in Group View before you
perform the search. The system searches for data only in
selected line items.

3. Select Edit/Search from the menu bar. The system displays
the Search dialog box.

For all selectad line items, search:

Froidype: [ IETECSN ~ |
Eield: |# of Assets ﬂ for: |
-

Search ‘ Cancel ‘ Help

4. Select the field type and field in which you want to search for
data. For example, you might select the Transaction field type
and the Vendor field to search for a specific vendor ID. For
more information, see “Search Dialog Box,” page 2-35.

5. Enter the data for which you want to search in the For field.
For example, you might enter the name of a vendor in this
field.

6. Click the Search button to perform the search. The system
searches for the specific data in all of the selected line items
and their transactions, and then it displays only the line items
that contain the data for which you are searching.

7. Click the Cancel button to close the Search dialog box and
view the line items.
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Search Dialog Box

Follow the guidelines below to complete the fields on the Search
dialog box.

Field Type
Use this field to select the type of field you want to search.

Q Line Item
Select this option if you want to search for data only in
fields on the Line Item Information page and the Asset
Information page.

Q Transaction
Select this option if you want to search for data only in
fields on the Transactions page.

Field
Use this field to select the name of the field that you want to
search for data.

For
Use this field to enter the data for which you want to search.

Use Wildcards

Select this check box if you want to use wildcards when you
enter the data that you want to search for in the For field. The
system supports the following wildcards:

Q ? (Question Mark)
Use this wildcard to represent a single character. For
example, if you enter “C?TS” in the For field, the system
will find data containing the letters CATS, COTS, and
CUTS.

Q * (Asterisk)
Use this wildcard to represent zero or more characters.
For example, if you enter “C*TS” in the For field, the
system will find data containing the letters CTS, CATS,
COTS, CUTS, COURTS, and COLTS.

Clear Search Button
Click this button to clear the search and redisplay the original
group of line items in Group View.
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Wildcard Characters

A wildcard character is a keyboard character that represents one
or more characters when you are searching for data in fields. You
can use wildcard characters when you do not know the actual
characters contained in the data.

The system supports the use of two wildcard characters:

® Asterisks (*): Use the asterisk to represent zero or more
characters. For example, if you are looking for data that starts
with SMITH, type SMITH?*. The system finds data that begins
with SMITH, including SMITH, SMITHERS, and
SMITHTOWN.

® Question marks (?): Use the question mark as a substitute for
a single character in a name. For example, if you ask the
system to find COR?, the system finds CORP and CORN but
not CORPORATION.

Globally Replacing Data

The Replace feature allows you to replace data in line item fields
and transaction fields.

The Replace feature is available in both Group View and Detail
View, and it operates only on line items or transactions that have
been selected from the grid. That is, you must first select one or
more rows in the grid before using the Replace command.

To globally replace data
1. Go to Group View or the Transactions page in Detail View.
2. Select the rows for which you want to replace data, or select

Edit/Select All from the menu bar to select all of the rows in
the grid.
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Note You must select the rows in the grid before you perform
the replace command. The system replaces data only on
selected rows.

3. Select Edit/Replace from the menu bar. The system displays
the Replace dialog box.

Forall selected recards, search:

Fisld type:
Field: |# of Assets ﬂ far: | [~ Al
Replace with: |
—

| Cancel | Help

4. Complete the Replace dialog box, and then click the Replace
button. For more information, see “Replace Dialog Box,”
page 2-37.

Replace Dialog Box

Follow the guidelines below to complete the fields on the Replace
dialog box.

B Field Type
Use this field to select the type of field you want to search for
data and replace with the specified data.

O Line Item
Select this option if you want to replace data only in fields
on the Line Item Information page and the Asset
Information page.

O Transaction
Select this option if you want to replace data only in fields
on the Transactions page.

B  Field
Use this field to select the name of the field in which you want
to replace data.
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B For
Use this field to enter the data for which you want to search.
Al

Select this check box if you want to replace data in all fields,
regardless of the contents of that field.

B Replace With
Use this field to enter the text that you want to replace the
existing text in the specified field.

B Use Wildcards
Select this check box if you want to use wildcards when you
enter the data that you want to replace in the For field. The
system supports the following wildcards:

O ? (Question Mark)
Use this wildcard to represent a single character. For
example, if you enter “C?TS” in the For field, the system
will find data containing the letters CATS, COTS, and
CUTS.

Q * (Asterisk)
Use this wildcard to represent zero or more characters.
For example, if you enter “C*TS” in the For field, the
system will find data containing the letters CTS, CATS,
COTS, CUTS, COURTS, and COLTS.

B Replace Button
Click this button to replace the text in the selected field with
the text in the Replace With field.

Changing the Sort Order

You can quickly change the order of the line items in Group View
or the transactions on the Transactions page in Detail View. For
example, you can see the Vendors in alphabetical order or the
amount spent on each transaction in ascending order.

To change the sort order

1. Go to either Group View or the Transaction page of Detail
View. The system originally displays the line items or
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transactions in order by Line Item ID number or Transaction
ID number.

Click on a column heading. The system sorts the line items or
transactions in ascending order.

Click again to sort the line items or transactions in
descending order.

Creating Groups from Selected Line Items

You can create a group of line items quickly by selecting them in
Group View and saving them as a group.

To create a group from selected line items

1.

Select the line items in Group View that you want to form
into a group. For information on selecting line items, see
“Selecting Line Items and Transactions,” page 2-30.

Select View /Save as Group from the menu bar. The system
displays the Save As Group dialog box.

w Save As Group

Enter a group name for the selected line items. The group will be created using
the line itern 1D(s) of the selected records.

Group Name: |

| Cancel Help

Type a name for the group in the Group Name field, then
click OK. For more information, see “Save as Group Dialog
Box,” page 2-40. The system saves the selected line items as a

group.
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Save as Group Dialog Box

Follow the guidelines below to complete the fields on the Save as
Group dialog box.

Note You must first select the line items that you want to save as
a group before you complete the Save as Group dialog box.

B Group Name
Use this field to enter the name of the group that you want to
create from the selected line items.

Grouping by Column Headings

You can sort the line items in Group View into temporary groups
by dragging column headings in to the dark area above the grid.

For example, you might want to see all of the capitalized line items
grouped together, and then all of the expensed line items grouped
together. You would simply click on the Type column heading and
drag it into the dark area labeled “Drag a column here to group by
that column.” The system creates two groups of line items: a

group of capitalized line items and a group of expensed line items.

You can create a secondary sort within the primary sort by
dragging another column into the same area. For example, if you
drag the Start Date column heading into the area next to the Type
column heading, the system sorts the line items first by Type and
then by Start Date.
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Grﬂup View Project Status:  ACTIVE
Project Code:  2003-250
Line ltems Group: | <Al Line ltemns> -
Type Start Date
It;mTD Description Status Type | GLCIP AcctMo | Start Date End Date Las[;;'tr:ns Original Budget Actual
b =IType: C
= Start Date : 1/1/2004
2 Land 5 C 400-15000 1A/2004 443042004 4/15/2004 $450,000.00 $438,000.00
7 Storage Equipment & C 400-15300 1//2004  B/30/2005  4/12/2008 $6.500.00 $2.791.10
8 Bakery Display Case & C 400-15300 1/1/2004  B/30/2005 /272008 $5,500.00 $2,995.00
.. Kitchen Equipment Hookup & C 400-15300 1A/2004 343142008 2412/2008 $1.800.00 $2,301.54
.. Decorative Millwork, & C 400-15100 1A/2004 443042005 3412/2008 $1.000.00 $1.250.00
= Start Date : 3/1/2004
4 Fire Protection Equipment 5 C 400-15300 31/2004 1243142004 11/14/2004 $5,500.00 $6.444.28
E Decorative Light Fiztures & C 400-15200 31/2004  BA30/2005  4/21/2004 $10,000.00 $4.077.65
= Start Date : 7/1/2004
9 Shelving & C 400-15200 7A1/2004  BA3042005  11/12/2004 $2,600.00 $1.271.00
= Start Date : 9/1/2004
... Plurnbing & C 40015100 9/1/2004 443042005 10/2/2004 $750.00 $622.36
= Start Date : 1041/2004
3 Decorative Awnings & C 400-15200 104142004 43002005 441372008 $1.500.00 $1.275.86
5 Sighs & C 400-15300 104142004 B/30/2005 101672004 $2,000.00 $1.25385
Expart Dietail View | Help

Changing the Column Width

You can change the width of columns in Group View and on the
Transactions page in Detail View.

To change the column width

1. Place the cursor over the vertical line separating the column
T you want to change. The cursor changes to a column width
adjustment tool.

2. Click and drag the line right or left to increase or decrease the
width of the column, and then release the mouse button.
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Accessing a Calculator

You can easily access a calculator for numeric fields. The
calculator is available for fields such as original and revised
budget fields, amount fields, and user numeric fields.

To access a calculator
1. Go to Detail View and click a numeric field.

2. Press the F4 key. The system displays a calculator.

| £500

C CE BS
MC
MR,
M5
M+

e
1%

Cutting, Copying, and Pasting Data

You can cut, copy, and paste data just as you can in any other
Windows-based program. Follow the guidelines provided below
to cut, copy, or paste data.

Cutting Data

When you cut data, you delete highlighted data from one area of
the program. That data is placed in the Windows clipboard so you
can then paste it somewhere else.
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To cut data
1. Highlight the data that you want to cut.
2. Do one of the following:

® Select Edit/Cut from the menu bar.
® Press CTRL+X.

® Right-click on the field, and then select Cut from the
popup menu.

The system deletes the highlighted data and places it in the
clipboard.

Copying Data

When you copy data, you place a copy of highlighted data in the
Windows clipboard so you can then paste it somewhere else. The
old copy remains behind.

To copy data
1. Highlight the data you want to copy.
2. Do one of the following:

® Select Edit/Copy from the menu bar.
® Press CTRL+C.

® Right-click on the field, and then select Copy from the
popup menu.

The system copies the highlighted data and places it in the
clipboard.
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Pasting Data

When you paste data, you place data from the Windows clipboard
into a new location.

To paste data
1. Place the cursor in the area where you want to paste the data.
2. Do one of the following:

® Select Edit/Paste from the menu bar.
® Press CTRL+V.

® Right-click on the field, and then select Paste from the
popup menu.

The system places the contents of the clipboard into the cursor
location.



Understanding Key
Elements

To use the application most effectively, you should understand
the key elements of the product: databases, projects, line items,
transactions, groups, and field entry lists.

Databases are containers that hold your data. Depending on your
needs, you may want to have only one database to hold your data,
or you may want to create additional databases.

You use projects to organize your construction costs. A database
can hold one project or several projects. The choice is yours.

A project consists of one or more line items; a line item is one
piece of a project. For example, if your project is the construction
of a new piece of equipment, each line item might be a part that
you have purchased to build the piece of equipment.

A line item, in turn, consists of one or more transactions. A
transaction represents the spending of money on the project.

A group is a collection of line items grouped together for the
purpose of viewing or reporting on them. For example, you might
want to see information about all of the line items posted to the
project in January.

A field entry list is a list of possible selections for a particular field
in the program. By encouraging users to enter data in fields by
selecting from a list, you ensure accuracy and consistency when
entering data.
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The diagram below compares the hierarchy levels in FAS 100 CIP
Accounting with the levels in your Sage FAS application.

FAS 100 CIP Sage FAS
Accounting product
Projects Companies
Line Items - Assets
Transactions Detail
(Expenses, Invoices, Tasks) (Images)

Databases

The application stores your data in an internal software structure
called a database. A database holds data in a way that makes it
extremely easy to search, sort, organize, and retrieve your data.
Additionally, you can create many databases to further organize
your data.

You store each project you create in a database. You can store one
or more projects in a single database, or you can create multiple
databases for storing each project.

Storing all your projects in one database is convenient because
you do all your work in one place. However, distributing your
projects among multiple databases optimizes system processing
speed.

You can run a consolidated report, which displays information for
multiple projects. However, the projects included in a
consolidated report must be stored in the same database.

You can create more than one database in each directory (or file
folder) on your computer. The database is a file with a CDB
extension. You can give this file any name that conforms to
Windows file-naming standards. You can assign each database a
unique name that you use to reference the database within the
application.
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Projects

The Sage FAS products, such as FAS 100 Asset Accounting or FAS
50 Asset Accounting, store data in separate databases from the
ones used by FAS 100 CIP Accounting. You should not try to use
a single database to store data for both applications.

You create projects so that you can organize your construction
costs in a way that is most meaningful to you.

A project can be as big or as small as you want it to be. A project
might be the construction of a new piece of equipment, or it might
be the construction of a new office building.

You must specify the date that a project begins (the Start Date) and
the date the projects ends (the End Date). But don’t worry if the
End Date changes; you can always change this date at a later time.

When you create a new project, you can also specify the amount
of money that you have budgeted for it. You can also enter a
revised budget amount if the budgeted amount for the project
changes. As you spend money on the project, the system
compares the amount that you have budgeted for the project with
the amount that you have actually spent on the project. In this
way, you can easily tell if you are over or under your budget.

You can enter contact information for your projects (names,
addresses, telephone numbers, etc.). The system also provides
some user-defined fields and a place for entering project notes and
other information.

There are several ways to view information about your projects.
You can open the Edit Project dialog box at any time to view
project information and make changes to the information that you
have already entered. In addition, you can run the Project
Information report to view the general information that you
entered for the project, or the Project Status report to view the
project’s financial information.
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Line Items

Line items are a way to organize spending for the individual
pieces of a project. You can organize a project by creating as many
line items as you need. Each line item consists of one or more
transactions. The transactions represent the actual spending for
the line item. When setting up your project, remember that you
can create one or more fixed assets from a single line item, but line
items cannot be combined to create a single asset.

For example, suppose your project is to upgrade the equipment in
your manufacturing plant. Each line item in the project could
represent a piece of equipment. The transactions represent the
actual costs for upgrading each piece of equipment, purchasing
the part, installing it, etc.

After you set up a new project in the program, you should plan
how you want to organize the project into separate line items. You
can enter a budget amount for each line item, and as the project
continues, you can view the budget information for the line items
to see if you are over or under budget.

When the spending for a line item is complete, you can create one
or more assets from each line item. You can send the asset
information directly to your Sage FAS application, or you can
send it to a file.

You can see information about all of the line items in a project in
the Group View. You can see the information for a single line item
by double-clicking on it and going to Detail View.

You can track the costs of two types of line items: capitalized and
expensed. You specify whether the line item will be capitalized or
expensed when you create the line item. Capitalized line items
will appear on the balance sheet and become assets that you place
in service. You can send capitalized line items to your Sage FAS
application when you are ready to place them in service and
calculate depreciation on them.

You can quickly view the two types of line items in Group View
by selecting one of the predefined groups: the capital line items
group or the expensed line items group. You can also run reports
on either of these groups.

After you enter a new line item, you can edit the line item
information in Detail View at a later time. Another way to view
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information about line items is to run the Line Item Summary
report or the Line Item Information report. After you have created
one or more assets from a line item, you can view the asset
information by running the Line Item Asset Listing report.

Transactions

Groups

Transactions represent the items that you spend money on for a
project. Every time money is spent on a project, you should enter
a new transaction for the project. Transaction information is
usually obtained directly from the general ledger or accounts
payable.

You associate each transaction with a line item. A line item can
have one or more transactions associated with it.

After you enter a new transaction, you can edit the transaction
information. You can also run the Transaction Detail report and
the Transaction Information report to view the transactions in
your project.

A group is a collection of line items grouped together for the
purpose of tracking them, working on them, or reporting on them
collectively. Groups are viewed in Group View.

The program contains several predefined groups, but you can
create additional groups using the Group Manager. By specifying
one or more criteria, you define which type(s) of line items to
include in the group. For example, you might create a group that
includes only the line items for which you posted transactions
during a specific time period.

When you create a group, you also decide how to sort the line
items in the group. The sort criteria determine the order the line
items appear (that is, ascending or descending) and whether you
want subtotals to appear when you run a report for the group. For
example, you might want a report to show line items in ascending
order by their start dates (from earliest to latest). And you might
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want the report to show a subtotal for the transactions for each
vendor.

Defining a group is flexible; you can pinpoint your group with
many criteria, you can hand-pick individual line items for a
group, and you can change a group definition at any time.

You can define multiple groups per project, and include any line
item in multiple groups. For example, you might want to organize
your line items into several groups because you have different
reporting requirements for each group. In addition, because a
group is simply a logical view of a project, it is always current--
you never have to update a group.

It is important that you understand how line items are grouped
within the same project and why you would want to group your
line items. Creating a variety of distinct, logical groups gives you
greater control of managing and reporting on your projects. For
example, you might create groups to more precisely accomplish
the following tasks:

® runreports

® browse your line items
® sort your line items

® find a specific line item

® make global changes.

Field Entry Lists

You can create lists of valid entries for many of the fields in the
program. For example, you can create a list of valid entries for the
Vendor field on the New Transaction dialog box.

You might have only a few vendors that you do business with,
and you may want users of the program to enter their names
consistently. To achieve that consistency, you can create a field
entry list for the Vendor field. Instead of typing in the name of the
vendor each time, the person entering the transaction information
can simply select the vendor's name from the list.



8  Setting Up the
Application

In Chapter 3 you learned about the most important elements of
the program. In this chapter you’ll learn the steps necessary for
making each of those elements a reality. Specifically, you'll learn
how to create databases, projects, and groups. You'll also learn
how to change the names of fields so they are more meaningful to
you, and how to create valid field entry lists.

Setting System Preferences

Follow the instructions below to set preferences that apply to all
of the projects in the application.

Before you complete these steps, you must first close any open
projects.

To set system preferences

1. Select Projects/Preferences/System Preferences from the
menu bar. The system displays the System Preferences dialog
box.
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2.

Setting the Default Folder for File Creation

You can specify a default folder for files created by the application.
After you specify the folder, it becomes the default folder for the

= System Preferences Pz
Select Azset Application:

The following FAS Azzet Accounting applications have been found on this computer. To export
asgets created from projects, you must select a version of FAS Asset Accounting to access. This

zelection will be used for all projects. This selection can be changed prior to creating assets for
completed projects. To make a selection, highlight the application and click OK.

Aszet Applications Found:

On Startup:

v Maximize &pplication [~ Open Last Project [v Display Project Snapshat

Drefault Path for File Creation:

| Browse
Ok Lancel | Help

Complete the System Preferences dialog box. For more

information, see “System Preferences Dialog Box,” page 4-3.

following activities:

importing transactions
selecting import field map files
saving import field map files
exporting data

backing up projects

restoring backed-up projects

creating assets from line items
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To specify the default folder for file creation

1.

Select Projects/Preferences/System Preferences from the
menu bar. The System Preferences screen appears.

Click the Browse button to select the default folder. After you
select the folder, the directory path to the folder appears in
the Default Path for File Creation field.

Click OK to close the System Preferences screen.

System Preferences Dialog Box

Follow the guidelines below to complete the fields on the System
Preferences dialog box. The selections that you make on this
dialog box apply to all of the projects in the application.

Note The preferences that you select on this screen apply only to
the individual workstation.

B Asset Applications Found

Use this field to select the version of FAS Asset Accounting
that you want to use when you send assets from projects. You
can select a different version when you are ready to send the
assets, if desired.

On Startup
Use these fields to specify how the application appears when
you start the program.

O Maximize Application
Select this check box if you want the application to occupy
the entire computer screen when you start the program.
(For the program to occupy the entire screen, you must
also activate the Microsoft Windows “auto hide” feature
to hide the task bar and the Microsoft Office toolbar, if
present.)

O Open Last Project
Select this check box if you want the system to open the
last open project when you start the program.
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O Display Project Snapshot
Select this check box if you want the system to display the
Project Snapshot dialog box when you open a project.

B Default Path for File Creation
Use this field to specify the default folder for creating files in
the application. The folder that you select becomes the default
folder for exporting data, importing transactions, selecting
import field map files, saving export field map files,
importing files, saving import field map files, backing up
projects, restoring backed-up projects, and creating assets
from line items. For more information, see “Setting the
Default Folder for File Creation,” page 4-2.

Q Browse Button
Click this button to select the default folder for file
creation.

Creating a New Database

You can store your new project in the default database, but you
might also want to create databases with unique names to assist
your database management.

To create a new database

1. Select Projects/Database List Manager from the menu bar.
The system displays the Database List Manager dialog box.
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Database List Manager

D atabase Mame:

<DEFAULT>
Find. .

X
Close

Rename...
Mew Database...
Configure...

D atabase Path:

C:\Program Files\Best Software\FAS CIP
Accounting\DATAVFASCIP.CDB on Sage_FAS

Help

2. Click the New Database button. For more information, see
“Database List Manager Dialog Box,” page 5-25. The system
displays the New Database dialog box.

New Database

Save in: |lf) FAS CIP Accounting

&]Cush’pt
&]Data
&]Import Maps
&]Reports

Physical Database Name: ||

Save Type As: |F_—'4.SCIP database files {.cdb)

Logical D atabaze Mame: |

o]

Cancel |

Help |

Complete the New Database dialog box, then click OK. For

more information, see “New Database Dialog Box,” page 4-6.

You should now see your new database name displayed in the
Database Name field on the Database List Manager dialog

box.
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4. Click the Close button to exit the Database List Manager
dialog box.

New Database Dialog Box

Follow the guidelines provided below to complete the fields on
the New Database dialog box.

B Saveln
The system uses this field to display the folder where you
want to store the database. (Long file names for folder names
are supported by the program.) Use the box below this field to
select the folder. Use the toolbar buttons to the right of this
field to move up a level or to create a new folder. Click the
arrow button to select another drive letter.

B Physical Database Name
Use this field to enter the file name for the database you are
creating. This is the name of the file as it appears in the
Windows Explorer program. You do not need to enter a file
extension because the system automatically adds a CDB
extension to the file name.

B Save Type As
The system uses this field to display the file type of the
database file.

B Logical Database Name
Use this field to enter the logical database name of the
database. This is the name of the database that appears in the
Database field of other dialog boxes.

Note Each logical database name in the Sage FAS system
must be unique. You cannot enter a logical database name that
already exists in the Database List Manager.
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Creating a New Project

To create a new project

1. Select Projects/New from the menu bar. The system displays
the New Project dialog box.

* Project Hame: | Project Code: Status. NEW
“Diztabase |FASCIF' ﬂ * Start Date: *End Date:
[pr/myzo0s [-] [izrsszs |-

. . = ired field
Project Description: required hie

Einancial Information | Contact Information | Other Information

Actual Spending

Actual Spending to Date: ™ Include Pending Tranzactions in Actuals

Project Budget and Actual
Lagt Updated % Complete

Original Budget: $0.00 Original vs. Actual:
Revised Budgst: $0.00 Revized ve. Actual:

Line Item Budget

Current Lineg Ibems Entered Last Updated Bemaining Line |tems To Be Entered
Original Budget: Original Budget:
Revised Budget: Fevised Budget:

0K | LCancel | Help

2. Complete the New Project dialog box, and then click OK. For
more information, see “New Project Dialog Box,” page 4-7.

New Project Dialog Box

Follow the guidelines below to complete the fields on the New
Project dialog box.

B Project Name
Use this field to enter a unique name for the project.
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Note The system does not support the use of apostrophes or
single-quotes () in project names.

B Project Code
Use this field to enter a unique code to identify the project.

B Status
The system uses this field to display the status of the project.
B Database

Use this field to select the database in which you want to store
the project.

B Start Date
Use this field to indicate the date the project starts.

B End Date
Use this field to indicate the date the project ends.

B Project Description
Use this field to enter a more complete description of the
project.

B Financial Information Page
For information on completing the fields on the Financial
Information page, see “Financial Information Page of the New
Project Dialog Box,” page 4-9.

B Contact Information Page
For information on completing the fields on the Contact
Information page, see “Contact Information Page of the New
Project Dialog Box,” page 4-11.

B Other Information Page
For information on completing the fields on the Other
Information page, see “Other Information Page of the New
Project Dialog Box,” page 4-13.
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Financial Information Page of the New Project

Dialog Box

= New Project

* Project Mame: |

* Database: |FASC\F' j

Project Description:

Project Code:

)
Status: NEW

* Start Drate: * End Date:
[pr/0/2008 [+] [1i231/2008 [+

= required Ffield

Financial Information | Contact Information | Other Infarmation

Actual Spending
Actual Spending to Date:

Project Budget and Actual

[ Include Pending Transactions in Actuals

Last Updated % Complete
(Original Budaget: $0.00 Original vs. Actual:
Fevised Budaoet: $0.00 Fevized vs. Actual:
Line Item Budget
Current Line [temns Entered Last Updated Remaining Line Items To Be Entered
(Original Budaget: Original Budget:
Revized Budget: Revized Budget:
ok | Cancel | Help

Follow the guidelines below to complete the fields on the
Financial Information page of the New Project dialog box.

Actual Spending

B Actual Spending to Date
The system uses this field to display the amount spent on the
project. The system calculates this amount by adding the
amounts for each transaction posted to the project.

B Include Pending Transactions in Actuals
Select this check box if you want to include pending
transactions in the spending for the project. If you select the
check box, the system includes pending transactions in the
following fields: Original vs. Actual Amount, Revised vs.
Actual Amount, Original vs. Actual Percent Complete,
Revised vs. Actual Percent Complete, as well as the Pending
field on the Project Snapshot dialog box.
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Project Budget and Actual

Original Budget
Use this field to enter the original amount budgeted for the
project.

Revised Budget
Use this field to enter the revised budget amount for the
project.

Last Updated
The system uses these fields to display the dates the Original
Budget field and the Revised Budget field were last updated.

Original vs. Actual Amount

The system uses this field to display the difference between
the Original Budget amount and the Actual Spending to Date
amount.

Original vs. Actual Percent Complete

The system uses this field to display the percentage of the
original budget that has been spent. The system calculates this
amount by dividing the Actual Spending to Date amount by
the Original Budget amount.

Revised vs. Actual Amount

The system uses this field to display the difference between
the Revised Budget amount and the Actual Spending to Date
amount.

Revised vs. Actual Percent Complete

The system uses this field to display the percentage of the
revised budget that has been spent. The system calculates this
amount by dividing the Actual Spending to Date amount by
the Revised Budget amount.

Line Item Budget

Original Budget of Current Line Items Entered
The system uses this field to display the total of original
budget amounts for all line items posted to the project.

Revised Budget of Current Line Items Entered
The system uses this field to display the total of revised
budget amounts for all line items posted to the project.

Last Updated
The system uses this column to display the dates that the last
transaction was posted to the project.
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B Original Budget of Remaining Line Items to be Entered
The system uses this field to display the difference between
the Original Budget for the project and the original budget for
all line items posted to the project.

