Sage 200 Accounts v2009 is supplied with a new help system. The new help system is
complemented by a comprehensive search facility across all of the accounting modules.

We have provided this Sage 200 v5.1 Project Accounting PDF for your reference only. All of

this information and all new features are described in the help system.
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Chapter 1

Welcome

Welcome to Sage 200 Project In this chapter:

Accounting. Introduction to Project Accounting........ 2
Project Accounting provides the features

you need to maintain accurate details . ' .
about your projects, and manage your Using this guide ..., 4
projects effectively.

Project life CyCle.....vveevieiiiiiii 3

Project Accounting integrates with the
Sage 200 Financials and Commercials
modules, and allows cost and revenue
transactions to be allocated to projects.

Using Project Accounting, you can:

= Model simple or complex project
structures, and analyse the costs and
revenues of your projects in detail.

= Track your project costs and
revenues against budget values.

= Record and process timesheets and
expense claims for employees
working on your projects, and set
their cost and charge rates.

= Generate bills for your project
customers.

= Run detailed enquiries on all aspects
of your projects.




Introduction to Project Accounting

Project Accounting allows you to manage your projects, and give you a thorough
understanding of your project costs and revenues through the analysis of individual
processes and activities. With a good understanding of your project costs and revenues,
you can potentially reduce costs to increase your revenue and profit. Project Accounting
can also assist in improving the productivity of your business.

Using project Accounting, you can monitor all of the costs and revenues associated with
each project. This means you know exactly how much it costs your business to complete
a project and how much to charge your customers, to ensure that your business makes
a profit.



Project life cycle

The typical life cycle of a project can be categorised into three stages: the setup stage, the

active stage, and the completion stage.

Setup stage

The first stage is the creation of the project.

= Create the project from scratch, from a template,
from an existing project, or from a quotation or
sales order.

= Use the project record to store additional
information, milestones and the project activities.

Active Stage

The second stage represents the active life of the
project, when resources and costs are still being
incurred up until the project has been completed.

. Record costs and revenues.

Place orders, invoices and credit notes, stock
issues and returns, payments, timesheets,
expense claims and miscellaneous costs.

= Record the details of any activity (such as hours of
work or units of stock) that affect the cost of your
project. The costs are entered against activities
and are used as the basis for billing the project.

= Project enquiries and reports.

Use enquiries and reports to analyse the progress
of your project and its costs, revenues, and
profitability.

= Project billing.

Create invoices and credit notes for your project
customers.

Completion Stage

The third stage represents the completion of a project.

= Mark the project status as complete.

Start project
(set up project record)

l

Receive costs
(e.g. invoices, timesheets)

|

Enquiries and analysis

|

Billing
(invoice customer)

Project complete




Sage Project Accounting User’s Guide

Using this guide

For help on using Project Accounting, see the following sections:

Set Up Project Accounting on page 5.

Project Accounting is highly configurable, and the system can be set up to suit your
business needs and the way that you work. It is important to spend time setting up the
system and plan your project structures.

Create Projects and Structures on page 81.

When you have set up Project Accounting, use this section for help on creating project
records and setting up their structures.

Project Transactions on page 99.

How to manage project transactions, such as: recording purchase invoices and credits,
nominal payments and receipts, making cost and revenue adjustments, setting up
accruals, and entering opening balances.

Timesheets on page 113.

How to set up or import resources (timesheet users), and enter and process timesheets.
Expense Claims on page 175.

How to enter and process expense claims.

Billing on page 195.

How to set up project billing, and create bills for your project customers.

Enquiries on page 247.

How to analyse your projects and find out information about profitability, costs, revenues,
transactions and bills.

Terminology and references used in this documentation

Sage 200 Project Accounting is highly configurable, and your system may be set up differently
to the way described in this guide. For example, if your system has been customised:

Some tasks may be unavailable, or you may not have permission to run a task.
Menu items may have different names or be organised in a different structure.

The terminology used in menus and windows may be different, and customised to suit your
business. For example a "project" may be called a "job" or a "contract".

Note: To define the terminology used in Project Accounting, see Project terminology on
page 79. To define the terminology used in timesheets and expenses, see Terminology
settings on page 166.



Chapter 2

Set Up Project Accounting

Project Accounting is highly configurable
and adaptable. Careful planning and
preparation is important if you are to get
the most out of Project Accounting and
set it up correctly to meet your business
needs.

This chapter will guide you through the
main decisions you need to make, and
how to set up Project Accounting to suit
your requirements.

In this chapter:

Planning and Preparation..................... 6
Designing a Project Structure............. 12
Defining Additional Information Fields.48
Working with Project Templates ......... 51
Employee Timesheet and Expense

Claims ..oooiiieci 53
Understanding Overhead Absorption .54
Understanding Budgeting .................. 58
Understanding Committed Costs....... 64
Billing Projects ....coocvveeiiieiiic 67
Project Accounting integration with Sage
2001t iiiiee 68
Defining Project Statuses................... 71
Defining Units of Measure .................. 72

Project Accounting Setup Reports.....73
Project Accounting Settings............... 74




Planning and Preparation

You can set up Project Accounting to suit your type of business and the way that you
work. To do this, you will need make a number of decisions that will affect the way that
you use Project Accounting. To help you make the right decisions, use the list below and
the information contained in this chapter.

What you have to do

Whatever your business needs, you will have to:

Design your project structure.

See Designing a Project Structure on page 12.

Set up your project levels, group levels and project item types.

See Define project levels, grouping levels, and project item types on page 19.

Project Accounting setup

You will need to configure some Project Accounting settings:

Choose a project numbering method. See Choosing a project coding method on
page 10.

Decide how to use budgeting. See Understanding Budgeting on page 58.

Decide how to allocate overhead costs. See Understanding Overhead Absorption on
page 54.

Decide how to deal with committed costs. See Understanding Committed Costs on
page 64.

Define time and materials pricing rules. See Time and materials pricing rules on page
76.

Configure your Project Accounting integration settings with Sage 200. See Project
Accounting integration with Sage 200 on page 68.

Define your project terminology. See Project terminology on page 79.

Project structure setup

You will need to configure some project structure settings:

Set up your project levels, group levels and project item types. See Define project
levels, grouping levels, and project item types on page 19.

Set up your groups and project items. See Set up project items and groups on page
35.

Define additional information fields. See Defining Additional Information Fields on
page 48.
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= Decide whether to use project templates. See Working with Project Templates on page 51.
= Decide how you will bill your projects. See Billing Projects on page 67.

= Define project statuses. See Defining Project Statuses on page 71.

= Define units of measure. See Defining Units of Measure on page 72.

Timesheet and expense claims setup

To set up the system for recording timesheets and expense claims, you will need to:
= Choose your timesheets and expense claims entry settings.

= Specify your integration settings, if you are going to post transactions to Financials, Project
Accounting or Payroll.

= Set up your expense items and categories.

= Set up your resources (timesheet users), organise them in a hierarchy, and set their cost
charge rates.

For more information setting up resources and configuring timesheet and expense claim
options, see Setting Up Timesheets on page 116.
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Project Accounting setup chart
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fining Project Structure
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Chose Project
numbering method
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Budgeting settings

Overhead absorption
settings

Comnmitted costs and
accrual settings

Set up time and material
pricing rules

Sage 200 Integration
settings

Set Project Accounting
terminology
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project item types
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project items
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Set up project
templates
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Choose project item
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Set up Additional
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Timesheet and expense claims setup chart

Setting up for timesheets
and expense claims

Set up resources
(timesheet users)

— 1

Timesheets settings

Expense claims

settings
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resources

Set up cost rate types
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Sage 200 Financials
integration settings

Set up
hierarchy
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Set cost and
charge rate values

Project Accounting

>

integration settings

Sage Payroll

integration settings

Set up expense items
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Choosing a project coding method

All your information in Sage Project Accounting is organised by the project code. The project
code is a unique reference for each project.

A project code can contain letters as well as numbers. Before setting up your projects, you need
to decide how you want to set up their project codes. You can use:

= Automatically generated project codes (number only).
= Manually entered project codes.
= Your existing project codes (if you have them).

Automatically generated project codes

If you do not want to enter your own project codes, Project Accounting can generate your
codes automatically. Projects that you create will be assigned sequential numbers, for example
'0000000055', '0000000056', etc. The code is numeric only and no letters can be included.

Manually entered project codes

You can choose to enter the project code manually when you create a new project. These
project codes can contain combinations of numbers and letters, so you can have total control
over the design and sequence of the codes.

You can use a project coding system to help you identify projects more easily. Some examples
of different project coding systems are given below:

= Simple numbering or naming.

If your business works mostly with one-off or continuous projects, you could use a project
coding system that will be easy to search for, using numbers or a combination of numbers
and letters.

For example, if you operated a garage, you could use the following project codes for your
jobs:

JONESBOO01 - First job for customer named B.Jones.
L541UEGO3 - Third job for vehicle registration number L541UEG.
= Segmented project coding.

You can use this kind of coding to group similar projects, making it easier to sort and
search for projects at a later date.

Some examples of segmented numbering are:
SERVICE-05-0231 - 231st service carried out in 2005.
NE8-3PQ-0019 - Post code and house number.,
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Using existing project codes

If you wish to use existing project codes, the structure of your codes will determine whether you
can use automatic or manually generated project codes:

= Ifyou use a single number for your projects that is incremented, you can use automatically
generated codes. You should ensure that the starting number is set correctly.

= If your existing project codes contain numbers and letters, you will have to enter new
project codes manually.

Setting your project coding method

To set your project coding method:

1. Open Utilities > System Setup > Project Accounting Settings.

2. Move to the 'Miscellaneous' tab.

% PA - Project Accounting Settings

Project coding
Automatically generate project codes

Set next code to l 0ooooooo10
Display settings

Show project structure when displaying project information

Eilling settings

[[] combine credits and debits on single document

3. If you use a simple numbering system and want Project Accounting to generate your
project codes automatically, enable 'Automatically generate project codes'.

Project Accounting will allocate consecutive numbers to your projects, beginning with the
number entered in the 'Set next code to' box. This will initially be set to '0000000001", but
you can change the number if required.

4. If you want to use your own manual project coding method, clear the 'Automatically
generate project codes' box. You will manually enter the project code when you create a
new project.

5. To save your settings, click 'OK'.
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Designing a Project Structure

Project Structure

The project structure that you design will depend on your type of business and the information
you require about your projects. The project structure may be simple or quite complex,
depending on your requirements. Before you set up your project structure, think very carefully
about what you want to record and monitor in your projects.

The project structure you will define in Project Accounting is organised in a tree structure. This
structure is comprised using three different components:

= Projects (see Projects on page 12).

= Groups (see Groups on page 13).

s Project ltems (see Project items on page 14).

Determining what is a project, group or project item is key to setting up the project structure.

Every project must have a structure so that costs and revenues can be posted to it. The cost
structure defines what activities make up the project. ltems can be grouped together in the cost
structure using groups. This allows you to have a multi-tiered level of analysis.

Before you run Project Accounting, you must think about and plan your structures. If you have
projects that are similar, you can create project templates containing your different structures.

For examples of project structures, see Project structure examples on page 17.

Projects

Projects define a particular project or contract. In the project structure, a project level can
define the entire project or a task within the project as a whole. You can report on projects and
set budgets at the project level.

Examples of project levels could be: a tax return prepared by an accountancy firm, a course
provided by a training company, a job at a garage, a development at a construction firm, a
campaign at a marketing company, or a contract at a cleaning company.
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Groups

Groups are optional, and are used to group together related items in a logical structure. This
allows you to analyse the costs for that group. In the project structure, each group is
categorised by its grouping level. Unlike project levels, grouping levels that you define are not
unique and may be used across a number of projects.

A project can contain main group activities that are further broken down into actual activities.
For example, the project level of ‘exhibition' could include groups for ‘venue hire', 'stand
construction' and 'catering'. These groups would be used to relate the project items for each
activity.

= Forinformation on setting up grouping levels, see Define grouping levels on page 29.

= For information on setting up groups, see Set up groups on page 38.

Build House
(Project)

Substructure
(Project)

Ground Preparation Foundations
(Group) (Group)
Labour- excavation Labour- foundations Concrete Timber
(Project Item) (Project Item) (Project Item) (Project Item)
Example:

The following grouping structure could be used for a house building project.

To build the substructure of the house, the activities are broken up into two groups of Ground
Preparation and Foundations.

The Ground Preparation group contains a single activity of Labour - excavation. The
Foundations group contains the activities of Labour - foundations, Concrete and Timber,

The activities are set up as project items in the structure, which you can post costs and
revenues against. You do not post costs and revenues against group items, as they are used
to group together other activities for analysis purposes. Project Accounting allows you to
analyse costs at any level of the structure.

13



14

Sage Project Accounting User’s Guide

Project items

Project items are where you record and track costs and revenues in your project. These items
can be categorised into different project item types, such as labour, materials and expenses.
Each transaction recorded in your project must be assigned to a project item type. For example,
the project item type of 'general expenses' could include project items for 'hotel
accommodation', 'taxi hire' and 'meals’.

Project items are used to monitor the costs and revenues involved for each project activity, and
they will determine the degree of detail and analysis you can derive from Project Accounting.
Project items can be used to define specific items or activities, or they can define phases on a
project.

To monitor your project activities you need to:

= Decide on the project items that you require.

= Decide what level of detail is required for tracking activities.

= Decide how you are going to organise or group activities.

= Set up your project items and groups.

For more information on project items, see:

s Define project levels, grouping levels, and project item types on page 19.
s Set up project items on page 35.

Project item coding method

Each project item has a code, which is a reference for that particular item or activity. You should
consider what coding method to use for your project items, in much the same way that you
must consider how to set up your project coding method. The considerations which apply to
your choice of project numbering system (such as simple numbering or segmented numbering)
can also apply to your choice of project item numbering system.

Using a combination of project item types and good item code numbering, you will be able to
perform in-depth cost analysis to the level your business requires.

= For more information, see Choosing a project coding method on page 10.
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How should | organise my structure?

In general, there are two common methods of organising your structure:

= The category method.

= The activity method (or phase, sub-phase and step number method).

The method that you use will depend on your type of business and how you wish to analyse

and report on your project. These different methods are described in the following sections.
Category method

The category method approach is to organise the structure according to similar cost (or
revenue) category areas and activities. An example of a simple grouping is displayed below:

Labour
(Group)

Foreman
(Project Item)

Craftsmen
(Group)

Bricklayer
(Project Item)

Electrician
(Project Item)

Joiner
(Project Item)

The category method is best suited to subcontractors and businesses where the expenses are
primarily internal (labour and expenses). This method is not well suited to businesses that need
to track a number of subcontractors; or businesses that require costs and revenues to be
analysed by activities or phases.

15
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Activity method

You can set up groups to represent phases, sub-phases, and activities. Using this method, you
can organise your projects in a logical or chronological sequence of tasks that must be
performed.

Project items in different areas can be grouped together. The landscaping example below
illustrates grouping by phase. It includes two phases of Ground Preparation and Planting.

Landscaping
(Project)

Ground Preparation
Phase 1
(Group)

Planting
Phase 2
(Group)

Labour - Excavate
(Project Item)

Hire - Mini Excavator
(Project Item)

Labour - Plant
(Project Item)

Flowers

Turf

(Project Item) (Project Item)

This method of organising projects is best suited to businesses where jobs tend to be of a long
duration and which require grouping of costs and revenues for activities that involve more than
one category area.
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Project structure examples

This section includes some examples of project structures.
= Accountancy firm on page 17.
s Exhibition event organisers on page 18.

Accountancy firm

Client
(Project)

Audit Tax Return

(Project) (Project)
1 1
Audit [2004] Audit [2005] Return [Q1 '05] Return [Q2 '05]
(Group) (Group) (Group) (Group)
1 1
Expenses [Audit '04] Labour [Audit '04] Bllls Expenses [Q2 '05] Labour [Q2 '05] Bills
(Project Item) (Project Item) (Project Item) (Project Item) (Project Item) (Project Item)

An accountant has a number of clients, and each client is recorded as a separate project.
For each 'client’ (project), they have different job types, such as 'audit' and 'return’ (tax
return) which are set up as sub-projects. For each job type, they have particular groups,
such as 'Audit 2005' or 'Return [Q2°05]' which are set up as groups. For each group, they
can record activities such as 'labour' and 'expenses' and 'bills' as project items.

17
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Exhibition event organisers

Exhibition Event
(Project)

Exhibition Advertising
(Project) (Project)
Expenditure Revenue Expenditure Revenue
(Group) (Group) (Group) (Group)
Stand Construction Venue Hire Exhibiton Sales Artwork Printing
(Project Item) (Project Item) (Project Item) (Project Item) (Project Item)

A company is organising an exhibition event. For this event, there are two main areas set up
as projects, putting on the exhibition and advertising the event.

For the exhibition project, there are groups for expenditure and revenue. Expenditure
includes items such as stand construction and venue hire, whilst the revenue group includes
all the income such as exhibitor sales for the stands.

For the advertising project, there are also grouping levels for expenditure and revenue.
Expenditure includes items such as designing the advertisement artwork and the printing
costs of publishing the advert.
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Define project levels, grouping levels, and project item types

Before you create your project structure, you must first define the project levels, grouping levels
and project item types that you will use in the structure.

To set up your project item types, grouping and project levels:
1. Select Utilities > System setup > Project Structure Settings.

The 'Project Structure Settings' window appears.

2% PA - Project Structure Settings

ProjectTrem Type E.Group\ng Levels || Praject Levels

ProjectTtem Types |

Set up the Projectltem Types that reflect the different types of cost
that your busingss needs ko track, such as labour, materials or
expenses.

Use the Project Ttems and Groups option to set up Project Ihems For
each ProjectItem Type defined here,

Title

Materials Ikems
Stock Tkems

Overheads Thems
Miscellaneous Ttems
Expense Ikems

Revenue Trems

[ add... ][ Edt... ][ Delete ]

Close

2. There are three tabs where you can add, amend or delete your project item types, grouping
levels or project levels.

For more information, see:

s Define project item types on page 20.
= Define grouping levels on page 29.

= Define project levels on page 32.

Note: When you have defined your project item types, grouping and project levels, you can
then set up your project items and groups. For information on how to do this, see Set up
project items on page 35 or Set up groups on page 38.

19
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Define project item types

To set up your project item types:

1. Select Utilities > System setup > Project Structure Settings.
The 'Project Structure Settings' window appears.

2. Move to the 'Project Item Type' tab.

3. To add a new project item type, click 'Add'".

2 PA - Add New Projectltem Type

Projectltem Type

Name: || |

Display Features iAdditionaI Information | Integration | Defaults |

Project record display Features

2] Record general details
Display costing information

Display charging information

4. Enter the 'Name' of the project item type.

Use the 'Display Features' tab to select the information that you want to display and record
for the project item. For example, you can display general information such as the item
description and status, display costing information such as cost units and budgets, or
display charging information such as revenue budgets.

For more information, see Display features (project item type) on page 22.

6. On the 'Additional Information' tab, tick the items of additional information that you want
to display and record with items of this type that you create.
For help on setting up additional information fields, see Defining Additional Information
Fields on page 48.



Set Up Project Accounting

Use the 'Integration’ tab to specify how the project item type is integrated with other
modules and activities in Sage 200.

For more information, see Integration (project item type) on page 25.

Use the 'Defaults' tab to specify a range of settings for the item; such as its status, billing
method, time and materials pricing rules, and default nominal codes.

For more information, see Defaults (project item type) on page 27.

Click 'OK" to save the new project item type.

Note: To generate a list of all the defined project item types, select Reports > Setup >
Project Iltem Type List.
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Display features (project item type)

The 'Display Features' tab allows you to specify the information that is displayed and recorded
for project items of this project item type. The options that are available for the project item will
also depend upon project settings that you have selected (for example, for budgeting and
overhead absorption).

2 PA - Add New Projectltem Type

Projectltem Type

MNarne: .Security

SmfAdtjitipnﬁllnfnrmation Integration | Defaults |

Project record display Features

Record item description

O attach files and documents

O Record memo infarmation

Record and krack item status

[0 Record percentage complete
=] Display costing information

Display overhead uplift rate

Display and track cost budgets

Display and track cost units

Display and allow default expense nominal code to be overridden
Display charging information
Display and track revenue budgets
Display and allow default revenue nominal code to be overridden
Display Time & Materials Pricing information

The project item type display options are as follows:
s Record general details.
= Record item description: A 'Description’ is displayed and can be amended (on the
‘Details' tab).
= Attach files and documents: Files and documents can be attached to the project item
(see Attachments on page 46).
= Record memo information: Memos can be recorded for the project item displayed
and amended (see Memos on page 47).
s Record and track item status: The project item’s status is displayed and can be
amended (on the 'Details' tab), and can be amended (see Defining Project Statuses
on page 71).
= Record percentage complete: The percentage complete value is displayed and can
be amended (on the 'Details' tab).

= Display costing information.
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Display overhead uplift rate: The overhead uplift rate will be displayed (on the 'Costs
& Charges' tab). This is only relevant if overhead absorption is enabled. See
Understanding Overhead Absorption on page 54.

Display and track cost budgets: The cost budget details will be displayed and
recorded (on the 'Costs & Charges' tab).

Display and track cost units: The 'Cost unit' (unit of measure) will be displayed and
can be amended (on the 'Costs & Charges' tab).

Display and allow default expense nominal code to be overridden: The default
expense nominal code will be displayed and can be amended (on the 'Costs &
Charges' tab).

Display charging information.

Display and track revenue budgets: Revenue budgets will be displayed and can be
amended (on the 'Costs & Charges' tab).

Display and allow default revenue nominal code to be overridden: The default revenue
nominal code will be displayed and can be amended (on the 'Costs & Charges' tab).
Display Time & Materials Pricing information: The time and materials pricing rules (for
timesheets, stock issues and other costs) will be displayed and can be amended (on
the 'Costs & Charges' tab).

For more information, see Time and materials pricing rules on page 76.
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Additional Information (project item type)

You can select which additional information fields are displayed with the project item type. You
can include any of the additional information fields that you have set up in the system.

Note: You must have first set up the additional information fields that you want to use in your
project. For more information on how to do this, see Defining Additional Information Fields on
page 48.

25 PA - Add New Projectltem Type

Cost item bype

Name: | Security |

| Display Feature: tegration | Defaults |

Additional Infarmation

= Display additional infarmation A
Exhibition Date
Gala Location
[0 Design Consultant
[0 Mo of delegates
Main Sponsar (1)
O Main Sponsar (2)
Exhibition Start Time
Gala Start Time
[0 oach Supplier
[ Hotel - Staff (1)
[ Hotel - Staff ()
Audio Yisuals Required
Car Parking Required
Stand Supplier
[ Frinter {General)

€

= Select the additional information fields that you wish to record for project items of this type.
The selected fields will be displayed on the 'Details' tab for the project item (see Details on
page 40).
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Integration (project item type)

Use the integration settings to specify how this project item type is integrated with other
modules and activities in Sage 200.

You can choose integration options for Project Accounting as a whole, and also for each project
item type. For example, you might enable Stock Control integration for Project Accounting as a
whole, but you might only enable Stock Control integration for 'Stock' project item types. This

would mean that only project items of the type 'Stock' are available for selection for project
stock issues and allocations.