B Revised Budget of Remaining Line Items to be Entered
The system uses this field to display the difference between
the Revised Budget for the project and the revised budget for
all line items posted to the project.

Contact Information Page of the New Project

Dialog Box
* Praject Name: | Project Cade: Status: NEW

j * Start Date: " End Date:
[/n/2005 [+ [12/31/2005 [+

" Database: |FASEIP

. L = ired field
Froject Description: required hel

Financial Information  Contact Information | Other Information

N arne: |

Lacation/Department: |

Telephone: | Ext
Fak: ’—
Mobile: l—
eMail. |
Address: |
Ciy: |
State/Pravince: ,7 Cauntry:
ZIP/Postal Code: |

Contact information for a project can be copied from an existing project using the Copy Project Setup option under
the Utilities menu.

oK | LCancel ‘ Help

Follow the guidelines below to complete the fields on the Contact
Information page of the New Project dialog box.

B Name
Use this field to enter the name of the primary contact for the

project.
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B Location/Department
Use this field to enter the location or department name for the
project.

B Telephone
Use this field to enter the telephone number for the project’s
primary contact.

B Extension
Use this field to enter the telephone extension for the project’s
primary contact.

B Fax
Use this field to enter the fax number for the project’s primary
contact.

B Mobile

Use this field to enter the mobile telephone number for the
project’s primary contact.

B Email
Use this field to enter the email address of the project’s
primary contact.

B Address
Use this field to enter the mailing address of the project’s
primary contact.

m  City
Use this field to enter the city of the project’s primary contact.

B State/Province
Use this field to enter the state or province of the project’s
primary contact.

B Country
Use this field to enter the country of the project’s primary
contact.

B ZIP/Postal Code
Use this field to enter the zip code or postal code of the
project’s primary contact.
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Other Information Page of the New Project Dialog

Box
= New Project E|E|
* Project Mame: | Project Cade: Status: NEW

j * Start Date: *End D ate:

*Datahase: |FASCIP
| [0 [+ [1z/st/2005 |~

Project Description: required field

Financial \nformationl Contact Information

Campary: |
User Defined Fields: Project Mates:
User Field 1: |
User Field 2: |
User Fieid 3: |
User Field 4: |
User Field &: |

Enter the actual percentage complete for project below. This
percentage can be updated throughout the project and is used to
gauge project progress.

Percent Complete: 0.000 %

oK | Cancel | Help

Follow the guidelines below to complete the fields on the Other
Information page of the New Project dialog box.

B  Company
Use this field to enter the company's name for the project.

B User Fields1-5
Use these fields to enter additional information about the
project that is not appropriate for the other fields in the New
Project dialog box.

B Project Notes
Use this field to enter more detailed information about the
project.

B Percent Complete
Use this field to enter the completion percentage for the
project. You can update this field as often as you desire.
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Copying a Project Setup

When you are setting up a new project, you can save time by
copying setup information from an already existing project into
the new project.

To copy a project setup

1. Select Projects/Utilities/Copy Project Setup from the menu
bar. The system displays the Copy Project Setup dialog box.

m Copy Project Setup E g|
Step 1: Select a source project
Detabace: -
Froject |Westﬂe|ds Bakery #2 ﬂ

Step 2: Select the items you wish to copy
[ ContactInformation [ Field Entry List [ Set Company Default
[ Customized Fields [ Group Definitions [ wiew Layout

Step 3: Select a destination project or projects

Database: |<DEFALLT ﬂ

Projects: Wistlields Bakeny #2
Westfields Bakery #3

| Cancel Help

2. Complete the Copy Project Setup dialog box, and then click
the Copy button. For more information, see “Copy Project
Setup Dialog Box,” page 4-15.
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Copy Project Setup Dialog Box

Follow the guidelines below to complete the fields on the Copy
Project Setup dialog box.

B Step 1: Select a Source Project
Use these fields to select the project containing the setup
information that you want to copy to another project.

Q

Database
Use this field to select the database containing the project
from which you want to copy setup information.

Project
Use this field to select the project from which you want to
copy setup information.

B Step 2: Select the Items You Want to Copy
Use the fields to select the project setup information that you
want to copy to another project.

Q

Contact Information
Select this check box to copy information from the
Contact Information page.

Customized Fields
Select this check box to copy field names that have been
changed and field entry lists.

Field Entry List
Select this check box to copy field entry lists.

Group Definitions
Select this check box to copy group definitions created in
Group Manager.

Set Default Company
Select this check box to copy the default company in FAS
Asset Accounting that was selected to receive sent assets.

View Layout

Select this check box to copy the changes made to Group
View and Detail View in the Manage Group View and
Manage Transaction View dialog boxes.

B Step 3: Select a Destination Project or Projects
Use these fields to select the project or projects to which you
want to copy setup information.
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Q Database
Use this field to select the database containing the project
to which you want to copy setup information.

Q Projects
Use this field to select the project or projects to which you
want to copy setup information.

B Copy Button

Click this button to copy the setup information from the
source project to the destination project.

Predefined Groups

The ability to create groups is a very powerful feature for
managing a project’s line items. By using a predefined group, you
can quickly and efficiently view and run reports for a very select
group of line items. After you have identified the line items to be
defined as a group, you can also decide the order in which you
want them to appear. In addition, you can decide whether you
want the line items in a group to be subtotaled during reports.

The more groups you have, the more control you have over your
line items. The program contains these already-defined groups:

All Line Items: Displays all line items in the currently open
project.

Active Line Items: Displays all line items with a status of A,
which indicates the line item is active.

Capital Line Items: Displays all line items with a Line Item
Type of C, which indicates the line item will be capitalized.

Complete Line Items: Displays all line items with a status of
C, which indicates the spending for the line item is complete.

Expensed Line Items: Displays all line items with a Line Item
Type of E, which indicates the line item will be expensed.

Over Budget: Displays all line items whose Line Item Actual
amount is greater than the Line Item Original Budget
amount.
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® Sent Line Items: Displays all line items with a status of S,
which indicates you have created one or more assets from the
line item.

® Under Budget: Displays all line items whose Line Item
Actual amount is less than or equal to the Line Item Original
Budget amount.

Creating Groups

The application contains a tool called Group Manager. Use Group
Manager to create a new group, edit an existing group, rename an
existing group, or delete a group. Before creating your first group,
make sure you read “Groups,” page 3-5.

To create a group using Group Manager
1. Do any one of the following:

® Select Customize/Group Manager from the menu bar.
® Select the Group Manager button from the toolbar.

The system displays the Group Manager dialog box.

w Group Manager

Group narme:

Active Line lterms
Capital Line terms
Complete Line ltems
Expensed Line tems
Cwer Budget
Furchase Orders
Feference Numbers
SentLine tems
Under Budget

Ul

oK Help
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2. In the Group Name field, type a name for the group you are
creating, then click the Add button. For more information,
see “Group Manager Dialog Box,” page 4-18. The system
displays the Group Definition [Group Name] dialog box.

m Group Definition - [Cancelled Line Items]
Group Criteria 1 Sort Crltema}
‘Lme Item Fields ﬂ
‘# of Assets ﬂ | is ﬂ |
Include records that meet the following conditions (limited to 3 sors per group):
0K Cancel Help

3. Complete the Group Criteria page and Sort Criteria page,
then click OK. For more information, see “Group Definition
Dialog Box,” page 4-19. The system returns to the Group
Manager dialog box.

4. Click OK to close the Group Manager dialog box.

Group Manager Dialog Box

Follow the guidelines provided below to complete the fields on
the Group Manager dialog box. To access this dialog box, select
Customize/Group Manager from the menu bar.

B Group Name
Use this field to enter the name of the group you want to add.
Choose a unique name that describes the purpose of the
group. The system uses this field to display the group selected
in the Group list box.

B Group List Box
The system uses this list box to display the names of all the
groups in the current project. Use this list box to select a group
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on which to perform one of the functions listed on the buttons
to the right of this list box (Add, Edit, Rename, Delete).

Add Button

Click this button to add the group name that you enter in the
Group Name field to the Group List box. When you add a new
group name to the Group List box, the system displays the
Group Manager [Group Name] dialog box.

Edit Button
Click this button to display a dialog box that allows you to
edit the criteria for the selected group.

Rename Button

Click this button to rename the selected group. Select the
group you want to rename in the Group List Box. Enter the
new name in the Group Name field, and then click the
Rename button.

Delete Button

Click this button to delete the selected group. When you
delete a group, the system deletes that logical organization of
line items; it does not delete the line items that belonged to the
deleted group.

Group Definition Dialog Box

The Group Definition dialog box allows you to do the following:

Define a group using the Group Criteria page. For more
information, see “Completing the Group Criteria Page,” page
4-20.

Sort the group using the Sort Criteria page. For more
information, see “Completing the Sort Criteria Page,” page
4-22.

Group Criteria Page

You use the fields on the Group Criteria page of the Group
Manager dialog box to specify the criteria for building a group.
Think of these fields as being divided into three sections, like a
mathematical equation.
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The three sections together form an expression that defines the
group.

1. Section 1 tells the system where to look for the data you want
to use to define the group.

2. Section 2 tells the system how to look at the data in Section 3.

3. Section 3 tells the system what specifically to look for in
Section 1. The system then compares what it finds based on
how it is looking at it as specified in Section 2.

After you create an expression, you add that expression to the
Expression list field. You can create multiple expressions to define
a group. Each added expression further restricts the selection for
the group. For example, suppose you choose to select by date and
then by vendor. The system selects line items that match both
criteria. However, if you add two expressions using the same field
but requesting different data, the system selects all line numbers
that fall in either range (for instance, vendor is ABC
Manufacturing or vendor is XYZ Manufacturing).

To complete the fields in the Group Criteria page, follow the
guidelines in Completing the Group Criteria Page.

Completing the Group Criteria Page

E Group Definition - [Cancelled Line Items]

Group Criteria I Sont Cmer\al

|Lme Item Fields ﬂ

|#UfAssels ﬂ |\5 ﬂ ‘

Include records that meet the following conditions (limited to 3 sors per group):

rlLEbL

Cancel Help
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Follow the guidelines provided below to complete the fields on
the Group Criteria page of the Group Manager dialog box.

Field Filter
Use this field to select the type of field you want to use to
define your group:

Q Line Item Fields
Select this option if you want to define your group using
Line Item fields.

Q Transaction Fields
Select this option if you want to define your group using
Transaction fields.

Field Selector
Use this field to specify the field you want to use to define
your group.

Operator Selector

Use this field to specify the operator you want to use for the
expression you are building to define the group. An
expression can search for multiple criteria (a complex
expression) or just one criterion (a simple expression).

Data Selector

Use this field to specify the data you want to find or not find
in the field you selected above. This is a case-sensitive field.
That is, if you enter General Ledger, the system will not find
transactions that contain GENERAL LEDGER in their Journal
fields. Enter dates in MM/DD/YYYY format. For operators
that require a range, enter the first value in the range in this
field (for more information, see below).

Range

Use this field when you select an operator that requires a
range of data, such as the between operator. The between
operator looks for data between two values; for example, all
line items with a Line Item ID between 4 and 7. In this case,
you would enter the 7 in this field. Enter dates in
MM/DD/YYYY format.

Expression List Field
The system uses this field to display all the expressions you
created for this group.

Add Button
Click this button to add an expression you have created into
the Expression list field.
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B Replace Button
Click this button to replace an expression selected in the
Expression list field with a newly created expression. Select
the expression you want to change in the Expression list field,
make the desired changes, and then click the Replace button.

B Delete Button
Click this button to delete a selected expression from the
Expression list field.

B Clear List Button
Click this button to clear the Expression list field of all
expressions.

Completing the Sort Criteria Page

w Group Definition - [Cancelled Line [tems]

Group Crteria | Sor Crteria |

|Lme ltem Fields ﬂ

|# of Assets ﬂ | in ascending order ﬂ ‘ no subtotals

Include Line tems that meet the following conditions (limited to 3 sorts per groug):

AL

[0]:4 Cancel ‘ Help

Follow the guidelines provided below to complete the fields on
the Sort Criteria page in the Group Manager dialog box.

B Field Filter
Use this field to select the type of field you want to use to sort
your group:
O Line Item Fields
Select this option if you want to sort your group using
Line Item fields.
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Q Transaction Fields
Select this option if you want to sort your group using
Transaction fields.

B Field Selector
Use this field to select the field you want the system to use as
the primary sort.

B Sort Order
Use this field to select whether you want the sort to list items
in ascending or descending order.

B Subtotals
Use this field to indicate the type of subtotaling system, if any,
that you want the system to use in reports for the selected
field. Any type of subtotaling increases the size of your
reports.

Note You can add up to three sort levels. Selecting “Month &
Year Subtotals” counts as two sort levels because the system
subtotals by both month and by year. Therefore, if you select
“Month & Year Subtotals,” you can select only one additional sort
level.

Simple Expressions

When you specify criteria for a group, the system includes in the
group only those line items that satisfy the expression criteria. For
example, to define a group that includes only those line items with
a vendor of ABC Inc., you would write the expression Vendor is
ABC, Inc. The word is is an operator, which is equivalent to the
mathematical symbol =. Conversely, the operator is not would
exclude all line items with a vendor of ABC, Inc.

The table below lists each available operator and its equivalent
mathematical symbol (if any). In addition, the Ifand Then columns
provide an example of results returned by each operator. The
example for the Is operator reads: “If the criteria for the selected field
Is 5, then the line item selected for the group will be 5.”



4-24 | FAS 100 CIP Accounting

(Given a Set of 10)
Mathematical
Operator Symbol If Then

Is = 5 5

Is not # 5 1,2,3,4,6,7,8,9,10

Is less than < 5 1,2,3,4

Is greater than > 5 6,7,8,9,10

Equals or is > 5 5,6,7,8,9,10

greater than

Equals or is less < 5 1,2,3,4,5

than

Is between * 5,8 56,7,8

Is not between * 58 1,2,3,4,9,10

Exists € Any | Include all with any
data

Does not exist ¢ Include only those
with no data

Contains ** abc All occurrences of the
specified string, abc.

* The Is between and Is not between operators do not have an equivalent
mathematical symbol. They search for all values through the specified value
range—including the first and last values.

** The Contains operator is available for only a small number of fields. It does not
have an equivalent mathematical symbol. It searches for all occurrences of the
specified string, much like a wildcard character searches a file for a text string.

Complex Expressions

A complex expression is one that searches for multiple criteria.
The and operator or the or operator connect these criteria. A
complex expression can include one or more of the following;:

® A series of statements connected by the and operator in
which the criteria of all statements must be satisfied. For
example, to define a group that includes all line items with
transactions whose vendor is not ABC, Inc. and whose
Amount is greater than $500, you would write the expression:

Vendor is not ABC, Inc.

Amount is greater than 500.00
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Note that you do not have to enter the and operator; when you
specify two different fields, the system assumes the and
operator.

A series of statements connected by the or operator in
which the criteria of any one of the statements must be
satisfied. For example, to define a group that includes all line
items with transactions whose vendor is either ABC Inc. or
XYZ, Inc., you would write the expression:

Vendor is ABC, Inc.
Vendor is XYZ, Inc.

Note that you do not have to enter the or operator; when you
specify the same field twice, the system assumes the or operator.

Note Be careful when you specify criteria for the same field
while using the is not operator; you may obtain a surprising
result. Suppose you create a group using the following
expression:

Vendor is not ABC, Inc.
Vendor is not XYZ, Inc.

You may be surprised to discover that the group using this
expression contains all line items, including line items that
have transactions with a vendor of ABC, Inc. and transactions
with a vendor of XYZ, Inc. Because you specified the same
field (Vendor), the system employs the or operator. A
transaction with a vendor of ABC, Inc. does not have a vendor
of XYZ, Inc., so it satisfies the criteria. A transaction with a
vendor of XYZ, Inc. does not have a vendor of ABC Inc., so it
satisfies the criteria. (Remember, when the system employs
the or operator, the line item is included in the group if one of
the criteria is true.)

A single statement that searches a single field for multiple
criteria connected by the and operator; all criteria must be
satisfied. For example, to define a group that includes all
transactions posted during 2008, you would write the
expression:

Date Posted is between 01/01/2008 and 12/31/2008

Note that in this case, the system enters the and operator for you.
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Customizing Fields

You can customize project fields, line item fields, and transaction
fields to suit the individual needs of your organization. When
customizing fields, keep in mind that the system contains 21 line
item User Fields and 21 transaction User Fields for you to
customize. Therefore, you might not want to customize any of the
pre-existing fields until you've exhausted the User Fields.

You can make the following changes to a field:

® Change the name of the field. See “Changing the Name of a
Field,” page 4-26.

® Map aline item field to a field in the FAS Asset Accounting
application. See “Mapping a Field to FAS Asset Accounting,”
page 4-28.

® C(Create a field entry list for the field. See “Creating Valid Field
Entries,” page 4-29.

Changing the Name of a Field

You can change the name of a field. After you change the name of

the field, the new field name will appear on reports.

To change the name of afield

1. Select Customize/Fields from the menu bar. The system
displays the Customize Fields dialog box.
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* Customize Fields

Field Type: Change field titles, create entry list and map
fields to FAS Aszet Accounting on this
dialog,

MOTE: The Placed in Service D ate field in
FAS CIP Accounting automatically maps to
FAS Asset Accounting.

CIP | dentifier *
Date Complete Figld Attributes
Date Sent
Description
End Date |

GL CIP Account Mo

Line Item Actual F&5 Agset Aocounting Destination Field:
Line ltem Type
Mo of Transactions |<N0ne> ﬂ
Original Budget i

Platod I Bervice D ate * [ Show FAS Asset Inventory Fields
Revized Budget

Spending Complete? k. Enter Field List..

*Field mapped to a FAS Asset Accounting field.

ar, Cancel | Biestare &l | Help

2. In the Field Type field, select the type of field (project, line
item, or transaction) whose name you want to change. For
more information, see “Customize Fields Dialog Box,” page
4-27.

3. In the Field Name list box, select the field whose name you
want to change.

4. Enter the new field name in the Title field.

5. Click OK.

Customize Fields Dialog Box

Follow the guidelines below to complete the fields on the
Customize Fields dialog box.

B Field Type
Use this field to select the type of field that you want to
customize.

O Project
Select this option if you want to customize a project field.
If you change the name of a project field, the new field
name will also appear on reports.
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Q Line Item
Select this option if you want to customize a field on the
Line Item Information page in Detail View. If you change
the name of a line item field, the new field name will also
appear on reports.

Q Transaction
Select this option if you want to customize a field on the
Transactions page in Detail View. If you change the name
of a transaction field, the new field name will also appear
on reports.

B Field Name
Use this field to select the field that you want to customize.

B Title
Use this field to enter the new name of the selected field.

B FAS Asset Accounting Destination Field
Use this field to select a field in FAS Asset Accounting in
which the contents of the line item field will be stored after
assets are created from the line item.

Q Show FAS Asset Inventory Fields
Select this check box to include FAS 100 Asset Inventory
fields in the list of available fields.

B Enter Field List Button
Click this button to display a dialog box that allows you to set
up the list of available field entries for the selected field.

B Restore All
Click this button to reset all fields to their original names.

Mapping a Field to FAS Asset Accounting

You can map a line item field to a field in FAS Asset Accounting.
After you map the field, the contents of the field will be stored in
the FAS Asset Accounting field after you create assets from the
line item and send them to FAS Asset Accounting.

For example, suppose you map the Date Complete field to User
Field 2. After you send an asset created from a line item to FAS
Asset Accounting, the date that the line item was completed will
appear in User Field 2.
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Note: The Placed in Service Date field is mapped by default to
Acquisition Date.

To map afield to FAS Asset Accounting

1.

Select Customize/Fields from the menu bar. The system
displays the Customize Fields dialog box. For more
information, see “Customize Fields Dialog Box,” page 4-27.

In the Field Type field, select Line Item.
In the Field Name field, select the field that you want to map.
In the FAS Asset Accounting Destination Field field, select

the field to which you want to map the FAS 100 CIP
Accounting field.

Note You can map the line item field to a field in the FAS 100
Asset Inventory application by selecting the Show FAS Asset
Inventory Fields check box.

Click OK.

Creating Valid Field Entries

You can create a list of valid field entries for a line item field or a
transaction field. After you have created a list of valid field entries,
a user can simply select an option from the available list, rather
than having to enter the data in the field manually. In addition to
saving on data entry time, field entries also ensure consistency.

To create valid field entries

1.

Select Customize/Fields from the menu bar. The system
displays the Customize Fields dialog box. For more
information, see “Customize Fields Dialog Box,” page 4-27.
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2. Select the type of field (project, line item, or transaction) for
which you want to create the list of valid field entries in the
Field Type field.

3. Select the field for which you want to create the list of valid
field entries from the File Name list box.

4. Click the Enter Field List button. The system displays the
Field Entry List dialog box.

fAs Field Entry List

Field name: Asset Template
Entry Hame:
[
Building
E quipment
Furriture
Land
Saftware
Import List
Change Company
Ok Cancel | Help

5. Complete the Field Entry List dialog box, and then click OK.
For more information, see “Field Entry List Dialog Box,”
page 4-30.

Field Entry List Dialog Box

Follow the guidelines below to complete the fields on the Field
Entry List dialog box.

B Field Name
The system uses this field to display the name of the selected
field for which you are setting up a field entry list.
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Entry Name

Use this field to enter a new field entry for the selected field.
When you click the Add Entry button, the system adds the
new field entry to the list of valid entries for the selected field.

List of Valid Entries
The system uses this field to display the list of valid entries for
the selected field.

Add Entry Button
Click this button to add a new field entry to the list of valid
entries.

Delete Entry Button
Click this button to remove a field entry from the list of valid
entries.

Rename Entry Button

Click this button to rename a field entry in the list of valid
entries. The system replaces the selected name in the list of
valid entries with the new name that you entered in the text
box above.

Import List Button

Click this button to import a list of asset template names from
the default Sage FAS company. You specify the default Sage
FAS company by clicking the Change Company button. After
you import the asset template names, you can select the
desired asset template from the Asset Template field on the
Asset Information page in Detail View.

Note This button appears only if you selected Asset Template
in the Field Name list on the Customize Fields dialog box.

Change Company Button
Click this button to display a dialog box that allows you to
import the asset template list from a different company.

Note This button appears only if you selected Asset Template
in the Field Name list on the Customize Fields dialog box.
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Importing an Asset Template List

Before you send assets created from a line item to your Sage FAS
application, you can enter some basic information for each asset.
For example, you can enter the placed-in-service date, an asset
description, and the asset value. This information will appear in
your Sage FAS application after you send the asset.

One of the pieces of information that you can enter is the asset
template that you want the asset to use. After you send the asset
to your Sage FAS application, the system applies the selected asset
template to the asset, saving data entry time.

You can import a list of the asset templates used in your Sage FAS
application. After you import the list of asset templates, you will
be able to select the desired asset template from a drop-down list
in the Asset Template field on the Asset Information page of Detail
View. For more information, see “ Asset Information Page of Detail
View,” page 2-19.

The system imports the list of asset templates from the company
selected as the default Sage FAS company. However, if you want
to import the list of asset templates from a different Sage FAS
company, you can click the Change Company button on the Field
Entry List dialog box. For more information, see “Setting the
Default Company,” page 6-28.

To import an asset template list

1. Select Customize/Fields from the menu bar. The system
displays the Customize Fields dialog box. For more
information, see “Customize Fields Dialog Box,” page 4-27.

2. In the Field Type field, select Line Items.

3. In the Field Name field, select Asset Template.

4. Click the Enter Field List button. The system displays the
Field Entry List dialog box. For more information, see “Field
Entry List Dialog Box,” page 4-30.

5. Click the Import List button. The system displays a message

asking you to confirm that you want to import a list of asset
template names from the default Sage FAS company.
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6. Click the Yes button. The system imports the asset template
list and then displays a message indicating the import is
complete.

7. Click OK to close the message box. The system returns to the
Field Entry List dialog box and displays the imported asset
templates in the list box.

8. Click OK to close the Field Entry List dialog box. The system
returns to the Customize Fields dialog box.

9. Click OK to close the Customize Fields dialog box.

Setting User Security

The security feature allows you to define the kind of access each
of the users in your organization has to the system’s many
functions. You might want some users to have access to data entry
functions, while you might want others to be able to create new
projects. You can specify all of this and more using the security
feature.

You implement security using login names, passwords, and
security profiles. A security profile is a detailed specification of a
security level; that is, what a user can and cannot do or what a user
can or cannot access. You can have many security profiles. For
instance, you might have a security profile named Managers that
allows users assigned to this profile to access everything in the
system. You might have another security profile named Data
Entry that allows access only to functions associated with data
entry, and disables access to the system’s more advanced
functions.

The first profile you'll use is the Supervisor profile. This profile is
pre-defined as having access rights to everything in the system.
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Caution The first task you'll perform in setting up security is to
assign a password to the Supervisor profile. Do not lose this
password. If you lose the password assigned to the Supervisor,
once you enable system security you'll be locked out of the
application. To obtain a new supervisor password, fax your
request to our Customer Support department (866-856-6844) on
your company’s letterhead. The fax should include a brief
statement requesting a temporary password, your customer
number, an authorized signature, and a job title. A customer
support analyst will respond within 24 hours of receiving your fax.

There are two levels of password security:
® System-level security
® Project-level security

System-level security specifies the type of access a user has to
system functions. Project-level security specifies what the user can
and cannot do to the data in a project. You can assign a user to
different profiles in different projects.

System-level security is effective across all projects within the
same database. Each database must have its own system-level
security profile.

Setting user security is a four-step process:

1. Assign a supervisor password and enable system security.
For more information, see “Assigning a Supervisor Password
and Enabling System Security,” page 4-35.

2. Create system-level security profiles. For more information,
see “Creating System-Level Security Profiles,” page 4-37.

3. Create project-level security profiles. For more information,
see “Creating Project-Level Security Profiles,” page 4-40.

4. Assign user privileges. For more information, see “Assigning
User Privileges,” page 4-42.
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Assigning a Supervisor Password and
Enabling System Security

The first task you'll perform in setting up security is to assign a
password to the Supervisor profile. Next, you will enable security
for the system. Once you enable system security, every user must
have a login name and a password to enter the system.

Note Passwords are case sensitive. That is, MyPassword and
MYPASSWORD are two different passwords.

To assign a supervisor password and enable
system security

1. Select Projects/Security /Supervisor from the menu bar. The
system displays the Assign Supervisor Password dialog box.

Assign Supervisor Password gj

Erter & password to be assigned to the Supervisor
Login.