For information on setting up the general Project Accounting integration settings, see
Project Accounting integration with Sage 200 on page 68.

25 PA - Add New Projectltem Type

Projectlbem Type

Mame: | Security

fiDispiay Beatlres o ddional Tnforma)

Cost & revenue entries integration

| = Accourting Systerm

+-[J Purchase Ledger

#-[] Sales Ledger

#-[J Mominal Ledger

#-[J Stack Contral
[0 Purchase Crder Pracessing
[0 Sales Order Processing
[0 Praject Cost Adjustments
D Project Revenue Adjustments
Project Biling
Timeshests
Expenses

The following integration options can be selected for a project item type:

Purchase Ledger: Allow the project item to be selected for purchase invoices and credit
notes.

Sales Ledger: Allow the project item to be selected for sales invoices and credit notes.

Nominal Ledger: Allow the project item to be selected for nominal taxable payments and
nominal taxable receipts.
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Stock Control: Allow the project item to be selected for stock issues, returns, and
allocations of stock to projects.

Purchase Order Processing: Allow the project item to be selected for purchase orders and
returns.

Sales Order Processing: Allow the project item to be selected for sales orders and
quotations.

Project Cost Adjustments: Allow the project item to be selected for manual cost
adjustments in Project Accounting (see Enter a project cost adjustment on page 104).

Project Revenue Adjustments: Allow the project item to be selected for manual revenue
adjustments in Project Accounting (see Enter a project revenue adjustment on page 105).

Project Billing: Allow the project item to be selected for billing in Project Accounting (see
Billing on page 195).

Timesheets: Allow the project item to be selected for timesheets in Project Accounting (see
Timesheets on page 113).

Expenses: Allow the project item to be selected for expense claims in Project Accounting
(see Expense Claims on page 175).
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Defaults (project item type)

Use the 'Defaults' tab to set the default settings for the item; such as status, units of measure,
billing method, time and materials pricing rules and default nominal codes.

2 PA - Add New Projectltem Type

Cost ibem type
MNarne: |Security |
| Display Features | Additional Information | Integration ! Defaults |
Status Time & materials pricing rules
Default: <Not Applicable = . _
E] Timesheets: | Charge Rate \j
Unit of measure Stockissues: | Skandard Price 7
Default nominal code
Expense: |E] 88820 | | | P
Revenue; |E] 58630 l l l o
Reporting preference
[Joverhead Projectitem Type

= Status - Default: Select the default status to be used for a new item of this type.

Note: For information on setting up the list of statuses, see Defining Project Statuses on
page 71.

s Default unit of measure - Cost (project items): Select the default unit of measure to use
when creating a new project item.

= Default nominal code: Specify the default nominal accounts for expense and revenue
postings.
m  Expense: Select the default expense nominal code. This is the nominal account that
expense transactions will be posted to.

= Revenue: Select the default revenue nominal code. This is the nominal account that
revenue transactions (such as invoices) will be posted to.

= Time & materials pricing rules.
= Timesheets: Set the default pricing rule for timesheets.
= Stock: Set the default pricing rule for project stock transactions.
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= Other costs: Set the default pricing rule for other costs. Other costs apply to
everything apart from timesheet and stock transactions, such as purchase invoices
and expense claims.

Note: For more information on time and materials pricing rules, see Time and materials

pricing rules on page 76.

= Reporting preference - Overhead Project Item Type: Set the project item type as an

overhead. An example of an overhead is sickness or absence. Overheads are shown

separately on the Profitability Analysis enquiry. See Profitability Analysis Enquiry on page

251.
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Define grouping levels

To set up your grouping levels:

1.

o > D

Select Utilities > System setup > Project Structure Settings.
The 'Project Structure Settings' window appears.

Move to the 'Grouping Levels' tab.

To add a new grouping level, click 'Add".

Enter the 'Name' of the grouping level.

Use the 'Display Features' tab to select the information that you want to display and record
for the grouping level. For example, you can display general information such as the
description and status, display costing information such as cost budgets, or display
charging information such as revenue budgets.

For more information, see Display Features (grouping level) on page 30.

On the 'Additional Information' tab, tick the items of additional information that you want
to display and record with groups of this type.

For information on setting up additional information fields, see Defining Additional
Information Fields on page 48.

Use the 'Defaults’ tab to specify the default status of the grouping level.
For more information, see Defaults (grouping level) on page 31.

Click 'OK" to save the new level that you have created.
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Display Features (grouping level)

The 'Display Features' tab allows you to specify the information that is enabled and displayed
for groups of this level in the project record. The options that are available for the grouping level
will also depend upon the Project Accounting settings that you have chosen (for example, for
budgeting and overhead absorption).

The project record display options are as follows:

= Record general details.

Record item description: A 'Description’ is displayed and can be amended (on the
‘Details' tab).

Attach files and documents: Files and documents can be attached to the group (see
Attachments on page 46).

Record memo information: Memos can be recorded for the group and amended (see
Memos on page 47).

Record and track item status: The group’s status is displayed and can be amended
(see Defining Project Statuses on page 71).

Record percentage complete: The percentage complete value is displayed and can
be amended (on the 'Details' tab).

= Display costing information.

Display and track cost budgets: The cost budget details will be displayed and tracked
(on the 'Costs & Charges' tab).

= Display charging information.

Display and track revenue budgets: Revenue budgets will be displayed and can be
amended (on the 'Costs & Charges' tab).
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Additional Information (grouping level)

You can select which additional information fields are displayed with the grouping level. You can
include any of the additional information fields that you have set up in the system.

Note: You must have first set up the additional information fields that you want to use in your

project. For more information on how to do this, see Defining Additional Information Fields on
page 48.

m  Select the additional information fields that you wish to record and track.

Defaults (grouping level)

Use the 'Defaults' tab to set the default settings for the grouping level.
= Status - Default: Select the default status to be used for a new group of this level.

For information on setting up the list of statuses, see Defining Project Statuses on page 71.

31



32

Sage Project Accounting User’s Guide

Define project levels

To set up your project levels:

1.

o > D

Select Utilities > System setup > Project Structure Settings.
The 'Project Structure Settings' window appears.

Move to the 'Project Levels' tab.

To add a new project level, click 'Add".

Enter the 'Name' of the level.

Use the 'Display Features' tab to select the information that you want to display and record
for the project level. For example, you can display general information such as the project
description and status, display costing information such as cost units and budgets, or
display charging information such as revenue budgets.

See Display Features (project level) on page 33.

On the 'Additional Information' tab, tick the items of additional information that you want
to display and record with projects of this type.

Note: For information on setting up additional information fields, see Defining Additional
Information Fields on page 48.

Use the 'Defaults’ tab to specify the default status of the project level.
See Defaults (project level) on page 34.

Click 'OK" to save the new project level.
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Display Features (project level)

The 'Display Features' tab allows you to specify the information that is enabled and displayed
in the project record. The options that are available for the project will also depend upon the
Project Accounting settings that you have selected (for example, for budgeting and overhead
absorption).

The project level display options are as follows:

= Record general details.

Record item description: A 'Description’ is displayed and can be amended (on the
‘Details' tab).

Attach files and documents: Files and documents can be attached to the project item
(see Attachments on page 46).

Record memo information: Memos can be recorded for the project item displayed
and amended (see Memos on page 47).

Record and track item status: The project’s status is displayed and can be amended
(on the 'Details' tab), and can be amended (see Defining Project Statuses on page
71).

Record percentage complete: The percentage complete value is displayed and can
be amended (on the 'Details' tab).

Record contact information: Contact information details for the project can be
recorded (on the 'Contact Info' tab). See Contact information on page 44.

= Display costing information.

Display and track cost budgets: The cost budget details will be displayed and tracked
(on the 'Costs & Charges' tab).

= Display charging information.

Display and track revenue budgets: Revenue budgets will be displayed and can be
amended (on the 'Costs & Charges' tab).

Record customer information: Project customers can be recorded (on the 'Costs &
Charges' tab). For more information, see Maintain project customers on page 206.
Record billing schedule: A billing schedule can be recorded for project customers (on
the 'Costs & Charges' tab). For more information, see Setting up a customer billing
schedule on page 208.
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Additional Information (project level)

You can select which additional information fields are displayed with the project level. You can
include any of the additional information fields that you have set up in the system.

Note: You must have first set up the additional information fields that you want to use in your
project. For more information on how to do this, see Defining Additional Information Fields on
page 48.

m  Select the additional information fields that you wish to record and track.

Defaults (project level)

Use the 'Defaults' tab to set the default settings for the project level.
= Status - Default: Select the default status to be used for a new project of this type.
For information on setting up the list of statuses, see Defining Project Statuses on page 71.
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Set up project items and groups

For information on setting up project items and groups, see:
s Set up project items on page 35.
= Set up groups on page 38.

Note: Before creating project items and groups, you must have first set up your project item
types and grouping levels. For more information, see Define project levels, grouping levels, and
project item types on page 19.

Set up project items
To set up project items:
1. Select Project Maintenance > Project Items and Groups.

2. Move to the 'Project ltems' tab.

22 PA - Maintain Project Items & Groups

Project Items
ProjectItem Type: |Labour Ttems [
Code Title
Demaonstration staff
C-001 Stand staff
C-00z2 Electricial enginesrs
C-003 Security staff
D-001 Catering staff
[ add... ] [ Edt... | [ Delete ]

Close

3. Select the 'Project Item Type' from the list.
The project items for the selected project item type are displayed.
= To create a new project item, click '‘Add'.
See Adding a project item on page 37.
= To amend a project item, select it and click 'Edit".
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4.

To remove a project item, select it and click '‘Delete’.

Note: You can prevent a project item from being used in new projects without deleting
it. To do this, edit the project item and deselect the 'ltem available for selection'
setting.

When you have finished setting up your project items, click 'Close’.

Note: To generate a list of your project item types, select Reports > Setup and choose a
report.

Project Item List (Setup).

This report displays a list of your project items, grouped by project item type; including
details of their unit cost, the pricing rules used for timesheets, stock issues and other
costs, and whether they are an overhead cost item.

Project Item List (by Project).

This report displays a list of your project items, grouped by project; including details of
the project and status, the project item’s code and type, and the last cost and billed
dates.

Project Item List (Integration).

This report displays a list of your project items, grouped by project item type; including
details of their expense and revenue nominal accounts, and uplift rate value and
percentage.
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Adding a project item
To set up a project item:
1. Enter the item 'Code’.
Note: For information on coding methods, see Project item coding method on page 14.
2. Enter the item 'Title'.

3. Enter a description and any additional information (if required) on the 'Details' tab.
For information on how to do this, see Details on page 40.

% pA - Add New Labour Items

Project Item

Code: |C-UU4 Trem available for selection

Title: |Security ‘

Details | Costs & Charges | Attachments |

Description
Security staff
Additional Information
Name Default Selection _‘
There is no additional information selected For this projectitem type

4.  Move to the 'Costs & Charges' tab to enter details for cost and revenue budgets, unit cost
and uplift rate, select time and materials pricing rules, and set the nominal accounts used
for posting.

For information on how to do this, see Costs & Charges on page 41.
5. Move to the 'Attachments' tab to attach files, such as related documents or images.
For information on how to do this, see Attachments on page 46.

Note: If you want to prevent the project item from being used in new project structures, disable
'ltem available for selection'. The item will not be included in the list of project items when setting
up a new project structure.
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Set up groups

To set up groups:
1. Select Project Maintenance > Project ltems and Groups.

2. Move to the 'Groups' tab.

S PA - Maintain Project Items & Groups

| Project Ttem
Qroups
Grouping Level: Stage E]
Code Title

G-28 Catering
G-2B R.eqgistration
G-2C Al costs
G-3A Stand staff
G-3B Security
G4 Marketing
G-54 Travel cosks
Rl Exhibitor revenus

3. Select the 'Grouping level' type from the list.
The groups in the selected grouping level are displayed.
= To create a new group, click 'Add".
See Adding a group on page 39.
= Toamend a group, select it and click 'Edit'.
= Toremove a group, select it and click 'Delete’.

Note: You can prevent a group from being used in new projects without deleting it. To
do this, edit the group and deselect the 'ltem available for selection' setting.

4. When you have finished setting up your groups, click 'Close’.
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Adding a group
To add a group:
1. Enter the group 'Code'.
For information on coding methods, see Project item coding method on page 14.
2. Enter the group 'Title'.

3. Enter a description for the group and any additional information (if required) on the 'Details'
tab.

For information on how to do this, see Details on page 40.

% DA - Add New Stage (=153

Eroup

Code: |G-5 Tkem available For selection

Title: |Marketing costs |

Details | Costs & Charges | Attachments |

Descripkion
Advertising and marketing costs
Additional Information
Marmne Default Selection _I
There is no additional information selected For this grouping level

4.  Move to the 'Costs & Charges' tab to enter details for cost and revenue budgets.
For information on how to do this, see Costs & Charges on page 41.

5. Move to the 'Attachments' tab to attach files, such as related documents or images.
For information on how to do this, see Attachments on page 46.

Note: If you want to prevent the grouping level from being used in new project structures,
disable 'ltem available for selection’. The group will not be available to use when setting up a
new project structure.
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40

Details

Note: The information displayed on this tab will depend on how the project, group or
project item has been set up. For more information, see Define project levels, grouping
levels, and project item types on page 19.

2% PA - Edit Labour Items

Project Item

Code: | | Tkem available For selection

Title: |Dem0nstrati0n staff |

Details | Costs & Charges | Attachments |

Descripkion
Demonstration skaff
Additional Information
Marmne Default Selection _I
There is no additional infarmation selecked for this projectitem type

The 'Details' tab displays:

Status (project only): The current status of the project and the percentage complete. To
change the displayed status, click 'Change status'.

For more information on how to set up your project statuses, see Defining Project Statuses
on page 71.

Description: A description of the project, group or project item.

Additional information: Enter details in the additional information fields that you have set up
to record with this item.

For more information on how to configure additional information fields, see Add an
additional information field on page 49.
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Costs & Charges

Note: The information displayed on this tab will depend on how the project, group or
project item has been set up. For more information, see Define project levels, grouping

levels, and project item types on page 19.

“= PA - Amend Project - @@
Project Structure Select project
& £ Birmingham 2006 Code: |o0ooo000ZS =) Tie: [Brmingham zoos (=]

Expediture
Registration & Other Ser Selected praject ttem: 160001 - Tea Coffes
Accommodation Costs
Catering Costs

Details | Costs & Charges | attachments | Memo

3 Catering Staff Blets

Default nominal code

2 [ = -

S Buffet Lunch ST L
| Meretig Costvabe: £ J
Event Management Cost —_—
Gala Costs

AY Costs

Av Conference Costs Taits

Travel Costs 3

Uit cost: £| 2.95000

Cost unit: Each =]

Revenue gty:
Reveruzvale: £

[Budgets by Period... | [ view History... |

Time: & materials pricing rules
Timesheets: | Trade Markup v
Stackissues: | Standard Price ~

Gther costs:

Amend Project Structure ..

Al Ref o Dept
. . Expense: [& 44100 [Br [aDM [
- B Revenus: [a100 e faom el

[ save [ clear ][ e project stucture... |

Close

The 'Costs & Charges' tab displays information about:

= Budgets on page 41.
s Customer information on page 43.
s Costs on page 42.

s Time & materials pricing rules on page 42.

s Default nominal code on page 43.

Budgets

= Cost quantity: The quantity budget for this item (if required).

= Cost value: The cost value budget.

= Revenue quantity: The quantity budget for this item (if required).

= Revenue value: The revenue value budget.

3|
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= Override sub item cost budgets (project and grouping levels only): Enable this setting to
allow cost budgets to be set at this level, and remove the cost budgets from all projects,
groups and project items below this level in the hierarchy.

= Override sub item revenue budgets (project and grouping levels only): Enable this setting
to allow the revenue budget to be set at this level, and remove the revenue budgets from
all projects, groups and project items below this level in the hierarchy.

= View History: Allow the history of changes the budget values to be displayed. For more
information, see Viewing budget changes on page 62.

= Budgets by period: Allow budget details by accounting period to be displayed. For more
information, see Viewing budgets by accounting period on page 63.

Note: This button is only displayed if the 'Analyse Budgets By Accounting Period' is
enabled in the budgeting settings. See Project budgeting settings on page 60.

Costs

Note: These settings appear for project items only.

= Unit cost: The cost of the item (per unit of measure).
= Cost unit: The unit of measure for the item, for example 'each’ or 'hour".

= Uplift: The overhead uplift to be applied. Depending on how you have set up the item, this
may be specified as a percentage of the cost or as a fixed amount.

Time & materials pricing rules

Note: These settings appear for project items only.

= Timesheets: Set the default pricing rule for timesheets.
= Stock issues: Set the default pricing rule for materials.
= Other costs: Set the default pricing rule for other costs.

For information on setting up time and materials pricing rules, see Time and materials pricing
rules on page 76.
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Customer information

Note: These settings appear for project levels only.

Set up the customer billing details. For more information, see Setting up a customer billing
schedule on page 208.

% pA - Amend Project

Project Structure

=1 §7] Newcastle Exhibition 2007
Registration

Catering

Stand staff

A costs

Marksting

Travel costs
Exhibitor revenus

select projact

o
@
E3]

Code: [n000D0O00E

selected project level; Project

) THe: [Mewicastle Exhibition 2007 [=]

Details || Costs B Charges || Contact Ifo || Attachments | Memo

Burgets

Cost value: £

verride sub item cost budgsts

Custamer infarmation

Costaty: Reverue ghy:

00| Reverus value:

[ Override subitem revenue budgets ]

—
T

Wiew History., .

AIC ReF Name
counot Country Kitchens
SINOOL Sinead Smith Interiors
[ e | Defaults...
[ Amend Project Struckure. ., ]
[ Save ] [ Clear ] [ Hide Project Structure. .. ]

Default nominal code

Note: These settings appear for project items only.

Expense: Select the default expense nominal code. This is the nominal account that
expense claim transactions will be posted to.

Revenue: Select the default revenue nominal code. This is the nominal account that
revenue transactions (such as invoices) will be posted to.
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Contact information

Note: This tab is only available for projects that are set to display contact information. To
display this tab, the '‘Record contact information' needs to be enabled for the project level's
'‘Display features'. See Display features (project item type) on page 22.

Use the 'Contact Info' tab to record contact information details for the project.

2 PA - Amend Project

Praject Struckure Selext project
= 1] Nemcastls Exhibition 2007 Code: [ooooonnons [ Title: [Mewcastls Exhibition 2007 =]
| Registration
-5 Catering Selected project level: Project
-J=] Stand staff . : T -
5] A costs Detalls | Costs & Charges | | Attachments | Memo
| Markating Contact infarmation
| Travel costs
(- E=| Exhibitor revenus Description Cantact Delivery
wiebPrint Carol Jacobs
l add H Edit ” Delete ”SetasDehvery
Amend Project Structure. .
[save || clear | ridsrojert strurtue... |

= Toadd anew contact, click ‘Add".
See Add or amend contact information on page 45.
= To amend details for a contact, select the contact and click 'Edit".
= To delete a contact from the list, select the contact and click '‘Delete’.
= To set the contact’s address as the project delivery address, click 'Set as Delivery'.

For example, the contact’s delivery details will be used for purchase orders that are
assigned to this project.



Set Up Project Accounting

Add or amend contact information
To add contact information to a project record:
1. Move to the project’s ‘Contact Info' tab.

= Joadd a contact, click 'Add'.
= Toamend a contact, select it and click 'Edit'.
The contact details window appears.

“= PA - Edit ContactDetails for: Mewcastle Ex... E]E]

Contact details

Description: |Sage |

Postal name: |Sage LK Ltd |

Address: Main Road
Anytown

Post code: |AN1 2WN

Contact: |CarD| Jacobs

Fax: |

|
|
Telephone: |0123 456759 |
|
|

E-rnail: |carnl.jacnhs@sage.cnm

Cancel

2. Enter the details for the contact and click 'OK".

3. The contact is displayed in the contacts list on the 'Contact Info' tab.
For more information, see Contact information on page 44.
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Attachments

Note: This tab is only available for items that are set to display attachments. To display this
tab, the 'Attach files and documents' option needs to be enabled for this item type or level
on its 'Display features' tab. For more information, see Define project levels, grouping levels,
and project item types on page 19.

You can attach files and documents to projects, groups and project items. For example, you
could include a photograph, information sheet, project plan or contract.

2 pA - Amend Project

Project Structure Select project
= 7] Newcastle Exhibition 2007 Code: |000ODDOD0E [v) Tie: |Newcastle Exhibition 2007 [E]
Selected projact lsvel: Froject
Detalls | Casts & Charges || Contact Info |{ Atfachments || Mema
Attachments
=| Exhibitor reverue Name Type Date Size
Stand design.doc Microsoft Wor... 17/10/2006 67 KB
[ ] [ovene ] (oo ][]
Amend Project Structure. .
l Save H Clear ”ﬂideriectStructure...l

1. To attach afile, click 'Add' and browse for the file.
To view an attached file, click '‘Open’.

To delete an attached file, click 'Remove'.

A LN

To display the list of attachments as icons, click 'lcons'. To switch back to displaying the
details of the attached files, click 'Details'.
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Memos

Note: This tab is only available for items that are set to display memos. To display this tab,
the 'Record memo information' option needs to be enabled for this item type or level on its
‘Display features' tab. For more information, see Define project levels, grouping levels, and
project item types on page 19.

You can record memos to add notes about projects, groups and project items.

“= PA - Amend Project u@@
Project Structure select project
=[] Mewcastie Exhibition 2007 Code: |000000000S & Title: |Wewcastls Exhibition 2007 =
i=| Registration
selected project level: Project
Details | Costs f Charges || Contact Info | Attachmerts | Mema |
Memas
avel costs
(- i=] Exhibitor revenue Date User Text Active
05/02{2007 17:05:16 DAYE Allow lead time of 2. Ves
[ a0 | I Edit ] I Delets ] ISEt a5 Inactive ] [ shaw detai
Details
Allow lead time of 2 weeks |
Amend Project Structure. .
I Save H Clear ”ﬂideriectStructure... ]

= Joadd anew memo, click '‘Add'".
= To view or change the selected memo, click 'Edit".
= Joremove the selected memo, click 'Delete’.

= Ifamemois no longer relevant (for example, if it was a reminder for a task that has been
completed), you can mark the memo as inactive.

To mark a memo as inactive, click 'Set as Inactive'.
= To display a pane showing the text of the selected memo', enable 'Show detail'.
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Defining Additional Information Fields

Use additional information fields to record details about items in the project structure. Additional
information can be recorded against a project, group or project item.

For example additional information fields can be used to:
= Record details such as the name of the project manager, or the start and end dates.
= Record the name of a supplier, or the resources (employees) working on an activity.

Once you have defined the additional information fields, you can select which fields are
displayed and recorded for individual project levels, grouping levels and project item types.

To define additional information fields:
1. Select Project Maintenance > Additional Information.

The 'Additional Information' window appears.