Pazsword: |

Confirmation: |

Mote: Passwords are case-sensitive,

OK | Cancel

2. Type a password in the Password field, and then retype the
password in the Confirmation field.

3. Click OK. The system displays a message confirming that the
Supervisor password has been saved.

4. Click OK. The system displays the Supervisor dialog box.
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Supervisor. &
Databasze: <DEFALLT=

Enahle security by checking the System Security Enabled checkbox belows. Once enabled, users can be
crested and assigned to profiles and projects.

[v System Security Enabled Security Mode: ¢ Windowws Authentication (recommendecd)
v Application Authentication
what iz & security mode?

Project Security

Westfields Bakery #2 ﬂ Cancel
Manage Users |
User Hame | systempronie |  companyProfile System Frofiles
Hirkm |System Manager |Pr0jec,1 Manager

I

Project Profiles

Help

:

5. Click the System Security Enabled check box.
6. Select a project from the Project field.

7. Complete the rest of the Supervisor dialog box, and then click
OK. For more information, see “Supervisor Dialog Box,”
page 4-36.

Supervisor Dialog Box

Follow the guidelines provided below to complete the fields on
the Supervisor dialog box.

B Database
The system uses this field to display the currently open
database.

B System Security Enabled
Click this check box to enable system security. Once you
enable system security, every user must have a login name
and a password to enter the system.
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B Security Mode
Use this field to select how the application handles the rules
regarding user names passwords. For more information, see
“Selecting a Security Mode,” page 4-47.

QO Windows Authentication (recommended)
Click this option to allow the Windows operating system
to handle the rules regarding user names and passwords.

O Application Authentication
Click this option to allow the Sage FAS application to
handle the rules regarding user names and passwords.

B  Name
Use this field to select a project for which you want to view
user profiles. This field displays the names of all projects in
the current database. If you want to access a project in a
different database, you must exit this dialog box and open a
project in the desired database.

B User Profiles List
The system uses this field to display the profiles for each user
in the selected project: the user name, password, and the
system and project profiles to which they have been assigned.

B Manage Users Button
Click this button to open a dialog box that allows you to add
and delete users from the system, assign users to system-level
profiles and project-level profiles, and specify the projects
each user can access.

B System Profiles Button
Click this button to open a dialog box that allows you to
define system-level profiles.

B Project Profiles Button
Click this button to open a dialog box that allows you to
define project-level profiles.

Creating System-Level Security Profiles

System-level security specifies the type of access a user has to
system functions. System-level security is effective across all
projects within the same database. Each database must have its
own system-level security profile. You must assign each user to a
valid system security profile.
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Note To complete the steps below, you must be logged on to the
system as a supervisor. For more information, see “To assign a
supervisor password and enable system security,” page 4-35.

To create a system-level security profile

1. Select Projects/Security /Supervisor from the menu bar. The
system displays the Supervisor dialog box. For more
information, see “Supervisor Dialog Box,” page 4-36.

2. Click the System Profiles button. The system displays the
Define System Profiles dialog box.

Define System Profiles

Profile Security Levels

em Profile=

Profile Mame:

System Level Security Hone | Edit | -
Projects

ey Project

Open Project

Edit Project

Delete Project
Wilities

Backup

Restore

Copy Setup

Impart

Preferences
Snapshat
Database List Manager

dalaalalala (ala]a]a

J

Help

3. Complete the Define System Profiles dialog box, then click
OK. For more information, see “Define System Profiles
Dialog Box,” page 4-39.
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Define System Profiles Dialog Box

Follow the guidelines provided below to complete the fields on
the Define System Profiles dialog box.

Profile Name

Use this field to select the name of the profile you want to
view or edit. Once you click the Add button to add a new
profile, the system displays the new profile in this field.

System Security List
Use these fields to assign system security based on the
following explanation of each field in the system security list.

O System Level Security
The system uses this column to display the names of all
the system functions for which you can impose security
restrictions. To specify a security level, select one of the
security options in the columns to the right.

O None
Click this field if you do not want users assigned this
profile to have access to the specified system function.

Q Edit
Click this field if you want users assigned to this profile to
have all rights to the specified system function.

Add Button

Click this button to add a new profile to the system. The
system displays the Add Profile dialog box. Type a name for
the new profile you want to add, then click OK. The system
returns to the Define System Profiles dialog box and displays
the new profile name in the Profile Name field.

Delete Button

Click this button to delete the security profile displayed in the
Profile Name field. The system asks you to confirm your
intention before deleting the profile.

Rename Button

Click this button to rename the security profile displayed in
the Profile Name field. The system displays the Rename
Profile dialog box, with the old profile name at the top. Type
the new name, then click OK. The system returns to the Define
System Profiles dialog box.
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Creating Project-Level Security Profiles

Project-level security specifies what the user can and cannot do to
the data in a project.

Note To complete the steps below, you must be logged on to the
system as a supervisor, and you must have already enabled
security. For more information, see “To assign a supervisor
password and enable system security,” page 4-35.

To create a project-level security profile

1. Select Projects/Security /Supervisor from the menu bar. The
system displays the Supervisor dialog box. For more
information, see “Supervisor Dialog Box,” page 4-36.

2. Click the Project Profiles button. The system displays the
Define Project Profiles dialog box.

Define Project Profiles
Profile Security Levels

Profile Mame:

I X

=Default Project Profile=

Cancel

Project Level Security Hone | Edit | -
Projects
Exlit Menu .{
WigwiLine tems Menus .{ Add
Reports Menu .{
Consolidsted Reporting Menu .{
Customize Menu .{

[

J

Help
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3.

Complete the Define Project Profiles dialog box, then click
OK. For more information, see “Define Project Profiles
Dialog Box,” page 4-41.

Define Project Profiles Dialog Box

Follow the guidelines provided below to complete the fields on
the Define Project Profiles dialog box.

Profile Name

Use this field to select the name of the profile you want to
view or edit. Once you click the Add button to add a new
profile, the system displays the new profile in this field.

Project Security List
Use these fields to assign project security based on the
following explanation of each field in the project security list.

Q Project Level Security
The system uses this column to display the names of all
the project-level functions for which you can impose
security restrictions. To specify a security level, select one
of the security options in the columns to the right.

QO None
Click this field if you do not want users assigned this
profile to have access to the specified project function.

Q Edit
Click this field if you want users assigned this profile to
have all rights to the specified project function.

Add Button

Click this button to add a new security profile. The system
displays the Add Profile dialog box. Type a name for the new
profile you want to add, then click OK. The system returns to
the Define Project Profiles dialog box and displays the new
profile name in the Profile Name field.

Delete Button

Click this button to delete the security profile displayed in the
Profile Name field. The system asks you to confirm your
intention before deleting the profile.

Rename Button
Click this button to rename the security profile displayed in
the Profile Name field. The system displays the Rename
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Profile dialog box, with old profile name displayed at the top.
Type in the new name, then click OK. The system returns to
the Define Project Profiles dialog box.

Assigning User Privileges

Once you've created security profiles in the system, you must
assign your users a system profile and a project profile. After you
assign users a profile, they only have access to the functions you
specified in their profile.

You must also assign a project or projects to each user. Users can
only work on the projects to which they have been assigned.

If you're assigning user privileges for the first time, you must first
create a user list.

To create a user list

The system uses the names in the user list as the user’s login IDs.
Create names on the user list as you would any other login IDs.
You might want to use the same standard as with most network
IDs: last name, followed by first initial.

1. Select Projects/Security /Supervisor from the menu bar. The
system displays the Supervisor dialog box. For more
information, see “Supervisor Dialog Box,” page 4-36.

2. Click the Manage Users button. The system displays the
Manage Users dialog box. For more information, see
“Manage Users Dialog Box,” page 4-46.
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X

Manage Users

Add and delete users, assign users to system and project profiles, and specify the projects users can access. To
make assignments, select the user, then select the desired system and project profiles. Finally, select the projects
to aszigh to the user. Projects are selected by clicking on the desired project for the cument user.

Users; |KirkN | oK.
Profiles Projects Cancel
Sust westfields Bakery #2

R ‘whestfields Bakery #3
Froject: Mew User
<Default Project Profile: j

Delete User

Rename User

Fieset Password

Help

e

3. Click the New User button. The system displays the Add
New User dialog box.

Add New User (Windows Authentication)

User Name: |

Domain: |

4. Type a new user login name in the User Name field, then
click OK. If you are using Windows Authentication security
mode, enter the Domain name. See “Selecting a Security
Mode,” page 4-47.

Note Enter the computer name in the Domain field if you are
running a standalone computer or you are in a Windows for
Workgroups environment.
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Warning Do not enter “Supervisor” as a user name. The
word “Supervisor” is reserved for use by the application.

The system returns to the Manage Users dialog box and adds
the new user name to the Users field. By default, the system
initially creates case-sensitive user passwords that are the
same as the user login.

5. Repeat Steps 3 and 4 for additional names.

6. Click OK to exit the Manage Users dialog box, or complete
the rest of the dialog box to assign profiles to your users.

To assign system profiles

1. Select Projects/Security /Supervisor from the menu bar. The
system displays the Supervisor dialog box. For more
information, see “Supervisor Dialog Box,” page 4-36.

2. Click the Manage Users button. The system displays the
Manage Users dialog box.

(X

Manage Users

Add and delete users, assign users to system and project profiles, and specily the projects users can access. To
make assignments, select the user, then select the desired system and project profiles. Finally, select the projects
to azzign to the user. Projects are selected by clicking on the desired project for the cument user.

Users: |KilkM =] oK.
Profiles Projects Cancel
Systent Westfields Bakery #2

i Westfields Bakery #3
Froject Hew User
<Default Project Profile: j

Delete User

Rename User

Reset Password

e

Help
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To

To

In the Users field, select the user that you want to assign to a
system profile.

In the System field, select the system profile to which you
want the user assigned from the drop-down list.

Complete the remaining fields on the Manage Users dialog
box, and then click OK. For more information, see “Manage
Users Dialog Box,” page 4-46.

assign project profiles

Select Projects/Security /Supervisor from the menu bar. The
system displays the Supervisor dialog box. For more
information, see “Supervisor Dialog Box,” page 4-36.

Click the Manage Users button. The system displays the
Manage Users dialog box.

In the Users field, select the user that you want to assign to a
project profile.

In the Project field, select the project profile to which you
want the user assigned from the drop-down list.

Complete the remaining fields on the Manage Users dialog
box, and then click OK. For more information, see “Manage
Users Dialog Box,” page 4-46.

assign projects to users

Select Projects/Security /Supervisor from the menu bar. The
system displays the Supervisor dialog box. For more
information, see “Supervisor Dialog Box,” page 4-36.

Click the Manage Users button. The system displays the
Manage Users dialog box.

In the Users field, select the user to which you want to assign
a project or projects.
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4.

In the Projects field, select the project or projects that you
want to assign to the selected user.

Note To select more than one project in this field, hold down
the CTRL key when you select the projects. The system
highlights each project as you select it. To select several
projects that appear consecutively in the list, hold down the
SHIFT key, and then select the first and last projects. The
system highlights the first and last projects and all of the
projects in between them.

Complete the remaining fields on the Manage Users dialog
box, and then click OK. For more information, see “Manage
Users Dialog Box,” page 4-46.

Manage Users Dialog Box

Follow the guidelines provided below to complete the fields on
the Manage Users dialog box.

B Users

Use this field to select the user name. You can assign this user
to a system profile and a project profile. You can also select the
project or projects that this user can access.

Profiles
Use these fields to select the profiles that you want to assign
to the selected user.

O System
Use this field to select the system profile to which the
selected user will be assigned.

Q Project
Use this field to select the project profile to which the
selected user will be assigned.

Projects
Use this field to select the project or projects that the selected
user will be able to access.

New User Button
Click this button to add a new user to the Users field.
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B Delete User Button
Click this button to remove the selected user from the Users
field.

B Rename User Button
Click this button to rename the selected user. Select the desired
user in the Users field, and then click the Rename User button.
A dialog box appears that allows you to enter a new user name
and, if you selected Windows Authentication, a new domain.

B Reset Password Button
Click this button to reset the password for the selected user.
Select the desired user in the User field, and then click the
Reset Password button. A message confirms that the
password has been reset to the user name. For example, when
you select user MSMITH and click the Reset Password button,
the password for that user becomes “MSMITH.” For more
information, see “Resetting User Passwords,” page 4-52.

Selecting a Security Mode

The Security Mode refers to how the application handles the rules
regarding user names and passwords. You have two options:

Windows Authentication (recommended): You allow the
Windows operating system to handle the rules regarding user
names and passwords. This option is recommended because
password rules can be enforced by Microsoft Windows that are
stricter, making your data more secure. For example, the rules can
require that passwords have a minimum number of characters,
contain both uppercase and lowercase characters, and expire after
a certain amount of time. Under Windows Authentication, a
unified logon process is enforced. You do not have to enter a
password when you start the application (unless you are the
Supervisor) because your Windows or network password
becomes your password for using the Sage FAS application.

Note If you select the Windows Authentication security mode,
we recommend the following;:

® Each user should become a member of the Domain.

® You should not use a blank password.
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Application Authentication: The Sage FAS application handles
the rules regarding your user name and password. These rules are
less strict than under Windows Authentication, and a separate
logon process is required at application startup.

To select a Security Mode

Do one of the following:

® To change to Windows Authentication security mode, see
“Switching to Windows Authentication,” page 4-48.

® To change to Application Authentication security mode, see
“Switching to Application Authentication,” page 4-51.

Switching to Windows Authentication

We recommend using Windows Authentication because your
network administrator can establish stricter password rules,
making your data more secure.

After you follow the steps below, current users can open and use
the application without entering a password. Their Windows or
network user account is used for establishing Sage FAS security.
When you add new users to the application, you must enter their
Windows user name and domain.

Follow the steps below to switch from Application Authentication
security mode to Windows Authentication.

To switch to Windows Authentication

1. Select Project/Security /Supervisor from the menu bar. The
Supervisor dialog box appears.
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2.

Supervisor.

Database: <DEFAULT=

crested and assigned to profiles and projects.

Project Security

Enable security by checking the System Security Enabled checkbox belowe. Once enabled, users can be

v System Security Enabled Security Mode:  © Windoves Authentication (recommended)
o+ Application Authentication

what iz & security mode?

X

iestfields Bakery #2 | Cancel
Manage Users |
User Hame | System Profile | Company Profile - System Profiles
Kirki |System Manager |Pr0jec,1 Manager

i

Project Profiles

Help

L

In the Security Mode field, select the Windows Authentication
option. See “Supervisor Dialog Box,” page 4-36.

3. Click OK. A message asks if you want to continue.

4. Click Yes to continue. If you are an existing user, then the Map
to Windows Authentication User Names dialog box appears.

Map to Windows Authentication User Names

Enter the ‘Windows Authentication user name and domain for each user in the system.
Al uzers must have a status of “alid' befare the security mode can be changed.

‘ Cancel |

Existing Llser Mame ‘windows User Name ‘windaws Daomain Status ‘
user] Urresalved
userd Urresalved

Validate Lsers

AN,

Help
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5. For each existing Sage FAS user name, enter the Windows
user name and domain. For more information, see “Map to
Windows Authentication User Names Dialog Box,” page
4-50.

6. Click the Validate Users button to make sure you have
entered the correct user name and domain for each user.

Note You must enter valid Windows user names and
domains for all existing users before you can save your
changes in this dialog box. If you do not know the Windows
user name or domain for a user, please obtain that
information before attempting to switch to Windows
Authentication. You can delete users from the list if they are
no longer valid Sage FAS users. To delete a user from the list,
highlight the user and click the Delete User button. Deleting a
user removes all privileges assigned to the user in the security
system.

7. Click OK. The application returns to the Supervisor dialog
box.

8. Click OK to close the Supervisor dialog box.

Map to Windows Authentication User Names
Dialog Box

Follow the guidelines provided below to complete the fields on
the Map to Windows Authentication User Names dialog box.

B Existing User Name
This column displays the names of users already existing in
the Sage FAS application using Application Authentication.

B  Windows User Name
Use this column to enter the name for users when then they
log on to their computers or the network.

Warning Do not enter “Supervisor” as a user name. The
word “Supervisor” is reserved for use by the application.
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B Windows Domain

Use this column to enter the domain for each Windows user
name.

Note Enter the computer name in the Windows Domain field
if you are running a standalone computer or you are in a
Windows for Workgroups environment.

Status

After you click the Validate Users button, this column
indicates whether the Windows user name and domain are
valid for each existing user.

Validate Users Button

Click this button to validate the Windows user names and
domains that you entered. After you click this button, the
Status column indicates whether the Windows user name and
domain are valid for each existing user.

Delete User Button
Use this button to delete an existing user from the list.

Caution Deleting a user removes all privileges assigned to
the user in the security system.

Switching to Application Authentication

Follow the steps below to switch from Windows Authentication
security mode to Application Authentication.

To switch to Application Authentication

1.

Select Project/Security /Supervisor from the menu bar. The
Supervisor dialog box appears.

In the Security Mode field, select the Application
Authentication option. See “Supervisor Dialog Box,” page

4-36.

Click OK to close the Supervisor dialog box.
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Note When switching from Windows Authentication to
Application Authentication, the user names remain the same and
the Sage FAS system password is set to the user name.

Resetting User Passwords

You can reset a user’s password to the user name. For example,
when you reset user MSMITH's password, the password for that
user becomes “MSMITH.” This is a convenient way to create a
new password if a user has forgotten his or her password.

To reset a user password

1. Select Projects/Security /Supervisor from the menu bar. The
Supervisor dialog box appears. See “Supervisor Dialog Box,”
page 4-36.

2. Click the Manage Users button. The system displays the
Manage Users dialog box.

3. In the Users field, select the user for which you want to reset
the password. See “Manage Users Dialog Box,” page 4-46.

4. Click the Reset Password button. A message confirms that
the password has been reset to the user name.

'E The password For SmithT has been reset ko the user name.
L

Default Password = "SmithT"

Note The application resets the password as soon as you click the
Reset Password button. The password for the selected user will be
his or her user name, even if you click the Cancel button on the
Manage Users dialog box.
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Renaming a User

Follow the steps below to change the name of an existing user in
the application.

To rename a user
1. Select Project/Security /Supervisor from the menu bar. The
Supervisor dialog box appears. See “Supervisor Dialog Box,”

page 4-36.

2. Click the Manage Users button. The system displays the
Manage Users dialog box.

3. Inthe Users field, select the user that you want to rename.
See “Manage Users Dialog Box,” page 4-46.

4. Click the Rename User button. The Rename User dialog box
appears. See “Rename Dialog Box,” page 4-54

User Hame: Bessss Cancel
b
[

It

Domain:

New User Mame: |

New Domain: |

Help

5. Enter the new user name. If you have selected Windows
Authentication security mode, you must also enter a domain
name. For more information, see “Selecting a Security
Mode,” page 4-47.

6. Click OK.

Warning Do not enter “Supervisor” as a user name. The word
“Supervisor” is reserved for use by the application.
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Rename Dialog Box

Follow the guidelines below to complete the fields on the Rename
User dialog box.

B User Name
This field displays the current name of the user that you
selected to rename.

B  Domain
This field displays the current domain of the user that you
selected to rename. This field appears only if you selected
Windows Authentication security mode.

B New User Name
Use this field to enter the new name of the selected user.

B  New Domain
Use this field to enter the new domain name of the selected
user. This field appears only if you selected Windows
Authentication security mode.

Note Enter the computer name in the Domain field if you are
running a standalone computer or you are in a Windows for
Workgroups environment.




Working with Projects

In Chapter 4 you learned how to create a new project. In this
chapter you'll learn how to maintain a project. You'll learn how to
edit a project, change the status of a project, back up and restore a
project, and import and export data from a project.

Opening an Existing Project

To open an existing project

1.

Select Projects/Open Project from the menu bar. The system
displays the Open Project dialog box.

w Open Project

Databaze: | <DEFALLT> |

Project Code
2003-250

2004-250

< >

Open Cancel | Help

Complete the Open Project dialog box, and then click the
Open button. For more information, see “Open Project
Dialog Box,” page 5-2. The system opens the selected project
in Group View.
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Open Project Dialog Box

Follow the guidelines below to complete the fields on the Open
Project dialog box.

Database
Use this field to select the database that contains the project
that you want to open.

Project Name
Use this field to select the project that you want to open.

Project Code
The system uses this field to display the project codes for the
projects in the selected database.

In Use?

The system uses this field to indicate whether another user is
currently working in the project. You can open a project only
if it is not currently in use.

Open Button

After you select the project that you want to open, click this
button to open it. The system opens the project in Group
View.

Editing an Existing Project

After you have created a new project, you can change the entries
in many of the fields on the New Project dialog box. You can also
update the calculated amounts on the Financial Information page
by clicking the Update Calculated Amounts button, and you can
change the status of the project by clicking the Change Status
button.

To edit an existing project

1.

Make sure the project you want to edit is open.
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2. Select Projects/Edit Project from the menu bar. The system
displays the Edit Project dialog box.

* Project Mame: |Westfields Bakem g2

* Database: |

[~ |

Praject Description:

Froject Code: |2003-250

Status: ACTIVE

* Start D ate: *End Date:
[or/msz004 [+] [resmiizo0s [~

= required field

Conztruction of wWestfields Bakery Outlet - #2

Financial Information | Contact Information | Other Information

Actual Spending
Actual 5 pending to Date:

Project Budget and Actual

Update Calculated Amounts

¥ Include Pending Transactions in Actuals

Last Updated % Complete
Original Budget: $1.700,775.00 1/6/2004 Original ws. Actual:
Revized Budget: $ 2.020.000.00 241742005 Revised vs. Actual:
Line Item Budget
Current Line Items Entered Last Updated Eemaining Line Items To Be Entered
Original Budget: Original Budget:
Revized Budget: Revized Budget:
oK | LCancel | Change Status | Help

3. Complete the Edit Project dialog box, and then click OK.

The Edit Project dialog box is the same as the New Project dialog

box except for the following buttons:

Update Calculated Amounts Button

Click this button if you want the system to update the
calculated amounts on the Financial Information page.

Change Status Button

Click this button to display a dialog box that allows you to

change the status of the project.

For full details on the fields in the Edit Project dialog box, see

“New Project Dialog Box,” page 4-7.
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Viewing Project Budget Information

You can view the budget information for a project in two ways:

® on the Financial Information page of the Edit Project dialog
box

® onreports

On the Financial Information page, you can enter the original
amount budgeted for the line item, as well as a revised budget
amount. You can also view the amount you have actually spent on
the project. The system also displays the difference between the
amount you have budgeted for the project and the amount you
have actually spent on the project.

To view the project budget information on the
Financial Information page

1. Make sure the project for which you want to view the budget
information is currently open.

2. Select Projects/Edit Project from the menu bar. The system
displays the Financial Information page of the Edit Project
dialog box. See “Financial Information Page of the New
Project Dialog Box,” page 4-9.

3. Click the Update Calculated Amounts button. The system
updates the calculated amounts on the Financial Information

page.

To view the project budget information on reports

1. Make sure the project for which you want to view the budget
information is currently open.

2. Select Reports/Project Status Report from the menu bar. The
system displays the Report Definition dialog box.

3. Complete the Report Definition dialog box, and then click the
Run Report button. See “Report Definition Dialog Box,” page
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7-6. The system displays the Project Status report for the
currently open project. See “Project Status Report,” page 7-10.

Viewing Line Item Budget Information

You can view the budget information for a single line item in two
ways:

® on the Line Item Information page in Detail View
® onreports

On the Line Item Information page, you can enter the original
amount budgeted for the line item, as well as a revised budget
amount. You can also view the amount you have actually spent on
the line item. The system also displays the difference between the
amount you have budgeted for the line item and the amount you
have actually spent on the line item.

To view the line item budget information in Detail
View

1. In Group View, select the line item for which you want to
view the budget information.

2. Select the Detail View button. The system displays the Line
Item Information page of Detail View for the selected line
item.

The budget information appears in the middle section of the
Line Item Information page. For more information, see “Line
Item Information Page of Detail View,” page 2-13.

To view the line item budget information on
reports

1. Select Reports/Line Item Summary report from the menu
bar. The system displays the Report Definition dialog box.
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2. Complete the Report Definition dialog box, and then click the
Run Report button. See “Report Definition Dialog Box,” page
7-6.

The system displays the Line Item Summary report, which
shows the financial information about each line item posted to
the project. The report shows the amount budgeted for each
line item, the amount actually spent on each line item, and
how much the line item is over or under its budget. For more
information, see “Line Item Summary Report,” page 7-17.

Changing the Project Status

When you create a new project, the system assigns to it the status
of “Active.” The Active status indicates that you can enter line
items and transactions for the project.

If circumstances change and the project is no longer an active
project, you may want to change the status of the project in the
program. For example, if the project is on hold for a period, you
may want to change the status of the project to Inactive. If you no
longer plan to work on the project, you may want to change the
status of the project to Cancelled or Closed. You can change the
project status to Closed only if the status of all line items within
the project is either Complete or Sent.

Changing the project’s status to Inactive, Cancelled, or Closed will
prevent users from entering additional line items or transactions,
editing existing line item or transaction information, or creating
assets from line items. However, you will still be able to run
reports and change information on the Edit Project dialog box.

After you have changed a project’s status to Inactive, Cancelled,
or Closed, you can always reactivate it by changing the status to
Active.

The status of the project can be any one of the following:

B Active
Select this status if you want to continue to enter line items
and transactions for the project.
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To

Inactive

Select this status if you want to put the project on hold for
some time, but you will want to enter line items and
transaction at some time in the future. When the project has a
status of Inactive, you cannot enter line items and
transactions, and you cannot create assets from line items.
However, you can still run reports and edit project
information.

Cancelled

Select this status if you want to cancel the project. You cannot
enter line items or transactions for a cancelled project, and
you cannot create assets from line items. However, you can
still run reports and edit project information.

Closed

Select this status if you have completed the project. You can
close a project only if all of the line items have a status of either
Complete or Sent. You cannot enter line items or transactions
for a closed project, and you cannot create assets from line
items. However, you can still run reports and edit project
information.

change the status of a project

Make sure the project whose status you want to change is
currently open.

Select Projects/Edit Project from the menu bar. The system
displays the Edit Project dialog box.

Click the Change Status button. The system displays the
Change Project Status dialog box.
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w Change Project Status

Project Code: 2003-250 Current Status: ACTIVE
Westfields Bakery #2

Select one ofthe options belowto change the status of the project
" INACTIWATE - Select this option to place project spending on hold.
P

(" CAMNCEL - Select this option to cancel spending for a project

T conce L

4. Complete the Change Project Status dialog box, and then
click OK. See “Change Project Status Dialog Box,” page 5-8.
The system indicates the new status of the project on the Edit
Project dialog box.

Change Project Status Dialog Box

Follow the guidelines below to complete the fields on the Update
Project Status dialog box.

B Project Code
The system uses this field to display a project code that
identifies the selected project.

B Project Name
The system uses this field to display the current status of the
selected project.

B Current Status
The system uses this field to display the current status of the
selected project.

B New Status Options
Select the new status for the project.

O Inactivate
Click this option button to change the project’s status to
Inactive. If the project’s status is Inactive, you cannot
enter new line items and transactions, and you cannot
create assets from line items. However, you can still run
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reports and edit project information. Select this status if
you plan to reactivate the project in the future.

Reactivate

Click this option button to change the project’s status to
Active. If the project’s status is Active, you can enter new
line items and transactions, you can create assets from
line items, and you can run reports.

Cancel

Select this option to change the project’s status to
Cancelled. If the project’s status is Cancelled, you cannot
enter new line items and transactions, and you cannot
create assets from line items. However, you can still run
reports and edit project information. Select this status if
you do not plan to reactivate the project in the future.

Close

Select this option to change the project’s status to Closed.
If the project’s status is Closed, you cannot enter new line
items and transactions, and you cannot create assets from
line items. However, you can still run reports and edit
project information. You can close a project only if all of
the line items are marked Complete, or you created assets
from them.

Deleting a Project

You should delete a project only if you have backed up the project,
in case you decide you need some of the line item or transaction
data at a later time. After you delete a project, the data contained
within that project cannot be restored except from a project that
you have backed up. You can delete only one project at a time.
You cannot delete a project that is currently in use.

To delete a project

1.

Make sure that the project you want to delete is not currently
in use.

Select Projects/Delete from the menu bar. The system
displays the Delete Projects dialog box.
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w Delete Projects E'z'

Database |[DEFAULT> =]

Delete | Cancel | Help

3. Complete the Delete Projects dialog box, and then click the
Delete button. See “Delete Projects Dialog Box,” page 5-10.

Delete Projects Dialog Box

Follow the guidelines below to complete the fields on the Delete
Projects dialog box.

B Database
Use this field to select the database that contains the project
you want to delete.

B Available Projects
Q Project Name
The system uses this column to display the name of the
projects in the selected database. Select the project you
want to delete.

Q Project Code
The system uses this column to display the project codes
of the projects in the selected database.

Q InUse
The system uses this column to indicate whether another
user is working in the project. You cannot delete a project
that is in use.

B Delete Button
Click this button to delete the selected project. The system
deletes all information about the project, including the line
items and transactions.
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Backing Up Your Project

It is extremely important for you to make backup copies of the
data in your projects in case you lose data due to computer-related
problems. Making backups allows you to get up and running
quickly after such an otherwise disastrous episode. You can easily
make backup copies of your project data. If the need ever arises,

you can use the Restore Project function to restore the backed up
data.

You might also want to back up your data before deleting groups of
line items, performing a global field change, or deleting a project, in
case you make an error or later discover you need the original data.

Before you begin the steps outlined below, you must close any
currently open project.

To make a backup of your project data

1. Select Projects/Utilities/Backup from the menu bar. The
system displays the Backup Projects dialog box.

Backup Projects E‘z'

Projects

‘Westfields Bakery #2
wWastlields Bakery #3 (=) Custrpt
(ChData

Datahase:

Savein | =3 FAS CIP Accounting ﬂ 5 ERv

[2Import Maps
() Reports
= Sampleproject.Cbk

File name: |

Save as type: |CIP Backup Files (.cbk) j

<DEFAULT> -
J Backup Cancel Select All ‘ Help |

2. Complete the Backup Projects dialog box, and then click the

Backup button when finished. See “Backup Projects Dialog
Box,” page 5-12.

If you're backing up to a removable disk, the system displays
a message telling you to insert the first disk. If more than one



5-12 / FAS 100 CIP Accounting

disk is required for the backup, the system prompts you to
change disks at the appropriate time. During the backup, the
system displays a series of status messages.

3. Once the backup is complete, click the Cancel button to close
the Backup Projects dialog box.

The system stores the backed up project (or projects) in a file with
a CBK extension. Because the data is compressed, you must use
the Restore option to restore it. For more information, see
“Restoring a Backed-Up Project,” page 5-13.

Backup Projects Dialog Box

Follow the guidelines provided below to complete the fields on
the Backup Projects dialog box.

B Projects
Use this field to specify the project (or projects) you want to
back up.

Note To select more than one project in the Projects field,
hold down the CTRL key when you select the projects. The
system highlights each project as you select it. To select
several projects that appear consecutively in the list, hold
down the SHIFT key, and then select the first and last projects.
The system highlights the first and last projects and all of the
projects in between them.

B Database
Use this field to select the database that contains the project
(or projects) you want to back up.

B Saveln
The system uses this field to display the folder in which you
want to store the backed-up project (or projects). Use the box
below this field to select the folder. Use the toolbar buttons to
the right of this field to move up a level or to create a new
folder. Click the arrow to select another drive letter.

B File Name
Use this field to enter the name of the backup file. You do not
need to enter a file extension because the system
automatically adds a CBK extension to the file name.
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B Save As Type
The system uses this field to display the file type of the backup
file.

B Backup Button
Click this button to begin backing up the selected project (or
projects) to the selected directory.

B Select All Button
Click this button to select all of the projects displayed in the
Projects field for the backup.

Restoring a Backed-Up Project

If you ever lose data due to a computer-related problem, or if you
want to restore data to a previous state, you will need to restore
the projects you have backed up.

You must close any open project prior to initiating a restore. You
can restore the project to the same database as the original project
or to another database.

To restore a backed up project

1. Select Projects/Utilities /Restore from the menu bar. The
system displays the Restore Projects dialog box.

Restore Projects

Look in: ‘_}FAS CIP Accounting ﬂ & £5 E3v
I Custrpt
[D)Data
=) Import Maps
2 Reports
[=] Sampleproject.Cbk
File name ‘Samp\eprujeclcbk
Files of type: ‘CIP Backup Files (.cbk) ﬂ
Help | Cancel Select All | MNext ‘
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2. Complete the Restore Projects dialog box, and then click Next
when finished. See “Restore Projects Dialog Box,” page 5-15.
The system displays the Restore - Choose Destination dialog
box.
Restore - Choose Destination {g‘
Database: Existing Projects:
Westfields Bakery #2
Westfields Bakery #3
Help | Cancel | <Back | Restore ‘
3. Complete the Restore - Choose Destination dialog box, and

then click the Restore button. See “Restore - Choose
Destination Dialog Box,” page 5-16. The system begins the
restore process. The system displays a series of status
messages as it decompresses and restores the data. If you are
restoring from removable disks, follow the system’s prompts
to insert the disks in the correct order.

Note If you are restoring a backed-up project with the same
name as a project already existing in the selected database, the
system displays the Rename Project dialog box.

® To rename the project that you are restoring, type a new
name in the New Project Name field, and then click the
Rename button.

® To replace the existing project that has the same name as
the project you are restoring, click the Overwrite button.

® If you are restoring more than one project and you want
to replace all of the existing projects that have the same
names as the projects you are restoring, click the
Overwrite All button.
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4.

Click the Cancel button when the restore is complete to close
the Restore - Choose Destination dialog box.

Restore Projects Dialog Box

Follow the guidelines provided below to complete the fields on
the Restore Projects dialog box.

Look In

The system uses this field to display the location of the
backed-up project (or projects) that you want to restore. Use
the box below this field to select the backup file. Use the
toolbar buttons to the right of this field to move up a level.
Click the arrow to select another drive letter.

File Name

Use this field to enter the selected backed up file, which holds
the project (or projects) that you want to restore. When you
select the backup file in the box above this field, the system
displays the file name in this field.

Files of Type
The system uses this field to display the file type of the backup
file.

Projects

The system uses this field to display the name of the project
(or projects) found in the specified drive and directory. You
can choose to restore one or more of the projects found in the
backup file.

Note To select more than one project in this field, hold down
the CTRL key when you select the projects. The system
highlights each project as you select it. To select several
projects that appear consecutively in the list, hold down the
SHIFT key, and then select the first and last projects. The
system highlights the first and last projects and all of the
projects in between them.

Select All Button
Click this button to select all of the projects displayed in the
Projects field.
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Restore - Choose Destination Dialog Box

Follow the guidelines provided below to complete the fields in the
Restore - Choose Destination dialog box.

B Database
Use this field to select the database where you want the
project (or projects) restored.

B Existing Projects
This field lists the projects already residing in the selected
database.

B Restore Button
Click this button to begin restoring the project or projects you
selected in the Restore Projects dialog box to the selected
database. If you are restoring a backed-up project with the
same name as a project already existing in the selected
database, the system asks you if you want to overwrite the
existing project. You can either overwrite the existing project
or rename the project that you are restoring.

Viewing a Project Snapshot

A Project Snapshot provides summary information about the
currently open project. The system displays the Project Snapshot
automatically every time you open a project, unless you turn this
option off. For more information, see “Turning Off the Project
Snapshot,” page 5-24.

You can also view the Project Snapshot at any time by accessing it
from the Project menu.

To view a Project Snapshot

1. Go to Group View of the currently open project.
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2. Select Project/Snapshot from the menu bar. The system
displays the Project Snapshot dialog box. For more
information, see “Project Snapshot Dialog Box,” page 5-17.

* FAS 100 CIP Accounting - Westfields Bakery #2

Project Snapshot Status AGTIVE End: 125112008

Project
I | =| Spent §1,971,760.28
== lnzpent: 5 48,239.72

Line ltems

Capitalized: § 1,963,483.63
% Expensed: 5 1,624.05
Pending: $6,647.55

Transactions
I Count e
12M0/2005

Last Trans. Date:
Line Item Status
W active (19)

E complste (5)
B centiz)

Alerts (4)
Alert 1:There are pending transactions | A |
for this project. Go to the Pending Ling =~ —!
||ttem to update.

Project Snapshot Dialog Box

The Project Snapshot dialog box displays summary information
about the currently open project. The Snapshot is divided into the
following areas:

® Header; for more information, see page 5-18.

® Project Overview; for more information, see page 5-18.

® Line Item Status Chart; for more information, see page 5-19.
®  Alerts; for more information, see page 5-19.

® Project Charts; for more information, see page 5-20.

® Project Statistics; for more information, see the description
of the Project Statistics for each project chart.



5-18 / FAS 100 CIP Accounting

Project Snapshot: Header

The Header appears at the top of the Project Snapshot dialog box.
The Header contains the following information about the
currently open project:

® Project Status (that is, whether the project is Active, Closed,
Inactive, or Canceled).

® Start and End dates of the project.

Project Snapshot: Project Overview

The Project Overview appears in the upper-left hand section of the
Project Snapshot dialog box. It displays the following information
about the currently open project:

B Project
The system displays the following information about the
project:

QO Spent
The system uses this field to display the total amount
spent on transactions in the project.

O Unspent
The system uses this field to display the amount entered
as the Original Budget minus the amount spent on the
project. If you have entered a Revised Budget amount, the
system uses this amount to calculate the Unspent amount.

B Line Items
The system displays the following information about the line
items in the currently open project:

O Capitalized
The system uses this field to display the total amount of
capitalized line items and, in parentheses, the total
number of capitalized line items.

O Expensed
The system uses this field to display the total amount of
expensed line items and, in parentheses, the total number
of expensed line items.
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O Pending
The system uses this field to display the total amount of
transactions associated with the pending line item. This
amount appears only if you have selected the Include
Pending Transactions in Actuals check box on the Edit
Project dialog box.

B  Transactions
The system displays the following information about the
transactions in the currently open project:

O Count
The system uses this field to display the total number of
transactions in the project.

O Last Transaction Date
The system uses this field to display the date that the last
transaction was entered in the project.

Project Snapshot: Line Item Status Chart

The Line Item Status Chart appears in the left-hand side of the
Project Snapshot dialog box, directly beneath the Project
Overview section.

The Line Item Status Chart is a pie chart that displays the relative
number of Active, Complete, and Sent line items in the project.

Project Snapshot: Alerts

The Alerts section appears in the lower left-hand side of the
Project Snapshot dialog box, directly beneath the Line Item Status
Chart section.

The Alerts section displays important information related to
project performance.

The following are examples of text displayed in the Alerts section:

® There are pending transactions for this project. Go to the
Pending Line Item to update.

® This project is over the Original Budget amount.

® The project is over the Revised Budget amount.
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® This project contains capitalized line items that are marked
Complete. Use the Create Assets function on the Line Items
menu to send assets over to FAS Asset Accounting.

® This project contains sent capitalized line items and /or
complete line items. Consider closing this project.

® No new transactions posted in the past 30 days or more.

Project Snapshot: Project Charts

The Project Charts appear in the right-hand side of the Project
Snapshot dialog box.

You can choose to display the following charts:

® Actual vs. Physical Percentage Complete Chart
This chart compares the actual spending on the project to the
amount you enter in the Percent Complete on the Other
Information page of the Edit Project dialog box. For more
information, see “Actual vs. Physical Percentage Complete
Chart,” page 5-20.

® Project Spending Timeline Chart
This chart displays the Actual Spending for the project over
the life of the project. For more information, see “Project
Spending Timeline Chart,” page 5-22.

® Spending Comparison to Budget Chart
This chart compares the actual spending, original budget,
and revised budget for the project. For more information, see
“Spending Comparison to Budget Chart,” page 5-23.

Actual vs. Physical Percentage Complete Chart

The Actual vs. Physical Percentage Complete chart compares the
actual spending on the project to the amount you enter in the
Percent Complete on the Other Information page of the Edit
Project dialog box.

The Actual vs. Physical Percentage Complete chart displays three
bars:

B Actual/Original
This bar represents the percentage of the original budget that
has been spent on the project. The system calculates this by
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dividing the Actual Spending by the amount entered in the
Original Budget field on the Financial Information page.

Actual/Revised

This bar represents the percentage of the revised budget that
has been spent on the project. The system calculates this by
dividing the Actual Spending by the amount entered in the
Revised Budget field on the Financial Information page.

Physical
This bar represents the percentage entered in the Other
Information page of the Edit Project dialog box.

Project Statistics
The system displays the following information for the Actual
vs. Physical Percentage Complete chart:

Q Actual Spending
The system uses this field to display the sum of all
transactions, including pending transactions, in the
project.

O Original Budget
The system uses this field to display the amount entered
in the Original Budget field on the Financial Information
page of the New (or Edit) Project dialog box.

O Revised Budget
The system uses this field to display the amount entered
in the Revised Budget field on the Financial Information
page of the New (or Edit) Project dialog box.

Q Actual/Original Budget
The system uses this field to display the percentage of the
original budget that has been spent on the project. The
system calculates this by dividing the Actual Spending by
the amount entered in the Original Budget field on the
Financial Information page.

Q Actual/Revised Budget
The system uses this field to display the percentage of the
revised budget that has been spent on the project. The
system calculates this by dividing the Actual Spending by
the amount entered in the Revised Budget field on the
Financial Information page.

Q Physical Percentage Complete
The system uses this field to display the amount you enter
on the Other Information page of the Project dialog box.
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Project Spending Timeline Chart

This chart shows the Actual Spending on the project over the life
of the project. The life of the project will be divided differently,
depending on how long the project has existed.

® Less Than One Year
If the project has existed for one year or less, then the
system compares the amounts on a monthly basis.

® One to Three Years
If the project has existed for more than one year and up
to three years, then the system compares the amounts on
a quarterly basis.

® More Than Three Years
If the project has existed for more than three years, then
the system compares the amounts on a yearly basis.

The chart shows the spending for each period based on the
Transaction Date. Note that the chart could include a period
before the project’s start date or after the project’s end date. For
example, suppose a project starts in July 2005, but it includes
transactions with a Transaction Date of June 2005; the chart would
show the spending for June 2005.

B Project Statistics
The system displays the following information beneath the
Project Timeline chart:

0 Actual Spending
The system uses this field to display the total amount of
transactions, including pending transactions, in the project.

Q Original Budget
The system uses this field to display the amount entered
in the Original Budget field on the Financial Information
page of the New (or Edit) Project dialog box.

O Revised Budget
The system uses this field to display the amount entered
in the Revised Budget field on the Financial Information
page of the New (or Edit) Project dialog box.

Q Number of Transactions
The system uses this field to display the number of
transactions contained in the project.
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O Actual vs. Original Variance

The system uses this field to display the Actual Spending
amount minus the Original Budget amount.

Actual vs. Revised Variance
The system uses this field to display the Actual Spending
amount minus the Revised Budget amount.

Spending Comparison to Budget Chart

This chart compares the actual spending, original budget, and
revised budget for the project.

The chart displays three bars:

Actual Spending

The system uses this bar to display the total amount of
transactions, including pending transactions, in the
project.

Original Budget

The system uses this bar to display the amount entered
in the Original Budget field on the Financial Information
page of the New (or Edit) Project dialog box.

Revised Budget

The system uses this bar to display the amount entered
in the Revised Budget field on the Financial Information
page of the New (or Edit) Project dialog box.

B Project Statistics
The system displays the following information beneath the
Spending Comparison to Budgets chart:

O Actual Spending

The system uses this field to display the total amount of
transactions, including pending transactions, in the
project.

Original Budget

The system uses this field to display the amount entered
in the Original Budget field on the Financial Information
page of the New (or Edit) Project dialog box.

Revised Budget

The system uses this field to display the amount entered
in the Revised Budget field on the Financial Information
page of the New (or Edit) Project dialog box.
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Q Number of Transactions
The system uses this field to display the number of
transactions contained in the project.

Q Actual vs. Original Variance
The system uses this field to display the Actual Spending
amount minus the Original Budget amount.

QO Actual vs. Revised Variance
The system uses this field to display the Actual Spending
amount minus the Revised Budget amount.

Turning Off the Project Snapshot

By default, the system displays the Project Snapshot dialog box
every time you open a project. You can turn this option off in the
System Preferences dialog box.

To turn off the Project Snapshot
1. Close any open project.

2. Select Projects/Preferences/System Preferences from the
menu bar. The system displays the System Preferences dialog
box.

= System Preferences El

Select Asset Application:

The following FAS Asset Accounting applications have been found on this computer. To expart
aszets created from projects, you must select a version of FAS Asset Accounting to access. This
selection will be used for all projects. This selection can be changed priar to creating assets far
completed projects. To make a selection, highlight the application and click OK.

Aszet Applications Found:

On Startup:

v M aximize Application [~ Open Last Project v Dizplay Project Snapshot

Default Path for File Creation:

| Browse
Ok LCancel Help
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3. Clear the Display Project Snapshot check box, and then click
OK.

The next time you open a project, the system will not display the
Project Snapshot dialog box.

Managing Your Databases

The application contains a utility to help you manage your
databases. This utility is called the Database List Manager. In
addition to helping you create and rename databases, the
Database List Manager also helps you find databases. After using
the application for some time, you, or other users, might have
created databases in locations that you might not remember. The
Database List Manager is extremely useful when you need to
connect to a database that another user created in an unknown
location.

After the Database List Manager locates a database, you can add
the database to a list of databases that you have created. The
application remembers where the database is located. To create a
new database using Database List Manager, click the New
Database button, then complete the New Database dialog box as
described in New Database dialog box. For more information, see
“Creating a New Database,” page 4-4.

Database List Manager Dialog Box

Follow the guidelines provided below to complete the fields on
the Database List Manager dialog box.

B Database Name
The system uses this field to display the Logical names of all
databases in the database list. The Logical Database Names
are the names that appear in the Database field of other dialog
boxes. To perform a function on a database, select the
database, and then click the appropriate button to the right.

B Database Path
The system uses this field to display the path of the currently
selected database. This field displays the Physical Database
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Name, which is the name of the database file as it appears in
the Windows Explorer program.

B Find Button
Click this button to display a dialog box that allows you to
search for a database.

B Rename Button
Click this button to display a dialog box that allows you to
rename the selected database.

H Remove Button
Click this button to remove the selected database from the list.

B New Database Button
Click this button to display a dialog box that allows you to
select the location and name of a new database.

B Configure Button
Click this button to view a series of dialog boxes that allow
you to specify the protocols and start-up parameters for your
databases. For more information, see the FAS 100 Fixed Assets
Installation & Administration Guide.

Locating a Database

After using the application for some time, you, or other users,
might have created databases in locations that you might not

remember. You can use the Database List Manager to locate a
database.

To locate a database

1. Select Projects/Database List Manager from the menu bar.
The system displays the Database List Manager dialog box.
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Database List Manager [z|
Database Name: Close
<DEFAULT >

Find...

Rename...
Mew Database...
Configure...

D atabase Path:

C:\Program Files\Best Software\FAS CIP
Accounting\DATAVFASCIP.CDB on Sage_FAS

Help

2. Click the Find button. For more information, see “Database
List Manager Dialog Box,” page 5-25. The system displays
the Find Databases dialog box.

Find Databases

Options: o——

Find Path in: |C:\nglam Files\Best Sof \FAS CIP A ting Browse .. |

@ Specified € All Drives ¢ All Local Drives " All NetworkDrives Eance)
Help

PATH NAME [

3. Click the Browse button to specify the folder that you want to
search for the database. For more information, see “Find
Databases Dialog Box,” page 5-28. The system displays the
Locate Path dialog box.
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Locate Path E| Pz|
Look in: | (53 FAS CIP Ascourting | cf B~

&]Cush’pt
&]Data
&]Import Maps

&]Reports

Path is: |C:"-.Pn:|g|am Files"Best Software'FAS CIP Acco

QK | Cancel | Help |

4. Select the folder that you want to search, and then click OK.
For more information, see “Locate Path Dialog Box,” page
5-29. The system returns to the Find Databases dialog box.

5. Complete the Find Databases dialog box, then click the
Search button. The system searches the selected drive for
databases.

6. Select a database in the Found Databases field, then click the
Add button to add the database to your list. The system adds
the database to the list.

7. Repeat Step 6 for additional databases you want to add to
your list.

8. Click the Close button on the Find Databases dialog box.

9. Click the Close button on the Database List Manager dialog
box.

Find Databases Dialog Box

Follow the guidelines provided below to complete the fields on
the Find Databases dialog box.

B  Find Path In
Use this field to enter the path to the directory where a
database is located (if you know it). If not, use the Browse and
Search buttons.
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B Specified
Click this option button to search only in the path specified in
the Find Path In field.

B All Drives
Click this option button to search all drives on your computer
(both local and network drives).

B All Local Drives
Click this option button to search only the local drives on your
computer’s hard disk.

B All Network Drives
Click this option button to search only the computer network
drives.

B Browse Button
Click the Browse button to display a dialog box that allows
you to select the folder that you want to search for the
database(s). After you select the folder, the path to the selected
folder appears in the Find Path In field. Click the Specified
option button, and then click the Search button. The system
searches for the database in the selected folder and in all
folders underneath the selected folder.

Q Search Button
Click this button to search for the database.

Q Path
The system uses this field to display all databases found
during a search. Use this field to individually select
databases to add to your list by clicking the Add button.

O Name
The system uses this field to display the logical name of
the database. This is the name that appears in the
Database field of other dialog boxes.

Q Add Button
Click this button to add the selected database to the list of
databases in the Database List Manager.

Locate Path Dialog Box

Follow the guidelines below to complete the fields in the Locate
Path dialog box.
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B LookIn
The system uses this field to display the folder containing the
database you are looking for. Use the box below this field to
select the folder. Use the toolbar buttons to the right of this
field to move up a level. Click the arrow button to select
another drive letter.

B PathlIs
The system uses this field to display the complete path to the
folder currently displayed in the Save In field.

Renaming a Database

You can use the Database List Manager to change the Logical
database name (the user-friendly name). You cannot change the
Physical database name (the name of the database file).

To rename a database

1. Select Projects/Database List Manager from the menu bar.
The system displays the Database List Manager dialog box.

Database List Manager PZ|
Database Name: Close
<DEFAULT >

Find...

Rename...
Mew Database...
Configure...

D atabase Path:

C:\Program Files\Best Software\FAS CIP
A ting\DATANFASCIP.CDB on Sage_FAS

Help

2. Select the database you want to rename. For more
information, see “Database List Manager Dialog Box,” page
5-25.
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3. Click the Rename button. The system displays the Rename
Database dialog box.

Rename database - [ <DEFAULT= ] 7]
Save in: |l’f} Data j |‘j( Ed-

:ﬁfascip.cdb

Physical Database Name: |[F{elge:]

Save Type As: |F.—'4.SCIP database files {.cdb) j

Logical D atabaze Mame: |<DEFAU LT>

0k | Cancel | Help |

4. Complete the Rename Database dialog box, and click OK to
return to the Database List Manager dialog box. For more
information, see “Rename Database Dialog Box,” page 5-31.

5. Click the Close button on the Database List Manager dialog
box.

Rename Database Dialog Box

Follow the guidelines provided below to complete the fields on
the Rename Database dialog box.

B Saveln
The system uses this field to display the folder containing the
database file that you want to rename. Use the box below this
field to select the folder. Use the toolbar buttons to the right of
this field to move up a level. Click the arrow button to select
another drive letter.

B Physical Database Name
The system uses this field to display the physical file name of
the database. This is the name that appears in the Windows
Explorer program. You cannot use this field to change the file
name.
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B Save Type As
The system uses this field to display the file type of the
database.

B Logical Database Name
Use this field to enter a new name for the database. The logical
database name is the name that appears in the Database field
of other dialog boxes.

Removing a Database from the List

You can use the Database List Manager to remove a database from
the list of databases.

Removing a database removes the database from the list;
however, it does not delete the database.

To remove a database from the list

1. Select Projects/Database List Manager from the menu bar.
The system displays the Database List Manager dialog box.

Database List Manager PZ|
Database Name: Close
<DEFAULT >

Find...

Rename...
Mew Database...
Configure...

D atabase Path:

C:\Program Files\Best Software\FAS CIP
Accounting\DATAVFASCIP.CDB on Sage_FAS

Help

2. Select the database you want to remove. For more
information, see “Database List Manager Dialog Box,” page
5-25.



Working with Projects / 5-33

Click the Remove button. The system asks you to confirm
your intention to remove the database.

Click the Yes button to remove the database. The system
removes the database from the list and sends a message
confirming the removal.

Click OK to exit the confirmation message.

Click the Close button on the Database List Manager dialog
box.
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E Working with Line Items
and Transactions

In this chapter you'll learn how to work with the pieces of a
project: line items and transactions. You'll learn how to enter new
line items and transactions and how to create an asset from a line
item and send it to your Sage FAS application.

Entering a New Line Item

To enter a new line item
1. Do one of the following;:

® Select the New Line Item button in Group View.
® Select Line Items/New Line Item from the menu bar.

® (lick the New Line Item toolbar button.
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The system displays the Line Item Information page in Detail

View.