“= PA - Additional Information

Additional Information
St up your own Figlds to enable you ko capture information pertinent ko your
business,
Mame Type | Wisible on deskkop view =
Exhibition Date
Gala Location Texk Mo
Design Consultant Supplier List Mo
Mo of delegates Mumetic Mo
Main Sponsor (1) Customer List Mo
Main Sponsar {2) Customer List Ma
Exhibition Start Time Time Yes
Gala Start Time Time Mo
Coach Supplier Supplier List Mo
Hotel - Staff (1) Supplier List Mo
Hotel - staff (23 Supplier List Mo
Audio Yisuals Required Yes/Na Mo
Car Parking Required wesfNo Mo
Stand Supplier Supplier List Mo
Printer {General) Supplier List Mo z
(e ) (e (oo ]

2. To add a new information field, click 'Add".
See Add an additional information field on page 49.

To amend an existing information field, select it and click 'Edit".

4.  To remove an information field, select it and click 'Delete’.

5. When you have finished setting up additional information fields, click 'Close'.
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Note: To generate a list of all the defined additional information fields, select Reports >
Setup > Additional Information List.

Add an additional information field

To add fields of additional information:

1.

Select Project Maintenance > Additional Information.
The 'Additional Information' window appears.

Click 'Add".

The 'Add New Additional Information' window appears.

5 pA - Add Mew Additional Information

Dietails
View on Deskkap

[ 5election must always be made

Mame: |Phutugrapher |

Type: |Resource List b |

Resource selection

() Display all resources Only llow selection from the list

() Display only the following selection of resources

Code Name Active _I
1003 Lee, David I3
1005 areen, Jil I3

Enter a title for the additional information field in the ‘Name' box.

Select the 'Type' of information that will be recorded. The information can be text, a
number, a date or time, or a simple yes or no answer, or a selection from your lists of
products, customers, suppliers or resources.

Some information types will allow you to choose from a list of items. You can specify or
restrict what is displayed in the list.
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= To specify an item that may be selected from the list, click 'Add".

= Torestrict selection to the list specified and prevent other information being entered,
tick 'Only allow selections from the list'.

= Ifthe user enters something that isn’t already in the list, you can ask them if they want
to add it to the list by enabling 'Prompt to add new values to the list'.
6. To allow the information field to be displayed in a column in a Desktop list window, enable
'View on Desktop'.
Note: To display the column in a desktop list window, right-click in the list and select
'‘Columns' then choose the additional information field.
7. To specify that information must always be entered, tick 'Selection must always be made'.

8. To save the field, click 'OK'.



Set Up Project Accounting

Working with Project Templates

If you regularly repeat work of a similar nature, it is a good idea to set up a template for each
type of project. For example, a garage may set up templates for an MOT and an annual service,
or an accountant may use templates for audits and tax returns. Using templates will save you
time if you often create new projects with similar or identical structures.

To maintain your project templates:
1.  Select Project Maintenance > Project Templates.

The 'Maintain Project Templates' window appears.

% PA - Maintain Project Templates

Project kemplates

Title

Training

[ et || eit ][ ookt |

= To set up a new project template, click 'Add".
The 'Create Template' window appears.
See Create a project template on page 51.

= To edit a project template, select it and click 'Edit'.

= Toremove a project template, select it and click 'Delete’.

Create a project template

To create a project template:
1.  Select Project Maintenance > Project Templates.
The 'Maintain Project Templates' window appears.

2. To create a new template, click ‘Add’.
The 'Create Template' window appears.
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3 PA - Create Template

Mew template
Title: |
Create preferences
(%) Create a blank template () Capy a project template () Copy an existing project
Select a project lewvel
Title |
Project
Create Template. ..

Enter a 'Title' for the template.

4. You can create a template from scratch, or copy the structure of an existing project or

template.
= To create a project template from scratch, select 'Create a blank template'.

Select the project level from the list. The new project will use the project structure
settings defined in that level. For information on defining project levels, see Define
project levels, grouping levels, and project item types on page 19.

= Tocopy the structure of an existing project template, select 'Copy a project template'.
Select the project template to copy.

= To copy the structure of an existing project, select 'Copy an existing project'.
Select the project to copy.

5. To create the project template, click 'Create Template'.

6. The project structure appears.

For information on setting up the project structure, see Creating Project Structures on page
90.

7. When you have finished setting up the project, the new structure will be added to the list
of available templates.



Set Up Project Accounting

Employee Timesheet and Expense Claims

To process timesheets and expense claims for your employees, you first need to set up each
employee as a resource (timesheet user).

You can do this by:
= Creating new resources in Project Accounting and manually entering their details.
= Importing employee records from Sage Payroll.

You can work with a combination of resources that you have entered in Project Accounting and
users imported from Sage Payroll. Once you have set up your resources, you can set their cost
and charge rates, and also organise them in a resource hierachy.

For information on setting up Sage 200 for timesheet and expense claim processing, see:
s Setting Up Timesheets on page 116.

s Cost rates, charge rates and pay rates on page 130.

s Setting up a hierarchy on page 133.

s Setting Up Expenses on page 178.

Note: For full information about timesheets and expense claims, see Timesheets on page
113 and Expense Claims on page 175.
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Understanding Overhead Absorption

The true cost of a project includes both the direct costs and the overheads of running a
business. Direct costs are usually simple to identify and allocate to the project, such as material,
labour and sub contractors. However, overhead costs are more difficult to identify and allocate
to projects. To find the true cost of a project, it is essential that you include an element of
overhead cost into your project costs.

There is no standard way of calculating and allocating your overheads to your project costs.
How you do this will depend on how accurately you want to measure your costs, as well as the
type, size and activities of your business.

Example:

In a service business, you could incorporate the overhead costs into the labour rate for your
services. For example, a fixed overhead rate could be applied to the hourly rate of mechanics
in a garage. The overhead rate would be set as the total cost of overheads divided by the
total number of hours worked by the garage’s mechanics in a given year.

Project Accounting allows you to automatically calculate and allocate overheads when posting
cost transactions. Overhead absorption rates for project item types can be set by percentage
or a fixed value, and you can specify an overhead uplift percentage or amount for each project
item type. When a project item is posted, the program will calculate the overhead value and post
this additional cost to the project. Project specific overhead calculation rules can also be set.

= To set up your overhead uplift for project item types, see Overhead absorption settings on
page 56.

Note: If you do not account for overheads or are not sure how to, speak to your Accountant for
advice on how to apply overhead absorption in your business. Accounting for overheads is not
mandatory.

Reporting and Analysis

Once you have decided on your overhead uplift rates, it is important that they are reviewed
regularly. Any increase or decrease in trading costs will have a substantial effect on the
profitability of a project, and whether all of your overhead costs are recovered or not.

Reports and enquiries include the calculated overhead uplift value so that they show realistic
cost and profit figures. Project Accounting allows you to choose whether you want to include
the overhead uplift value in cost and profitability calculations.

By default, Sage Project Accounting includes the overhead uplift figures in all cost and
profitability calculations. If you do not want to include these figures, you can disable overhead
absorption in the project settings.
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Enabling overhead absorption

To enable overhead absorption in Project Accounting:

1. Select Utilities > System Setup > Project Accounting Settings.

“= PA - Project Accounting Settings |~_IE‘E|
Budgeting
Record and track project budgeting Settings...
Overhead absorption
Record and track overhead absorption Settings. ..
Committed costs & accruals
Track project committed costs and accruals Settings...

2. On the 'Features' tab, enable 'Record and track overhead absorption'.
To specify the overhead absorption settings, see Overhead absorption settings on page 56.
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Overhead absorption settings

To specify the default overhead uplift rates for your project items:
1. Select Utilities > System Setup > Project Accounting Settings.

2. Onthe 'Features' tab, click 'Settings' in the 'Overhead absorption' section.

5 PA - Overhead Absorption Settings

Dverhead uplift rates

Specify the averhead uplift rates for each projectitem type;

ProjectItem Type AJC Ref CE Dep Mame Modifier Value
Labour Ttems Percentage 10.00
Materials Items Percentage 5.00
Stock Ikems Percentage 4.00
Overheads Tkems Percentage 0.00
Miscellaneous Items Percentage 0.00
Expense Items Percentage 0.00
Revenue Ttems Percentage 0.00
Special items Amount 50.00
Test Percentage 0.00

[1set project specific overhead uplift rates

[C1Past averhead absorption journals to the nominal ledger

Clase

3. For each project item type, specify:

= Modifier: Select whether the cost will be modified by a 'Percentage’ or a specific
‘Amount’. If the project item type has no uplift rate, set this to 'Not applicable’.

= Value: Enter the uplift percentage or amount for the project item type.

4. If you wish to create nominal ledger postings for overhead absorption, enable 'Post

overhead absorption journals to the nominal ledger".

= If you enable this setting, for each project item type you must specify the account
reference (‘'A/C Ref'). The accounts that you select must be posting accounts.

5. Ifyou want to be able to amend the overhead uplift rate on individual project items, enable

'Set project specific overhead uplift rates'.
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Viewing and amending overhead uplift rates on project items

If you have selected to display the overhead absorption uplift rate for your project item type, it
will be displayed on the 'Costs & Charges' tab for associated project items. The uplift will be
displayed as a percentage ('Uplift %") or a value ('Uplift amount').

“2 PA - Amend Project

Project Structure Select project

Code: |0000000008 (=) Tie: |newcastle Exhibition 2007 =

Selected project item: Labour Ttems - C-003 - Security staff

Detals | Costs & Charges | attachments | Memo |

Budgets

Cost gy: C
Cost value: £ !
Exhibitor revenue Wigw History...
Costs Time & materials pricing rules
Unit cost: = | 10.00000 | Timesheets: iCharge Rate vl

Cost unit: Hour = Stock issues: E_cht v|
Uplift % 10000 Othercosts: |

Default nominal code

AJC Ref iC Dept
Expense: |E] 02100

[ Amend Project Structure, .,

[ Save H Clear ][ﬂider]ectStructure‘.. ]

= Forinformation on displaying the overhead uplift rate for a project item type, see Display
features (project item type) on page 22.

= Ifyouhave enabled 'l want to be able to set project specific overhead uplift rates', the uplift
rate or amount can be amended for the project item. If you have not enabled this setting,
the value cannot be amended.

For information on enabling project specific uplift rates, see Overhead absorption settings
on page 56.
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Understanding Budgeting

This section explains the budgeting features available in Sage Project Accounting, and should
help you to decide whether or not you will use budgeting.

Why should you use Budgets?

Budget analysis may help your business improve profitability and identify cost overspend. Al
businesses use some level of budgeting. Typically the type, size and activities of your business
dictate your budgeting requirements.

Sage Project Accounting deals with Project budgets. Project budgets are normally made up
from the original estimates for the project, with amended values to reflect the true quantities and
costs rather than the quoted ones. Budgets can be set for each cost and revenue activity.

How does Project Accounting deal with Budgets?

Project Accounting allows you to set up as simple or as detailed budgets as you want. Budgets
can be entered for a project, grouping level, or a project item.

Project Accounting allows you to enter budgets for quantities as well as totals. You may find it
difficult to draw up an exact budget, especially if you have no experience of the particular task,
or you are trying to budget for a job that is subject to changes. Using Project Accounting, you
can enter revised budgets to keep track of changes to the original values. Any budget analysis
produced will automatically use the revised budget rather than the original.

Sometimes it is impractical to set budgets against every item on a job, particularly if you do not
know exactly how long the job will run, the exact quantity or the cost for an item. In this case,
you could set a group budget for a group of costs, or for short duration projects set a project
budget. It may only be practical to focus on certain budgets at a detailed level.
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Enabling budgeting

To enable budgeting in your project:

1. Select Utilities > System Setup > Project Accounting Settings.

“= PA - Project Accounting Settings |Z,@E|

Features !T&M Pricing | Integration _Terminnln‘gy | Misteiiananus
Budgeting
Record and track project budgeting Settings. ..
Overhead absorption
Record and track overhead absorption Settings. ..
Committed costs & accruals
Track project committed costs and accruals Settings...

2. On the 'Features' tab, enable 'Record and track project budgeting'.

3. To specify your budget settings, click 'Settings'.
For more information, see Project budgeting settings on page 60.
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Project budgeting settings

To specify the budgeting settings for your project:

1.
2.

Select Utilities > System Setup > Project Accounting Settings.

On the 'Features' tab, click 'Settings' in the 'Budgeting' section.

5 PA - Project Budgeting

Budgeting settings
Functionality required
Record and track cost budgets

Record and track revenue budgets
[[] Analyse budgets by accounting period
Level of budgeting required

() Project only budgets

() Project and group budgets

(&) Project, group and project item budgets

Close

Choose the budget settings you require:
= Record and track cost budgets: Allow cost budgets to be recorded and analysed.

Note: If you disable this setting, previously entered budgets will be hidden but not
removed.

= Record and track revenue budgets: Allow revenue budgets to be recorded and
analysed.

= Analyse budgets by accounting period: Allow budgets to be displayed by accounting
period. See Viewing budgets by accounting period on page 63.

Specify the levels of the project structure to set budgets at:

= Project only budgets: Set budgets only at a project level.

= Project and group budgets: Set budgets at a project or group level.

= Project, group and project item budgets: Set budgets at a project, group or project
item level.

Note: If you have already set budgets for groups or project items, you may not be able to

change this setting.
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Viewing budgets on projects, groups and project items

Cost and revenue budgets are entered on the 'Costs & Charges' tab for any item in the project
structure. See Costs & Charges on page 41.

= Todisplay cost and revenue budgets on items in your project structure, the appropriate
settings must be enabled on the 'Display features' tab for the item in the Project

Structure Settings. For more information, see Display features (project item type) on
page 22.

= Forinformation on enabling cost and revenue budgeting in your project, see Project
budgeting settings on page 60.

2 PA - Amend Project

Praject Struckure Selext project
st ls B HBFE BT, Code: [ooooonnons [ Title: [Mewcastls Exhibition 2007 =]
Selected group: Stage - G-2A - Catering
Details | Costs & Charges | Contact Info | Attachments | Memo
Budgets
Sk 100000 | Revenuegy: [ I
Cost value: £ 500.00  Revenus value: £]| 1,00
Gwartide sub ikem cost hudgets Gwartide sub ikem ravanus budgets |l
Budgets by Period... | [ view Hstory., |
Amend Project Structure. ..
TR TR T

To view changes in the budget figures for the item, click 'View History'.
See Viewing budget changes on page 62.

To display the budget figures for each accounting period, click 'Budgets by period'.
See Viewing budgets by accounting period on page 63.
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Viewing budget changes

You can view any changes that have been made to a project, group or project item’s budget
figures. To do this:

1. Select the project, group or project item in the project structure.
2.  Move to the 'Costs & Charges' tab.
3. Click 'View History".

The 'Budget Change History' window appears.

22 PA - Budget Change History

Eudget change history

Date User Project Project Item ... | Total Cosk Qty Tatal Cost Yalue Total Reverue ... Total Revenue =
29/01/2007 DAYE Newicastle Exh... Catering staff 100000 g.00 0.00000 0.00

29)01)2007 DAYE MNewcastle Exh.. Stand staff 3.00000 34.00 0.00000 0.00

29/01/2007 DAYE Newcastle Exh... Stand staff 1.00000 10.00 0.00000 0.00

29j01)2007 DAYE MNewcastle Exh... Demonstratio 1.00000 14.00 0.00000 0.00

28/01/2007 DAYE Newcastle Exh... Security staff 100000 10.00 0.00000 0.00

29j01)2007 DAYE Mewcastle Exh.. AV costs 3.00000 36.00 0.00000 0.00

28/01/2007 DAYE Newcastle Exh... 7.00000 74.00 2.00000 3300.00
29j01)2007 DAYE MNewcastle Exh... Exhibitor reve 0.00000 0.00 2.00000 3300.00
28/01/2007 DAYE Newcastle Exh... Exhibitor stan.. 0.00000 0.00 100000 2500.00
29)01/2007 DAYE Mewcastle Exh.. Magazine adw 0.00000 0.00 1.00000 800.00
05022007 DAYE Newcastle Exh... 7.00000 570,00 2.00000 3300.00
05j0212007 DAYE MNewcastle Exh... Catering 1.00000 500.00 0.00000 0.00

TTH?(?HH? NAvF Mewrastle Frh (aterinn <kaff n.nnnnn n.nn n.nnnnn n.nn . x

4. The window displays changes to the budget values, including the date and the user who
made the change.

Note: If you have enabled the setting to view budget figures by accounting period, you can
display these figures by clicking 'View Budgets By Period'. See Viewing budgets by
accounting period on page 63.
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Viewing budgets by accounting period

You can view cost and revenue figures for a project or project item for each accounting period.

Note: To use this feature, you must have the 'Analyse budgets by accounting period' setting
enabled in the Project Accounting settings. See Project budgeting settings on page 60.

To view budget figures by period:
1. Select the project, group or project item in the project structure.
2. Move to the 'Costs & Charges' tab.

3. Click 'Budgets by Period'.
The 'Budgets By Period' window appears.

%% PA - Budgets By Period

Period Ereakdown

Periad Total Cost Ciky Tatal Cost Yalue Total Revenue Gy Total Revenue Yalue =
31/10/2005 0.00 0.00 0.00 0.00
30/11)2005 0.o00 0.00 0.00 0.00
31/12/2005 0.00 0.00 0.00 0.00
31)01)2006 0.o00 0.00 0.00 0.00
2B/02/2006 0.00 0.00 0.00 0.00
31)03/2006 0.00 0.00 0.00 0.00
304042006 0.00 0.00 0.00 0.00
31)05)2006 0.00 0.00 0.00 0.00
30/08/2006 0.00 0.00 0.00 0.00
31)07 2006 0.00 0.00 0.00 0.00
31082006 0.00 0.00 0.00 0.00
30/09)2006 0.00 0.00 0.00 0.00
31/10/2006 0.00 0.00 0.00 0.00
30/11)2006 0.00 0.00 0.00 0.00
31/12/2006 0.00 0.00 0.00 0.00
Totals | 0.00 0.00 0.00 0.00 |

The window displays the cost and revenue figures for each accounting period.
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Understanding Committed Costs

To get a true picture of the total cost of a project and its proposed profitability, you need to take
into account the costs booked to the project (purchases, stock, bank payments, miscellaneous
costs and timesheets) and include any outstanding committed costs.

Outstanding committed costs are commitments to pay for something you have ordered or
received, but have not yet paid for. For example, purchase order items that are yet to be
invoiced, or stock allocations and timesheets that have not yet been posted.

Despite efforts to control costs, many businesses will suffer from budget overruns. A frequent
cause of this is because committed costs are not managed effectively.

A lot of businesses attempt to measure their budget against actual spending using information
provided by the costs entries made in their accounting system. However, in reality there is often
a time lag between a financial commitment being made and when it is actually paid, which is
called an ‘accounting lag'.

Overrun

Costs

Committments Actual costs

Procurement Project in progress Accounting lag

Time

The graph illustrates the actual costs incurred during the procurement phase and when the
project is in progress. The actual costs are below budget when the work is completed, but
the outstanding committed costs take the project over budget during the accounting lag
period.

In some cases, the accounting lag can be a period of months, which could mean a business
may not be take into account unpaid committed costs when analysing their budget against
costs. This may cause the business to overstate budget balances and lead to overspending.
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Enabling committed costs

To enable committed costs in Project Accounting:

1. Select Utilities > System Setup > Project Accounting Settings.

“= PA - Project Accounting Settings |Z,@E|

Features !T&M Pricing | Integration _Terminnln‘gy | Misteiiananus
Budgeting
Record and track project budgeting Settings...
Overhead absorption
Record and track overhead absorption Settings. ..
Committed costs & accruals
Track project committed costs and accruals Settings...

2. On the 'Features' tab, enable 'Track project committed costs and accruals'.

3. To specify your committed costs and accrual settings, click '‘Settings'.
For more information, see Committed costs and accrual settings on page 66.
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Committed costs and accrual settings

To specify the committed costs and accrual settings for your project:
1. Select Utilities > System Setup > Project Accounting Settings.

2. Onthe 'Features' tab, click 'Settings' in the 'Committed costs & accruals settings' section.

2 PA - Committed Costs and Accrual Settings

Default balance sheet nominal code for accrued cast posting
AT Ref G Dept

o

Update projects

Default project update For service items is when:
(=) Irenice is recorded
(Goods are received

Default project update For free text items is when:
() Invoice is recorded

() Goods are received

Close:

3. Select the default nominal account to which accrued costs will be posted. This will be
displayed as the default nominal account when entering a project accrual.

For information on entering accruals, see Recording Project Accruals on page 107.

4.  Specify when project records will be updated for service items and free text items. They
can be updated when the invoice is recorded or when goods are received.

Note: These options are only enabled if you have enabled the settings in Purchase Order
Processing to record receipts prior to invoicing for service and labour order lines. These
options cannot be changed if there are purchase orders on the system that have not yet
been invoiced.

5. To save your settings, click 'Close’.
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Billing Projects
You can use Project Accounting to calculate and produce bills (invoices and credit notes) for
your project customers.

You can enter your project bills manually, or you can use the system to automatically generate
'suggested bills'. If you want to generate suggested bills, you will also need to set up billing
templates and a billing schedule for the customer. The billing schedule defines the bills that need
to be produced for the customer, when they need to be produced, and the template that they
will use.

The bills that you create (or generate using the suggested bills routine) will have a 'draft' status
until you are ready to print them and issue them to your customers, at which point they will be
marked as 'finalised'. You can then post your finalised bill transactions to Sage 200 Financials.

Note: For full information on setting up and using project billing, refer to the billing
section.See Billing on page 195.

To set up billing for your projects, you will need to:

= Configure the Project Accounting billing settings to set how invoices and credit notes are
printed for a bill.

See Invoice and credit note billing options on page 199.
= Enable the billing options for the project level.

For more information, see Setting up billing options for a project level on page 201.
= Add the project’s customers to the project record.

For information on adding a customer to a project record, see Maintain project customers
on page 206.

If you are going to use a billing schedule for your project customers, you will also need to:
= Set up templates for your 'suggested bills'.

For more information, see Billing templates on page 202.
= Set up the project customer’s billing schedule.

For information on setting up a customer’s billing schedule, see Setting up a customer
billing schedule on page 208.
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Project Accounting integration with Sage 200

Project Accounting is designed to be integrated with modules in Sage 200 Financials and
Commercials. You can select which modules and activities should be integrated with Project

Accounting.

You can choose integration settings for Project Accounting, and for individual project item types.
For example, you might enable Stock Control integration for Project Accounting, but you might
want Stock Control integration enabled only for 'Stock' project item types. This would mean that
only project items of the type 'Stock' can be selected for project stock issues and allocations.
For information on setting integration options for project item types, see Integration (project item

type) on page 25.
To set the Project Accounting integration settings:
1. Select Utilities > System Setup > Project Accounting Settings.

2. Move to the 'Integration’ tab.

%2 PA - Project Accounting Settings

'.Features Ta&M Pricing | n !Term\nnlngy | Miscellaneous

: Furchase Invoices
Purchase Credits

=] Sales Ledger

==} Mominal Ledger

==} Stock Cantrol
Purchase Order Processing
Sales Order Processing
Project Cost Adjustments
Project Revenue Adjustments
Project Biling
Timesheets
Expenses

3. Select the Financials modules to integrate with Project Accounting.

= Sales Ledger.
‘Sales Invoice' enables the 'Project Analysis' tab, used to enter the project transaction
details for a sales invoice.
'Sales Credits' enables the 'Project Analysis' tab, used to enter the project transaction
details for a sales credit note.

= Purchase Ledger.
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4.

5.

‘Purchase Invoice' enables the 'Project Analysis' tab, used to enter the project
transaction details for a purchase invoice.

‘Purchase Credit' enables the 'Project Analysis' tab, used to enter the project
transaction details for a purchase credit note.

See Recording Purchase Invoices and Credits on page 100.
Nominal Ledger.

‘Nominal Payments' enables the 'Project Analysis' tab, used to enter the project
transaction details for a nominal taxable payment.

‘Nominal Receipts' enables the 'Project Analysis' tab, used to enter the project
transaction details for a nominal taxable receipt.

See Recording Nominal Payments and Receipts on page 102.

Select the Commercials modules to integrate with Project Accounting.

Sales Order Processing.

When you add items to a sales order or a quotation, you can specify the project and
project item on the 'Project Analysis' tab.

Note: You can create projects from sales orders and quotations that you have entered
in SOP. For more information, see Creating Project Records on page 82.

Purchase Order Processing.

When you add items to a purchase order or a return, you can specify the project and
project item on the 'Project Analysis' tab.

Stock Control.

'Stock Issues' enables the 'Project Issue’ feature, used to record internal project stock
issues.

'Stock Issues' enables the 'Project Return' feature, used to record internal project
stock returns.

'Stock Allocations' enables the 'Project Allocation' feature, used to allocate stock to
a project.

Note: When you issue or amend allocations in Stock Control, use the 'Project’ option
to work with project stock allocations.

You can also select areas of Project Accounting that you want to enable:

Project Cost Adjustments: Allow manual cost adjustments in Project Accounting (see
Enter a project cost adjustment on page 104).

Project Revenue Adjustments: Allow manual revenue adjustments in Project
Accounting (see Enter a project revenue adjustment on page 105).

Project Billing: Enable billing in Project Accounting (see Billing on page 195).
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= Timesheets: Allow timesheets to be recorded in Project Accounting (see Timesheets
on page 113).

= Expenses: Allow expense claims to be recorded in Project Accounting (see Expense
Claims on page 175).

6. To save your settings, click '‘OK".

Project Accounting integration with Sage Payroll

Sage Payroll employee records can be imported and set up as resources in Project Accounting,
so that they can record timesheets and expense claims. Approved timesheet and expense
claim transactions for these users can be posted to Sage Payroll for payment.

= Forinformation on importing resources from Sage Payroll, see Using employee records
from Sage Payroll on page 124.

Timesheet and expenses integration settings

See the following sections for information on timesheet and expense claim integration settings
with Sage 200 Financials, Project Accounting, or Sage Payroll:

s financials settings on page 167.

s Project Accounting timesheet and expense claims settings on page 170

= Payroll settings on page 172.
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Defining Project Statuses

Use the project status to record the progress of your project. You may want to record a physical
status such as completing a stage of a job, or a financial status such as the final payment being
paid.

You can assign a status to a project, group or a project item. The default status levels are: Bid,
Open, In Progress, Inactive, On Hold, Complete, and Delete.

To set up the status levels available in Project Accounting:

1. Select Project Maintenance > Project Statuses.

%2 PA - Maintain Project Statuses

Project statuses

Description Allow Costs Allow Revenue | Allow Deletion
Bid v [
Complete
Delete
In Progress
Inactive

On Hold

UG U
U0 R A R |
o s i A |

Open

|

2. Toadd a new status, move to a new line or click '‘Add".
= Enter the status description, as it will be displayed when you select an item’s status.
= Allow Costs: Allow projects with this status to receive cost postings.
= Allow Revenue: Allow projects with this status to receive revenue postings.
= Allow Deletion: Allow projects with this status to be deleted.
3. To save your changes, click 'OK'.

Note: For information on changing the status of a project, see Amending the status of projects
and items on page 93.
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Defining Units of Measure

You can define units of measure for project items, for example 'days' of labour or 'tins' of paint.
You can specify the unit of measure when you set up your project items.

Note: These units of measure are used for Project Accounting only, and they are not used in
the Bill of Materials or Stock Control modules.

To set up the units of measure available for your project items:
= Select Project Maintenance > Units of Measure.
The 'Maintain Units of Measure' window appears.

“= PA - Maintain Units of Measure

Units of measure

Mame Description
Day

Each

Hour

Month

Week

fear

o) (e ) (o=

= Jo add a new unit of measure, move to a new line or click 'Add'.
Enter a description for the unit, if required.
= Jo delete a unit of measure, select it and click 'Delete’.

Note: You cannot delete a unit of measure that is already being used for a project item or
project item type.
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Project Accounting Setup Reports

You can generate a variety of reports about your projects, project items and types, and
additional information fields.

Note: To view reports on your timesheet and expense claims, see Timesheet and Expense
Claim reports on page 161.

To run a report, select Reports > Setup.
= Project List.

This report displays a list of your projects, including details of their status, percentage
complete, customer, order number, quantity, unit price, and price quoted.

= Project List (by Customer).

This report displays a list of your projects grouped by customer; including details of their
status, percentage complete, order number, quantity, unit price, and price quoted.

= Project List (by Status).

This report displays a list of your projects grouped by status; including details of their
status, percentage complete, customer, order number, quantity, unit price, and price
quoted.

= Project Item List (Setup).

This report displays a list of your project items, grouped by project item type; including
details of their unit cost, the pricing rules used for timesheets, stock issues and other costs,
and whether they are an overhead cost item.

= Project ltem List (by Project).

This report displays a list of your project items, grouped by project; including details of the
project and status, the project item’s code and type, and the last cost and billed dates.

= Project ltem List (Integration).

This report displays a list of your project items, grouped by project item type; including
details of their expense and revenue nominal accounts, and uplift rate value and
percentage.

= Project Item Type List.

This report displays a list of your project items types, including details of their status,
expense and revenue nominal accounts, pricing rules for timesheets, stock issues and
other costs, and whether they are an overhead cost item.

= Additional Information List.

This report displays a list of your additional information fields, including details of the field
type.
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Project Accounting Settings

Note: The timesheet and expense claim settings are configured separately to the main
Project Accounting settings. For information on timesheet and expense claims settings, see
Timesheet and Expense Claims Settings on page 162.

To amend the Project Accounting settings:

1.

Select Utilities > System Setup > Project Accounting Settings.

The 'Project Accounting Settings' window appears.

Note: You cannot amend the settings if they are currently being accessed by another user.
If you want to view the settings without making any changes, select Utilities > System
Setup > View Project Accounting Settings.

The settings are arranged in the following groups:

Features: Specify budgeting, overhead absorption, and committed costs and
accruals settings.

See features on page 75.
T&M Pricing: Set timesheet and materials pricing rules.
See Time and materials pricing rules on page 76.

Integration: Set how Project Accounting integrates with other Sage 200 modules and
activities.

See Integration on page 77.

Terminology: Configure Project Accounting to use the terms that you use in your
business.

See Project terminology on page 79.
Miscellaneous: Set project coding and billing options.
See Miscellaneous on page 80.

When you have amended the settings, click 'OK".
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Features

The Project Accounting Settings 'Features' tab contains settings for budgeting, overhead

absorption, and committed costs and accruals.

%2 PA - Project Accounting Settings

'EFeatUVESEiT&MPric\ng | Integration | Terminology | Miscellaneous

Budgeting

Record and track project budgeting Settings...
Overhead absorption
Record and track overhead absorption Settings. ..

Committed costs & accruals

Track project committed costs and accruals Settings...

Budgeting

= To use project budgeting, enable ‘Record and track project budgeting'.

For general information, see Understanding Budgeting on page 58.

= To set the budgeting settings, click ‘Settings'.

For more information on these settings, see Project budgeting settings on page 60.

Overhead absorption

= To use overhead absorption, enable '‘Record and track overhead absorption'.

For general information, see Understanding Overhead Absorption on page 54.

= To set the overhead absorption settings, click 'Settings'.

For more information on these settings, see Overhead absorption settings on page 56.

Committed costs and accruals

= To use committed costs and accuals, enable 'Track project committed costs and

accruals'.

For general information, see Understanding Committed Costs on page 64.

= To set the committed costs and accruals settings, click 'Settings'.

For more information on these settings, see Committed costs and accrual settings on page
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Time and materials pricing rules

To set up time and materials pricing rules:

1. Select Utilities > System Setup > Project Accounting Settings.

2. Move to the 'T&M Pricing' tab.
The time and materials pricing rules are displayed.

3 PA - Project Accounting Settings

Features ‘VInte:grationij Terminology | Miscellaneous

Fules o caloulate value ko bil

Namne Method Walug
Trade Markup Cost + % 25.00
Public Markup Cost + Value 50.00000

Al value to bill ko be amended during cost entry [

3. Toadd anew rule, click 'Add'".
Enter a name for the new rule and select the pricing method.
= Cost + %: Set the price to the cost value plus a percentage.
= Cost + Value: Set the price to be the cost value plus an amount.
= Set Value: Set the price to the specified amount.

4. To allow users to amend the bill value when entering costs, enable 'Allow bill to be
amended during cost entry'.

Important note: The Project Accounting billing system is independent of the Sales Order
Processing module. Therefore, the 'standard price' time and materials pricing rule will
always use the standard price for the stock item, irrespective of whether it is inclusive or
exclusive of tax. Please take note of this, to avoid charging tax twice on items that are
priced inclusive of tax in the Project Accounting billing system.
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Integration

The Project Accounting Settings 'Integration' tab allows you to set how Project Accounting
integrates with other Sage 200 modules and activities, and enable features in Project
Accounting.

For more detailed information about integration with the Sage 200 Financials and
Commercials modules, see Project Accounting integration with Sage 200 on page 68.

For information about enabling integration settings for an individual project item type, see
Integration (project item type) on page 25.

£ PA - Project Accounting Settings

| Features | T&M Pricing | Integration | Terminology | Miscellaneous

Corfigure module integration

= Purchase Ledger
Furchase Invoices
Purchase Credits
=2} Sales Ledger

Mominal Ledger

Stock Contral

Purchase Order Processing
Sales Order Processing
Project Cost Adjustments
Project Revenue Adjustments
Praject Biling

Timeshests

Expenses

&
HEEREEREEREE

You can enable Project Accounting functionality for the following activities:

Purchase Ledger: Allow project transaction information to be recorded for purchase
invoices and credit notes.

Sales Ledger: Allow project transaction information to be recorded for sales invoices and
credit notes.

Nominal Ledger: Allow project transaction information to be recorded for nominal taxable
payments and nominal taxable receipts.

Stock Control: Allow issues, returns and allocations of stock to projects.

Purchase Order Processing: Allow project transactions to be recorded for purchase orders
and returns.

Sales Order Processing: Allow project transactions to be recorded for sales orders and
quotations.
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= Project Cost Adjustments: Allow manual cost adjustments in Project Accounting (see Enter
a project cost adjustment on page 104).

= Project Revenue Adjustments: Allow manual revenue adjustments in Project Accounting
(see Enter a project revenue adjustment on page 105).

= Project Billing: Enable billing in Project Accounting (see The billing process on page 196).

= Timesheets: Allow timesheets to be recorded in Project Accounting (see Entering and
processing timesheets on page 114).

= Expenses: Allow expense claims to be recorded in Project Accounting (see Entering and
processing expense claims on page 176).

Note: You may not be able to disable some integration options for modules if there are already

some project transactions recorded. For example, you cannot disable Sales Order Processing

integration if you have already entered some sales orders for a project.
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Project terminology

You can set up Project Accounting to use the same terminology that you use in your business.
For example, in your business a project may be referred to as a job, so you could replace the
term 'Project' with 'Job'. The new term will be used throughout Project Accounting, so the
'Project Accounting Settings' window would now be named 'Job Accounting Settings'.

Note: The terminology used in timesheets and expense claims is set up separately. For
more information on how to do this, see Terminology settings on page 166.

To set your project terminology:

1. Select Utilities > System Setup > Project Accounting Settings.

2. Move to the "Terminology" tab.

%2 PA - Project Accounting Settings

| Features | T&M Pricing | Integration

Configure terminology

Set up project costing to use terminology that is Familiar to your business

Field
Project
Group
Project Themn
Project Level
Grouping Level
Project: Themn Type
Customer

Quantity

Caption
Project
Group
Project Themn
Project Level
Grouping Level
ProjectItem Type
Customer

Quantity

Cancel

Change the captions to the terms that you use in your business.

4. Click 'OK" to confirm the changes.

You will have to restart Sage 200 before the changes will take effect.
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Miscellaneous

The Project Accounting Settings 'Miscellaneous' tab allows you to set the following options:

£ PA - Project Accounting Settings

| Features | T&M Pricing | Integration | Terminology

Praject coding
Automatically generate project codes

Set et cods ko [ noonooaoto |
Display settings

Shaow project structure when displaving project information

Eilling settings

[ Combine credits and debits on single document:

= To set the system to generate automatic project codes, enable 'Automatically generate
project codes'.

To enter your own project codes manually, disable this option.

For information on different project coding methods, see Choosing a project coding
method on page 10.

= Toalways display the project structure when displaying a project record (for example, when
amending a project), enable 'Display project structure when displaying project information'.

If you disable this option, the project structure will no longer be displayed automatically in
the appropriate windows. The structure must be displayed by selecting the 'Show Project
Structure' button.

= The 'Combine credits and debits on a single document' setting determines what
documents are produced for your bills.

= Enable this setting to produce a single invoice or credit note that combines the
positive and negative values on each bill.

= Disable this setting to produce separate invoices and credit notes for the positive and
negative billing lines on the bill.

For more information, see Invoice and credit note billing options on page 199.



Chapter 3

Create Projects and Structures

When you have planned the types of
project record required for your business,
you are ready to start creating your project
records and setting up their structures.

You can create a new project record from
scratch, from a template or an existing
project, or generate the project from a
sales quote. For more information, see
Creating Project Records on page 82.

After you have created a new project
record, you can set up its structure using
project levels, group levels and project
items. For more information, see Creating
Project Structures on page 90.

Note: For information on setting up
Project Accounting and planning your
project requirements, see Planning
and Preparation on page 6.

In this chapter:

Creating Project Records.................... 82
Creating Project Structures................ 90
Amending Projects........cccecveeiiiniiinnn. 92




Creating Project Records

You can create a project record from:
= New (a blank project structure).

See Create a blank project on page 83.
= An existing project record (copying a project).

See Create a project record from an existing project on page 84.
= A project template.

See Create a project record from a template on page 86.
= A quotation.

See Create a project record from a quotation on page 87.
= Asales order.

See Create a project record from a sales order on page 88.
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Create a blank project

To create a blank project record:

1.

Select Projects > Create Project.

The 'Create project' window appears.

“= PA - Create Project

Hew project
Cods: [ Title; | Birmingham Exhibition 2007
Create preferences
(@ Create ablank project () Copy a project template () Copy an existing project
Select a project level
Title =]
T

If you manually enter codes for your projects, enter the project’s '‘Code'.
Enter a 'Title' for the project.

Select 'Create a blank project'.

The project levels that you have defined are displayed. For information on creating project
levels, see Define project levels on page 32.

Select a project level from the list and click 'Create project'.
The new project will be created with the settings defined in the project level.

Set up the project structure in the 'Amend Project Structure' window.

The structure will initially be blank. Use this window to add and organise all the elements
in your project structure, such as groups and project items.

For information on how to set up the project structure, see Creating Project Structures on
page 90.
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Create a project record from an existing project

You can create a new project by copying the structure and information contained in an existing
project.

To copy an existing project:

1. Select Projects > Create Project.
The 'Create project’ window appears.

2. If you manually enter codes for your projects, enter the 'Code'.
Enter a 'Title' for the project.

4. Select 'Copy an existing project'.

A list of projects that you have created are displayed. Select the project to copy from the
list.

2 PA - Create Project

Hew project
Code: | <4t Title: |Birmingham Exhibition 2007
Create preferences
O create ablank project ) Copy a project template (2 Copy an existing project
Select an existing project
Code Title
0000D0000S Hewcastls Exhibition 2007
0000000009 Glasgow Exhibition 2007
Create Project...

5. Click 'Create project'.
A copy of the selected project will be created, including the project’s structure, budget
information, contacts and attachments.

6. Set up the project structure in the 'Amend Project Structure' window.

The structure will be identical to the project that you copied. Use this window to reorganise
or remove items in the project structure.

Note: For information on how to set up the project structure, see Creating Project
Structures on page 90.
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Note: If you regularly copy a project, it may be a good idea to set up that project structure
as a project template. For information on setting up project templates, see Working with
Project Templates on page 51.
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Create a project record from a template

You can create a new project based on the structure and information contained in a project
template.

Note: For information on setting up project templates, see Working with Project Templates
on page 51.

To create a project record from a template:
1. Select Projects > Create Project.
The 'Create project' window appears.
2. If you manually enter codes for your projects, enter the '‘Code’.
3. Enter a 'Title' for the project.

4. Select 'Copy a project template'.
The project templates that you have created are displayed.

5. Select the project template to use from the list.

2 pA - Create Project

Hew project

Code: | Title; | lasgow Exhibition 2007

Create preferences

() Create ablank project  (3) Copy a project templats () Copy an existing project

Selsct & project template

Title
Exhibition

Create Project...

6. Click 'Create project'.
A project is created based on the information in the template.

7. Set up the project structure in the 'Amend Project Structure' window.
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Note: For information on how to set up the project structure, see Creating Project
Structures on page 90.

Create a project record from a quotation

You can create a new project based on a quotation you have generated in the Sales Order
Processing module.

To create a project record from a quotation:
1. Select Projects > Create Project from Quotation.

The 'Create Project from Quotation' window appears.

%= Create Project From Sales Quotation

Selection criteria

Quotation no: l—@ AJC ref: E]
Customer order no: ! ‘ Short name: =
Quotation date: I Pastcade: [+
All quatations
Quotation Mo Date AfC Ref Customer Name Amount
0000000012 31/01/2004 ABBOOL Abbey Retail Ltd 16925.29

0000000011 14/01/2004 TTCO0L TT Construction Ltd 1000131
12/01{2004 TIGO01 Tiger Build

Project
Project Code: | | Project Title; |<New Pru]ect>

Template: @ Project Item: H

Clase

2. Display quotations by:
= Selecting the quotation from the 'Quotation no' list.
= Entering the 'Customer reference' number for the quotation.
= Entering the 'Quotation date' to display quotations for a particular day.

= Selecting the related customer account by the account reference (A/C Ref), short
name or postcode.

= Clicking 'Show All Quotations' to display a full list of quotations.

3. Select a quotation from the list.
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4. Enter the project details.
= Enter the project code (if you manually enter project codes).
= Enter the name of the project in the 'Project Title' box.

Select the template to use for the project.
= Select the 'Project ltem' to be used as the default item for the project revenues.

5. To generate the project, click 'Create project'.
The project record will be created.

6. To enter or change the project’s details or structure, select Projects > Amend Project and
select the project record. For more information, see Amending projects on page 92.

Create a project record from a sales order

You can create a new project based on a sales order you have generated in the Sales Order
Processing module.

To create a project record from a sales order:
1. Select Projects > Create Project from Sales Order.

The 'Create Project from Sales Order' window appears.

= Create Project From Sales Order E@@
Select orders
Order no: W@ AJC ref; ,—E]
Customer order no: | ‘ Short name: =]
Order document date: Poskcode; ’—@_
All orders
Order Ho Order Date | Crder Sta,..  AJC Ref Customer Name Customer Crder No Value

1201002006  Live iZustomer Base Currency 1

Project

Project Code: | | Project Title: Leeds exhibition security !
Template: Visions Template E] Praoject Ttem: 110003 E]
Create Project

2. Display sales orders by:
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Clicking 'Show All Orders' to display a full list of sales orders.

Selecting the sales order from the '‘Order no' list.

Entering the customer’s reference in the 'Customer order number'.
Entering the 'Order document date' to display orders for a particular day.
Selecting the invoice related to the order from the 'Invoice' list.

Selecting the related customer account by the account reference (A/C Ref), short
name or postcode of the account holder.

Select a sales order from the list and enter the project details:

Enter the project code (if you manually enter project codes).

Enter the name of the project in the 'Project Title' box.

Select the template to use for the project.

Select the 'Project Item' to be used as the default item for the project revenues.

To generate the project, click 'Create project'.

The project record will be created.

To enter or change the project’s details or structure, select Projects > Amend Project. For
more information, see Amending projects on page 92.
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Creating Project Structures

Once you have created your project record, you can create or amend its structure. The structure
is built up from projects, groups and project items.

Note: For information on designing your project structures, see Designing a Project
Structure on page 12.

To create or amend a project’s structure:
1. Select Projects > Amend Project.

The project structure appears on the left of the window. The structure is built up from
projects, groups and project items.

Note: If the structure is hidden, you can display it by clicking ‘Show Project Structure'.
2. To edit the project structure, click 'Amend Project Structure'.

The 'Amend Project Structure' window appears. Use this window to add and remove
project elements, and position the elements in the structure.

2 PA - Amend Project Structure E@@

Selected project Praject structure
Code: [00000OC | i | stle Exhibitio | = {7 Mewcastle Exhibition 2007
i=| Registration
Select profect ltem to add
Project item type: B Select a Projectltem Type: d st
Project Templates o Title =] z Stod stofl p
i) Demonstration st
Copy Existing Project 8-001 Demonstration staff b i
Move Existing Project b
FrobetLov c-ont Stand staff E 1] AV costs
[+ Grouping Levels 002 Electricial engineers Marketing
= Projectitem Types 003 Security staff Remave Tr‘:’:‘ costs
Exhibitor revenus
Labour Items D-001 Catering staff
Materials Items
Stack Items
Overheads Items
Miscellaneous Items
Expense ltems
Revenue ltems
Hew... Move Up e H Move Down G I

3. Select the category of item to add to the structure from the 'Project item type' column on
the left. You can select a project item type, grouping level, project level, or an existing
project or template.
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The items available in your selected category are displayed in the centre column.

Note: If you have selected a project item type or a grouping level, you can create a new
project item or group by clicking ‘New'. For more information, see Set up project items and
groups on page 35.

To add an item to the structure, highlight the item and click 'Select'.

The item is added to the structure at the highlighted point.

Note: To move the item in the structure, either click and drag the item, or use the '"Move
Up' and '‘Move Down' buttons.

Add items to your project structure as required. When you have finished setting up your
structure, click 'Close' to save the project structure.

You will be returned to the 'Amend 'Project’ window, where you can enter the details for
the items in your project structure.

For more information, see Amending projects on page 92.
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Amending projects

Use the 'Amend Project' window to set up or change your project’s details.
To amend a project’s details:

1. Select Projects > Amend Project.
The 'Amend Project' window appears.

2. Select the project to amend by its 'Code'.
The project’s details are displayed.

Note: To hide or show the project’s structure, click 'Hide Project Structure' or 'Show
Project Structure'.