Detail Vlew Ling Item Status: ACTIVE
Line Item ID: 13 D escription: |Bakery E quipment < Prey Line ltem Hegt Line Item >
Line [tem Information ] Transactions ] Azszet Information ] * required field
*Line Item Start Date: [06/01/2005 - GL CIP Acct Mo |400-15300 A # of Transactions: 3

*Ling ltem End Dale: [33/30/2005 | Line Item Type: [Capialie -] LestTransachonDatz 72612005

Ling Ikem Actuak $2.450.00
Line Item Original Budget: $3.000.00 7242004 Original vs. Actual: $550.00  Ornginal % Complete: B1.67%
Line Item Revised Budget: $0.00 Revised vs. Actual Fievised % Complete:

Contact: '7 User Field 8: '7 User Mumeric 1: ’7
Telephane: '7 User Field 9 '7 User Mumeric 2 ’7

Job Title: I—L| Uszer Field 10: '7 Usger Numernc: 3: ’7
Budget Categaony: l—;| User Field 11: '7 User Mumeric 4: ’7
Uzer Field 5: ,7 Uzer Field 12: ,7 Uzer Murmeric: 5 ’7
UserField & [ UserField13: [ UserMumeic& [
User Figld 7: '7 User Field 14: '7 User Numeric 7: ’7

Group Yiew

Save | Hew Line ltem | |

Help

2. Complete the Line Item Information page, and then click the
Save button. For information on the fields on this page, see
“Line Item Information Page of Detail View,” page 2-13.

Editing a Line Item

After you have entered a new line item, you can go back and
change the line item information at a later time.

To edit a line item
1. In Group View, select the line item that you want to edit.
2. Do one of the following:

® Double-click the line item.



Working with Line Iltems and Transactions / 6-3

® (lick the Detail View button.
® Select Line Items/Edit Line Item from the menu bar.

The system displays the Line Item Information page of Detail
View for the selected line item.

3. Make the desired change(s) to the Line Item Information
page, or click the Transactions tab or the Asset Information

tab to make changes to those pages.

4. Click the Save button to save your changes.

Changing the Status of a Line Item

A line item can have any of the following statuses:

® Active
® Complete
® Sent

When you create a new line item, the system assigns to it the
status of “Active.” The Active status indicates that you can create
new transactions for the line item, and you can edit the line item
information.

After you have completed the spending on a line item, you can
change its status to “Complete.” A status of Complete indicates
that you are ready to create one or more assets from the line item.
Form more information, see “Creating Assets from Line Items,”
page 6-30.

After you create one or more assets from the line item, the system
changes the status of the line item from Complete to “Sent.” When
this occurs, you can modify any information on the Line Item
Information page, but cannot modify information on the Asset
Information page. In addition, while you can view information for
the supporting transactions, you cannot modify any transaction
information.

You can change the status of a line item from Sent to “Complete”
by resetting the sent asset. For more information, see “Resetting
Sent Assets,” page 6-37.
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To change the line item status from Active to
Complete

1. Go to Group View and double-click the line item whose
status you want to change. The system displays the Detail
View for the selected line item.

2. Select the Asset Information tab. The system displays the
Asset Information page.

Detail View Lire Item Status: ACTIVE

Line Iltem ID: 13 Description: |Bakery Equipment < Prey Line ltem Hegt Line ltem >
Line [tem |nformation 1 Tranzactions Aszet Information ]
Spending Complete: |Ma - Date Complete: |__ /4 - Date Sent: NAA

Asset Information:

Azzet Template: |Equipment ﬂ In Service Date: |01./01/2006 -

Aszet Description: |Bakery E quipment

Asset Distribution:

Line Itkem Actual: $2,450.00 Value per Aszet: §2,450.00

Distribution of Asset Value: + Equal " Agsigned # of Assets: 1

Save | Mew Line ltem | | Group Yiew | Help

3. Select Yes in the Spending Complete field, and then click the
Save button. The system changes the status of the line to
Complete. For information on the fields on this page, see
“Asset Information Page of Detail View,” page 2-19.

Moving or Copying Line Items

You can move or copy line items to a different project. You can
copy line items within a project. You must be in Group View to
move or copy line items.
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If you are copying the selected line items to another project, you
can choose whether to also copy the transactions associated with
the line items.

If you are moving the selected line items to another project, the
system always includes the transactions with the moved line
items. After you have moved the line items, you can delete the
transactions if desired.

Active line items can be moved or copied. Complete line items can
be copied but not moved. Sent line items cannot be moved or
copied.

To move or copy line items

1. In Group View, select the line item(s) that you want to move
or copy to a different project.

2. Do one of the following:

® From the Line Items menu, select Move/Copy Line Item.
® (lick the Move/Copy Line Item button on the toolbar.

The system displays the Move/Copy Line Items dialog box.

= Move/Copy Line Items

Dratabase: <DEFAULT:

Project: |\-\-"estfields Bakeny #2 j

[ Copy Line Itam [ Include Transactions

Ok LCancel | Help

3. Complete the Move/Copy Line Items dialog box. For more
information, see “Move/Copy Line Items Dialog Box,” page
6-6.

4. Select the Copy Line Item check box if you want to copy the
selected line items. Clear the Copy Line Item check box if you
want to move the selected line items.
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10.

11.

Click OK. The system displays a Status message box while it
validates the selected line items and their transactions (if you
have included them to be moved or copied).

Click the View Report button to display the Move/Copy
Exceptions report. This report lists any problems with the
selected line items and transactions. For more information,
see “Move/Copy Exceptions Report,” page 6-10.

View the Move/Copy Exceptions report, print the report if
desired, and then click the Close button. The system returns
to the Status message box.

Do one of the following:

® C(Click the Cancel button to close the Status message box.
You can fix the problems with the line items and
transactions listed on the Move/Copy Exceptions report,
if any.

® C(Click the Continue button. The system either moves or
copies the selected line items to the selected project, and
then it displays a message that the Move/Copy was
completed successfully.

Click the View Report button. The system displays the
Move/Copy report. This report displays information about
the line items and transactions that have been moved or
copied. For more information, see “Move/Copy Report,”
page 6-7.

View the Move/Copy report, and then click the Close button.
The system returns to the Status message box.

Click the Close button to close the Status message box.

Move/Copy Line Items Dialog Box

Follow the guidelines provided below to complete the fields on
the Move/Copy Line Items dialog box.

Database
Use this field to select the database containing the project to
which you want to move or copy the selected line items.
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B Project
Use this field to select the project to which you want to move
or copy the selected line items. You cannot move or copy line
items to a project that is inactive or has been canceled.

Note You can select the project in which the line items
currently exist. If you select this project as the destination
project, the system copies the selected line items.

B  Copy Line Items
Select this check box to copy the selected line items to the
project. Clear this check box to move the selected line items to
the project.

B Include Transactions
Select this check box to copy the transactions associated with
the selected line items. Clear this check box to copy the
selected line items without the transactions associated with
them. This check box is available only if you select the Copy
Line Items check box.

Note If you are moving the selected line items to another
project, the system always includes the transactions with the
moved line items. After you have moved the line items, you
can delete the transactions if desired.

Move/Copy Report

Purpose

The Move/Copy report displays information about the line items
and transactions that you have moved or copied from one project
to another. It shows the source and destination projects, as well as
information about the line items and transactions that were
moved or copied from the source project to the destination
project.
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Report Columns

The top of the report provides details on the source project and the
destination project.

Source

Q Database
The system uses this field to display the name of the
database containing the project from which the line items
and transactions were moved or copied.

Q Project
The system uses this field to display the name of the
project from which the line items and transactions were
moved or copied.

Destination

Q Database
The system uses this field to display the name of the
database containing the project to which the line items
and transactions were moved or copied.

Q Project
The system uses this field to display the name of the
project to which the line items and transactions were
moved or copied.

The following guidelines provide detail on the columns on the
Move/Copy report.

B Source Line Item ID
This column displays the Line Item ID for each line item that
was moved or copied. The report displays the total number of
line items that were moved or copied at the bottom of the
report.

B Source Transaction ID
This column displays the Transaction ID for each transaction
that was moved or copied. The report displays the total
number of transactions that were moved or copied at the
bottom of the report.

B Description
This column displays the description of each line item and
transaction that was moved or copied.
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B Amount
This column displays the amount for each transaction that
was moved or copied. The column also displays the total of
the amounts for each line item that was moved or copied.

B Destination Line Item ID
This column displays the new Line Item ID in the destination
project after the line item has been moved or copied.

B Destination Transaction ID
This column displays the new Transaction ID in the
destination project after the transaction has been moved or
copied.

Sample Move/Copy Report

Date: 3/7/2005
Time: 11:06:15 AM
Move/Copy Report
Source Destination
Database: Build 9 Database: Build 9
Project: Westfields Bakery #2 Project: Westfields Bakery #2
Source Destination
LI ID Tx ID | Description Amount LI 1D TxID
9999 PENDING TRANSACTIONS LINE ITEM 19
73 Mini Blinds (Spec Order) $175.00 130
**Total for Line Item $175.00
9999 PENDING TRANSACTIONS LINE ITEM 9999
72 Mini Blinds $200.00 131
*Total for Line ltem $200.00
Number of Line ltems movedicopied: 0
Number of Transactions movedicopied: 2
Total Report Amount: $375.00
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Move/Copy Exceptions Report

Purpose

When you move or copy line items and transactions, the system
validates the moved or copied line items as well as the transactions
associated with the line items. The system displays the
Move/Copy Exceptions report if it finds either warnings or errors.

Errors

The system does not move or copy line items or transactions for
which it finds errors. The report displays errors when:

The status of the source line item is Sent. Sent line items
cannot be moved or copied.

The limit of 9,999 line items per project would be reached
after the move or copy process. The system will move or
copy line items only up to the limit.

The limit of 9,999 transactions per line item would be reached
after the move or copy process. The system will move or
copy transactions only up to the limit.

The project selected as the destination project is currently in use.

You cannot move or copy a pending line item. However, you
can move or copy the transactions associated with the
pending line item.

One or more of the transactions do not contain information in
all of the required fields (Transaction Amount, Date Posted,
or Transaction Date).

The selected destination project is the same as the source
project. Line items and transactions can be copied but not
moved.

The destination line item is the same as the source line item.
Transactions associated with the line item can be copied but
not moved.

The source project has a status Closed, Inactive, or Canceled.
Line items and the transactions associated with them can be
copied but not moved.
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® You selected the option to move the transaction to the Target
Line Item ID, and the Target Line Item ID is 9999 (the
pending line item). You cannot move a transaction to the
same line item.

Warnings

The system will move or copy line items and transactions for
which it issues warnings. The report displays warnings when:

® The line item start date is before the project start date.
® The transaction date is before the line item start date.
® The line item end date is after the project end date.

® The transaction date is after the line item end date.

® Spending for the destination line item has been marked as
complete. Line item and related transactions can be copied
but not moved.

® Spending for the source line item has been marked as
complete. Line items and related transactions can be copied
but not moved.

Sample Move/Copy Exceptions Report

Date: 3/7/2005
Time: 11:06:01 AM
Move/Copy Exception Report
Source Destination
Database: Build 9 Database: Build 9
Project: Westfields Bakery #2 Project: Westfields Bakery #2

Note: Transactions with errors were not moved or copied

Source Source

LIID TxID Description Exception
Error: Transaction errors or warnings
9999 PENDING TRANSACTIONS LINE ITEM exists for this Line ltem.
Warning: Transaction date is before line
73 Mini Blinds (Spec Order) item start date.

Number of Line ltems
Moved/Copied: 0
Number of Transactions
Moved/Copied: 2
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Deleting a Line Item

You can delete a line item if it has a status of Active or Complete.
You cannot delete a pending line item or a line item whose status
is Sent.

When you delete a line item, you also delete all of the transactions
that are posted to the line item.

To delete a line item
1. In Group View, select the line item(s) that you want to delete.

2. Select Line Items/Delete Line Item from the menu bar. The
system displays a confirmation message reminding your that
pending lime items and selected line items with a status of
Sent will not be deleted.

FAS 100 CIP Accounting

%} Al tagged line items with a status of other than Sent or & type of Pending, and their corresponding transactions, will be permanently deleted.
\-f/ Are you sure you want to continue?

3. Click Yes. The system deletes the selected line item(s) and the
transactions posted to the selected line item(s).

Entering a New Transaction

To enter a new transaction
1. Go to Detail View, and do one of the following;:

® Select Line Items/New Transaction from the menu bar.

® Select the Transactions tab, and then click the New
Transaction button.

® (Click the New Transaction toolbar button.
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The system displays the New Transaction dialog box.

@ New Transaction @‘g'

Line tern [D: Bakery Equiprment

* required field

Transaction D Description:
*Transaction Date: ITF Amaunt: ‘ $0.00
*Date Posted: ITF Journal: ‘ ﬂ
Wendar: | ﬂ Reference: ‘

Sub-Categon: I—LI User Field &: '7 Cluantity: '7
PO Number: '7 UserField % '7 Sales Tax Paid: '7
Wendor |D: l—Ll User Field 10: '7 User Murnertic 3: '7
Contact: l—Ll User Field 11: '7 User Murnetic 4: '7
Telephone: l—Ll User Field 12: '7 User Mumetic 5 '7
User Field 6: '7 User Field 13: '7 User Murnetic 6: '7
User Field 7 ,7 User Field 14 ,7 User Numeric 7 ,7

Save New Transaction | Close | Help

2. Complete the New Transaction dialog box, and then click the
Save button. See “New Transaction Dialog Box,” page 6-13.

3. Select the New Transaction button on the New Transaction
dialog box to enter another transaction.

New Transaction Dialog Box

Follow the guidelines below to complete the fields on the New
Transaction dialog box.

B Line Item ID
The system uses this field to display a system-generated
number that identifies the line item with which the
transaction will be associated.

B Transaction ID
The system uses this field to display a system-generated
number that identifies the transaction after you save the
transaction.
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B  Description
Use this field to enter a description of the transaction.

B Transaction Date
Use this field to enter the date the transaction occurred. This
is often the date of the invoice associated with the transaction.

B Date Posted
Use this field to enter the date that you post the transaction to
the line item. For reconciliation purposes, this date generally
corresponds to the date the transaction was posted to your
general ledger.

B Vendor
Use this field to enter the name of the vendor for the
transaction.

H Amount
Use this field to enter the dollar amount of the transaction.

B Journal
Use this field to enter the type of journal associated with the
transaction; for example, you might enter Accounts Payable,
General Journal, or Payroll in this field.

B Reference
Use this field to enter a reference number for the transaction.
For example, you might enter a journal entry number or an
invoice number in this field.

B User Field1-14
Use these alphanumeric fields to enter information that is not
appropriate for any of the other fields on the dialog box. You
can enter both alphabetic and numeric information in these
fields. You can change the names of these fields.

B User Numeric1-7
Use these numeric fields to enter information that is not
appropriate for any of the other fields on the dialog box. You
can enter only numeric information in these fields. You can
change the names of these fields.

B Save Button
Click this button to save the information that you entered as a
new transaction.

B New Transaction Button
Click this button to save and clear the fields in the New
Transaction dialog box so that you can create a new
transaction.
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Editing a Transaction

After you have posted a transaction to a line item, you can change
the transaction information at a later time.

To edit a transaction

1. In Group View, select the line item to which you have posted
the transaction that you want to edit.

2. Click the Detail View button, or double-click the line item to
go to the Detail View for the selected line item.

3. Click the Transactions tab. The Transactions page appears.
See “Transactions Page of Detail View,” page 2-16.

4. Select the transaction that you want to edit, and then click the
Edit Transaction button. Alternatively, you can double-click
the transaction. The Edit Transaction dialog box appears.

w Edit Transaction E|z|

Line term |D: Bakery Equipment

*required field

Transaction ID: 40 Description |k300hng Riacks

*Transaction Date: (0771472008 - Amount | $950.00
*Date Posted: |07/31/2004 - Joural |AP ﬂ

wendar: | =] Reference;  [56543078

Sub-Categon: 'Wl UgerField &: '7 Cuantity: '72
PO Nurnber: '7 UserField 9 '7 Sales Tax Paid: '7
Wendor |D: l—Ll User Field 10: '7 User Numertic 3: '7
Contact: l—Ll User Field 11: '7 User Numetic 4: '7
Telephone: W UserField 12: '7 User Nurmetic 5 '7
UserField 6: '7 User Field 13: '7 User Numetic 6 '7
UserField 7: '7 User Field 14: '7 User Numetic 7: '7

Sawve New Transaction | Close Help
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5. Complete the Edit Transaction dialog box, click the Save
button and then the Close button.

The fields on the Edit Transaction dialog box are identical to the
fields on the New Transaction dialog box. For information on
completing these fields, see “New Transaction Dialog Box,” page
6-13.

Moving or Copying Transactions

You can move or copy transactions from one line item to another
line item. You can copy transactions within a line item. The
destination line item can be in the same project or in a different
project.

You must select the transaction(s) that you want to move in Detail
View.

To move or copy transactions

1. In Detail View, select the transaction(s) that you want to
move or copy.

2. Do one of the following:

® From the Line Items menu, select Move/Copy
Transaction.

® C(lick the Move/Copy Transaction button on the toolbar.
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The system displays the Move/Copy Transactions dialog box.

= Move/Copy Transactions

Select the line item ta which the selected transactions will be moved.
Line [tem 1D: 3 -
Drescription: Decorative Awnings

[ Copy Tranzactions

Database: |<DEFAULT> =l

FProject: |W’estfields Bakerny #2 j

Ok | Lancel | Less << Help

3. Complete the Move/Copy Transactions dialog box. For more
information, see “Move/Copy Transactions Dialog Box,”
page 6-17.

4. Select the Copy Transactions check box if you want to copy
the transactions to the selected line item. Clear the Copy
Transactions check box if you want to move the transactions.

5. Click the More button if you want to move or copy the
transactions to a line item in another project. The system
displays the Database and Project fields. (You can hide these
fields by clicking the Less button.)

6. Click OK.

The system displays the Move/Copy report if you selected the
View Move/Copy Report check box. For more information, see
“Move/Copy Report,” page 6-7.

The system displays the Move/Copy Exceptions report if the
system finds either warnings or errors during the move or copy
process. For more information, see “Move/Copy Exceptions
Report,” page 6-10.

Move/Copy Transactions Dialog Box

Follow the guidelines provided below to complete the fields on
the Move/Copy Transactions dialog box.
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B  Move Transactions to the Selected Target Line Item ID
Click this option button to move or copy the transactions to
the Target Line Item ID selected in the New Pending
Transactions dialog box.

B Select the Line Item ID to Which you Wish to Move the
Transactions
Click this option button to move or copy the transactions to
the line item that you specify in the Line Item ID field.

Note These option buttons are available only if you are
moving or copying transactions from the pending line item.

Q Line Item ID
Use this field to select the line item to which you want to
move or copy the selected transactions.

Note You can select the line item in which the transactions
currently exist. If you select this line item as the destination
line item, the system copies the selected transactions.

O Line Item Description
The system uses this field to display the description of the
selected line item.

B Copy Transactions
Select this check box to copy the selected transactions to the
line item. Clear this check box to move the selected
transactions to the line item.

B  Database
Use this field to select the database containing the project to
which you want to move or copy the selected transactions.

B Project
Use this field to select the project to which you want to move
or copy the selected transactions.

B More/Less Button
Click this button to either display or hide the Database and
Project fields. Displaying these fields enables you to move or
copy transactions to a different database and project.
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Splitting a Transaction

You can split a transaction into two or more separate transactions.
When you split the transaction, you specify the amounts for each
of the new transactions that you create.

After you split the transaction, you can move or copy the new
transactions to different line items, if desired.

To split a transaction
1. In Detail View, select the transaction that you want to split.

2. Select Line Items/Split Transaction from the menu bar. The
system displays the Split Transaction dialog box.

w Split Transaction - [Trans ID - 60]

Transaction Information
Description: husic System
“endor: BMS
Trans Date: 6/2/2005
Journal: AP Original Transaction Amount:
Reference: 44356 $1.450.00

Set Up Split Transaction
Enter the number of pars. from 2 through 94. to splitthe transaction into. and click Update to preview.

Mumber of Faris ! Update | Fow Count: 4
Trans ID Description Amount
» 60 kusic System $ 36250
2 TEBED Music System $ 36250
3 TED Music System $362.50
4 TED Music System $ 36250

JEyT=— | [ =— | Femaining Amount, $0.00

Total Arnount: $1.450.00

Split | Cancel | Help

3. Complete the Split Transaction dialog box. For more
information, see “Split Transaction Dialog Box,” page 6-20.

4. Click the Split button.
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Split Transaction Dialog Box

Follow the guidelines below to complete the fields on the Split
Transaction dialog box.

B Transaction Information
The system uses these fields to identify the selected
transaction that you are splitting into separate transactions.

Q

Description
The system uses this field to display the description of the
selected transaction.

Vendor
The system uses this field to display the selected
transaction’s vendor.

Transaction Date
The system uses this field to display the date the selected
transaction was created.

Journal
The system uses this field to display the journal type to
which the selected transaction has been assigned.

Reference
The system uses this field to display the selected
transaction’s reference number.

Original Transaction Amount
The system uses this field to display the total amount of
the selected transaction before it has been split.

B Set Up Split Transaction
Use the following fields to specify how you want to split the
transaction.

Q

Number of Parts

Use this field to enter the number of transactions that you
want to create from the selected transaction. You can
enter a number between 2 and 99.

Update Button

Click this button to update the split transaction
spreadsheet so that it contains the same number of rows
that you entered in the Number of Parts field.

Row Count
The system uses this field to display the number of rows
currently displayed in the split transaction spreadsheet.
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Split Transaction Spreadsheet
Use this field to specify the amounts for each piece of the split
transaction.

Q Transaction ID
The system uses this field to display the Transaction ID
for each piece of the split transaction. The first row
displays the Transaction ID of the original transaction.
You cannot edit the Transaction ID column.

O Description
Use this field to enter a description for each piece of the
split transaction.

Q Amount
Use this field to enter an amount for each piece of the split
transaction.

Add Row Button
Click this button to add a row to the split transaction
spreadsheet.

Delete Row Button
Click this button to remove a row from the split transaction
spreadsheet.

Total Amount

The system uses this field to display the total of the amounts
entered in the Amount column of the Split Transaction
Spreadsheet. The Total Amount must equal the Original
Transaction Amount to enable the Split Transaction button.

Remaining Amount

The system uses this field to display how much of the selected
transaction has not yet been assigned to pieces of the
transaction in the spreadsheet.

Split Button

Click this button to split the selected transaction into separate
transactions as specified in the Split Transaction Spreadsheet.
This button is enabled only if the Total Amount field equals
the Original Transaction Amount field.
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Pending Transactions

Pending transactions are transactions that are not associated with
an active line item. If you need to track costs for a project, but you
are not prepared to assign the costs to an active line item, you can
create a pending transaction to track the costs.

You create a pending transaction by associating it with a pending
line item. A pending line item has a Line Item ID of 9999. The
system creates a pending line item when you create a new project.

When you create a pending transaction, you can specify a Target
Line Item ID. The Target Line Item ID is the active line item that

will eventually contain the transaction. (If you don’t know which
line item will contain the transaction, then you can just leave the
default Target Line Item ID of 9999.)

When you are ready to associate the pending transaction with an
active line item, you can use the Move/Copy Transaction
command to move or copy the transaction to the desired line item.
For more information, see “Moving or Copying Transactions,”
page 6-16. If you have specified a Target Line Item ID for the
pending transaction, the system moves or copies the pending
transaction to the Target Line Item ID.

Hint: You can save time by specifying the Target Line Item ID for
each pending transaction. Then you can select multiple pending
transactions at once when you move them. The system moves
each pending transaction to the line item specified in the Target
Line Item ID field. (The system ignores the line item specified in
the Line Item field of the Move/Copy Transaction dialog box.)

Note You can move or copy the transactions associated with the
pending line item. However, you cannot move or copy the
pending line item itself.
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Creating a Pending Transaction

To create a pending transaction

1. In Group View, double-click the pending line item. The
system displays the Line Item Information page of the
pending line item.

Note The pending line item has a Line Item ID of 9999.

2. Select the Transactions tab. The system displays the
Transactions page.

3. Click the New Pending button. The system displays the New
Pending Transaction dialog box.

= New Pending Transaction

Target Line Item |0

PENDING TRAMSACTIONS LIME ITEM

=required field for ACTIVE transactions

Tranzaction |0 Dezcription:
* Transaction Date: |/ / - Amovnt; | $0.00
*Date Posted: |__/_/ - Joumal: | j
Wendar: | j Reference: |
Sub-Categany: - User Field &: Quantity:

PO Murmber: li
Yendar [D: I—L|

Contact: I—L|
Telephone: ’—L|
UserFiedd: |
UserFied?: [

Save |

Mew Pending |

UserFied 3 [
UserFieWd1: [
UserFied1t: [
UserFied12 [
UserFied12 [
UserField1d: |

Lloze |

Sales Tax Paid: li
Uszer Numeric: 3: li
User Numeric: 4: li
User Mumeric 5: ’7
User Mumeric B: ’7
User Numeric 7: ’7

Help

4. Complete the New Pending Transaction dialog box, and then
click the Save button. For more information, see “New
Pending Transaction Dialog Box,” page 6-24.
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New Pending Transaction Dialog Box

Follow the guidelines below to complete the fields on the New
Pending Transaction dialog box.

Target Line Item ID

Use this field to enter the Line Item ID for the pending
transaction. If you do not know the Line Item ID, enter 9999 in
this field.

Transaction ID

The system uses this field to display a system-generated
number that identifies the transaction after you save the
transaction.

Description
Use this field to enter a description of the transaction.

Transaction Date
Use this field to enter the date the transaction occurred. This
is often the date of the invoice associated with the transaction.

Date Posted

Use this field to enter the date that you post the transaction to
the line item. For reconciliation purposes, this date generally
corresponds to the date the transaction was posted to your
general ledger.

Vendor
Use this field to enter the name of the vendor for the
transaction.

Amount
Use this field to enter the dollar amount of the transaction.

Journal

Use this field to enter the type of journal associated with the
transaction; for example, you might enter Accounts Payable,
General Journal, or Payroll in this field.

Reference

Use this field to enter a reference number for the transaction.
For example, you might enter a journal entry number or an
invoice number in this field.

User Field 1-14
Use these alphanumeric fields to enter information that is not
appropriate for any of the other fields on the dialog box. You



Working with Line Items and Transactions / 6-25

can enter both alphabetic and numeric information in these
fields. You can change the names of these fields.

User Numeric1-7

Use these numeric fields to enter information that is not
appropriate for any of the other fields on the dialog box. You
can enter only numeric information in these fields. You can
change the names of these fields.

Save Button
Click this button to save the information that you entered as a
new transaction.