“= PA - Amend Project K] @&J
Praject Structure Select project

Code: | o omwe | =]

Code Title:

0000000008 Mewcastle Exhibition 2007

0000000009 Glasgow Exhibition 2007

o

Clear ide: Project Structure, Close

3. The project information is grouped in tabs. For more information on each tab, see:

= Details on page 40.

s Costs & Charges on page 41.

= Contact information on page 44.
= Attachments on page 46.

= Memos on page 47.

4. To change the structure of the project, click 'Amend Project Structure'.



Create Projects and Structures

5.

For information on editing the project structure, see Creating Project Structures on page
90.

To save the changes to your project, click 'Save'.

Amending the status of projects and items

To amend the status of a project, or any item in the project:

1.
2.
3.

Select Projects > Amend Project Status.
The 'Amend Project Status' window appears.

Select the project to amend by its 'Code’.

The project’s structure appears. Each project level, grouping level and project item in the
structure is displayed, along with their status, percentage complete and narrative.

2 pA - Amend Project Status

Select Frojsct

Code: |00DDOO0ODS (=] Title: |Wewcastle Exhibition 2007 (=
Froject status
Project Status Comp (%) | Marrative =
(] £7] Mewcastle Exhibition 2007 Open 15 Created
Complete 100 Crested
Open 15 Created
Open 0 Crested
Open 0 Created
| == = 100 Created
Open 0 Created
Open 0 Crested
View History...

To change the status of an item, select a new state from the 'Status' list for the project item.

Note: To change the status, the 'Record and track item status' setting must be enabled
in the 'Display Features' for that item in the Project Structure Settings. For information on
how to do this, see Display features (project item type) on page 22.

To change the percentage completion for an item, click on the figure in the 'Comp (%) and
enter a new figure.
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Note: To change the percentage complete, the 'Record percentage complete' setting
must be enabled in the 'Display Features' for that item in the Project Structure Settings.
For information on how to do this, see Display features (project item type) on page 22.

6. Use the 'Narrative' column to record any comments about the project item.

7. When you have finished amending the status of your project items, click 'Save'.

Sage 200 records any changes that you make to the status or percentage complete in the
status history log. The details of each change are recorded along with the date and the name
of the user. To view the history log, click 'View History'. For more information, see Viewing
changes in status on page 94.

Note: To generate a list of your projects according to their status, select Reports > Setup >
Project List (by Status).

Viewing changes in status

If you change the status or percentage complete of a project, group or project item; Sage 200
records the changes that you make in the status history log. The details of each change are
recorded along with the date and the name of the user.

To view the status history log:
1. Select Projects > Amend Project Status.
The 'Amend Project Status' window appears.

2. Select the project 'Code'.
The project structure appears.

3. Toview the history of status changes for an item in the structure, select the item and click
‘View History'.
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%= PA - Project status change history for Catering project item |:”E‘gl

Status history

Status

Complets (%)

User

15 DAWE
25 DAWE
50 DAYE

20/01/2007
30/01/2007

Marrative (for selected status histary item):

Created

Close

The history displays an entry for each change in status or percentage complete, along with
the date of the change and the user that made the change.

Select an item in the log to display its 'Narrative' comments.

Click 'Close' to return to the 'Amend Project Status' window.
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Deleting projects

To delete a project record:

1.

2.

3.

Select Projects > Delete Project.

The 'Delete Project' window appears.

% PA - Delete Project

Projecks

Code Status Comp (%) Cuskomer
09 i Delete 0.00 <Mulkiple=

[ Delete ] [ ‘Wiew Project Status, .. ] ’ ‘Wigw Project Record. .. ] ’ Find ]

The window displays a list of projects that can be deleted.

= Ifthelist contains a lot of projects and you have difficulty finding the one that you want,
you can click the 'Find' button to search for a particular project.

= To check or change the status of a project, select it and click 'View Project Status'.
For more information, see Amending the status of projects and items on page 93.

= To view or amend the project record, select it and click 'View Project Record’.

To delete a project, select it and click 'Delete’.

Conditions for deleting a project

You cannot delete a project if:

The project status does not allow the project to be deleted. You can only delete projects
with a status of '<Not Applicable>' or a status such as 'Delete’ that is set to 'Allow Deletion’
(see Defining Project Statuses on page 71).

The project has incomplete purchase orders with outstanding commitments associated
with any of its items.
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The project has incomplete sales orders with outstanding expectations associated with
any of its items.

The project has incomplete accruals associated with any of its items. A incomplete accrual
is one that has not yet been reversed.

The project has stock allocations associated with any of its items. All stock allocations
associated with a project item must have been issued to the project.

The project has timesheets that have not been posted to Project Accounting associated
with any of its items.

The project has expense claims that have not been posted to Project Accounting
associated with any of its items.

The project has unauthorised Purchase Ledger invoices associated with any of its items.

The project has outstanding Purchase Ledger or Sales Ledger batch transactions
associated with any of its items.

The project has unposted invoices or credit notes relating to a project bill associated with
any of its items.
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Chapter 4

Project Transactions

Project Accounting can be integrated with
modules in Sage 200 Financials, and you
can analyse transactions to projects direct
from these modules.

There are also other transactions specific
to the Project Accounting module, these
include: accruals, project cost and
revenue adjustments, and recording cost
and revenue opening balances.

This section includes:

= Recording project invoices and credit
notes in the Purchase Ledger.

= Recording project nominal taxable
payments and receipts in the
Nominal Ledger.

= Making adjustments to project costs
and revenues.

= Creating accruals for a project.

= Entering the opening balances for a
new project.

In this chapter:

Recording Purchase Invoices and

CreditS.....cooviiviieeee e 100
Recording Nominal Payments and
Receipts v, 102
Recording Project Cost and Revenue
Adjustments ........oevvvvviiiiiiiii 104
Recording Project Accruals.............. 107

Entering Project Opening Balances..110




Recording Purchase Invoices and Credits

If Project Accounting is integrated with the Purchase Ledger, then you can record invoices
and credit notes associated with a project. The transaction will be recorded against the
selected project and project item.

Note: To record purchase invoices and credits, you will need to enable the
‘Purchase Ledger' integration settings for Project Accounting, and also for the
appropriate project item types. For more information, see Project Accounting
integration with Sage 200 on page 68.

To record an invoice or credit note for a project:
1. Create the invoice or credit in the Purchase Ledger.

The following screen is an example of an invoice.

2 PL - Enter Purchase Invoice for Stainless Steel Extrusions

Invoice details

BIC ref ’7 Account balance: £ [ | Tnvoice dake: 05 /0z{2007
Shart name: ]7 Credit limit: £ [ Due date: 30/03/2007
Post code: [ara0 & Available credit: e[ 20000.00 Reference:
Second ref:

Transaction details
Goods walus: £ 150.00 Discount days: 14 Tax walue: £ 26.25
Discount percent: 0,00 % Discount walue: £ 0.00 Invoice tatal: £

Project Analysis | Nominal & Tax Analysis
Project Code | ProjsckItem  AICMNo  CC Dept | Mame Narrative Goods Walue | TaxC.. | Discou.. | Taz Value
0000000008 c-onz 44100 SAL  ADM  Materiaks - Purcha... PI{ STAOODL {000 150,00 Std Rake 0.00 26,25

Show Details >
[ save ] [ Clear ] [ Save and Retain A/C ref

2. Itis possible to analyse the full amount to a project, or only analyse part of the
amount. Enter the project related values using the 'Project Analysis' tab, and use the
‘Nominal & Tax Analysis' tab to analyse the remainder.

Move to the 'Project Analysis' tab and specify the project details.
= Select the Project Code.
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= Select the Project Iltem.

= The nominal account code, cost centre and department that are associated with the
project item will be displayed. You can amend theseg, if required.

= Amend the narrative description, if required.

= Select the transaction analysis code, if required.

= The goods value and tax code for the project item are displayed. You can amend
these, if required.

Note: Click 'Show details' to display additional information for the quantity, cost rate, unit

of measurement and discount value.
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Recording Nominal Payments and Receipts

If you make or receive payments during a project that do not relate directly to a customer or
supplier transaction, you can record a them as nominal taxable payments or receipts. The
transaction will be recorded against the selected project and project item.

Note: To record nominal taxable payments and receipts, you will need to enable the
‘Nominal Ledger' integration settings for Project Accounting, and also for the appropriate
project item types. For more information, see Project Accounting integration with Sage 200
on page 68.

To record a nominal taxable payment or receipt for a project:
1. Create the Nominal Taxable Payment/Receipt in the Nominal Ledger.

The following screen is an example of a payment.

%2 NL - Enter a Taxable Payment Q@@
Bk
Bank account: |‘, 1 | fain Bank Accoun | 7 i n 3 |
Account bype: |:| Currency: | Pounds Sterlng | Exchange rate to base: |& |m:
Transaction details
Cheque number |1?3_457| 2nd ref: ‘7‘
Transaction date: 05/02i2007 Marrative: |
"*:";aleicti»q;t;;ﬂ;! Marinal 2 Tase Analysis
Project Code: Project Ttem | AfC Mo e Dept | Mame Matrative Goods Yalue  TaxC...  Tax Yalue
0000000003 c-0a1 5z100 SAL BES Traveling & Entertainm 177.25 StdRate 31.02

I Save H Clear ” Delete ]

2. Itis possible to analyse the full amount to a project, or only analyse part of the amount.
Enter the project related values using the 'Project Analysis' tab, and use the 'Nominal &
Tax Analysis' tab to analyse the remainder.

Move to the 'Project Analysis' tab and specify the project details.
m  Select the project.
= Select the project item.

= The nominal account code, cost centre and department that are associated with the
project item will be displayed. You can amend theseg, if required.

= Amend the narrative description, if required.
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= Select the transaction analysis code, if required.

= The goods value and tax code for the project item are displayed. You can amend
these, if required.

Note: Click 'Show details' to display additional information for the quantity, cost rate, unit
of measurement and discount value.
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Recording Project Cost and Revenue Adjustments

Use project cost and revenue adjustments to move costs or revenue from one project item to
another project item, either within the same project or to a different project. You may want to do
this if you change the project structure or have allocated costs or revenue to the wrong item by
mistake. Use this routine to make cost and revenue adjustments in Project Accounting, as
opposed to issuing invoice and credit notes in Sage 200 Financials.

Note: To record project cost and revenue adjustments, you will need to enable the 'Project
Cost Adjustments' and 'Project Revenue Adjustments' integration settings for Project
Accounting, and also for the appropriate project item types. For more information, see
Project Accounting integration with Sage 200 on page 68.

Enter a project cost adjustment

To enter a project cost adjustment:
1. Select Enter Transactions > Enter Cost Adjustments.

The "Enter Project Cost Adjustments' window appears.

2 pA - Enter Project Cost Adjustments

Project cost adjustrments

Dater |n2f02f2007 E]  Reference: |Adjustsment - transfer Second reference |
Praject Code Praject Item Nattative AlCNo  CC Dept Mame Goods Yalus  Tax Code

0000000008 c-002 adjustsment - transfer 08201 wehice 1400,00 1!

0000000009 c-00z adjustsment - transfer 08202 wehice -1400.00 i

Show Details ==

| Save Close:

2. Enter the date, and the reference and second reference if required.

3. Add each adjustment on a new line.
= Select the project code.
= Select the project item.
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= The nominal account code, cost centre and department that are associated with the
project item will be displayed. You can amend these, if required.

= Amend the narrative description, if required.
= Select the transaction analysis code, if required.

= Agoods value must be entered. You can enter a negative value to remove a cost from
an item. This must be balanced with a positive entry against another project item to
receive the cost.

The total of the goods values from all the lines must balance and equal zero. If the total
is not zero, you will not be able to post the transactions.

Note: To display the quantity and cost rate, click 'Show details'.

When you have finished entering the cost adjustments, you can post a journal for the
transactions by clicking 'Save'.

A nominal journal will be created for the adjustment using the nominal accounts specified.
The reference number of the journal containing the transactions appears.

Enter a project revenue adjustment

To enter a project revenue adjustment:

1.

Select Enter Transactions > Enter Revenue Adjustments.

The 'Enter Project Revenue Adjustments' window appears.

5 PA - Enter Project Revenue Adjustments

Project revenue adiustmerts

Date: |02f02/2007 [l Reference: |Adiustmert - transfer | e irererence il

Project Code Project Item Narrative: AIC N cc Dept Mame Goods Yalue  Tax Code
0000000003 D-001 Adjustment - transfer 06200 Office E... 155.00 1
0000000003 D-001 Adjustmert - transfer 06100 Office E... -155.00 1

Show Details ==

Enter the date, and the reference and second reference if required.

Add each adjustment on a new line.
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= Select the project code.
s Select the project item.

= The nominal account code, cost centre and department that are associated with the
project item will be displayed. You can amend these, if required.

= Amend the narrative description, if required.
= Select the transaction analysis code, if required.

= A goods value must be entered. You can enter a negative value to remove a revenue
from an item. This must be balanced with a positive entry against another project item
to receive the revenue.

The total of the goods values from all the lines must balance and equal zero. If the total
is not zero, you will not be able to post the transactions.

Note: To display the quantity and revenue rate, click 'Show details'.

When you have finished entering the revenue adjustments, you can post a journal for the
transactions by clicking 'Save'.

The reference number of the journal containing the transactions appears.
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Recording Project Accruals

Use accruals to budget for an expense that is normally paid for in arrears. Based on an estimate
of the expense, you can use the routine to account for the expense over the required periods.

The routine creates the entries to account for the expense on the Profit and Loss and Balance
Sheet over the given period. The routine also creates a final entry to clear the expense from the
Profit and Loss and Balance Sheet accounts.

When you create an accruals journal, any elements that are dated in future periods are held in
the deferred waiting postings file. These postings will be transferred later, when those future
periods are subsequently opened.

Note: To record project accruals, you must enable the committed costs and accruals
option in the Project Accounting settings. For more information, see Enabling committed
costs on page 65.

To manage your project accruals:
1. Select Enter Transactions > Create and Reverse Project Accruals.

The 'Project Accruals' window appears, showing a list of accruals that you have entered.

22 PA - Project Accruals

Project accruals

Marrative Reference | Project Code Project Item Goods Yalue Valug to Bl | Reversal Date Status

Advertising 01-03/2007 12345 G600,00 01/04f2007

[en ) (o] o

2. The list displays the narrative, reference number, associated project code and project item,
the goods and billing values, the reversal date and the accrual status.

An 'Active’ status indicates that the accrual has not yet been posted, whilst a 'Completed'
status means that the accrual has been posted to the nominal ledger. If you set an accrual’s
reversal date to the current date or a date in the past, its status will be set to 'Expired'.
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= Toaddan new project accrual, click ‘Add'. For more information, see Add a project accrual
on page 108.

= To display the details of an accrual in the list, select it and click 'View".

= Toreverse an active (or expired) accrual, select it and click 'Reverse'. The accrual postings
will be made immediately, instead of on the reversal date.

= To delete a completed accrual, select it and click 'Delete’. You cannot delete active or
expired accruals.

Add a project accrual

To add a project accrual:
1. Select Enter Transactions > Create and Reverse Project Accruals.

2. The 'Project Accruals' window appears, showing a list of accruals that you have entered.
3. Click 'Add' to create a new accrual.
The 'Add New Project Accrual' window appears.

PA - Add New Project Accrual

=13

Accrual details

Marrative: |Advertising 01-03/2007 |

12345 |
01012007
01/04/2007

Reference: Second reference:
Posting date:

Reversal date:

Project analysis

Project code:

oooooooong [

Project Tkem:

pont [

Costs

108

Quantity: | L0 Unit cost: £ | 5300, 01

Cost unit: [<Not Aplicable Goodsvalue: € | 330000000
Charges

Charge rate: ! 0 J Yalue ko bill: £ ! J
MNominal codes

AJC Ref cC Dept
Ealance sheet: ]E] 31100 ] ] ]
Profit and loss: ]E] 31100 ] ] ]

Enter the accrual details:

= Enter a description of the accrual in the 'Narrative' box.
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= Enter a reference and second reference (if required) for the accrual.
s Enter the 'Reversal date'.

This is the date on which the total accrual value will be cleared from the Balance Sheet
and Profit and Loss nominal accounts. This is done automatically by a journal that
reverses the expense, normally on the same date as the last periodic posting.

Enter the project analysis information:

s Select the 'Project code' and the 'Project ltem' related to the accrual.

Enter the details of the accrual:
= Enter the quantity of the selected project item.

= The unit cost will be set to the default value for that project item, if it is specified. Enter
a different unit cost if required.

= The goods value will equal the quantity multiplied by the unit cost. You can change
the goods value if required.
Enter the charges:

= If you want the accrual to be available for billing, then you can enter the value to bill.
The bill value can also be calculated from the quantity and charge rate, if these have
been set.

The nominal account codes used for Balance Sheet and Profit and Loss postings are
displayed. To change either code, select a new code from the list. The accounts you select
must be posting accounts.

= The 'Balance Sheet' nominal code will be set to the default code that you have
specified for accrued cost posting. For more information, see Committed costs and
accrual settings on page 66.

= The 'Profit and Loss' code is the nominal account used for Profit and Loss postings.
= [If you use transaction analysis, select the analysis code.

To complete the accrual, click 'OK'.

The accrual appears in the 'Project Accruals' list.
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Entering Project Opening Balances

When you set up a project for the first time and the project has some transactions associated
with it, you can enter opening balances for cost or revenue items in the project.

For more information, see:
= Enter project cost opening balance on page 110.
s Enter project revenue opening balance on page 111.

Enter project cost opening balance

To enter the project cost opening balance:
1. Select Enter Transactions > Enter Cost Opening Balances.

The 'Enter Project Cost Opening Balance' window appears.

= pA - Enter Project Cost Opening Balance

Praject cost opening balances
Date: |01f02/2007 [E]  Reference; |Opaning cost balance | Second reference: | ]

Project Code Project Item Narrative: Quantiy CostRate  Unit Goods Value
0000000008 B-001 1.00000 550.00000 <Mot Applicable 550.00

0000000008 c-o01 32.00000 20.00000 Hour £40.00

<< Hide Details

2. Enter the date, and the reference and second reference if required.

3. Add each adjustment on a new line, specifying:
s Select the project.
= Select the project item.
m  Enter a description for the entry as the narrative, if required.

= The default goods value for the item will be displayed. You can amend the value, if
required.

Note: To display more information, click 'Show details' to show the quantity, cost rate, unit
of measurement, and charge rate.
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4.

When you have finished entering the opening balances, click 'Save'.

Enter project revenue opening balance

To enter the project revenue opening balance:

1.

Select Enter Transactions > Enter Revenue Opening Balances.

The 'Enter Project Revenue Opening Balance' window appears.

5 PA - Enter Project Revenue Opening Balance

Project revenue opening balances

Date: |01f02/2007 (1] Reference; |Revenue opening balance | S T |

Project Code Project Item Narrative: Quantity | RevenueRate|  Goods Value
0000000008 001 25.00000 20.00000 500.00
0000000006 003 1.00000 225.00000 225.00

2600000

<< Hide Details

Enter the date, and the reference and second reference if required.

Add each adjustment on a new line.

Select the project.
Select the project item.
Enter a description for the entry as the narrative, if required.

The default goods value for the item will be displayed. You can amend the value, if
required.

Note: To display the quantity and revenue rate, click 'Show details'.

When you have finished entering the opening balances, click 'Save'.
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Chapter 5

Timesheets

You can use Sage 200 to manage many
aspects of working with your employees.
You can record the time worked by your
employees, set up cost and charge rates
for their work, manage their expense
claims, post their costs and bill for their
time.

Use timesheets to record the time worked

by your employees on particular activities.

The timesheet records can be integrated
with Project Accounting to help you
measure the costs of a project and
calculate bills.

If you use Sage Payroll, you can import
their employee records so that they can
enter timesheets in Project Accounting.
You can then post their timesheet
transactions back to Payroll in order to
generate payments.

In this chapter:

Setting Up Timesheets..................... 116

Cost rates, charge rates and pay rates ..
130

Setting up a hierarchy ............cccee.. 133
Enter Timesheets.........ccccceviiienn 138
Import Timesheets..........ccoveeiinnn. 143
Amending Timesheets .................... 148
Authorising Timesheets.................... 150
Posting Timesheets ...........cccvvvieenn. 154

Timesheet and Expense Claim reports...
161

Timesheet and Expense Claims Settings
162




Entering and processing timesheets

You can enter timesheets by using the batch or weekly timesheet routines in Project
Accounting, or by importing timesheet data from a file. After entering or importing the
timesheet, you can submit it to be processed. If you set up your system to use
authorisation, an authoriser must check and approve the timesheet before it can be
posted. Authorised timesheets can be posted to Financials (Nominal Ledger), Project

Accounting, and/or Payroll.

Import timesheet = Alneaiee
P (batch or weekly)

l — |

Amend timesheet

Submit
|—Submitj l
Reject Authorise timesheet
Authorise
Post timesheet 1
Extract
Post ==Post
Sz
Sage 200 Project
Financials Accounting Sage Payroll
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See the following sections for more information on each stage of the timesheet process.

= Set up the timesheet and expense claim settings, and create records for your resources
(timesheet users).

Setting Up Timesheets on page 116.

= Enter or import the timesheet information.
Enter Timesheets on page 138.
Import Timesheets on page 143.

= Amend the timesheet information.
Amending Timesheets on page 148.

= Authorise the timesheet.
Authorising Timesheets on page 150.

= Post the timesheet transactions to Financials, Project Accounting or Sage Payroll.
Posting Timesheets on page 154.

115



Sage Project Accounting User’s Guide

Setting Up Timesheets

Setting up resources and their rates

To work with your resources (timesheet users) in Sage 200 and process their timesheets and
expense claims, you need to do the following:

= Create resource records for the timesheet users, or import employee records from Payroll.
See Setting up resources on page 118.

= Set up cost and charge rates for your resources.
See Cost rates, charge rates and pay rates on page 130.

m  Create a structure for your resources in a hierarchy (optional).
See Setting up a hierarchy on page 133.

Set up resources
(timesheet users)

— 1

\| Create new resource
records

Import resources
from Payroll

Configure imported
resources

Set up cost rate types
and charge rate types

Set up resource
hierarchy

Set cost and
charge rate values
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Configuring timesheet entry and posting settings

There are a number of configuration options for timesheet entry, processing and integration.

To set timesheet entry options and control entry of cost and charge rates, see Timesheets
settings on page 163.

To adjust the terms used on timesheets to suit your business, see Terminology settings on
page 166.

If you are going to use timesheet authorisation, see Authorising Timesheets on page 150.

If you will be posting timesheet transactions to Financials (Nominal Ledger), see Sage 200
Financials transactions on page 157.

If you will be posting timesheet transactions to Project Accounting, see Sage 200 Project
Accounting transactions on page 155.

If you want to integrate your system with Sage Payroll so that you can post timesheet
transactions and generate payments, see Payroll transactions on page 159.

Setting up timesheets

Timesheets settings

Terminology settings

I}

Authorisation settings

Sage 200 Financials
integration settings

Project Accounting
integration settings

i

Sage Payroll
integration settings
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Setting up resources

Each person that will submit a timesheet or expense claim needs to be set up as a resource.
You can enter the details of your resources manually or import employee records from Sage
Payroll. You can work with a combination of both types of records.

= To set up a person as a resource, see Creating a resource record on page 118.

= Toimport resources from Sage Payroll, see Using employee records from Sage Payroll on
page 124.

When you have set up your resources, you can then define their cost and charge rates, and
organise them into a hierarchy.

= Tosetup costand charge rates types, see Cost rates, charge rates and pay rates on page
130.

= To organise your resources in a hierarchy structure and set their rates, see Setting up a
hierarchy on page 133.

Creating a resource record
To create a new resource:

1. Select Project Maintenance > Resources.

The 'Resources' window appears, listing all your timesheet users.

=l S
“= TE - Resources = @@
Resource list
wiorks Number | Employes Ref. | Surname Forenames Status Company Last Updated Sage 200 User | &
003 ee Demo Company  05/02/2007 11:
1005 1005 Green 3l Active Demo Company  05/02/2007 11:.. JILL
28 28 Paul Harper Active Stationery & Co... D5/02/2007 11:. PAUL
1 1 MeGarey Fiona Active Stationery & Co.. D5/02/2007 11:.. FIONA
2 2 PeTernan Andrew Robert  Active Stationery & Co... D5/02/2007 11:
3 3 Davison Paul Active Stationery & Co... D5/02/2007 11:
4 4 Hart Judith Active Stationery & Co... D5/02/2007 11:
5 5 Bradiey Derek Active Stationery & Co... D5/02/2007 11:
3 13 Faithurst David Active Stationery & Co... D5/02/2007 11:
7 7 hilson Tracey Ann Active Stationery & Co... D5/02/2007 11:
Select Al
[Casd. [ et ][ peete | [ wmporte | [ snchwonise |

2. To create a new resource record and enter their details, click 'Add".

Note: If you have set up integration with Payroll, you can also import employee records
from Payroll by clicking 'lImport'. See Using employee records from Sage Payroll on page
124,

The resource’s record is displayed.
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&3 TE - Edit resource

Fersonal detalls Fayment of expense claims
Works Number: 1003 Expense Claim payment | cashhook v
- method: _
Title: M v| BT ref: Z
Forenames: David Short name: .
Surname; Lee Post cods: -
Sage 200 Ussr rame; | DAYE v Location
Date of birth: 2711111971 Cost Centre: IS Installation/Design =]
ot Formain Department; BES Bespoke Kitchens =]
Emplogment Fermissions
Jab Function: [ iz iy |
B Allowed to importsynchroniss with Payroll:
Status: [nctive v
= Allowed to enter other users timesheets:
Start date: 18j12/2004 Allowed to enter other users expanse claims:
End date: il Allowed to authorise timesheets and expense claims:
standard hours: | 35.00| per week Expense Claim [ 5000.00|
authorisation limit: A
Payroll Information. . Resource's Autharisers...

Enter the resource’s personal details:
n Enter the resource’s works number, title, forename and surname, and date of birth.

= If the resource uses Sage 200 Financials or Commercials, select their logon name
from the 'Sage 200 user name' list.

= To enter an address, telephone numbers or an email address, click 'Contact
Information'.
Enter the resource’s employment details:

= [f the resource is included in the hierarchy, their 'Job function' is displayed. For more
information, see Setting up a hierarchy on page 133.

= Settheresource’s 'Status' as 'Active’ to allow timesheet and expense transactions to
be recorded for this resource. If you set their status to 'Inactive’, transactions cannot
be recorded by, or for, this resource.

= Enter the resource’s 'Start date'.
You only need to enter the resource’s 'End date' if they are leaving (or have left).

= Enter the 'Standard hours' worked by the resource in a week. This figure does not
restrict the number of hours the resource can record on their timesheet, but Sage 200
will advise them if the total that they enter differs from their standard hours.

Note: You can enter the hours in either HH:MM format or as a decimal figure. For
more information, see Timesheets settings on page 163.

To enter the resource’s payroll details, click 'Payroll Information'.
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= Enter the company name for the resource.

= Enter the resource’s reference number (this is separate to their 'Works Number', and
is optional).

= Enter the resource’s National Insurance (NI) number.

Note: If you have imported the resource from Payroll, their payment frequency and
employment status will also be displayed. Details of imported resources cannot be edited
in the system.

6. If the resource will be submitting expense claims, set the 'Expense Payment Method' for
reimbursing their expense claims.

= [f the resource has been imported, their payment method will be set to 'Payroll’,
meaning that the resource will be reimbursed via the Payroll application. You can
change this to a different payment method if required.

= Select 'Cashbook' if the resource is paid by cash or cheque.

m  Select 'Supplier Account' if the expense claims are to be paid via the Purchase
Ledger. Using this payment method, an invoice will be generated for the specified
account in the Purchase Ledger which can then be authorised and paid from the bank
account.

Select the supplier account using the account reference, short name or postcode.

= Select 'None' if the expense claims are not reimbursed using Sage 200 Financials or
Payroll.

7. Ifyou use cost centres and departments, you can specify the resource’s 'Cost Centre' and
‘Department'. These details will allow cost centre and department analysis when
transactions are posted to nominal accounts.

8. Set the resource’s permissions.

Note: If your system is set up to use Web Timesheets and Expenses, the ‘Remote User'
setting indicates that this resource can enter timesheets using WTE.

= To allow this resource to import and update resource details from Payroll, enable
‘Allowed to import/synchronise with Payroll'.

= To allow this resource to enter and edit timesheets for other people, enable 'Allowed
to enter other users timesheets'.

= Toallow this resource to enter expense claims for other resources, enable 'Allowed to
enter other users expense claims'.

= Toinclude this resource in the list of available authorisers for timesheets and expense
claims, enable 'Allowed to authorise timesheets and expense claims'.

Note: To allow this person to authorise timesheet or expense claims for other
resources, you must amend the other resource’s records to add this person as one of
their authorisers. For more information, see Select timesheet authorisers for a
resource on page 122.
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If you enable this setting, set the maximum expense claim amount that they can
authorise as the 'Expense Claim authorisation limit'.

= To set who can authorise this resource’s expense claims, click '‘Resource’s
Authorisers'. See Select timesheet authorisers for a resource on page 122.

9. To save the resource record, click 'Save'.

Note: If you use Sage Payroll, you can import your employee details and set them up as
resources. For more information, see Using employee records from Sage Payroll on page
124.

Contact information

Enter contact information for a resource:
You can enter the resource’s:

= Address.

= Postcode.

= Mobile telephone number.

= Standard telephone number.

= Faxtelephone number.

= E-mail address.

For more information on creating a resource, see Creating a resource record on page 118.

Payroll information

Enter payroll information for the resource.

Note: If you have imported the resource from Sage Payroll, their payroll details cannot be edited
in the system. You can only amend their details in Sage Payroll.

= Company name.

= Employee reference number (this is separate to the 'Works Number', and is optional).
= National Insurance (NI) number.

= Payment frequency (displayed only for imported resources).

= Employment status (displayed only for imported resources).

For more information on creating a resource, see Creating a resource record on page 118.
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Select timesheet authorisers for a resource

You can specify who has permission to authorise the timesheet and expense claims made by
each resource.

1.

122

Select Project Maintenance > Resources.
The list of timesheet users appears.

Select the required resource and click 'Edit'.
The resource’s record is displayed.

In the 'Authorisation permissions' section, click 'Resource’s Authorisers'.

The 'Authorisers' window appears, displaying a list of people that have been given
permission to authorise expense claims for this resource. This list will be blank if you have
not yet added any authorisers for this resource.

£ TE - Authorisers @

Authorisers

works Number | Surname Forenames Company

David Dema Campany

Co (e (e

To select the people that can authorise this resource’s expense claims, click 'Add’".
A list of people that have permission to authorise timesheets and expense claims appears.

== TE - Add Authorisers

Resource list

Works Number Surname Forenames Company
1003 Lee David
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Note: To give a resource permission to authorise timesheets and expense claims, enable
'Allowed to authorise timesheets and expense claims' in their resource record. For more

information, see Creating a resource record on page 118.

Select the people that will have permission to authorise timesheets and expense claims for
this resource, then click 'OK".

The updated list of timesheet authorisers for this resource appears.

Click 'OK".
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Using employee records from Sage Payroll

If you use Sage Payroll, you can import your employee records into Project Accounting and set
them up as resources. The process imports the employee records, current pay rates, as well as
some data associated with the employees (such as pay frequency, status and title). You can
import employees from more than one Payroll database.

If you import an employee from Payroll, their resource record in Project Accounting is linked to
their record in Payroll. You cannot make changes to their resource record in Project Accounting,
s0 any changes must be made in Payroll. The linked details are kept up-to-date by
synchronising the data when the system connects to Payroll.

Changes made in Payroll are updated in the resource’s records in Project Accounting, but not
vice versa. Changes that you make to a resources’s record in Project Accounting do not affect
the employee record in Payroll. For example, if you delete a resource record in Project
Accounting, the linked employee record in Payroll is not deleted.

Note: If you decide not to transfer your employee records from Payroll, you can manually
set them up as resources and enter their details. For more information, see Setting up
resources on page 118.

Import resources from Payroll

To import employee records from Payroll you must first set up a connection to the Payroll
database in the Timesheets and Expense Claims settings. For more information, see Payroll
settings on page 172.

To import employee records from Payroll:
1. Select Utilities > Import and Export > Import Resources.

Note: You may be prompted to enter a username and password to connect to the Payroll
database(s).

The 'Import Resources' window appears.
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%2 TE - Import Resources

New payroll employees

wiarks Number Employee Ref,

Surname

Murphy

Mapwel
Rickeard

Faorenames
John

Sarah
Erian
Gavin
Andrew

Joanne

Company

Stationery & Co...

Stationery & Co...

Stationery & Co...
Stationery & Co...

21 21 Duncan Mark, Stationery & Co...

22 22 Evans John Stationery & Co...

23 23 Watmore: Steven Stationery & Co...

24 24 Wills Richard Stationery & Co... «

| »
Select all Last updated: "0_5./'024'2007 11:03:27 ‘

Note: The 'Last updated' date indicates when Payroll information was last imported.

The list displays all employees from your connected Payroll database(s) that are available
to import. The list does not include employees that you have already imported.

2. Select the employees to import, then click 'Import'.

Note: To select more than one entry using the mouse, hold down the Ctrl key to select
individual entries, or hold down the Shift key to select a range of entries. To select all the

timesheets, click 'Select All'.

The employee records will be imported and added as resources.

Note: The imported employee’s timesheet and expense settings will need to be configured.
To do this, see Configuring imported Payroll resources on page 126.

Updating imported resource details

The details of imported resources will be updated with any corresponding changes in their
Payroll employee records automatically every 24 hours.

If you need to update the imported resource records immediately, click 'Synchronise'.
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Configuring imported Payroll resources

After you have imported resources from Payroll, you will need to:

Configure their resource records, and the timesheet and expense settings.
Add them to the hierarchy and set their cost and charge rates.

To do this:

1.
2.

To display your resources, select Project Maintenance > Resources.

Select the resource and click 'Edit'.

The 'Edit Resource' window appears.

Details that are synchronised with the resource’s Payroll record cannot be edited, and are

displayed in light grey. Configure the following settings if required:

= To allow the resource to submit timesheets and expense claims, set their 'Status' to
‘Active’.

= [fthe person uses Sage 200 Financials or Commercials, select their logon name from
the 'Sage 200 user name' list.

= [If you use cost centre and department analysis, set their 'Cost centre' and
‘Department'.

= Inthe 'Authorise permissions' section, set their permissions to enter and/or authorise
timesheets and expense claims for other resources, and synchronise records with
Payroll.

= Set their standard working hours.

For more information, see Setting up resources on page 118.

To add the resource to the hierarchy, select Project Maintenance > Hierarchy.
= Link the resource to the hierarchy.

= Set the resource’s cost and charge rates (if required).

Note: To view the resource’s imported pay rates, select the resource in the hierarchy
and move to the 'Pay Rates' tab.

For more information on linking resources to the hierarchy and setting their cost and charge
rates, see Setting up a hierarchy on page 133.
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Managing resources

To display and maintain your resources:

Select Project Maintenance > Resources.
The 'Resources' window appears, listing all your timesheet users.

3 TE - Resources

Resouree list

works Number | Employes Ref. | Surname Forenames Status Company Last Updated Sage 200 User | -
003 ee Demo Company 05, 7 11

1005 1005 Green Jil Active Demo Company  05/02/2007 11:.. JIL

25 25 Paul Harper Active Stationery & Co...  0S/02/2007 11:.. PAUL

1 1 McGarey Fiona Active Stationery & Co...  0S/02/2007 11:.. FIONA

z z McTernan Andrew Robert  Active Stationery & Co...  0S/02/2007 11:.

3 3 Davison Paul Active Stationery & Co...  0S/02/2007 11:.

4 4 Hart Judith Active Stationery & Co...  0S/02/2007 11:.

5 5 Bradley Derek Active Stationery & Co...  0S/02/2007 11:.

[ 6 Fairhurst David Active Stationery & Co...  0S/02/2007 11:.

7 7 Heilson Tracey Ann Active Stationery & Co...  0S/02/2007 11:. —

(e | [ ] [oooe ] [roote: | [uteers |

Note: The 'Last updated' column indicates when the resource details were last edited or
synchronised with Payroll.

To create a new resource record and manually enter their details, click 'Add'.
See Setting up resources on page 118.

To change resource records, select the resource(s) and click 'Edit'.

To remove resource records, select the resource(s) and click 'Delete’.

Note: If a resource was imported from Payroll, their employee record in Payroll will not be
deleted.

To import resources from Payroll, click 'Import'.
See Import resources from Payroll on page 124.

To update the details of imported resources with any changes to their employee record in
Payroll, click 'Synchronise'.
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Managing resource authorisation

You can specify who has permission to authorise the timesheet and expense claims made by
each resource. You can do this individually for each resource (see Select timesheet authorisers
for a resource on page 122) or you can do this for all resources using the '‘Manage Resource
Authorisation" window.

To manage resource authorisation for all users:
1. Select Project Maintenance > Manage Resource Authorisation.

The Manage Resource Authorisation window appears, listing all your timesheet users.

%2 TE - Manage Resource Authorisation

All resnurces

iZan authorise? | Works .., Emp Ref Surname Forenames Skatus Comparry _J
00001 00001 Beckstt Bill Active Homestyle Kitchens
I o0o0s onags Ding Mei Active Homestyle Kitchens
=2 onoo7 onog7 Kurmar Rahul Active Homestyle Kitchens
I 0100 Lamb Andrew Active Molster Style
B 0a011 McKinley Ian Active Atlas Ranges Ltd
I onos Winker Sinbhan Active Homestyle Kitchens
5 001005 Watson Sirnan Active
|
Configure authorisation
Resources not in autharisation list of the authoriser: Resources in autharisation list of the authoriser:
A Surname Forenames Works Number & Surname Farenames Works Mumber +
Mo resources to display B il 00
Ding Mei 0000
Kumar Rahul 00007
Lamb Andre 00100
MeKinley Ian oon11
Winter Siobhan 00015
4 | _ »

2. To manage authorisation for employee, use the 'All resources' section of the window.

= To allow an employee to authorise timesheet and expense claims, select the 'Can
authorise?' check box for the employee in the 'All resources' list.

= To stop an employee from authorising timesheet and expense claims, clear the 'Can
Authorise”?' check box for the employee.

3. To manage the resources for the employee, select the employee in the 'All resources' list
and use the 'Configure authorisation' section.

You can drag and drop resources between the lists, or select resources from the lists with
the mouse and click 'Add' or ‘Remove’.
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= To allow the employee to authorise timesheet and expense claims for a resource,
select the resource in the 'Resources not in authorisation list of the authoriser' list and
click 'Add".
The resource is listed in the 'Resources in authorisation list of the authoriser'.

= To stop the employee authorising timesheet and expense claims for a resource, select
the resource in the 'Resources in authorisation list of the authoriser' list and click
‘Remove’.

The resource is listed in the 'Resources not in authorisation list of the authoriser'.

Note: You can select many consecutive resources using the SHIFT key and non-secutive
resources using the CTRL key. To select all resources, use CTRL+A.

To save your changes, click 'OK'.
To discard changes, click 'Cancel'.
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Cost rates, charge rates and pay rates

A cost rate is the amount incurred by an individual when working for a period of time on an
activity. For example, the cost rate of an employee for a particular job could be the total cost of
hiring the employee (including wages, overheads and benefits) divided by the period of time that
they work (in hours, days, or weeks).

A charge rate value is the amount that will be raised (e.g. as revenue) and can be billed, for
work by the individual in the same period of time.

Pay rates are only used if the system is integrated with Sage Payroll. The pay rate value is the
rate at which an individual is paid, which is set up in their Payroll employee record. The pay rate
value may also be used as the cost rate value for employees imported from Payroll, or you can
specify a different cost rate. For information on importing Payroll employees, see Using
employee records from Sage Payroll on page 124.

You can set the cost and charge rates for individual resources or groups. If you use common
cost and charge rates for groups of resources, you can set up these groups in a hierarchy and
apply cost and charge rates for the whole group.

For more information, see:

= Cost rate types on page 131.

s Charge rate types on page 132.

s Setting up a hierarchy on page 133.

130



Timesheets

Cost rate types

You can set up cost rate types to specify the types of cost rate that you will use in a project. For
example, you could set up labour cost rate types for a 'standard' rate and an 'overtime' rate.

To set up a cost rate type:
1. Select Project Maintenance > Cost Rate Types.

The 'Cost Rate Types' window appears.

X TE - Cost Rate Types D@@
Cost Rate Types
Code Description
OVR Crvertime
3D Standard
WED Weeksnd
=

2. Click 'Add' to create a new cost rate type.
3. Enter a'Code' and 'Description’ for the cost rate type.

4. When you have set up your cost rate types, click 'OK".

Note: The cost rate value for an individual or group is set in the hierarchy. For information, see
Setting up a hierarchy on page 133.

131



Sage Project Accounting User’s Guide

Charge rate types

A charge rate is the amount charged for an individual when working for a period of time on an
activity. The charge rate may be set to be the cost rate with an element of margin added, or it
may be set to a specific rate for a project or client.

To set up a charge rate type:
1. Select Project Maintenance > Charge Rate Types.

The 'Charge Rate Types' window appears.

X TE - Charge Rate Types D@@
Charge Rate Types
Code Description
STD Standard
WED Weekend
=

2. Click 'Add' to create a new charge rate type.
3. Enter a'Code' and 'Description’ for the charge rate.

4. When you have set up your charge rate types, click '‘OK".

Note: The charge rate value for an individual or group is set in the hierarchy. For information,
see Setting up a hierarchy on page 133.
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Setting up a hierarchy

The hierarchy allows you to group together resources and arrange them in a structure, for
example by job type. You can create a structure with multiple levels to group your resources.
For each level, you can set the cost and charge rates that apply to all the resources in that

group.
To set up the hierarchy:

1. Select Project Maintenance > Hierarchy.

The '"Hierarchy' window appears.

5 TE - Hierarchy

Hierarchy Group Details
= & Employees Hame:
- &, Stand staff :
=& Electricial engineers Description: | Fl=ctricisl er
&
-8, Security Rates For PaLl, Harper [28]
B Davisan, Paul [4] e
B, Bradiey, Derek [5] Charge Rates | Cost Rates | Pay Rates
=&, Installation engineers G
& Lee, David [1003]
&, Fairhurst, David [5] Description Active Default Charge rate
Standard I i 26.00
Weeksnd v | Ei 34.00
Update Rate
Delste

The hierarchy is displayed as a tree structure with groups of resources organised into
different levels (or groups). The hierarchy can be arranged in multiple levels; for example, a
interior decorating firm may have a level for 'Decorators' which includes sub-levels for
‘Painters' and 'Plasterers’.

2. Toadd a group level, click 'Add Level'. Enter the name of the level, and an optional
description.

3. To add a resource to the hierarchy, select the group level that the resource will belong to
and click 'Link'. Then select the resources from the list to include in this group level.

If you have set cost and charge rates for a group level, resources that you add to that group
will inherit the group cost and charge rates.
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You can move a resource or group by clicking and dragging it to a new location in the
hierarchy. If you do so, you will be prompted to either use the cost and charge rates defined
for the new parent group, or keep the resource’s current cost and charge rates.

You can specify cost rate values and charge rate values for either a group level or an

individual.

5.

Move to the 'Charge Rates' tab to set the charge rate values.

Enter a value for each charge rate type that you want to use for this level or individual.
The rate will automatically be marked as 'Active'. Only those rates that are marked as
active will be available for timesheet entry.

If you normally use one rate, mark this rate as the 'Default'.
For more information on charge rate types, see Charge rate types on page 132.
Move to the 'Cost Rates' tab to set the cost rate values.

Enter a value for each cost rate type that you want to use for this level or individual.
The rate will automatically be marked as 'Active’. Only those rates that are marked as
active will be available for timesheet entry.

If the cost rate is linked to a charge rate value, select the corresponding ‘Linked
charge rate'. If you select this cost rate when entering a timesheet, the corresponding
charge rate will be automatically selected.

If you normally use one standard rate, mark this rate as the 'Default'.
For information on cost rates, see Cost rate types on page 131.
Move to the 'Pay Rates' tab to display the pay rates.

The pay rates are imported from Sage Payroll. You cannot adjust the pay rates in
Project Accounting.

If you do not want to use a pay rate for timesheet entry, remove the tick from the
‘Display' box.

To adjust a cost or charge rate by a percentage or fixed amount, click ‘Update Rate'.

For more information, see Update charge and cost rates on page 136.
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Add resources to a hierarchy

To add resources to the hierarchy:

1. Select Project Maintenance > Hierarchy.
The 'Hierarchy' window appears.

2. Move to the position in the hierarchy that you wish to add the resource and click 'Link".
The 'Add Resources' window appears.

3. Select the resources to add to the hierarchy.

4. Click 'OK' to add the selected resources to the hierarchy.

If a selected resource is already in the hierarchy, you will be prompted to confirm that you
want to move the position of the resource.

For more information on the hierarchy, see Setting up a hierarchy on page 133.
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Update charge and cost rates

You can update a cost or charge rate in the hierarchy by a fixed percentage or value. You can
change the rate for a single resource or for a whole hierarchy level. If you update the rate for a
level, you can also choose to update all resources and/or levels within that level.

Note: For more information on the hierarchy, see Setting up a hierarchy on page 133.

To update cost and charge rates in the hierarchy:

1.

2
3.
4

136

Open the hierarchy by selecting Project Maintenance > Hierarchy.
Select the resource or level for which you want to update the rate.
On the 'Charge Rates' or 'Cost Rates' tab, highlight the rate that you want to update.

Click 'Update Rate'.

The 'Update Charge Rate' window appears. The 'Description' shows the name of the rate
to be changed.

22 TE - Update Charge Rate

Charge rates

Description:

Do you want ko increase | () Percentage
decrease the rate by a
percentage or Fixed rate? (&) Fixed amounkt

Enter the value you wank ko [ a0
increase | decrease the rate by: |

Update
Cascade update ta sub levels

Update resources

Choose if you want to update the rate by a 'Percentage’ or set it to 'Fixed amount'.