New Pending Button

Click this button to clear the fields in the New Pending
Transaction dialog box so that you can create a new pending
transaction.

Editing a Pending Transaction

To edit a pending transaction

1.

In Group View, double-click the pending line item. The
system displays the Line Item Information page of the
pending line item.

Note The pending line item has a Line Item ID of 9999.

Select the Transactions tab. The system displays the
Transactions page.

Select the pending transaction that you want to edit.
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4. Click the Edit Pending button. The system displays the Edit
Pending Transaction dialog box.

® Edit Pending Transaction

Target Line [tern |0: | Decorative Light Fistures
=required field for ACTIVE transactions
Transaction |D: E9 Description:  |Indoor Lighting
* Transaction Date: [04/21/2004 - Amount: | $232212
*Date Posted: [04/30/2004 [~ Joumal: AP =l
‘Yendor: |Ha||e_l,l's j Reference: |554B3250

Sub-Category: |Electrical - User Field 8: li Quantity: li
PO Nurmber: W Uzer Field 3: li Sales Tax Paid: li
Vendar ID: [14-905 - UserFied10: [ UserMumedc 3 [
Contact: |Bobwoodman - User Field 11: li User Mumeric 4 li
Telephone: W User Field 12; '7 Usger Mumeric 5 '7
Uszer Field B: ’7 Uszer Field 13: ’7 User Mumeric B ’7
Uszer Field 7: ’7 Uszer Field 14: ’7 User Mumeric 7: ’7

Save | MNew Pending | Cloze | Help

5. Complete the Edit Pending Transaction dialog box, and then
click the Save button.

The fields on the Edit Pending Transaction dialog box are
identical to the fields on the New Pending Transaction dialog box.
For information on completing these fields, see “New Pending
Transaction Dialog Box,” page 6-24.

Deleting a Transaction

You can delete a transaction that is posted to a line item if the line
item’s status is either Active or Complete. You cannot delete a
transaction posted to a line item whose status is Sent.
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To

delete a transaction

In Group View, select the line item that has the transaction
you want to delete.

Go to Detail View, and select the Transactions tab. The system
displays the Transactions page for the selected line item.

Detail View
Line Itern 10 13

Line Item Infarmation

Line Item Status: COMPLETE

Deseription: IEakery Equipment < Prev Line Ikem et Line [tem >

Transaghions | Asset\n[ormationl

Displap Transactions Posted From: [01/01/2004 [ ] Thiough: [12/31/2006 [+ [ &l Refresh Total $2,450.00
Count: Jof3
New Transaction | Edit Transaction |
Tlans\Dl Description ‘ Date Posted | Tranz Date ‘ Reference | PO Mumber | Journal ‘ Wendar
3 401 Cooling Racks 7/31/2004  7/14/2005 BES43078 AP
] 41 3-Compartment Bin 73142006 7/28/2005 BE4324554 44326 AP
] 42 Tables - Stainless Steel 743172006 7/20/2005 55432 7654997 AP

4 »

Save I ﬂswL\ns\teml Help

Export | Group Yiew |

3. Select the transaction(s) that you want to delete.

4. Select Line Items/Delete Transactions from the menu bar.
The system displays a confirmation message.

5. Click Yes to delete the transaction(s). The system deletes the

selected transactions.

Selecting a Program for Sending Assets

After you have completed the spending for a line item, you can
create one or more assets from it and send it to your Sage FAS
application.
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If you have more than one Sage FAS application on your
computer, you need to select the program to which you want to
send the assets.

To select a program for sending assets

1. Select Projects/Preferences/System Preferences from the menu
bar. The system displays the System Preferences dialog box.

= System Preferences P§|

Select Azset Application:

The following FAS Azzet Accounting applications have been found on this computer. To export
asgets created from projects, you must select a version of FAS Asset Accounting to access. This
zelection will be used for all projects. This selection can be changed prior to creating assets for
completed projects. To make a selection, highlight the application and click OK.

Aszet Applications Found:

On Startup:
v Maximize &pplication [~ Open Last Project [v Display Project Snapshat

Drefault Path for File Creation:

| Browse
Ok Lancel | Help

2. From the Asset Applications Found field, select the Sage FAS
application to which you want to send assets.

3. Complete the remaining fields on the System Preferences

dialog box, and then click OK. For more information, see
“System Preferences Dialog Box,” page 4-3.

Setting the Default Company

After you create assets from the line items in a project, you can
send the assets to a company in the FAS Asset Accounting
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application. Once the assets are in FAS Asset Accounting, you can
begin to calculate depreciation on them.

For each project in FAS 100 CIP Accounting, you can specify a
default FAS Asset Accounting company. This company becomes
the one that will receive the assets that you send to FAS Asset
Accounting, unless you decide to select a different company.

Note A company in FAS Asset Accounting is the equivalent of an
organization in FAS Gov Asset Accounting and FAS Nonprofit
Asset Accounting.

To set the default company

1. Open the project for which you want to set the default
company.

2. Select Projects/Preferences/Set Default Company from the
menu bar. The system displays the Set Default Company
dialog box.

= Set Default Company - [Westfields Bakeny #2]

Default Asset A Datab and C

Select the default FAS Aszet Accounting database and company to use when creating
assets.

Select Database  [BYST=ANNES

Select Company - [yestfislds Bakery - Demo =

oK Lancel | Help

3. Complete the Set Default Company dialog box. For more
information, see “Set Default Company Dialog Box,” page
6-30.
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Set Default Company Dialog Box

Follow the guidelines below to complete the fields on the Set
Default Company dialog box. The selections that you make on this
dialog box apply only to the currently open project.

B Default Asset Accounting Database and Company
Use these fields to select the company in the FAS Asset
Accounting application that will receive the assets created
from the currently open project.

Q Select Database
Use this field to select the database containing the FAS
Asset Accounting company that will receive the assets
created from the currently open project.

Q Select Company
Use this field to select the FAS Asset Accounting company
that will receive the assets created from the currently open
project

Creating Assets from Line Items

After you have completed the spending for a line item, you can
create one or more assets from it and send it to your Sage FAS
application. If you do not have a Sage FAS application on your
computer, you can send the line item information to a file and
import the file into your Sage FAS application at a later time.

After you have created one or more assets from a line item, the
status of the line item changes to “Sent.” When this occurs, you
will be limited in your ability to modify information for that line
item. In Detail View, you can modify any information on the Line
Item Information page, but you cannot modify information on the
Asset Information page. In addition, while you can view
information for the supporting transactions, you cannot modify
any transaction information.

If you have more than one Sage FAS application on your
computer, you need to select the program to which you want to
send the assets. For more information, see “Selecting a Program
for Sending Assets,” page 6-27.
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To create an asset (or assets) from aline item

1. Go to Group View and double-click the line item from which
you want to create one or more assets.

2. Select the Asset Information tab. The system displays the
Asset Information page.

Detail View Line ltem Status: ACTIVE

Line Item |D: 13 Description: |Bakery E quipmerit < Prey Line ltem Het Line ltem >

Line [tem Information 1 Tiansactions Aszset Information ]

Spending Complete: |Ma hd D ate Complete: /7 - Date Sent: NA&

Asset Information:

Azzet Template: |Equipment j In Service Date: |01/01 /2008 -

Azzet Description: |Bakery E quipment

Asset Distribution:

Line ltem Actual $2,450.00 alue per Azset; § 2.450.00

Distribution of Asset Value: &+ Equal " Assigned # of Assets: 1

T ezve ] MewLineltem | | Group Yiew | Help

3. Select Yes in the Spending Complete field, and complete the
other fields on the Asset Information page. For more
information, see “Asset Information Page of Detail View,”
page 2-19.

4. Click the Assigned option button, and then click the Enter
Values button to display an Asset Distribution dialog box
that allows you to assign values to each asset created from
the line item.
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= Asset Distribution - [Line Item ID - 13]

Edit Azset Values

Edit the values according to the desired azzet distribution. The total value of the
azzets must be equal to the value of the Line ltem Actual field.

» Azset Values
1 $1.225.00
2 $1.225.00

Delete Row

Remaining Amount: § 0.00 Total Amount:$ 2,450.00

Ok | Lancel | Help

7

For more information, see “Asset Distribution Dialog Box,”
page 6-36.

5. Click the Save button to save the information for the line
item.

6. Repeat steps 1 through 4 for the line items from which you
want to create one or more assets.

Note You can select each line item from Group View, or you
can click the Next Line Item and Previous Line Item buttons
to scroll through the line items in the current group.

7. Select Line Items/Create Assets from the menu bar. The
system displays the Create Assets dialog box.
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" Create Assets - [Westfields Bakerny #2]

Send To:

Destination:  |J== b Application Select Database: |<DEFAULT>

[
[

Select Company: |Westfields Bakery - Demo

Asset Information To Be Sent:

Select the desired line items to send. Currently selected group: <Al Line [tems> Select Al

Statuz Line |term 10| Description Actual # of Azzets In Swe Date| Azzet Descrip... | Asset Template
»C 22 Music System $1.450.00 1 11/2006 Music Systern Equipment

C 26 Security System $2.250.00 1 1/1/2006 Security System Equipment

C 27 Trash Enclozure $875.00 1 1/41/2006 Trash Enclosure Equipment

4 4

| Lancel | Help

Note You must be in Group View to see all of the completed
line items. If you are in Detail View, the system displays only
the current line item.

8. Complete the Create Assets dialog box, and then click the
Create Assets button. For more information, see “Create
Assets Dialog Box,” page 6-33. The system sends the
information for the selected line items either to a file or
directly to your Sage FAS application.

Create Assets Dialog Box

Follow the guidelines below to complete the fields on the Create
Assets dialog box.

B Send To
Use these fields to indicate where you want to send the
created assets.

O Destination
Use this field to select whether you want to send the
created assets to a file or directly to a Sage FAS
application.

® Fixed Assets Application
Select this option if you want to send the created
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assets directly to a Sage FAS product, such as FAS
100 Asset Accounting or FAS 50 Asset Accounting.
This option is available only if a Sage FAS
application is installed on your computer.

Select Database

Use this field to select the database containing
the company to which you want to send the
asset(s).

Select Company
Use this field to select the company to which you
want to send the asset(s).

Note A company in FAS Asset Accounting is the equivalent
of an organization in FAS Gov Asset Accounting and FAS
Nonprofit Asset Accounting.

File

Select this option if you want to send the created
assets to an ASCII file that you can import into a Sage
FAS application at a later time.

File

Use this field to indicate the name and location
of the ASCII file if you choose to send the created
assets to a file.

Browse Button

Click this button to select the location of the
ASCII file if you choose to send the created
assets to a file.

B Asset Information to be Sent
The system uses the columns below to display information
about the assets that will be created in the Sage FAS

application.

Note The columns described in this section are the ones the
system displays by default. However, the system will also
display a column for a field if you have mapped it to a FAS
Asset Accounting field in the Customize Fields dialog box.
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Q Select All/Deselect All Button
Use this button to either select or unselect all of the line
items on the page.

Q Status
The system uses this column to display the current status
of the line item. The system displays only line items with
a status of “C” (for Complete).

O Line Item ID
The system uses this column to display the line item
identification number.

O Description
The system uses this column to display the description of
the line item.

Q Actual
The system uses this column to display the total spending
for the line item. The system totals the Amount column
for all of the transactions posted to the line item.

Q Number of Assets
The system uses this column to display the number of
assets that will be created from the line item.

O In Service Date (Required)
The system uses this column to display the
placed-in-service date of the asset(s). This is a required
field. Make sure that each line item contains an In Service
Date before you create an asset or assets from it. If the In
Service Date field is blank for a line item, you must enter
a date on the Asset Information page in Detail View.

O Asset Description
The system uses this column to display the asset
description as it will appear in the Sage FAS application.

O Asset Template
The system uses this column to display the Sage FAS
template that will be used to create the asset(s).

Create Assets Button
Click this button to send the asset information for the selected
line item(s) to either a file or to the Sage FAS application.
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Asset Distribution Dialog Box

Follow the guidelines below to complete the fields on the Asset
Distribution dialog box.

The Asset Distribution dialog box allows you to specify a dollar
value for each asset that you are creating from the line item.

B Edit Asset Values
Use the Edit Asset Values fields to specify:

The number of assets that you want to create from the
line item.

The dollar value of each asset.

Edit Asset Values Box
Use this field to enter a dollar value for each asset that you
are creating from the line item.

Row
Each number in the Row column corresponds to an asset
that you are creating from the line item.

Asset Values
Use this column to enter a dollar value for each asset that
you are creating from the line item.

Add Row Button
Click this button to add a new row to the Edit Asset
Values box.

Delete Row

Click this button to remove a row (or rows) from the Edit
Asset Values box. First, select the row (or rows) that you
want to remove, and then click the Delete Row button.

B  Remaining Amount
The system uses this field to display the amount of the line
item that has not yet been assigned to an asset. This amount is
the Line Item Actual amount minus the total of the amounts
entered in the Edit Asset Values box. The OK button is
available only if the Remaining Amount is zero.

B Total Amount

The system uses this field to display the Line Item Actual
amount. The OK button is available only if the totals of the
amounts entered in the Edit Asset Values box equals the
amount displayed in the Total Amount field.



Working with Line Items and Transactions / 6-37

Resetting Sent Assets

After you have created an asset from a line item and sent the asset
to your Sage FAS application, you may want to make a change to
the line item. For example, you may need to add another
transaction to the line item. Such a change to the line item would
also change the value of the asset.

In this situation, you would need to reset the sent asset in FAS 100
Asset Accounting and delete the asset in the Sage FAS application.
Then you could make the change to the line item and send the
asset again to your Sage FAS application.

Note Assets sent directly to your Sage FAS application are not
deleted when you reset sent assets. You must manually delete
them in the Sage FAS application.

To reset the sent asset(s)

1. Select one or more line items in Group View with a status of
“S” (for Sent).

2. Select Line Items/Reset Sent Assets from the menu bar. The
system displays the Reset Sent Assets dialog box.

w Reset Sent Assets

The Reset Sent Assets function will return the selected line items' status
from Sentto Complete. f you sent assets directly into FAS Asset
Accounting, you must manually delete any incorrectly sent assets within
FAS Asset Accounting to avoid duplicates.

Reset Cancel Help

3. Click the Reset button. See “Reset Sent Assets Dialog Box,”
page 6-38. The system changes the status of the line item(s)
from “S” to “C” (for Complete).
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Reset Sent Assets Dialog Box

Follow the guidelines below to complete the fields on the Reset
Sent Assets dialog box.

B Reset Button
Click this button to change the status from Sent to Complete

for line items from which you created assets.



@ Reports

The application contains several standard reports that show
detailed information about your projects, line items, and
transactions. This chapter explains how to run the standard
reports, how to run a consolidated report for more than one
project at a time, and how to interpret each of the standard
reports.

List of Reports

Following is a list of each report and a brief description of each. A
more detailed explanation follows later in this chapter.

Project Status Report

The Project Status report shows budget information for the
currently open project. The report provides information about
the budget for the project, as well as summary information for
the line item budget.

Project Information Report
The Project Information report shows summary information
about the currently open project.

Line Item Summary Report
The Line Item Summary report shows financial information
about each line item posted to the project.

Line Item Information Report

The Line Item Information report shows all of the information
displayed in the Line Item Information page of Detail View
for each line item in the selected group.

Line Item Asset Listing Report

The Line Item Asset Listing report shows information about
line items that are complete and ready to be placed in service
as assets, or have already been placed in service as assets.
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B Transaction Detail Report
The Transaction Detail report shows general information and
financial information about the transactions that are posted to
the line items in the project.

B Transaction Information Report
The Transaction Information report shows all of the
information on the Transactions page in Detail View for each
transaction on the report.

B Consolidated Reporting

Q

Line Item Summary Report

The Line Item Summary report shows financial
information about each line item posted to the project.
The report shows the amount budgeted for each line item,
the amount actually spent on each line item, and how
much the line item is over or under its budget. You can
run the Line Item Summary report for more than one
project at a time.

Project Listing Report

The Project Listing report shows financial information for
projects. The report shows the amount budgeted for each
project, the amount actually spent on each project, and
how much the project is over or under its budget.

B FAS Report Writer
This feature allows you to create and define your own reports.
It is available only if you purchase the FAS Report Writer
add-on module.

Running Reports

Running a Report for the Open Project

Follow the steps below to run a report for the currently open

project.
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To run areport for the currently open project

1. Select the report you want to run from the Reports menu. The
system displays the Report Definition dialog box.

Fiz Report Definition

Report: (RGN R E

Description:  This report displays financial summary information for line items through a selected date. You can
chooze to compare actual amounts to the original or revized budget.

Group

Fiun report for records included in group: | <Al Line ltems> j

Date

Run repart for tranzactions posted through: |07/14/2005 + [ Al

Configuration

|~ Estended descrption [ Column wrapping v Recordcount [

Currency B ounding: Subtotal Options: Compare actuals to:

¢ Do nat round (¢ Detail, subtatals and totals {+" Original Budget

" whole dollars " Subtotals and totals only " Revized Budget
Run Options

[v Send to window [~ Send to printer

Bun Repart | LCancel | Help

2. Complete the fields on the Report Definition dialog box, and
then click the Run Report button. See “Report Definition
Dialog Box,” page 7-6.

Running a Consolidated Report

A consolidated report is a report that displays information for
more than one project at a time.

Running a consolidated report is a two-step process.

® First, you select the projects for which you want to run the
consolidated report. You can run the report for the project
that is currently open, as well as any other projects in the
open project’s database.

® Second, you select the consolidated report that you want to
run.
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To select the projects for a consolidated report

1. Select Reports/Consolidated Reporting/Consolidated Setup
from the menu bar. The system displays the Consolidated
Setup dialog box.

w Consolidated Setup
Selectthe additional projects to consaolidate with the open project.

The open projectwill determine the list of available groups and
customizations that appear on the consolidated repors.

Open Project: 2003-250 -Westfields Bakeny #2

Select All
e

QK Cancel Help

2. Complete the Consolidated Setup dialog box, and then click
OK. See “Consolidated Setup Dialog Box,” page 7-4.

Consolidated Setup Dialog Box

Follow the guidelines below to complete the fields on the
Consolidated Setup dialog box.

B Open Project
The system uses this field to display the name of the currently
open project.

B Project List Box
Use this list box to select the additional projects for which you
want to run consolidated reports. The consolidated report
will display information on the currently open project and the
project(s) that you select from the list.
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B Select All/Deselect All Button
Click this button to either select or unselect all of the projects
in the list box.

To select the consolidated report

1. Select Reports/Consolidated Reporting, and then select the
consolidated report that you want to run. The system
displays the Report Definition dialog box.

FA5/Re port Definition

Report: |C0nsolidated Project Listing ﬂ Choose Projects

Description;  Thig report digplays a summary of key financial information for all projects in the congolidated group.

Group
| [
Date
|01/14/2005 [~ |0114/2005 =l

Configuration

] [~ Column wrapping v HRecord count [7 Include Pending Tranzactions In dctuals

Currency Rounding: Compare actuals to:

+ Da nat raund i (+ Original Budget

" Whole dollars {r " Revised Budget
Run Optlions

v Send to window [~ Send to printer

Bun Repart | Help

2. Complete the Report Definition dialog box, and then click the
Run Report button. See “Report Definition Dialog Box,” page
7-6. The system runs the selected report for the selected
projects.
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Report Definition Dialog Box

Follow the guidelines below to complete the fields on the Report
Definition dialog box. The Report Definition dialog box is slightly
different for each report. Some of the fields described below do
not appear for all reports.

Report
Use this field to select the report that you want to run.

Group
Use this field to select the group for which you would like to
run the report.

Date

Use this field to select the date for which you want to run the
report. The report will include transactions posted through
this date.

All

Select this check box if you want to run the report for all
transactions in the selected group. If you select this check box,
the date field becomes unavailable.

Configuration
Use these fields to indicate how you want to configure the
report.

O Extended Description
Select this check box if you want the report to include the
full descriptions of line items and transactions.

Q Column Wrapping
Select this check box if you want entries on the report to
wrap to the next line if needed.

O Record Count
Select this check box if you want the report to include a
count of the number of records in a section that is totaled
or subtotaled.

O Include Pending Transactions in Actuals
Select this check box if you want the report to include
pending transactions in the total spending for the project.

Currency Rounding
Select the currency rounding option you desire.
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Q

Do Not Round
Click this option button if you want no rounding for
dollar amounts.

Whole Dollars
Click this option button if you want dollar amounts
rounded to the nearest whole dollar.

Subtotal Options
Select the subtotal option you desire.

Q

Detail, Subtotals and Totals

Click this option button if you want the report to include
details for each record in the report in addition to
subtotals and the grand total.

Subtotals and Totals Only
Click this option if you want the report to include only
subtotals and the grand total.

Compare Actuals To
Select the budget option you desire.

O Original Budget
Click this option button if you want the report to compare
the amount actually spent to the original budget amount.
O Revised Budget
Click this option button if you want the report to compare
the amount actually spent to the revised budget amount.
Run Options
Select where you want the report to appear.
Q Send to Window
Select this check box if you want the report to appear on
your computer’s screen. After viewing the report on your
computer’s screen, you can still print the report.
Q Send to Printer

Select this check box if you want to send the report to the
default printer.
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Viewing Reports

When you select the Send to Window check box in the Run
Options field of the Report Definition screen, the application
displays the report on your monitor. Every report is contained
within a standard report viewer that contains many features that
make it easy for you to view, manipulate, and print the report.

Here is the Transaction Information report displayed in the
standard report viewer with each of the elements of the report
viewer displayed.

Export Go To Page
Report ,Print Number Zoom size

User heldE
User Reldg
User Feld 10
User held 11
User eld 2
User held 13
User Feld 14

Numeic 5 Numesc 6 Numeic 7

= Transaction Information
Bepart: V * J
w S|y (3} 1 /41 & #[0: - @ 5
Line Item ID ?
Line Item ID 2
Line Item ID 3
Line Item ID 5 weSﬂEHS &I@w#z
Lne ltem ID 6 Toggle Group Tree Transacion nfomation Peport
Line ItemID 7 Al Transactions
Line Item 1D & Projeci Gode =20
Line Item ID 10 Lelem 1
Line Item ID 11 DaePosed:
Line Item ID 13
Line Item ID 14
Line Item ID 15
Line Item ID 17
Line Item ID 13
Line Item ID 19
e ltam D 21 Aot Quanily SdesTaxPad
Line Item ID 22 2 w000
Line Item ID 23
Line Item ID 25
Line Item ID 26
Line Item ID 27

Preview 1
Page Scroll Buttons  ‘Search Text

Line Item ID 4

Line ItemID 8

Line Item ID 12

Line Item ID 16

Line Item ID 20

Line Item ID 24

Line Item ID 9,999

User eld
User Reldd§
User held 10
User held 11
User Feld 2
User held 13
User held 14

Group
Tree

Amaunt Quanity SaesTaxPad Nmese 3 Nmesz 4 Numese 5 Numest 6 Numese 7
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The standard report viewer elements are as follows:

Report
This field displays the name of the report on your computer’s
screen.

Export Report Button

Click this button to display the Export screen, which allows
you to export the report to an external file or e-mail. You can
export the report in many different file formats, including
Adobe Acrobat (PDF), comma-separated values (CSV),
Microsoft Excel (XLS), Microsoft Word for Windows (DOC),
HTML, and XML.

Print Report Button

Click this button to send the report to the default printer. You
can use this button to print reports after you drill down for
details.

Toggle Group Tree Button

Click this button to either display or hide the group tree. The
group tree displays the sort levels of the report. The
application displays the group tree only if you have selected
to subtotal the sort criteria for the group of line items on
which you are reporting. You select whether to subtotal the
sort criteria when you define the group in the Group Manager.
For more information about creating groups, see “Creating
Groups,” page 4-17. If you have not selected to subtotal the
sort criteria for the group of line items on which you are
reporting, the application displays a blank navigation area
when you click the Toggle Group Tree button.

Page Scroll Buttons

Click these buttons to scroll through the pages of the report.
You can scroll to the next, previous, first, and last pages of the
report.

Go To Page Number X/Y

This field displays the current page number. You can enter a
page number and press Enter to go to that page of the report. To
view the total number of pages in the report, you must first use
the page scroll buttons to move to the last page of the report.

Search Text Button
Click this button to display the Search screen, which allows
you to search for text on the report.

Zoom Size
Select a larger zoom size from the drop-down list box.
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Project Status Report

Purpose

The Project Status report shows budget information for the
currently open project. The report provides information about the
budget for the project, as well as summary information for the line
item budget.

The report shows the original and revised budget amounts and
calculates the difference between these two amounts. It displays
the actual amount you have spent on the project, and it compares
that amount to the original and revised budget amounts.

You can use this report to see whether you have spent more or less
than the amount you budgeted for the project.

Report Information

The Project Status report displays the following information:

B Project Code
The report displays the unique code that identifies the project.

B Status
The report displays the status of the project: Active, Inactive,
Cancelled, or Closed.

B Start Date
The report displays the date the project started.

B End Date
The report displays the date the project ends.

B Project Description
The report displays a brief description of the project.

Project Information

B Original Budget
The report displays the original amount budgeted for the
project.
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Revised Budget
The report displays the revised budget amount for the project.

Difference
The report displays the difference between the revised budget
amount and the original budget amount.

Last Updated
The report displays the dates the Original Budget amount and
the Revised Budget amount were last updated.

Actual Spending

The report displays the amount spent on the project. The
system calculates this amount by adding the amounts for each
transaction posted to the project.

Last Transaction Date
The report displays the date that the last transaction was
posted to the project.

Number of Transactions
The report displays the total number of transactions posted to
the project.

Budget vs. Actual

The report displays the difference between the original
budget amount and the actual spending amount on the first
line, and the difference between the revised budget amount
and the actual spending amount on the second line.

Percent Complete

The report displays the percentage of the original budget
amount that has been spent on the first line, and the
percentage of the revised budget amount that has been spent
on the second line. The system calculates the first line by
dividing the actual spending amount by the original budget
amount. It calculates the second line by dividing the actual
spending amount by the revised budget amount.

Over (Under) Budget Percent

The report displays the percentage that the spending is over
(or under) the original and revised budgets. The system
calculates the first line by dividing the Budget vs. Actual
amount for the original budget by the original budget
amount. The system calculates the second line by dividing the
Budget vs. Actual amount for the revised budget by the
revised budget amount.
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Line Item Budget Summary

B Line Item Budget Entered

The report displays the total amounts budgeted for each line
in the project. The report displays the total of the original
budget amounts for each line item on the first line. It displays
the total of the revised budget amounts for each line item on
the second line. It displays the difference between the revised
line item budget and the original line item budget on the third
line.