= To update the rate by a percentage, enter the value by which you want to increase or
decrease the rate. For example, to increase the rate by 5% enter '5', or to decrease
the rate by 10% enter '-10".

= To update the rate by a fixed amount, enter the value to add to or subtract from the
the rate. For example, to subtract 10 from the rate enter '-10'.

If you have selected a hierarchy level, you can choose whether to apply the change to
resources in this level, and also cascade the change to resources and levels further down
the hierarchy.

= To update the rate in levels below this level in the hierarchy, enable 'Cascade update
to sub levels'.
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Note: This will not adjust the rates for resources with a level unless '‘Update
Resources' is also enabled.

= To update the rate for resources within a level, enable 'Update Resources'.

7. Click 'OK'" to change the rate.
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Enter Timesheets

Project Accounting provides two different methods of recording time:

Use batch timesheet entry to record time worked by yourself and other resources across
a range of projects and dates. You can use this method if you are responsible for entering
timesheets for a group of people.

See Batch timesheets on page 138.

Use weekly timesheet entry to record your own time (or time for a single resource) for each
day in a week. You can use this method if you enter your own timesheets and submit them
on a weekly basis.

See Weekly timesheets on page 140.

You can use either method to enter timesheets.

Batch timesheets

To enter timesheets for your projects in a batch:

1.

138

Select Enter Transactions > Enter Timesheet - Batch.

55 TE - Enter Timesheet - Batch

Resolrce Detals Tineshest Detalks
wiorks Humber | | surname: I Batch total hours: 2400 Marrative: |Securly - Mewcastls |
Timesheet entries
Works .. | Surmame Project Froject Item Date Hours | Charge Cost | Pay Narrative Status CerteRae
1003 Lee Newcastle Exh.. Securky staff  05/02f2007 800 STO STD Security - Newe... Draft e [stenderd (=)
1005 Green Newcastle Exh.. Securty staff  05{02f2007 800 STO STD Security - Newe...  Draft
26 Paul Newcastls Exh . Securiry staff  05(02(2007 8.00 5TD 510 7 Security - Newe. Draft Cost Rate
Type  |Standard =]
Pay Rate
Type!  |Doubletime =]
T ] o ot

If you know the total time to record for the batch, enter it as the 'Batch hours total'. When
you submit the batch, the system will sum the time of all your entries and compare it
against the expected total that you have entered so that you can spot any errors.

If you enter a 'Narrative' for the batch, this will automatically be entered as the narrative for
each time entry (you can still amend the narrative if required).
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4. You can add a new time entry by clicking in a blank space in the "Timesheet entries' area
or by clicking 'Add'. On each line:

= Your details will automatically be displayed in the 'Works Number' and 'Name'
columns.

Note: If you have authorisation to enter timesheets for other resources, you can select
a different resource from the list. To set authorisation permissions, see Select
timesheet authorisers for a resource on page 122.

= If you are posting timesheets to Project Accounting, select the 'Project' and 'Project
ltem' of the project activity.

Note: Only project items that have been set up to be used for timesheets are
displayed. To allow a project item type to be selected in timesheet entries, enable its
‘Timesheets' integration setting. See Integration (project item type) on page 25.

Note: Project items can be displayed by their codes or descriptions. For more
information, see Terminology settings on page 166.

= If you are not posting timesheets to Project Accounting and your system is set up to
allow selection of a nominal account, select the '"Nominal account' to use for the
timesheet transaction.

Note: The account that you select must be a posting account, and also include the
cost centre and department codes set in your Resource details.

= Enter the date.
= Enter the number of hours to record for this activity.

Note: Time is entered in HH:MM format or decimal format, depending on your
settings. See Timesheets settings on page 163.

= Toinclude a description of the activity, enter it as the 'Narrative'.

s Check the '‘Charge’ rate, 'Cost' rate and 'Pay' rate (if integrated with Payroll), and
select different rates if appropriate.

Note: To display a panel showing the charge, cost and pay rates, click 'Show Rates'.
5. When you have finished entering all the time entries in the batch:
= To submit the entries, click 'Submit'.
= To save the entries so that you can amend them and submit them later, click ‘Save'.

When your timesheet has been submitted it can then be authorised and posted. For more
information, see Processing submitted timesheets on page 142.
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Weekly timesheets

To enter a weekly timesheet:

1.

Select Enter Transactions > Enter Timesheet - Weekly.

5 TE - Enter Timesheet - Week

Resource Details Timesheet Details

Works Number: |1003 () Surname: |Les i wesk for: (<) 04/0z/z007 Marrative: |Mewcastle product launch |
Timesheet entries for wesk beginning 04(02/2007
Project Project Iter Sun Mon Tue Wed Thu Fri Sat Total Charge  Cost Marrative
Mewcastle Exhibition 2007 Demonstration staff 0.00 0.00 7.00 8.00 8.00 7.00 0.00 30,00 5TD STD Mewcastle product launch
Mewcastle Exhibition 2007 Demonstration staff 0.00 0.00 0.00 0.00 0.00 0.00 7.00 7.00 WKD WKD Mewcastle product launch

Key: Draft - Saved > Submitted -3 Autharised

Total hours: Show Rates

Your 'Works Number' and '‘Name' will automatically be selected. If you are allowed to enter
timesheets for other resources, you can select them from the list.

The days of the current week are displayed. To change the week, move backwards or
forwards by clicking on the buttons to either side of the date, type in the new date, or click
on the calendar icon to select a date from the calendar.

Note: You can set the starting day of the week, and also choose whether to allow time
entries at weekends. For more information, see Timesheets settings on page 163.

If you enter a 'Narrative', this will automatically be entered as the narrative for each entry
(you can still amend the narrative if required).

You can add a new time entry by clicking in a blank space in the Timesheet entries area or
by clicking 'Add'. On each line:

= If you are posting timesheets to Project Accounting, select the 'Project' and 'Project
ltem' of the project activity.

Note: Only project items that have been set up to be used for timesheets are
displayed. To allow a project item type to be selected in timesheet entries, enable its
‘Timesheets' integration setting. See Integration (project item type) on page 25.
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Note: Project items can be displayed by their codes or descriptions. For more
information, see Terminology settings on page 166.

= If you are not posting timesheets to Project Accounting and your system is set up to
allow selection of a nominal account, select the ‘Nominal account' to use for the
timesheet transaction.

Note: The account that you select must be a posting account, and also include the
cost centre and department codes set in your Resource details.

= Enter the number of hours to record for this activity on each day. The "Total hours' box
will display the hours that you have entered so far for the week.

Note: The colour of the text indicates the status of the timesheet entry; bold text
(Draft), blue text (Saved), grey text (Submitted), green text (Authorised), yellow
background (Rejected).
If an entry is rejected, hover the mouse over the box to display the reason for rejection
(if the authoriser has entered one).

= Enter a description of the work in the 'Narrative'.

= Select the 'Charge’ rate, 'Cost' rate and 'Pay' rate (if integrated with Payroll). Select
different rates if appropriate.
Note: To display a panel showing the charge, cost and pay rates, click 'Show Rates'.

Note: The timesheet may automatically include some activities that you have previously
recorded time against. To change this behaviour, see the 'Retain timesheet tasks for'
setting in Timesheets settings on page 163.

6.  When you have finished entering all the time entries for the week:
= To submit the entries, click 'Submit'.

Note: If a figure has been entered for the resource’s 'Standard hours', you will be
notified if the weekly total is different to their standard hours. For more information,
see Creating a resource record on page 118.

= To save the entries so that you can return to the timesheet and make further changes
before submission, click 'Save'.

When your timesheet has been submitted it can then be authorised and posted. For more
information, see Processing submitted timesheets on page 142.

141



Sage Project Accounting User’s Guide

Processing submitted timesheets

Depending on how your system is set up, timesheets may need to be manually authorised and
posted after they have been submitted.

= If your system is set up to use authorisation, timesheets will be marked with a 'Submitted'
status and must be authorised before they can be posted. For more information, see
Authorising Timesheets on page 150.

If authorisation is not used in your system, the timesheet will automatically be marked with
an 'Authorised’ status and can then be posted.

= If your system is not set up to use automatic posting, the authorised timesheets must be
manually posted to Financials and/or Project Accounting. For more information, see
Posting Timesheets on page 154.

If your system is set up to automatically post timesheets to Financials and/or Project
Accounting, all 'Authorised' timesheets will automatically be posted as appropriate. To
enable automatic posting, see Financials settings on page 167 and Project Accounting
timesheet and expense claims settings on page 170.
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Import Timesheets

You can import timesheet data from a file, allowing you to record your timesheets in an external
application such as a spreadsheet. Timesheet data can be imported from a CSV (comma
separated value) text file or an XML format file. The file structure is detailed in Timesheet import
format on page 144.

When you import timesheet data, the system will validate the entries to check that there are no
errors in the data. For example, it will check that the resources, projects, cost and charge rates
that are entered in the timesheet all exist in the system.

Imported timesheets are entered as new transactions with a status of 'Saved', ready to be
checked and submitted by the resource (or authoriser).

Only the minimum amount of data needs to be imported to create the timesheet transactions.
All other relevant data can be derived from your system, for example you only need to include
the cost rate type and the system will apply the corresponding cost rate value that you have set
up.

If there is a problem with the import process, a report is created.

= For help on how to import timesheet data, see Import timesheet data on page 143.

Import timesheet data

To import timesheet data:
1. Select Utilities > Import and Export > Import Timesheets.

The 'Import Timesheets' window appears.

5 TE - Import timesheels E“E‘E]

Import Mode

() validate only

() validate and impork

= To check the data format but not import it, select 'Validate only' and click 'OK".
= To check and import the timesheet data, select 'Validate and import' and click 'OK".
2. Select the file to import and click 'OK'".

= If the timesheet data is successfully imported, a log is generated that lists the details
of the imported time entries.

= [Ifany timesheet data cannot be validated and imported, an error log is generated that
lists the entries that could not be imported.
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Depending on your system settings, the logs will be printed, previewed on-screen, or sent
to the spooler to be printed later. To set your printing preferences, select File > Choose
Output Mode from the menu bar.

Note: Imported timesheet entries will be marked with a 'Saved' status. To process these
timesheets, you will need to amend the timesheets and submit them. For more information,
see Amending Timesheets on page 148.

Timesheet import format

You can import timesheet data that is prepared in the following file formats:

CSV (comma separated value).

Prepare the CSV file with each time entry on a new line. All the values should be listed in
the order specified below, and must be separated by commas. If a value contains a
comma, the value should be enclosed in quotes ().

XML (template).

Prepare the XML file with each time entry tagged as a new 'row'. Each value in the row
should be marked with a 'field' tag, using the field name as listed below. For example:

<row>

<field name="WorksNumber">001</field>

</row>

Fields
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Note: Fields marked as 'required' must be included. Optional fields can be omitted from the
timesheet data file.

Field: WorksNumber

Description: The resource’s Works Number
Format: Text

Field Length: 20

Required/optional: Required

Conditions: The number must exist
Example: 001

Field: Company
Description: The resource’s Company name (set in Payroll information)
Format: Text
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Field Length: 30
Required/optional: Optional

Conditions: The company name must exist, if it is specified

Example: Sage (UK) Ltd

Field: EmployeeReference

Description: The resource’s Employee reference (set in Payroll information)

Format: Text
Field Length: 10
Required/optional: Optional

Conditions: The employee reference number must exist, if it is specified

Example: AO05

Field: ProjectCode

Description: The project code number
Format: Text

Field Length: 20

Required/optional: Required
Conditions: The project code must exist
Example: 0000000012

Field: CostltemCode

Description: The project item code number
Format: Text

Field Length: 30

Required/optional: Required

Conditions: The project item code must exist
Example: C-003

Field: Date

Description: The date of the time entry
Format: Text

Field Length: 8 (DD/MM/YYYY)
Required/optional: Required
Conditions: Must be a valid date
Example: 13/01/2007

Field: Hours

Description: The hours to record for the time entry

Format: Text

Field Length: 15.2 (can be specified to 2 decimal places)

Required/optional: Required
Conditions:
Example: 7.5

Field: PayRateType

Description: The Payroll pay rate type (the reference code from the Timesheet Entry screen)
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10.

11.

12.

13.
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Format: Text

Field Length: 20

Required/optional: Optional

Conditions: Only specify for resources imported from Payroll
Example: 1

Field: CostRateType

Description: The cost rate type code

Format: Text

Field Length: 20

Required/optional: Optional

Conditions: If a default cost rate has not been specified, this field is required
Example: STD

Field: CostRateValue

Description: The cost rate value, if different to the default rate associated with the code
Format: Text

Field Length: 18.5 (5 decimal places)

Required/optional: Optional

Conditions:

Example: 11.15

Field: ChargeRateType

Description: The charge rate type code

Format: Text

Field Length: 20

Required/optional: Optional

Conditions: If a default charge rate has not been specified, this field is required
Example: OVR

Field: ChargeRateValue

Description: The charge rate value, if different to the default rate associated with the code
Format: Text

Field Length: 18.5 (5 decimal places)

Required/optional: Optional

Conditions:

Example: 17.50

Field: NominalAccountNumber

Description: The code of the nominal account associated with the time entry
Format: Text

Field Length: 8

Required/optional: Optional

Conditions: The account number must exist

Example: 91201
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14.

15.

16.

Field: NominalCostCentre

Description: The account cost centre associated with the time entry
Format: Text

Field Length: 3

Required/optional: Optional

Conditions:

Example: SAL

Field: NominalDepartment

Description: The account department associated with the time entry
Format: Text

Field Length: 3

Required/optional: Optional

Conditions:

Example:ADM

Field: Comment

Description: The comment (Narrative) to record with the time entry
Format: Text

Field Length: 30

Required/optional: Optional

Conditions:

Example: Painting interior walls
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Amending Timesheets

You can amend timesheet entries with a status of 'Saved', 'Submitted', 'Authorised' or
'Rejected'. You cannot amend entries with a status of 'Posted'.

To amend timesheet entries:

1. Select Adjust Transactions > Amend Timesheet.

The 'Amend Timesheet' window appears.

£ TE - Amend Timesheet

Resouree details Timesheet details

(O Show timesheets For resource (&) 5how timeshests For all resources (@) All timeshests O Range of tmeshests
works Humber; ~  Sumam; [ 1 Date from: | 1 Dateto: | (2 Status;

Project details

() Show timesheets for project () Show timesheets For all projects
Project title: hevicastle Exhibition 2007 (=) Projctoode: | |
Timesheet
‘Works Mumber | Surname Forenames Project Project Item Date Timesheet M. . Hours  Status =
1003 Lee David Mewcastle Exhibitio... Demonstration staff  08{02/2007 0000000047 7.00 Submitted
1003 Lee David Mewcastle Exhibitio... Demonstration staff  07j02/2007 0000000048 800 Submittsd
1003 Lee David Mewcastle Exhibitio.. Demonstrationstaff 0022007 0000000049 800 Submitted
1003 Lee David Mewcastle Exhibitio... Demonstration staff  09/02/2007 0000000050 7.00 Submitted
1003 Lee David Newcastle Exhibitio... Demonstration staff  10/02/2007  0DO0O00OSL 7.00 Submitked
1005 Green 3l Mewicastle Exhibitio... Catering staff 07/02/2007 0000000052 4.00 Authorised
1005 Green 3 Newcastle Exhibitio... Catering staff 05{02/2007  00000DOOS3 4.00 Authorised
1005 Green 3l Mewcastle Exhibitio... Catering staff 09/02/2007 0000000054 4.00 Authorised
1005 Green 3l Mewicastle Exhibitio... Catering staff 10/02/2007 0000000055 4.00 Authorised
2 Paul Harper Mewcastle Exhibitio.. Demonstration staff  10/022007 0000000056 800 Saved

Select Al

You can filter the list of timesheet entries as follows:

To display timesheets for a particular individual, select 'Show timesheets for resource'
and select the resource from the list.

To display timesheets from all resources, select 'Show timesheets for all resources'.

To display timesheets by date, select 'Range of timesheets' and enter the 'Date from'
and 'Date to', then click 'Display'.

To display timesheets by status, select 'Range of timesheets' and select the 'Status'
(from 'Saved', 'Submitted', 'Authorised’, 'Rejected' or 'Posted’). To update the list,

click 'Display".

Note: To display the reason for rejecting a timesheet (if one was entered), move the
mouse pointer over the 'Rejected’ text in the status column.

To display timesheets for a particular project, select 'Show timesheets for project' and
select the project.
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= You can sort the timesheet entries in the list by clicking on the column headings, for
example clicking on 'Date’ will sort the list in ascending or descending date order.
Select the timesheet entries that you want to amend and click 'Edit'.

Note: To select more than one entry using the mouse, hold down the Ctrl key to select
individual entries, or hold down the Shift key to select a range of entries.

The 'Edit Timesheet' window appears.

When you have amended the timesheets, click 'Close'.
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Authorising Timesheets

You can use authorisation to check the time entries recorded by resources (timesheet users)
before they are posted. When a resource submits a timesheet, a timesheet authoriser must
accept it before it can be posted. If there is a mistake or a problem with a timesheet it can be
rejected by the authoriser, who can also enter a comment for the resource.

Setting up authorisation

To set up authorisation:

= Enable the 'Authorise timesheets' option in the Timesheets and Expense Claims Settings.
For more information, see Timesheets settings on page 163.

= Select the resources that will have permission to authorise timesheets. For more
information, see Select timesheet authorisers for a resource on page 122.

Authorising timesheets

You can view and authorise timesheets in two ways:

= Toview and authorise weekly timesheets submitted by particular individuals, see Authorise
timesheets by resource on page 151.

= To view and authorise timesheets submitted for particular projects (for example, if you are
a project manager), see Authorise timesheets by project on page 152.
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Authorise timesheets by resource

To authorise timesheets submitted by a resource:

1. Select Adjust Transactions > Authorise Timesheets By Resource.

The 'Authorise Timesheets by Resource' window appears.

2 TE - Authorise Timesheets By Resource E"EI@
Resource detais Timeshest Details
(%) Show timesheets for resource (O show timesheets for all resources O Al timesheets %) Range of timesheets Display
“works Number: |1003 Surname: |Le View week For: [<J][25112/2008 [E[e] status: | all v

Timeshests

wiorks Humber Surname Forenames Vear Week Mumber Total Hours Status
E Subritted

[Authurise][ Reject ][ Details ][ Brink ]

2. To filter the timesheets displayed:

= Todisplay timesheets for a particular individual, select 'Show timesheets for resource'
and select the resource from the list.

= To display timesheets from all resources, select 'Show timesheets for all resources'.

= To display timesheets by date, select 'Range of timesheets' and the week to display,
then click 'Display’.

= Todisplay timesheets by status, select 'Range of timesheets' and select the 'Status'
from submitted or rejected. To update the list, click 'Display'.

Note: To display the reason for rejecting the timesheet (if one was entered), move the
mouse pointer over the 'Rejected’ text in the status column.

Note: You can also sort the timesheet entries in the list by clicking on the column headings,
for example clicking on ‘Week number' will sort the list in ascending or descending week
number.

3. To view details for a timesheet, select it from the list and click 'Details’.

The 'Timesheet Entry (Weekly)' window appears. You can also amend and resubmit the
timesheet if required. For more information, see Weekly timesheets on page 140.

4. Select the timesheets to authorise (or reject).
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Note: To select more than one entry using the mouse, hold down the Ctrl key to select
individual entries, or hold down the Shift key to select a range of entries. To select all the
timesheets, click 'Select All'.
5. Authorise or reject the timesheets.
= To authorise the selected timesheets, click 'Authorise’.
The timesheet status will be marked as 'Authorised' and can then be posted.
=m  To reject the selected timesheets, click 'Reject’.

Type in a reason for rejecting the timesheet. This description can be viewed by the
resource.

The timesheet entries will be marked as 'Rejected'. They will not be removed from the
system, and can be amended and resubmitted by the resource (if appropriate).

Note: To display a report showing the timesheets entered by an individual, select Reports >
Timesheets & Expense Claims > Timesheet Transactions (by Resource).

Authorise timesheets by project

To authorise timesheets submitted for a project:
1. Select Adjust Transactions > Authorise Timesheets By Project.

The 'Authorise Timesheets By Project' window appears.

5 TE - Authorise Timesheets By Project Q@@

Resource details Timesheet details

(O show timesheets For resource (%) Show timesheets For all resaurces () Al timesheets (%) Range of timesheets Display

Wworks Mumber: |10 ~  Surmame: | : ! Datefrom: [oyjozfzoor [ Datete: |1 [E]  status: |al v |
Project details

(3) Show timasheets for project () shaw timesheets for all projects

Project title: 000000008 (=] Project code:
Timeshests

Froject Froject Item Works Number  Surname Forenames Date Timesheet N... Hours | Status

Mewcastle Exhibitio.. Electricians 1005 fareen Ji 02f02f2007 0000000041 8,00 Rejected
o 1003

(amoree ) [(zope | [ ] =
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2. To filter the submitted timesheets displayed:

= Todisplay timesheets for a particular individual, select 'Show timesheets for resource'
and select the resource from the list.

To display timesheets from all resources, select 'Show timesheets for all resources'.

= To display timesheets by date, select 'Range of timesheets' and the week to display,
then click 'Display".

= Todisplay timesheets by status, select 'Range of timesheets' and select the 'Status'
from submitted or rejected. To update the list, click 'Display'.

= Todisplay timesheets for a particular project, select 'Show timesheets for project' and
select the project.

To display timesheets from all projects, select 'Show timesheets for all projects'.

Note: To display the reason for rejecting the timesheet (if one was entered), move the
mouse pointer over the 'Rejected’ text in the status column.

Note: You can also sort the timesheet entries in the list by clicking on the column headings,
for example clicking on 'Date" will sort the list in ascending or descending date order.

To view details for a timesheet, select it from the list and click 'Details'.

The 'Timesheet Entry (Batch)' window appears. You can also amend and resubmit the
timesheet if required. For more information, see Batch timesheets on page 138.

4. Select the timesheets to authorise (or reject).

Note: To select more than one entry using the mouse, hold down the Ctrl key to select
individual entries, or hold down the Shift key to select a range of entries. To select all the
timesheets, click 'Select All".

Authorise or reject the timesheets.
= To authorise the selected timesheets, click 'Authorise’.

The timesheet status will be marked as 'Authorised' and can then be posted.
= Toreject the selected timesheets, click '‘Reject’.

Type in a reason for rejecting the timesheet. This description can be viewed by the
resource.

The timesheet entries will be marked as 'Rejected'. They will not be removed from the
system, and can be amended and resubmitted by the resource (if appropriate).

Note: To display a report showing the timesheets entered for a project, select Reports >
Timesheets & Expense Claims > Timesheet Transactions (by Project).
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Posting Timesheets

Timesheet entries can be posted to Project Accounting and Sage 200 Financials, and also
exported to Sage Payroll. You can choose to post timesheets either automatically or manually.

If you choose to post timesheets automatically, timesheets will be posted when they have been
authorised. If you do not use authorisation, they will be posted when they have been submitted.