B Last Updated
The report displays the dates the Original Budget amount and
the Revised Budget amount were last updated for line items.

B  Remaining Line Item Budget
The report displays the difference between the original
budget amount for the project and the original Line Item
Budget Entered amount on the first line. It displays the
difference between the revised budget amount and the
revised Line Item Budget Entered on the second line. It
displays the difference between these two amounts on the
third line.

B Project Notes
The report displays the project notes that you entered on the
Other Information page of the New Project dialog box or Edit
Project dialog box.
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Project Status Report

Database : <DEFAULT>

Westfields Bakery #2
Project Status Report

Project Code: 2003-250 Status: Active

Project Description:  Construction of Wesffields Bakery Outlet - #2

Start Date: 01/01/2004

End Date: 12/31/2005

+

Project

Original Budget: ~ § 1,700,775.00
Revised Budget __§$ 2,020,000.00
Difference: § (319,225,00)

Last Updated: 01/06/2004
Last Updated: 02/17/2005

Actual amounts include pending transactions.

Actual Spending: ~ $ 1,986,640.28 Last Transaction Date: 12/10/2005 #Trans: 119
Budget vs. Actual Percent Complete Percent Under(Over) Budget
Original: § (285,865.28) 116.81% -16.81%
Revised: § 33350.72 98.35% 165%
Line ltem Budget Summary
Line ltem Budget Entered Last Updated Remaining Line ltem Budget
Original: $ 1,700,775.00 01/06/2004 $ 000
Revised: $ 2,020,000.00 02/17/2005 $ 0.00
Difference: $ (319,225,00) $ 0.00
Project Notes:
"""" ReportCriteria  ~------m e
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Project Information Report

Purpose

The Project Information report shows summary information
about the currently open project. It displays the status of the
project, the start date, and the end date. The report also displays
the information entered on the Contact Information page and the
Other Information page of the New Project dialog box.

Report Information

The Project Information report displays the following

information:
B Project Code
The report displays the unique code that identifies the project.
B Status
The report displays the status of the project: Active, Inactive,
Cancelled, or Closed.
B Start Date
The report displays the date the project started.
B End Date
The report displays the date the project ends.
B Project Description

The report displays a brief description of the project.

Contact Information

Contact Name
The report displays the name of the primary contact for the
project.

Telephone
The report displays the telephone number for the project’s
primary contact.

Fax
The report displays the fax number for the project’s primary
contact.
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Mobile
The report displays the mobile telephone number for the
project’s primary contact.

Email
The report displays the email address of the project’s primary
contact.

Address

The report displays the mailing address of the project’s
primary contact.

City

The report displays the city of the project’s primary contact.
State/Province

The report displays the state or province of the project’s
primary contact.

ZIP/Postal Code
The report displays the zip code or postal code of the project’s
primary contact.

Other Information

Company
The report displays the company’s name for the project.

User Fields 1-5
The report displays additional information about the project
that you have entered.

Percent Complete
The report displays the completion percentage for the project.

Project Notes

The report displays the project notes that you entered on the
Other Information page of the New Project dialog box or Edit
Project dialog box.
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Project Information Report

Database : <DEFAULT>

Westfields Bakery #2
Project Information Report

Project Code: 2003-250 Status: Active

Project Descripti G ion of Westfields Bakery Outlet - #2

Start Date: 01/01/2004 End Date: 12/31/2005

Contact Information

Contact Name : Hank Lai

Telephone : 703-445-7000

Fax: 703-445-7001

Mobile : 516-460-7595

Email: hank lai@wesffieldsbakery.com
Address : 2300 Main Strest, Suite 200
City: Hemdon
State/Province : VA
ZIP/Postal Code : 20171

Department : Project Manager
Extension : 3100

Other Information

Company : Westfields Bakery - Demo
General Contractor : Mark Ketchum
Telephone : 703-445-7000, ext. 3050
Cell: 571-650-2356
User Field 4:
User Field 5:

Percent Complete : 75.00 %

Project Notes:
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Line Item Summary Report

Purpose

The Line Item Summary report shows financial information about
each line item posted to the project. The report shows the amount
budgeted for each line item, the amount actually spent on each

line item, and how much the line item is over or under its budget.

You can run the Line Item Summary report for the currently open
project, or you can run it for more than one project by running a
consolidated report.

Unique Report Definition Fields

Follow the guidelines below to complete the fields on the Report
Definition dialog box that are unique to the Line Item Summary
report.

B  Compare Actuals To
Use this field to select whether you want the report to
compare the actual amounts spent on each line item to the
original budget amount or the revised budget amount.

B Original Budget
Click this option button if you want the report to compare the
actual amount spent on each line item to the original
budgeted amount for the line item.

B Revised Budget
Click this option button if you want the report to compare the
actual amount spent on each line item to the revised budget
amount for the line item.

Report Columns

The following guidelines provide detail on the columns on the
Line Item Summary report.
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B LineID
This column identifies each line item with a system-assigned
number.

B Line Item Description
This column displays a description of the line item.

B Type
This column indicates whether the line item is to be expensed
or capitalized.

B Status
This column displays the status of the line item: Active,
Complete, or Sent.

B Number of Transactions
This column displays the total number of transactions posted
to each line item.

B  Budget
This column displays either the original budgeted amount or
the revised budgeted amount for each line item, depending
on the option selected on the Compare Actuals To field on the
Report Definition dialog box.

B Actual
This column displays the total amount of spending for the
transactions posted through the date selected on the Report
Definition dialog box.

B $ Under (Over) Budget
This column displays the dollar amount that the line item is
over or under its budget amount. The system calculates the
difference between the amount shown in the Budget column
and the amount shown in the Actual column.

B % Under (Over) Budget
This column displays the percentage by which the line item is
over or under its budget amount. The system calculates this
column by dividing the amount in the $ Under (Over) Budget
column by the amount in the Budget column.

B % Complete
This column displays the percent of the budget that has been
spent on each line item. The system calculates this column by
dividing the amount in the Actual column by the amount in
the Budget column.
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Line Item Summary Report

Westlields Bakery #2
Line ltem Summary Report
Actuals include all transactions

Project Code = 2003-250
Budget = Original

Line #of $ Under % Under
D Line Item Description Type S Trans Budget Actual {Over) Budget (Over) Budget % Complete
1 Building - Retail Outlet c s 31 $ 1,076,050.00 $ 137341001 $ (297,360.01) -2763% 127.63%
2 Land c s 2 450,000.00 438,000.00 12,000.00 267% 97.33%
3 Decorative Awnings C C 2 1,500.00 1,275.86 22414 14.94% 85.06 %
4 Fire Protection Equipment c s 3 450000 544428 (944.28) 2098% 12098 %
5 Signs (2) cC A 1 2,000.00 1,253.65 74835 3732% 62.68%
6 Decorative Light Fixtures C A 3 5,000.00 765255 (2,65255) -53.05% 153.05%
7 Storage Equipment C A 4 6,500.00 429110 2208.90 3398% 66.02%
8 Bakery Display Case c S 2 5,500.00 3795.00 1,705.00 31.00% 69.00 %
9 Shelving C A 8 2,600.00 2,171.00 429,00 1650 % 8350%
10 Store Dacor c ¢ 2 10,000.00 461167 5,388.33 5388 % 46.12%
f Plants E A 2 1,500.00 162405 (124.05) 8.27% 108.27 %
12 POS Equipment c A 8 10,000.00 11,960.00 (1,960.00) -19.60% 119.60%
13 Bakery Equipment cC A 3 3,000.00 2,450.00 5§50.00 18.33% 8167 %
4 Beverage Equipment cC A 3 10,000.00 832001 1,679.99 16.80% 8320 %
15 Office Machinery c A 15 7,250.00 11,640.94 (4,399.94) -60.69% 160.69 %
16 Doors and Window Accessories C A 1 2,000.00 1,532,16 467.84 2839% 7661%
17 Kitchen Equipment Hookup cC A 1 3,800.00 5301.54 (1501.54) -39.51% 139.51%
18 Equipment Installation C A 1 1,825.00 1,750.00 7500 411% 9589 %
19 Office Fumishings C A 4 5,500.00 5906.16 (406.16} 7.38% 107.38%
20 Kitchen HVAC C A 7 75,000.00 7046542 4534.58 6.05% 9395%
21 Decorative Millwork cC A 1 1,000.00 1,250.00 (250.00) -25.00% 125.00%
2 Music System c ¢ 1 1,500.00 1450.00 50.00 333% 96.67 %
23 Plumbing c A 1 75000 622.36 127.64 17.02% 8298 %
24 Restroom Accessories C A 3 1,200.00 1,130.00 70.00 583% 94.17%
2% Restroom Paritions C A 2 10,000.00 9,550.97 449,03 449% 95.51%
2% Security System c ¢ 1 2,000.00 2,250.00 (250.00) -1250% 11250 %
2 Trash Enclosure c ¢ 1 800.00 87500 (75.00) 938% 109.38 %
9999 PENDING TRANSACTIONS LINE ITEM P A 6 000 6,647.55 (6,647.55) NA NA
Grand Total $ 1,700,775.00 $ 1,986,640.28 $ (285,865.28) -16.81% 116.81%

Count =28
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Line Item Information Report

Purpose

The Line Item Information report shows all of the information
displayed in the Line Item Information page of Detail View for
each line item in the selected group. The report also displays
grand totals for the original Budget amount, the Revised Budget
amount, the Actual Life to Date amount, and the first five User
Numeric fields.

Report Information

The Line Item Information report displays the following
information for each line item:

Line Item ID/Description
The report identifies each line item with a system-assigned
number and a brief description of the line item.

Type
The report indicates whether the line item is to be expensed or
capitalized.

Status
The report displays the status of the line item: Active,
Complete, or Sent.

Start Date
The report displays the date that construction begins for the
line item.

End Date
The report displays the date that construction ends for the line
item.

Original Percent Complete

The report displays the percentage of the original budget
amount that has been spent for the line item. The system
calculates this field by dividing the Line Item Actual amount
by the Line Item Original Budget amount.
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Revised Percent Complete

The report displays the percentage of the revised budget
amount that has been spent for the line item. The system
calculates this field by dividing the Line Item Actual amount
by the Line Item Revised Budget amount.

First Transaction Date
The report displays the date of the first transaction posted to
the line item.

Last Transaction Date
The report displays the date of the last transaction posted to
the line item.

Number of Transactions
The report displays the number of transactions posted to the
line item.

GL CIP Account Number
The report displays the general ledger account number for
construction in progress.

Original Budget Last Updated
The report displays the date that the Line Item Original
Budget field was last updated.

Revised Budget Last Updated
The report displays the date that the Line Item Revised
Budget field was last updated.

User Fields 1 - 14
The report displays additional alphanumeric information
entered for the line item.

User Numeric Fields 1-7
The report displays additional numeric information entered
for the line item.

Original Budget
The report displays the amount you originally budgeted for
the line item.

Revised Budget
The report displays the revised budget amount for the line
item.

Actual Life to Date
The report displays the total of the Amount fields for all of the
transactions posted to the line item.
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Line Item Information Report

Project Code = 2003-250

Westfields Bakery #2

Line item Information Report

0.00 0.00

LineltemID: 25 Description : Restroom Partitions
Type: C Status: A Start Date ; 04/01/2005 End Date : 09/30/2005
Actual/ Original Pct Complete : 95.51% Contact;
Actual/ Revised Pct Complete : 95.51% Telephone:
First Transaction Date : 05/13/2005 Job Title :
Last Transaction Date : 05/20/2005 Budget Category:
No. Of Transcations : 2 User Field 5:
GL CIP Acct No: 400-15100 User Field 6:
Original Budget Last Updated : 01/06/2004 User Field7:
Revised Budget Last Updated : 02/17/2005 User Field8:
User Field9:
User Numeric 6 : 0.00 User Field 10:
User Numeric 7: 0.00 User Field 11:
User Field 12:
User Field 14: User Field 13:
Original Revised Actual User User User User User
Budget Budget Life to Date Numeric 1 Numeric 2 Numeric 3 Numeric 4 Numeric 5
$ 10,000.00 $ 10,000.00 $ 9,550.97 000 000 000 000 0.00
LingltemID: 26 Description : Security System
Type: C Status: C Start Date : 04/01/2005 End Date : 10/31/2005
Actual / Original Pct Complete : 112.50% Contact:
Actual/ Revised Pet Complete : 90.00% Telephone:
First Transaction Date : 06/29/2005 Job Title :
Last Transaction Date : 06/29/2005 Budget Category:
No. Of Transcations : 1 User Field 5:
GL CIP Acct No : 400-15300 User Field 6:
Original Budget Last Updated : 01/06/2004 UserField 7:
Revised Budget Last Updated : 02/17/2005 UserField8:
UserField9:
User Numeric 6: 0.00 User Field 10:
User Numeric 7: 0.00 User Field 11:
User Field 12:
User Field 14: User Field 13:
Original Revised Actual User User User User User
Budget Budget Life to Date Numeric 1 Numeric 2 Numeric 3 Numeric 4 Numeric 5
$2,000.00 $ 2500.00 $ 225000 0.00 0.00 0,00 000 000
LinetemID: 27 Description : Trash Enclosure
Type: C Status: C Start Date : 05/01/2005 End Date : 08/31/2005
Actual/ Original Pet Gomplete : 109.38% Contact:
Actual/ Revised Pct Complete : 87.50% Telephone:
First Transaction Date : 07/15/2005 Job Title:
Last Transaction Date ; 07/15/2005 Budget Category:
No. Of Transcations : 1 User Field 5:
GL CIP Acet No: 400-15100 User Field 6:
Qriginal Budget Last Updated : 01/06/2004 User Field 7:
Revised Budget Last Updated : 02/17/2005 User Field 8:
User Field9:
User Numeric 6: 0.00 User Field 10:
User Numeric 7: 0.00 User Field 11;
User Field 12:
User Field 14: User Field 13:
Original Revised Actual User User User User User
Budget Budget Life to Date Numeric 1 Numeric 2 Numeric 3 Numeric 4 Numeric 5
$ 800.00 $1,000.00 $ 875.00 0.00 0.00 000

March 4, 2005 at 4.57 PM

Page 9
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Line Item Asset Listing Report

Purpose

The Line Item Asset Listing report shows information about line
items that are complete and ready to be placed in service as assets,
or have already been placed in service as assets. The report
displays information about the assets created from the line items,
such as the asset description, date placed in service, and the asset
template applied in the Sage FAS application.

Unique Report Definition Fields

B  Include Assets Placed in Service From
Enter the beginning placed-in-service date for the assets
created from the line items on which you want to run the
report.

B Through
Enter the ending placed-in-service date for the assets created
from the line items on which you want to run the report.

Report Columns

The following guidelines provide detail on the columns on the
Line Item Asset Listing report.

B LineID
This column identifies each line item with a system-assigned
number.

B Status

This column displays the status of the line item: Active,
Complete, or Sent.

B  Date Complete
This column displays the date that work on the line item was
completed.

B Date Sent
This column displays the date that the line item was sent to
the Sage FAS application and an asset (or assets) were created
from the line item.
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B Asset Description
This column displays the description of the asset that was
created from the line item.

B  Template
This column displays the name of the asset template that was
applied to the asset (or assets) created from the line item.

B In Service Date
This column displays the placed-in-service date of the asset
(or assets) that were created from the line item.

B Actual
This column displays the total amount of the transactions
posted to the line item.

B Value per Asset
This column displays the value of each asset created from the
line item. The system calculates this amount by dividing the
amount in the Actual column by the number of assets that
were created from the line item.

Line Item Asset Listing Report

Westfields Bakery #2
Line ltem Asset Listing Report
AllPlaced in Service Dates

Project Code = 2003-250

Line Date Date InSve Value Per
ID_ S Complete Sent Asset Description Template Date Actual Asset
1 S 06/30/2005 02/17/2005 Building - Westfields Bakery #2 Building 01/01/2006 $ 137341001 $ 137341001
2 S 04/30/2004 07/15/2004 Land - Westfields Bakery 42 Land 01/01/2006 438,000.00 438,000.00
3 C 1213172005 Decorative Awnings Furniture 01/01/2006 127586 1,275.86
4§ 11/30/2004 07/15/2004 Fire Protection Equipment Equipment 01/01/2006 5444.28 5444.28
8 S 02/28/2006 03/04/2005 Display Case Equipment 01/01/2006 379500 3795.00
10 C 04/30/2005 Decor Fumiture 01/01/2006 461167 1,152.92
10 C 04/30/2005 Decor Fumiture 01/01/2006 461167 1,152.92
10 C 04/30/2005 Decor Fumiture 01/01/2006 461167 115291
10 C 04/30/2005 Decor Fumiture 01/01/2006 461167 1,152.92
22 C 08/30/2005 Music System Equipment 01/01/2006 1460.00 1,450,00
26 C 06/30/2005 Security System Equipment 01/01/2006 2.250.00 225000
27 G 05/31/2005 Trash Enclosure Equipment . 01/01/2006 87500 87500
Grand Total $ 1,831,111.82

Count =12
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Transaction Detail Report

Purpose

The Transaction Detail report shows general information and
financial information about the transactions that are posted to the
line items in the project. The report shows the cost of the
transaction. It also includes two user-defined fields, so you can
include information on the report that is most useful to you.

Unique Report Definition Fields

Run for Transactions Posted From
Use this field to enter the beginning posting date for
transactions that you want to appear on the report.

Through
Use this field to enter the ending posting date for transactions
that you want to appear on the report.

All
Select this check box if you want the report to include all
transactions in the selected group.

Report Columns

The following guidelines provide detail on the columns on the
Transaction Detail report.

Transaction ID
This column displays a system-assigned number that
identifies the transaction.

Line Item ID
This column displays a system-assigned number that
identifies the line item to which the transaction was posted.

Date Posted
This column displays the date the transaction was posted to
the line item.
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B  Journal
This column displays the type of journal associated with the
transaction; for example, it might display Accounts Payable,
General Ledger, or Fixed Assets.

B Transaction Date
This column displays the date the transaction occurred (that
is, the date of the invoice for the transaction).

B Reference
This column displays a reference number for the transaction.
Use this column to help you further identify the transaction.
For example, it might display a journal entry number or a
vendor invoice number.

B Vendor
This column displays the name of the vendor for the
transaction.

B Transaction User Field 1
This column displays additional information about the
transaction that is not appropriate for the other columns on
the report. You can customize the name of the column. The
column can display both numeric and alphabetic characters.

B Transaction User Numeric Field 1
This column displays additional information about the
transaction that is not appropriate for the other columns on
the report. You can customize the name of the column. The
column can display only numeric characters.

H Amount
This column displays the dollar amount of the transaction.
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Transaction Detail Report

Westfields Bakery #2
Transaction Detail Report
All Transactions

Project Code = 2003-250
Trans  Line Date Trans
D ID__ Posted  Joumal  Date Reference Vendor Sub-Category Quantity ~ Amount
89 20 08/31/2005 AP 08/12/2005 4432204 Brune, Inc. Equipment 0.00 5,000.00
90 20 09/3012005 AP 09/12/2005 4432204 Brune, Inc. Equipment 000 60,000.00
109 20 10/31/2005 AP 10/12/2005 4432209 Brune, Inc. 0.00 135.00
19 20 10/31/2005 AP 10/12/2005 4432209 Brune, Inc. Equipment 0.00 135.00
129 20 10/31/2005 AP 10112/2005 4432209 Brune, Inc. Equipment 0.00 135.00
59 21 03/31/2005 AP 03/12/2005 44302994 NewWood, Inc. Buitding 0.00 1,250.00
60 22 06/30/2005 AP 06/02/2005 44356 BMS 0.00 1,450.00
61 28 10/31/2004 AP 10/02/2004 66445287 ACE Plumbing 0.00 622.36
62 24 09/30/2005 09/02/2005 3342298 Manning Materials 200 525.00
63 24 09/30/2005 00/02/2005 3342298 Manning Materials 200 380.00
64 24 09/30/2005 09/02/2005 3342298 Manning Materials 0.00 225.00
65 25 05312005 AP 05/13/2005 775365 Partitions, Inc. Equipment 0.00 9,320.76
66 25 05/31/2005 AP 05/20/2005 775387 Partitions, Inc. Equipment 0.00 230.21
67 26 06/30/2005 AP 06/20/2005 5554129887 ADT Equipment 0.00 2,250.00
68 27 07/31/2005 AP 07/15/2005 44386123 McClintock Services, Inc. 0.00 875.00
69 9999 04/30/2004 AP 04/21/2004 55463250 Halley's Electrical 0.00 232212
70 9999 03/31/2004 AP 03/29/2004 55463255 Halley's Electrical 0.00 1,75543
Ul 9999 03/31/2005 AP 03/02/2005 554667 Equipment “1.00 1,995.00
72 9999 (08/31/2005 PO 08/21/2005 Fumnishings 0.00 200.00
73 9999 (08/31/2005 PO 08/21/2005 Fumishings 0.00 175.00
74 9999 03/31/2005 AP 031212005 4432204 Brune, inc. Equipment 0.00 200.00

Grand Total 5400  § 1986,640.28
Count = 119
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Transaction Information Report

Purpose

The Transaction Information report shows all of the information
on the Transactions page in Detail View for each transaction on
the report. The report also display grand totals for the Transaction
Amounts and the User Numeric fields.

Unique Report Definition Fields

Run for Transactions Posted From
Use this field to enter the beginning posting date for
transactions that you want to appear on the report.

Through
Use this field to enter the ending posting date for transactions
that you want to appear on the report.

All
Select this check box if you want the report to include all
transactions in the selected group.

Report Information

The Transaction Information report displays the following
information for each transaction:

Project Code
The report displays the unique code that identifies the project.

Line Item ID
The report identifies the line item to which the transaction
was posted with a system-assigned number.

Line Item Description
The report displays a description of the line item to which the
transaction was posted.

Date Posted
The report displays the date the transaction was posted to the
line item.
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Transaction ID/Description
The report identifies each transaction with a system-assigned
number and a brief description of the transaction.

Transaction Date
The report displays the date the transaction occurred (that is,
the date of the invoice for the transaction).

Journal

The report displays the type of journal associated with the
transaction; for example, it might display Accounts Payable,
General Ledger, or Fixed Assets.

Reference

The report displays a reference number to help you further
identify the transaction. For example, it might display a
journal entry number or a vendor invoice number.

Vendor
The report displays the name of the vendor for the
transaction.

User Fields 1 -14

The report displays additional information about the
transaction that is not appropriate for the other columns on
the report. You can customize the name of these fields. The
report can display both numeric and alphabetic characters in
these user fields.

Transaction Amount
This column displays the dollar amount of the transaction.

User Numeric1-7

The report displays additional information about the
transaction that is not appropriate for the other columns on
the report. You can customize the name of these columns. The
report can display only numeric characters in these user
fields.
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Transaction Information Report

Project Code = 2003-250

Line ftem: 9998 PENDING TRANSACTIONS LINE ITEM

Westfields Bakery #2
Transaction Information Report
All Transactions

Date Posted:  08/31/2005

T ionID: 73 D + Mini Blinds (Spec Order)
Transaction Date : 08/21/2005 Sub-Category: Fumishings User Field 8:
Jounal: PO PO Number: 6644321 User Field9:
Reference; Vendor ID: User Field 10:
Vendor: Contact: User Field 11:
Telephone: User Field 12:
User Field 6: User Field 13:
User Field 7. User Field 14:
Transaction User User User User User
Amount Quantity Sales Tax Paid Numeric 3 Numeric 4 Numeric 5 Numeric 6 Numeric 7
$ 175.00 0.00 0.00 0.00 0.00 0.00 0.00
Date Posted:  03/31/2005
T ionID: 74 Di : Exhaust Fans
Transaction Date: 03/12/2005 Sub-Category: Equipment User Field 8:
Joumal: AP PO Number: UserField 8:
Reference: 4432204 Vendor ID: User Field 10:
Vendor: Brune, Inc. Contact: User Field 11:
Telephone: User Field 12:
User Field 6: User Field 13:
UserField7: User Field 14:
Transaction User User User User User
Amount Quantity Sales Tax Paid Numeric 3 Numeric 4 Numeric 5 Numeric 6 Numeric 7
$ 200.00 0.00 0.00 0.00 0.00 0.00 0.00
Line fem= 9999
$ 664755 100 0.00 0.00 0.00 0.00 0.00
Count =6
Grand Total
$ 1,986,640.28 54.00 0.00 0.00 0.00 0.00 1200

Count=119
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Consolidated Reports

Line Item Summary Report

Purpose

The Line Item Summary report shows financial information about
each line item posted to the project. The report shows the amount
budgeted for each line item, the amount actually spent on each

line item, and how much the line item is over or under its budget.

You can run the Line Item Summary report for the currently open
project, or you can run it for more than one project by running a
consolidated report. For information about running a
consolidated report, see “Running a Consolidated Report,” page
7-3.

Unique Report Definition Fields

B  Compare Actuals To
Use this field to select whether you want the report to
compare the actual amounts spent on each line item to the
original budget amount or the revised budget amount.

Q Original Budget
Click this option button if you want the report to compare
the actual amount spent on each line item to the original
budgeted amount for the line item.

O Revised Budget
Click this option button if you want the report to compare
the actual amount spent on each line item to the revised
budget amount for the line item.

Report Columns

The following guidelines provide detail on the columns on the
Line Item Summary report.
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B LineID
This column identifies each line item with a system-assigned
number.

B Line Item Description
This column displays a description of the line item.

B Type
This column indicates whether the line item is to be expensed
or capitalized.

B Status
This column displays the status of the line item: Active,
Complete, or Exported.

B Number of Transactions
This column displays the total number of transactions posted
to each line item.

B  Budget
This column displays either the original budgeted amount or
the revised budgeted amount for each line item, depending
on the option selected on the Compare Actuals To field on the
Report Definition dialog box.

B Actual
This column displays the total amount of spending for the
transactions posted through the date selected on the Report
Definition dialog box.

B $ Under (Over) Budget
This column displays the dollar amount that the line item is
over or under its budget amount. The system calculates the
difference between the amount shown in the Budget column
and the amount shown in the Actual column.

B % Under (Over) Budget
This column displays the percentage by which the line item is
over or under its budget amount. The system calculates this
column by dividing the amount in the $ Under (Over) Budget
column by the amount in the Budget column.

B % Complete
This column displays the percent of the budget that has been
spent on each line item. The system calculates this column by
dividing the amount in the Actual column by the amount in
the Budget column.
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Line Item Summary Report

Consolidated Report
Line ltem Summary Report
Actuals include all transactions
Budget = Original

Line #of $ Under % Under
D Line Item Descripti Type S Trans Budget Actual {Over) Budget {Over) Budget % Complete

Project = Westfields Bakery #2

1 Buiding - Retail Outlet C S 3t $107605000  $ 137341001 $ (297,36001) 2163% 12763%
2 Land c s 2 45000000 433,000.00 12,000.00 267% 97.33%
3 Decorative Awnings c C 2 150000 127586 2414 1494% 8506%
4 Fire Protection Equipment c s 3 450000 544428 (944.28) 2098% 12098%
5 Signs (2) c A 1 200000 125365 74635 3732% 6268%
6 Decorative Light Fixtures [ 3 500000 765255 (265255) 5305% 153.05%
7 Storage Equipment C A 2 6,500.00 3201.10 3,208.90 49.37% 5063 %
8 Bakery Display Case c s 2 5500.00 379500 1,705.00 3100% 69.00%
9 Shelving c A 4 2600.00 157100 102900 39.58% 6042%
10 Store Decor c ¢ 2 10,000.00 461167 538833 5388% 46.12%
1t Plants E A 2 150000 1,624.05 (124.05) 827% 108.27%
12 POSEquipment C A 4 10,000.00 598000 402000 4020% 59.80%
13 BakeryEquipment c A 3 300000 245000 55000 1833% 81.67%
4 Beverage Equipment C A 3 10,000.00 8,320.01 1,679.99 1680 % 83.20%
15 Office Machinery c A 7 725000 461994 263006 36.28% 6372%
16 Doorsand Window Accessories C A 1 200000 1,532.16 46784 2339% 7661%
17 Kitchen Equipment Hookup c A 1 380000 530154 (1501.54) -3951% 13951%
18 EquipmentInstallation C A 1 182500 1,750.00 7500 41% 95.89 %
19 Office Fumishings cC A 4 5,500.00 5,906.16 (406.16) 7.38% 107.38 %
20 KichenHVAC c A 5 7500000 7019542 480458 641% 9359%
21 Decorative Milwork c A 1 1,000.00 1,25000 (250.00) 2500% 125.00%
2 MusicSystem c ¢ 1 150000 145000 5000 333% 96.67%
23 Plumbing cC A 1 75000 62236 12764 17.02% 8298%
2% Restroom Accessories c A 3 1,20000 1,130.00 7000 583% 94.17%
25 Restroom Pariions c A 2 1000000 955097 44903 449% 9551%
% SecurtySystem c ¢ 1 200000 225000 (250.00) 1250% 11250%
2 Trash Enclosure c ¢ 1 800.00 875.00 (75.00) -9.38% 109.38%
9999  PENDINGTRANSACTIONSLINEITEM P A 6 000 6,647.55 (6,647.55) NA NA
Project = Westfields Bakery #2 $ 170077500 § 197176028 $ (270,985.28) -1593% 11593%

Count =28

Project = Westfields Bakery #3

1 Signs C A 1 175000 1,150.00 600.00 3429% 65.71%
2 Land cC A 1 300000.00 325,00000 (25,00000) -833% 10833%
3 Building - Retail Outlet cC A 3 975,000.00 2246,000.00 {1,271,000.00) -130.36% 23038%
4 Storage Equipment C A 0 6,500.00 000 6,500.00 100,00 % 0.00 %
5 Decorative Light Fixtures C A 0 500000 000 500000 100.00% 000%
6 Signs (2) cC A 0 200000 0.00 2,000.00 100.00% 000%
7 Bakery Equipment cC A 0 3,000.00 0.00 3,000.00 100.00% 0.00%
9999 PENDINGTRANSACTIONSLINEITEM P A 5 000 265,000.00 (265,000.00) NA NA
Projact = Westields Bakery #3 $129325000  $2837,15000  § (1,543900.00) -119.38% 219.38%

Count=8
Grang Total $200402500  $480891028  § (181488528) 6062% 160.62%

Count =36

March, 2005 at 206 PM Page 1
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Project Listing Report

Purpose

The Project Listing report shows financial information for
projects. The report shows the amount budgeted for each project,
the amount actually spent on each project, and how much the
project is over or under its budget.

You can run the Project Listing report for more than one project by
running a consolidated report. For information about running a
consolidated report, see “Running a Consolidated Report,” page
7-3.

Unique Report Definition Fields

Follow the guidelines below to complete the fields on the Report
Definition dialog box that are unique to the Project Listing report.

B  Compare Actuals To
Use this field to select whether you want the report to
compare the actual amounts spent on each line item to the
original budget amount or the revised budget amount.

Q Original Budget
Click this option button if you want the report to compare
the actual amount spent on each line item to the original
budgeted amount for the line item.

O Revised Budget
Click this option button if you want the report to compare
the actual amount spent on each line item to the revised
budget amount for the line item.

Report Columns

The following guidelines provide detail on the columns on the
Project Listing report.

B Project Code
This column displays the unique code that identifies the
project.
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Project Name
This column displays the name of the project.

Status
This column displays the status of the project: Active,
Inactive, Cancelled, or Closed.

Last Transaction Date
This column displays the date of the last transaction posted to
the project.

Budget

This column displays the amount budgeted for the project. It
displays either the original budget amount or the revised
budget amount, depending on the option selected on the
Report Definition dialog box.

Actual

This column displays the dollar amount actually spent on the
project. The system calculates this amount by adding the
amount spent on each transaction posted to the project.

$ Under (Over) Budget

This column displays the dollar amount that the project is
over or under its budget amount. The system calculates the
difference between the amount shown in the Budget column
and the amount shown in the Actual column.

% Under (Over) Budget

This column displays the percentage by which the project is
over or under its budget amount. The system calculates this
column by dividing the amount in the $ Under (Over) Budget
column by the amount in the Budget column.

% Complete

This column displays the percent of the budget that has been
spent on each project. The system calculates this column by
dividing the amount in the Actual column by the amount in
the Budget column.

Line Item Budget

The report displays the total of either the original amount
budgeted for each line item or the revised budget amount for
each line item, depending on the option selected on the
Compare Actuals To field on the Report Definition dialog
box.
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Project Listing Report

Consolidated Report
Project Listing Report
Actuals include all transactions

Budget = Original
Project Last Trans §$ Under % Under Line ltem
Code Project Name S Daie Budget Actual (Over) Budget  (Over)Budget % Complete Budget
2003-250 Westfields Bakery #2 A 121012005 $ 1,700,775.00 $1,971,760.28 $ (270985.28) -15.93% 11593%  § 1,700,775.00
2004-250 Westfields Bakery #3 A 06/15/2005 1,500,000.00 2837,150.00 {1,337,150.00) -89.14 % 189.14 % 1,293,250.00

Grand Total $ 3,200,775.00 $ 480891028  §(1,608,135.28) -50.24 % 15024%  § 2,994,025.00

Count=2
Report Criteria S

Actual amounts include pending transactions.

Legend:
S{Status): A- Active, | - Inactive, X - Cancelled, C - Closed
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Creating Custom Reports

You can design and create your own custom reports that include
information from project fields, line item fields, and transaction
fields. You decide which columns you want to appear on the
report, and the order in which they appear. You can use all of the
powerful features of FAS Report Writer to make the report appear
exactly as you want.

Note You must already have purchased FAS Report Writer to
create a custom report. If you do not have FAS Report Writer and
you would like to create custom reports to display FAS 100 CIP
Accounting data, please contact your Sage FAS sales
representative at 800-368-2405.

To create a custom report

1. Select Reports/FAS Report Writer/New from the menu bar.
The system displays the FAS Report Writer - New dialog box.

FAS Report Writer - New

Save in: |_} custrpt j £k B
\ PRICONTR.rpt
My Recent
Documents
=
Desktop

My Documents

-

5
Iy Computer
y
My Metwork  File name: || j lil
Flaces
Save as type: |Erysta| Feports [*.rpt) j %
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2. Complete the FAS Report Writer - New dialog box, and then
click the Save button. See “FAS Report Writer - New Dialog
Box,” page 7-38. The system launches FAS Report Writer.

FAS Report Writer - New Dialog Box

Follow the guidelines below to complete the fields on the FAS
Report Writer - New dialog box.

B Saveln
The system uses this field to display the folder in which you
want to save the new custom report. Use the box below this
field to select the folder.

B File Name
Use this field to enter the name of the custom report. You do
not need to enter a file extension because the system
automatically adds an RPT extension to the file name.

B Save as Type
The system uses this field to display the file type of the custom
report.

B Save Button
Click this button to save the custom report in the selected folder.



Exporting Data

You can export data from Group View and from Detail View.
When you are in Group View, you can export only the
information that appears in the Group View columns. When you
are in Detail View, you can export only the information that
appears in the columns on the Transactions page.

You can export data in the following formats:

® Comma Separated Values file (CSV extension)
®  Microsoft Excel file (XLS extension)

® XML file (XML extension)

When you export data to a Comma Separated Values file, the
system reads each comma in the file as the separation point
between fields. Therefore, if the data in a field contains a comma,
such as 10,000.00, the system will create two separate fields: one
field containing 10 and the other field containing 000.00. To avoid
this problem, you can either eliminate the commas in your data,
or you can insert quotation marks around the field: “10,000.00.”

Note You can use the Manage Group View or the Manage
Transaction View feature to change the data displayed in Group
View and Detail View. For more information, see “Managing
Group View,” page 2-22 or “Managing Detail View,” page 2-26.

To export data from Group View
1. Go to Group View.

2. Select the group that contains the information you want to
export.

3. Select View /Export Group View from the menu bar. The
system displays the Export Group View dialog box.
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Export Group Yiew

Save if: | =9 FAS CIP Accounting j & EB-
-1 [C5) Custrpt
! C)Data
My Recent |25 Import Maps
Documents [S)Reports
@ HoteIData.csv
Deskiop
My Documents
.|
W
My Computer
“;‘] File name: | j Save |
-
My Network  Save as type; |C0mma Separated [*.csv] j Cancel

Flaces

Complete the Export Group View dialog box. See “Export
Group View Dialog Box,” page A-2. The system saves the
group information in a file with either a CSV, XLS, or XML
extension.

Export Group View Dialog Box

Follow the guidelines below to complete the fields on the Export
Group View dialog box.

B Saveln

The system uses this field to display the folder in which you
want to store the exported group. Use the box below this field
to select the folder. Use the toolbar buttons to the right of this
folder to move up a level or to create a new folder. Click the
arrow to select another drive letter.

File Name
Use this field to enter the name of the file that contains the
exported group. Do not enter a file extension.

Save as Type
Use this field to select the type of file that you want to create.
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O Comma Separated File
Select this file type if you want to create a
comma-separated file with a CSV extension.

O Excel File
Select this file type if you want to create an Excel file with
an XLS extension.

a XML
Select this file type if you want to create a file with an
XML extension.

B Save Button
Click this button to save the exported group file in the selected
folder.

To export data from Detail View

1. In Group View, select the line item that has the transactions
that you want to export to a file.

2. Go to Detail View and select the Transactions tab. The system
displays the Transactions page.

3. Select View /Export Transactions from the menu bar. The
system displays the Export Transactions dialog box.

Export Transactions

Save in: | 3 FAS CIP Accounting j &5 Ef-
-1 [C5) Custrpt
! C)Data

My Recent |25 Import Maps
Documents [CIReports

@ HoteIData.csv

Deskiop

&

My Documents

-

W
My Computer
“;‘] File name: | j Save |
-
[~

Cancel

Wy Metwark, Save as type |C0mma Separated [*.cav]
Flaces
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4. Complete the Export Transactions dialog box. See “Export
Transactions Dialog Box,” page A-4. The system saves the
transaction information in a file with either a CSV, XLS, or
XML extension.

Export Transactions Dialog Box

Follow the guidelines below to complete the fields on the Export
Transactions dialog box.

B Saveln
The system uses this field to display the folder in which you
want to store the exported transactions. Use the box below
this field to select the folder. Use the toolbar buttons to the
right of this folder to move up a level or to create a new folder.
Click the arrow to select another drive letter.

B File Name
Use this field to enter the name of the file that contains the
exported transactions. Do not enter a file extension.

B Save as Type
Use this field to select the type of file that you want to create.

Q Comma Separated File
Select this file type if you want to create a
comma-separated file with a CSV extension.

Q Excel File
Select this file type if you want to create an Excel file with
an XLS extension.

g XML
Select this file type if you want to create a file with an
XML extension.

B Save Button
Click this button to save the exported transactions file in the
selected folder.



Importing Data

If you have existing data in another software program, such as a
Microsoft Excel spreadsheet, you can avoid duplicate data entry
by importing the data into FAS 100 CIP Accounting. You can
import data immediately after you create your projects and set up
your line items, and you can continue to import data from your
general ledger program on an ongoing basis.

Note The file that you import must be an ASCII file with a CSV
extension (Comma Separated Value format). If you use Microsoft
Excel to create or edit the file, you must save it with a CSV
extension before you import it.

Each line (or record) in the import file represents a transaction.
You can import the file into a single project or into multiple
projects. However, if you decide to import the file into multiple
projects, the file must contain a column indicating the project
name for each transaction record.

To import transactions, you use the Import Helper, a series of
wizard screens that walk you step by step through the import
process. The wizard screens allow you to associate (or “map”)
columns in the import file to fields in FAS 100 CIP Accounting.
This is an essential step to importing data into the system. The
Import Helper makes this a simple task.

During the import, an Import Helper screen shows you the
columns in your source file. The same screen lists the fields in the
program. Your task is to match the columns in the source file to
the fields in the program. You can make this job even easier by
labeling the columns in the source file before you import it.



B-2 / FAS 100 CIP Accounting

You must map columns in the import file to the following fields in
the program:

Date Posted

Project Name (required only if you are importing
transactions into multiple projects)

Transaction Date

Transaction Amount

The system examines your import file before you import it to
determine whether each transaction is ready to be imported. If the
import file contains any records that are not ready for import, the
system creates a report that indicates which records contain
errors. You can either fix the errors before you import the file, or
you can continue with the import. If you continue, the system
imports only the valid records.

Data Formats for Import Files

The data in an import file can be in the following formats:

Numeric data should either be an integer (0 through 9) or in
9.2 format (that is, up to 9 digits to the left of the decimal
point and up to 2 digits to the right of the decimal point). If
the number contains a comma, it must be surrounded by
quotation marks.

Dates can be entered in any of the following formats:
MM/DD/YYYY, MM/DD/YY, MM-DD-YYYY, or
MM-DD-YY.

Currency should be entered in 9.2 format (that is, up to 9
digits to the left of the decimal point and up to 2 digits to the
right of the decimal point). You can enter whole dollars. Do
not enter a dollar sign. If the number contains a comma, it
must be surrounded by quotation marks.

Text data can include up to 25 alphabetic or numeric
characters. The data cannot include commas.
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Importing Transactions

When using the Import Helper to import data, you create a map
that correctly links the field data from your originating source file
to the fields in the application. The Import Helper guides you
through this entire process.

To import transactions
1. Do one of the following:

® Select Projects/Utilities/Import from the menu bar.

® C(Click the Import button on the tool bar.

The system displays the Import Helper - Introduction dialog
box. For more information, see “Import Helper - Introduction
Dialog Box,” page B-8.

= [mport Helper - Introduction

Welcome to
FAS CIP Accounting application
Import Helper

The Import Helper guides you, step by step, through the process of importing
tranzactions inta your FAS CIP Accounting application. Source data must be in
CSY [Comma Separated Walues) format. Use the Impaort Helper to create custom
impart map files that tell the spstem how ta interpret the data in your source file.
The system validates vour data befare importing it. 'You can save and print the
field maps and wvalidation reports.

Select Next ta start the import process,

Help Cancel

2. Click the Next button. The system displays the Import
Helper - Select Destination dialog box.
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= |mport Helper - Select Destination

The next step i to select how to impart transactions. Select multiple projects to import transactions
inta more than one project with a single database. If you select multiple prajects, you must map the
Project Mame field to a column in the source file. Select single project to import ansactions into
ohe project

Select Database  |s{nlalzA N RES

¢ Impart Tranzactions into MULTIPLE Projects

[Project name must be identified in source file.]

™ Impart Tranzactions into a SINGLE Project

Project J

Help | LCancel ‘ Back | Hext |

On this screen, you indicate whether you are importing
transactions to a single project or to multiple projects. If you
are importing transactions to multiple projects, the import file
must have a column that identifies the destination project for
each transaction record, and you must map that column to the
Project Name field when you complete the Import Helper -
Map Fields dialog box.

3. Complete the Import Helper - Select Destination dialog box.
For more information, see “Import Helper - Select
Destination Dialog Box,” page B-9.

4. Click the Next button. The system displays the Import
Helper - Select Source Data and Field Map dialog box.



Importing Data / B-5

= |mport Helper - Select Source Data and Field Map

The next step iz to identify your source data file and create or select a field map to be used for
imparting information. The zource data flle contains the trangactions pou want to import into one ar
more projects. Use the Browse Data button to locate pour source data file. A fisld map tells the
system how ta place data from the source file inta the program. Create a new field map, or select
an existing field map.

Select Source Data

Source Data File

Select Field Map

¢ Create a New Field Map

™ Uze an Existing Field bap
Field Map File Location

=

Help LCancel Back | Hest | |

On this screen, you select the file containing the transactions
that you are importing. You also indicate whether you are
creating a new field map or using an existing field map. The
field map tells the system how the columns in the import file
correspond to the fields in the application.

Complete the Import Helper - Select Source Data and Field
Map dialog box. For more information, see “Import Helper -
Select Source Data and Field Map Dialog Box,” page B-9.

Click the Next button. The system displays the Import
Helper - Map Fields dialog box.
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= |mport Helper - Map Fields E|E‘

The next step iz to match the construction in progress file information of the source file with the
available fields within the system. To map fields, select the column, the desired available field, and
click the Add button. The result displays on the right in the Map Summarny. To unmap a field, select
~a the desired field under the Map Summary and click the Remave button.

=
Columns  Field Category Map Summary
A A ‘A\I Fields ﬂ A Trans User Figld 10
B . ) B Tranzaction Description
E Available Fields C Transaction D ate
o D Transaction Amount
E
F .
G Print Map
H
| Trans User Field 11 Save Map
J Trans Usger Field 12
K> Trang User Field 13 v
Source File: HotelData.csv
File Display ap File, SMTASST cit
A B cC D E i‘
Map Trans User Field 10 T ion D iption T ion Date T ion Amount
1 B 1243142003 AR 123103 9.000.00
2 6 1/31/2004 AR 134564 9,000.00
3 6 2/29/2004 AR 141415 S,DDU.DiIL[
| | 3

Begin at row |7

Help | Cancel

Yalidate | |

On this screen, you either create a new field map or edit an
existing field map. You select a letter for each column in the
import file you want to map, and then you match that letter
with a field in the application. You can also save the map to
use again at a later time, and you can view a report showing
the fields that you have mapped to columns in the import file.

7. Complete the Import Helper - Map Fields dialog box. For
more information, see “Import Helper - Map Fields Dialog
Box,” page B-10.

8. Click the Validate button. The system validates the data in
the import file to determine if the data can be written to the
database. If the system finds database errors, it creates the
Database Exceptions report and then it displays the Import
Helper - Summary dialog box.
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10.

= |mport Helper, - Summary.

The source file has been scanned for walidity, and below iz a summary of the records. Click the
Wiew Repart buttan to view exceptions. If invalid recards exist, use the Back button to change
selections. Click the Impart button to import transactions.

N

Selections

Project Westfields Bakery #2
Impait File  C:\Program Files\Best Software\FA...\HotelData.cev
Field Map C:\Program Files\Best Software\FAS.. \TranAzst cit

Mapped Fields Record Summary

& Date Posted Walid: 22
B Tranzaction Amount

C TransactionDale Irvealid: 34
D Transaction Description Totdk 56

E LineltemID
“Wiew Repart

F Trans User Figld 1

Import

Help LCancel

On this screen, you view a summary of your import. The
system displays the fields that you have mapped to columns
in the import file, as well as the number of valid and invalid
records contained in the file. If the file contains invalid
records, you can view a report showing why the records are
invalid.

Review the data on the Import Helper - Summary dialog box
prior to completing the import. For more information, see
“Import Helper - Summary Dialog Box,” page B-12.

If desired, click the View Report button to view the Database
Exceptions report, then click the Close button. If the system
finds invalid fields in the ASCII text file, this report explains
why the fields are invalid. If you choose to run the report at
this time, the system displays the report in a report window,
where you can then print the report or save it in a file. You
must close the report window in order to return to the import
function. See “Sample Database Exceptions Report,” page
B-13.
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11.

12.

13.

Correct any errors in your data (you can click the Back button
to move backwards through the screens).

Note You cannot have the spreadsheet open while you are in
the Import Helper program.

Click the Import button. The system imports only valid data
from the source file and displays an Imported Transactions
Exceptions report. This report indicates the transaction
records that contain errors, which are not imported, and
which records contain warnings, which are imported. See
“Sample Imported Transactions Exceptions Report,” page
B-13.

Note Avoid importing valid records twice. The system
imports valid records, but it does not import invalid records.
If some records in your data file are invalid, you can correct
the data file and reimport the records that were invalid. Make
sure you import only the records that contained errors, and do
not reimport the records that were valid more than once.

To exit from the Import Helper - Summary dialog box, do
any of the following;:

® DPress Alt+F4.

® (lick the Close button.

Import Helper - Introduction Dialog Box

The Import Helper Introduction dialog box describes the Import
Helper, a series of wizard screens that guides you through the
process of importing data into the application.

Click the Next button to continue the process of importing data.
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Import Helper - Select Destination Dialog Box

Follow the guidelines provided below to complete the fields on
the Import Helper - Select Destination dialog box.

B Select Database
Use this field to select the database containing the project or
projects into which you want to import data.

B  Import Transactions into Multiple Projects
Click this option button if you want to import data into more
than one project in the selected database. If you click this
option button, then each transaction that you import must
include a project name.

B  Import Transactions into a Single Project
Click this option button if you want to import data into only
one project.

Q Project
Use this field to select the project into which you want to
import data.

Import Helper - Select Source Data and Field Map
Dialog Box

Follow the guidelines provided below to complete the Import
Helper - Select Source Data and Field Map dialog box. A Field
Map correctly links the data fields from your originating source to
the fields in the application.

B Select Source Data
Use this field to select the file containing the data that you
want to import. The data file must be an ASCII file with a CSV
extension (Comma Separated Value format).

O Browse Data Button
Click this button to display a dialog box that allows you
to locate the data file.

B Select Field Map
Select one of the available field map options.
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O Create a New Field Map
Click this option if you want to create a new field map.
When you click the Next button, you’ll create the map on
the Import Helper - Map Fields screen.

O Use an Existing Field Map
Click this option if you want to use a pre-existing field
map. When you click the Next button, the Import Helper
- Select Fields screen is completed using the pre-existing
map.

O Field Map Location
Click the arrow box to reveal a list of pre-existing field
maps (use the Browse button to specify the location of
the pre-existing field map). Select the appropriate
field map from the list.

O Browse Map Button
Click this button to display a dialog box that allows
you to locate the field map.

Import Helper - Map Fields Dialog Box

This screen allows you to map the columns in the file you are
importing to the fields in the application. This is an essential step
to importing data into the system. The File Display box displays
the file you are importing in a spreadsheet format. You match up
the columns in that spreadsheet format to the fields in the
application. You do not have to map all of the columns in your
source file to the fields in your application. Follow the guidelines
provided below to complete the Import Helper - Map Fields
dialog box.

B Columns
Select the column you want to map to a FAS 100 CIP
Accounting field. The File Display box displays the column
data as it appears in the file you are importing.

B Field Category
Select the type of fields you want displayed in the Available
Fields list. This option allows you to limit the number of fields
in the list so you don't have to scroll through them all.

B Available Fields
After you've selected the column you want to map from the
Columns list, select the FAS 100 CIP Accounting field you
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want to map to that column. After you've mapped a field to a
column, the field no longer appears in the Available Fields list.

Map Summary
The system uses this field to display a list of the fields you've
added to the map.

File Display

The system uses this field to display the column data as it
appears in the file you are importing. This is where you view
the data to decide which column you want to map to a FAS
100 CIP Accounting field.

Begin at Row?

Select the row of the file you are importing that you want the
system to start importing from. This option allows you to
view header rows from your source file in the File Display box
without importing them.

Add Button
Click this button to add the selected fields to the map file.

Remove Button
Click this button to removes the selected fields from the map
file.

Print Map Button

Click this button to print the map you’ve created. Clicking
this button displays an Import Field Map report in your
browser.

Save Map Button
Click this button to save the map you've created. Clicking this
button brings up the Save Map As dialog box.

Validate Button

Click this button to display the next Import Helper dialog box.
When you click this button, the system determines how many
of the records in the data file are valid and how many records
are invalid.
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Import Helper - Summary Dialog Box

Follow the guidelines provided below to understand the Import
Helper - Summary Screen and to run an Import Exceptions report.

Project

If you are importing data into a single project, this field
indicates the name of the project into which you are importing
the file. If you are importing data into more than one project,
this field displays “Multiple.”

Import File
The system uses this field to indicate the name and location of
the file you are importing.

Field Map
The system uses this field to indicate the name and location of
the selected field map.

Mapped Fields
The system uses this field to display the names of all the fields
included in the field map.

Record Summary
The system uses these fields to display information about the
records in the import file.

Q Valid
The system uses this field to display the number of valid
records in the import file.

Q Invalid
The system uses this field to display the number of
invalid records in the import file.

Q Total
The system uses this field to display the total number of
records in the import file.

0 View Report Button
Click this button to view the Imported Transactions
Exceptions report, which indicates the records that
contain errors, if any.

Import Button
Click this button to begin the process of importing
transactions.
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Sample Database Exceptions Report

Database Exceptions Report
Source File: Samplelmport.csv Date Imported: 3/7/2005
Map File: Sample.cit Time Imported: 11:15:47 AM
Destination
Database: Build 9
Project: Westfields Bakery #2
Row # Type Exception
1 Error Invalid date.
1 Error Invalid date.
1 Error Invalid data type.
1 Error Invalid data type.
Grand Totals
Invalid Records: 1
Importable Records: 14
Total Records: 15

Sample Imported Transactions Exceptions Report

Imported Transactions Exceptions Report

Source File: Samplelmport.csv Date Imported:  3/7/2005
Map File: Sample.cit Time Imported:  11:15:48 AM
Destination

Database: Build 9

Project: Westfields Bakery #2

Note: Records that contain errors are imported as PENDING. Records that contain warnings are
imported as ACTIVE.

Line Trans
Row# | ltemID { Date Date Posted | Vendor Reference Journal | Amount | Exception
Records imported with no errors or warning exceptions.
Records imported with no errors or warning exceptions.

Grand Totals
Error Records: 0 Error Amount: $0.00
Warning Records: 0 Warning Amount: $0.00

Total Records: 0 Total Amount: $0.00
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