If you choose to post timesheets manually, you control which timesheets are posted and who
has permission to post the timesheets.

Note: Timesheets cannot be amended after they have been posted to either Sage 200
Financials or Project Accounting (and have a 'Posted’ status).

Posting to Project Accounting

If you post timesheets to Project Accounting, a single project transaction record is created
against the project item relating to the timesheet activity.

= Forinformation about posting to Project Accounting, see Sage 200 Project Accounting
transactions on page 155.

Posting to Financials

If you post timesheets to Financials, Nominal Ledger journals are created for the timesheet
activity. You can choose to post each transaction individually or to post transactions in batches
that are grouped together for each nominal account.

= Forinformation about posting to Financials, see Sage 200 Financials transactions on page
157.
Posting to Payroll

If you have imported employee records from Sage Payroll, you can post details of their
timesheets to Payroll to generate payments.

= For more information about posting to Payroll, see Payroll transactions on page 159.
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Sage 200 Project Accounting transactions
If you post timesheets to Project Accounting, a single project transaction record is created
against the project item relating to the timesheet activity.

= The amount posted may be subject to an overhead recovery uplift. For information on
overhead absorption, see Understanding Overhead Absorption on page 54.

= If a commitment has been created for this transaction, then this will be reversed and an
actual entry will be created. For information on committed costs, see Understanding
Committed Costs on page 64.

Note: You can post timesheets to Project Accounting manually using the post timesheets
routine, or set the system to post all timesheets automatically.

To configure your system for posting to Project Accounting, see Project Accounting
timesheet and expense claims settings on page 170.

Post timesheets to Project Accounting
To manually post timesheets to Project Accounting:
1. Select Utilities > Import and Export > Post Timesheets to Projects.

The 'Post Timesheets To Projects' window appears.

== TE - Post Timesheets To Projects T@E‘

Resouree details Timesheet details

(O Show timesheets For resource (&) 5how timeshests For all resources (@) All timeshests () Range of timeshests

works Humber; | 1005 - Sumame; [Lee | Date from: | |/ 1 Dateto: | =

Project details

() Show timesheets for project () Show timesheets For all projects

Project title: ~ Project cade:

Timesheet

Project Praject [tem Works Number Surname Forenames Date Timesheet M., Hours

Select Al

2. To filter the timesheets displayed:
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= Todisplay timesheets for a particular individual, select 'Show timesheets for resource'
and select the resource.

= To display timesheets from all resources, select 'Show timesheets for all resources'.

= To display timesheets by date, select 'Range of timesheets' and the week to display,
then click 'Display".

= Todisplay timesheets for a particular project, select 'Show timesheets for project' and
select the project.

= To display timesheets from all projects, select 'Show timesheets for all projects'.

Note: You can also sort the timesheet entries in the list by clicking on the column headings,

for example clicking on '‘Date" will sort the list in ascending or descending date order.

3. Select the timesheets to post to Project Accounting.

Note: To select more than one entry using the mouse, hold down the Ctrl key to select
individual entries, or hold down the Shift key to select a range of entries. To select all the
timesheets, click 'Select All'.

4. To post the selected timesheets, click 'Post'.
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Sage 200 Financials transactions

If you post timesheets to Financials, Nominal Ledger journals are created for the timesheet
activities. The journal will contain debit and credit entries in the nominal accounts that you have
specified. You can choose to record the nominal transactions separately or as a batch.

The following journal transactions will be made:

= A debit entry is made to the nominal account linked to the project item selected for each
timesheet activity. The item’s revenue and expense nominal accounts are set on the 'Costs
& Charges' tab; see Costs & Charges on page 41.

= Acredit entry is made to the timesheet 'Nominal ledger control account'. To set this
account, see Financials settings on page 167.

The entry will also include the resource’s cost centre and department code if appropriate.
To set a resource’s cost centre and department codes, see Creating a resource record on
page 118.

Note: You can post timesheets to Financials manually using the post timesheets routine, or

set up the system to automatically post all timesheet transactions.

To configure your system for posting to Financials, see Financials settings on page 167.
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Post timesheets to Financials

To manually post timesheets to Financials:

1.
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Select Utilities > Import and Export > Post Timesheets to Financials.

The 'Post Timesheets to Financials' window appears.

== TE - Post Timesheets To Financials

Resource details

) show timesheets far resource

) Show timeshests For all resaurces

torks Mumber:

Project details

- Sumame: [Lee

() Show timesheets for project:

(&) shaw timesheets for all prajects

Timesheet detalls

) all timesheets

) Range of timeshests

Date from: |

¥ Dateto: |

(2] Posting by: |Batch

Froject title:

Timeshest

Froject code:

Select Al

Project Project Ttem works Mumber Surname Farenames Date Timesheet N,.. Hours =
Mewcastle Exhibition 2007 Security staff 1003 Lee David 29/01/2007 0000000035 7.00
Mewcastle Exhibition 2007 Security staff 1003 Lee David 30/01j2007 0000000036 7.00
Newcastle Exhibition 2007 Security staff 1003 Lee David 31/01/2007 0000000037 7.00
Mewcastle Exhibition 2007 Security staff 1003 Lee David 01j02/2007 0000000038 7.00
Mewcastle Exhibition 2007 Security staff 1003 Lee David 03/02/2007 0000000040 7.00

To filter the timesheets displayed:

To display timesheets for a particular individual, select 'Show timesheets for resource’
and select the resource from the list.

To display timesheets from all resources, select 'Show timesheets for all resources'.
To display timesheets by date, select 'Range of timesheets' and the week to display,
then click 'Display".

To display timesheets for a particular project, select 'Show timesheets for project' and
select the project.

To display timesheets from all projects, select 'Show timesheets for all projects'.

Note: You can also sort the timesheet entries in the list by clicking on the column headings,
for example clicking on '‘Date' will sort the list in ascending or descending date order.

Select the timesheets to post to Financials.

Note: To select more than one entry using the mouse, hold down the Ctrl key to select
individual entries, or hold down the Shift key to select a range of entries. To select all the
timesheets, click 'Select All'.

To post the selected timesheets, click 'Post'.
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Payroll transactions
If you have imported employee records from Sage Payroll, you can post their timesheet details
to Sage Payroll so that you can generate payments.

You can specify the criteria for the timesheet data to post, and select which Sage Payroll
companies it will be posted to. Only timesheet entries that have been completed in the system
can be sent to Sage Payroll.

The system will record that the timesheet has been posted to Payroll. To prevent accidental
duplicate postings, the system will not allow the same timesheet to be posted again.

= To configure your system for posting to Payroll, see Payroll settings on page 172.

Post timesheets to Payroll
To post timesheets to Payroll:
1. Select Utilities > Import and Export > Post Timesheets to Payroll.

The 'Post Timesheets to Payroll' window appears, which allows you to filter the timesheets
to be posted.

5% TE - Post Timesheets to Payroll D@@
Companies
Mame Include:
Stationery & Computer Mark LK |
Posting Details
Pay Frequency Include
Eilonthly v
Fortrightly Ird
Four wweekly v
Manthly Ird
eekly v
Include leavers
DEnter date range Frorm: ) To; ! [

2. Inthe 'Companies' list, select the Sage Payroll companies to which you want to post
transactions.
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3. Inthe 'Posting Details' section, select the criteria of the transactions to be posted to
Payroll:

= Tick all the pay frequencies for the resources that you want to include. The pay
frequencies displayed will depend on those set up in the selected Sage Payroll
companies.

= Toinclude resources marked as leavers, enable 'Include leavers'.
= To specify a date range for the timesheet transactions, select 'Enter date range' and
specify the 'From' and "To' dates for the range.
4. Click 'OK' to confirm the timesheet criteria.

The 'Select Timesheets for Posting to Payroll' window appears, showing the timesheets
for the companies and criteria that you have specified.

% TE - Select Timesheets for Posting To Payroll

Timesheets

Employes Ref.  Works Number Surnanme Forename(s) Company Hours Pay Frequency

Harper

G 4 Judith

= To check the details of a timesheet, select it from the list and click 'View'.

5.  Select the timesheets that you want to post.

Note: To select more than one entry using the mouse, hold down the Ctrl key to select
individual entries, or hold down the Shift key to select a range of entries.

6. Click 'Post' to post the selected timesheets to Payroll.
Note: You may be prompted to enter a username and password for the Payroll connection.

7. When you have finished posting timesheets, click 'Close'.

Note: To display a report on the total pay and hours worked for each resource, select
Reports > Timesheets & Expense Claims > Payroll Report (by Resource).
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Timesheet and Expense Claim reports

You can generate a variety of reports for details on timesheet entries, expense claims, and your
resources.

Note: To view reports on the setup of your projects (e.g. projects and project items), see Project
Accounting Setup Reports on page 73.

To display the list of reports, select Reports > Timesheets & Expense Claims.
= Timesheet Summary (by Resource).
Lists each resource and the total time that they have worked on each project item.
= Timesheet Summary (by Project).
Lists each project and the total time recorded by each resource on that project.
= Timesheet Transactions (by Resource).

Lists each resource and details of each individual timesheet entry; including the project
item, hours worked, timesheet number, status, and cost, charge and pay rates.

= Timesheet Transactions (by Project).

Lists each project and details of each individual timesheet entry; including the resource,
status, and cost, charge and pay rates.

= Timesheet Summary (Charges and Costs).

Lists each resource and details of each individual timesheet entry; including the project
item, hours worked, status, and cost, charge and pay rates.

s Resource Summary.

Lists each resource’s time entries and pay, grouped by company; including details of the
project and project item, status, hours worked, their pay rate and total pay.

s Expense Claim Transactions (by Resource).

Lists each resource and details of their expense claims; including the expense claim
number, project and project item, expense claim details, and the claim value.

= Payroll Report (by Resource).
Lists the hours worked and total pay for each resource, grouped by company.
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Timesheet and Expense Claims Settings

To display the timesheet and expense claims settings:

162

Select Utilities > System Setup > Timesheet and Expense Claims Settings.

On the 'Timesheets' tab, you can set your timesheet entry settings, and control how
cost, charge and pay rates are displayed and selected. See Timesheets settings on
page 163.

To set your expense claim entry settings, move to the 'Expense Claims' tab. See
Expense Claims settings on page 165.

To change the terms used in timesheet and expense entry windows, move to the
‘Terminology' tab. See Terminology settings on page 166.

To set up timesheet and expense integration with Financials (Nominal Ledger), move
to the 'Financials' tab. See Financials settings on page 167.

To set up timesheet and expense integration with Project Accounting, move to the
‘Project Accounting' tab. See Project Accounting timesheet and expense claims
settings on page 170.

To set up timesheet integration with Sage Payroll, move to the 'Payroll' tab. See
Payroll settings on page 172.

Note: If you (or another user) is currently using Project Accounting, the system may prevent
you from changing any settings whilst the system is in use. However, you can still view the
settings by selecting Utilities > System Setup > View Timesheet and Expense Claims
Settings.
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Timesheets settings

Use the 'Timesheets' settings to choose your timesheet entry options, and control how cost,
charge and pay rates are displayed and selected.

Note: For more information on setting up and using timesheets, see Timesheets on page 113.

To specify your timesheet entry and rates options:

= Select Utilities > System Setup > Timesheet and Expense Claims Settings, then move to

the 'Timesheets' tab.

%% TE - Timesheet and Expense Claims Settings

| Timesheets iExpanse Claims.' Terminology F\nancials" Praoject Accounting | Payroll

Allow timeshest entry

Rate options

Cost rates

Select cost rate bype

[ visplay cast rate value
Charge rates

Select charge rate type

[ visplay charge rate value
Pay rates

Select pay rate bype

[ visplay pay rate value

|:| Use pay rates as cost rakes

[ Restare defaults

Entry options

Allows weekend working:

‘Week starts on day: ISunday’ v |

‘Walidate time against expected kime
v
for resource:

Time entry Farmat: | Decimal v |

Retain timesheet tasks For: i L ' subrnissions

Authorise timeshests:

Mest timesheet no: ! EE\E

Cancel

= To allow resources to enter timesheets in Project Accounting, enable 'Allow timesheet

entry'.

Time entry options

Set your timesheet entry options.

= If your resources work at the weekend (Saturday and Sunday), enable 'Allow weekend

working'.

= Set the day on which your working week begins from the 'Week starts on day' list.

= If you enable 'Validate time against expected time for resource’, the total weekly time
recorded by a resource will be compared against their standard hours. If the recorded time
is different to the standard hours, the resource will be warned when they submit the
timesheet. For information on setting a resource’s standard hours, see Creating a resource

record on page 118.
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= Set the 'Time entry format'. For example, an entry of two hours and thirty minutes would
be entered in hours and minutes ('HH:MM') as '2:30', or entered in 'Decimal’ as '2.5".

= To set how long previously recorded timesheet activities will automatically be displayed
when entering a new weekly timesheet, enter a value in the 'Retain timesheet tasks for'
box.

For example, if you enter 4, the activities that are automatically displayed in new weekly
timesheets will be removed if you do not record any time against them for 4 consecutive
weeks (or submissions). If you enter a value of 0, no activities will automatically be
displayed when you enter a new weekly timesheet.

= If you want to use timesheet authorisation to approve submitted timesheets, enable
'Authorise timesheets'.

Note: To choose which resources have permission to authorise timesheets and set their
authorisation limits, see Select timesheet authorisers for a resource on page 122.

= Jo set the reference number to be used for the next timesheet, enter the value in the 'Next
timesheet no' box.

Cost, charge and pay rate options

You can set how cost, charge and pay rates are displayed to the resource when they enter
timesheets.

To display cost rates when entering or amending timesheets, enable 'Cost rates'.
= To allow the resource to select the cost rate to apply, enable 'Select cost rate type'.

= To display the cost rate value to the resource and allow it to be changed, enable 'Display
cost rate value'.

To display charge rates when entering or amending timesheets, enable 'Charge rates'.
= To allow the resource to select the charge rate to apply, enable 'Select charge rate type'.

= Todisplay the charge rate value to the resource and allow it to be changed, enable 'Display
charge rate value'.

If Payroll is integrated, you can display pay rates when entering or amending timesheets by
enabling 'Pay rates'.

= To allow the resource to select the pay rate to apply, enable 'Select pay rate type'.
= To display the pay rate value to the resource, enable 'Display pay rate value'.

Note: The pay rate value cannot be changed by the resource. The value can only be
changed in Payroll.

= To set cost rates to be pay rates, enable 'Use pay rates as cost rates'.
To reset the options to the standard settings, click 'Restore defaults'.
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Expense Claims settings

Use the 'Expense Claims' settings if you want to record expense claims in Project Accounting.

Note: For more information on setting up and using expense claims, see Expense Claims on
page 175.

To specify your expense claim settings:

Select Utilities > System Setup > Timesheet and Expense Claims Settings, then move to
the 'Expense Claims' tab.

%% TE - Timesheet and Expense Claims Settings

Terminology F\nancials" Praoject Accounting | Payroll

Allow expense claim entry

Entry options

Use expense claim categories: D

Authorise expense caims:
Mext expense claim na: l 4]

To allow resources to enter expense claims in Project Accounting, tick 'Allow expense
claim entry'.

To allow expense categories to be set up, enable 'Use expense claim categories'. Expense
categories are used to group together expense items; for example, a 'Travel' category may
include Flight, Train and Taxi items. For more information, see Expense claim categories
and items on page 179.

If you want to use expense authorisation to approve submitted expense claims, enable
'Authorise expense claims'.

Note: To choose which resources have permission to authorise expense claims and set
their authorisation limits, see Select timesheet authorisers for a resource on page 122.

To set the reference number to use for the next expense claim, enter the value in the 'Next
expense claim no' box.
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Terminology settings

Use the "Terminology' settings to change some of the common terminology used in timesheet
and expense windows, and also specify how certain fields are displayed by the system.

To specify your terminology settings:

= Select Utilities > System Setup > Timesheet and Expense Claims Settings, then move to
the '"Terminology"' tab.

3 TE - Timesheet and Expense Claims Settings

Timesheets | Expense Clainn \nancials_ || Praject Accounting _:Ey_rgl\ |

Options = —
Identify resources by: EReFerence Murmber VJ'
Identify projects and project items by: i‘TitIe -]

Configure terminology

Set up terminology that is Familiar to your business:

Field Caption _J
Resource Hierarchy Hierarchy
User Reference ‘Works Number
Authoriser Authoriser
Timeshest User Resource
Time transaction Timesheet
Expense transackion Expense Claim
H

= Use the 'ldentify resources by' setting to choose how you select resources from the lists in
the timesheet and expense windows. You can select a resource by their '‘Reference
number' (works number) or by their 'Surname’.

= Use the 'ldentify projects and project items by' setting to choose how you select projects
and project items from lists in the timesheet and expense windows. You can select the
items by their 'Code’ or 'Title'.

= Use the terminology list to change the terms used in timesheet and expense windows to
suit the terms used in your business. For example, in your business a '‘Resource’ may be
an 'Employee’.

Note: To change the terminology used in Project Accounting, see Project terminology on
page 79.
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Financials settings

Use the 'Financials' settings if you want to post your timesheet and expense transactions to the
Nominal Ledger.

To specify your Financials integration settings:

= Select Utilities > System Setup > Timesheet and Expense Claims Settings, then move to
the 'Financials' tab.

3 TE - Timesheet and Expense Claims Settings

Financials integration settings for timesheets
Post timesheets to financials

[CIPast timeshests ko Financials automakically

Update nominal ledger with: |Individual transactions |

Mominal ledger contral account: ]E] 25800 | | | -

[Craminal ledger account entered on Himesheets

Default nominal ledger account: |E] | | |

Financials integration settings for expense claims
[¥]Post expense claims ko financials

[C]Past expense claims to Financials autamaticaly

Cancel

Timesheet integration settings

If you want to post your timesheet transactions to Financials, specify the posting settings:
Specify the Financials integration settings for timesheets:

= To allow timesheet entries to be posted to Financials (Nominal Ledger), enable 'Post
timesheets to financials'.

= To post timesheets to Financials automatically, enable 'Post timesheets to financials
automatically'.

Timesheets will automatically be posted when they have been authorised. If you do not use
manual authorisation, they will be posted when they have been submitted.

If you do not enable this setting, you can manually post timesheets to Financials. For more
information, see Sage 200 Financials transactions on page 157.

= Specify how you want journals of transactions to be posted in the Nominal Ledger from
the 'Update nominal ledger with' list:
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= Torecord each timesheet activity as an individual journal transaction in the Nominal
Ledger, select 'Individual transactions'.

Note: This will generate a large number of transactions in the Nominal Ledger.

= To group together all timesheet activities with the same associated nominal account
and post them as a single batch journal transaction, select 'Single batch transaction'.

= Topost the transactions in batches according to the accounting period they occur in,
select 'Period batched transaction'. This is similar to a single batch transaction,
except that a separate batch will be posted for each accounting period in which the
activities are recorded.

Select the 'Nominal ledger control account' that the credit entry of the timesheet
transaction journal will be posted to.

If you are not posting timesheets to Project Accounting, a nominal account will be used for
the timesheet transaction. You can choose whether to allow the user to select this account
when they enter the timesheet, or specify a default nominal account to use for all timesheet
transactions.

Note: These options will only be available if you have not enabled the 'Post timesheets to
Project Accounting' setting on the 'Project Accounting' tab.

= To allow the nominal account to be selected by the user when they enter the
timesheet, enable ‘Nominal ledger account entered on timesheets'.

Note: When the timesheet user selects an account, the transaction entered for the
account will include the user’s cost centre and department codes (set in their
Resource details). If the account that they select does not include their cost centre
and department codes, an error message will be displayed.

= To use a specific nominal account for all timesheet entries (and not allow the user to
select the account), disable ‘Nominal ledger account entered on timesheets' and
select the default account to be used.

Note: For information on posting timesheets to Financials, see Sage 200 Financials
transactions on page 157.

Expense claim integration settings

If you want to post your expense claim transactions to Financials, specify the posting settings:

To allow expense entries to be posted to Financials (Nominal Ledger), enable 'Post
expense claims to financials'.

To post expense entries to Financials automatically, enable 'Post expense claims to
financials automatically'.

If you do not enable this setting, you can manually post expense claims to Financials. For
more information, see Sage 200 Financials transactions on page 191.
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= Select the 'Payroll expense claim nominal ledger control account' that the credit entry of
the expense claim transaction will be posted to.

Note: For more information on posting expense claims to Financials, see Posting Expense
Claims on page 188.
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Project Accounting timesheet and expense claims settings
Use the 'Project Accounting' settings if you want to post your timesheet and expense
transactions to Project Accounting.

Note: For more information on posting timesheets to Project Accounting, see Sage 200 Project
Accounting transactions on page 155.

To specify your Project Accounting integration settings:

= Select Utilities > System Setup > Timesheet and Expense Claims Settings, then move to
the 'Project Accounting' tab.

%% TF - Timeshest and Fxpense Claims Settings

Timeshests | Expense Claims | .Termino.l.ogy I Firancial

Project Accounting integration settings For timeshests
Past timesheets ta Project Accounting

[Past timeshests ka Praject Accounting automatically

Project Accounting integration settings for expense claims
Post expense claims to Project Accounting

[[]Past expense claims to Project Accounting automaticalk:

Timesheet integration settings
If you want to post your timesheet transactions to Project Accounting, specify the posting
settings:

= To allow timesheet entries to be posted to Project Accounting, enable 'Post timesheets to
Project Accounting'.

= To post timesheet entries to Project Accounting automatically, enable 'Post timesheets to
Project Accounting automatically'.

Timesheets will automatically be posted when they have been authorised. If you do not use
manual authorisation, they will be posted when they have been submitted.

If you do not enable this setting, you can manually post timesheet entries to Project
Accounting. For more information, see Sage 200 Financials transactions on page 157.
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Expense claim integration settings

If you want to post your expense claim transactions to Project Accounting, specify the posting
settings:

To allow expense entries to be posted to Project Accounting, enable 'Post expense claims
to Project Accounting'.

To post expense entries to Project Accounting automatically, enable 'Post expense claims
to Project Accounting automatically'.

If you do not enable this setting, you can manually post expense claims to Project
Accounting. For more information, see Post expense claims to Project Accounting on page
190.
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Payroll settings

Use the 'Payroll' settings if you want to integrate your employee records in Sage Payroll with
Sage 200 Project Accounting. You can import details of your Payroll employees so that they can
enter timesheets and expense claims, and post their timesheet and expense transactions back
to Payroll in order to make payments.

Note: For more information on posting timesheets to Payroll, see Payroll transactions on page
159.

To specify your Payroll integration settings:

= Select Utilities > System Setup > Timesheet and Expense Claims Settings, then move to
the 'Payroll' tab.

%% TF - Timeshest and Fxpense Claims Settings

Timesheets | Expense Claims | Termino‘logy | Finandials | Project Accounting | Payroll :
Payrall integration settings
() Update payroll details automatically Accurnulate Payments
() Prompt: before updating payrol details
Marme Description
Stationery & Computer Mart UK Sage Payrall
{ ew l I Edit ] [ Delete ]

= If you have already set up connections to Payroll databases, the connections will be
displayed in the list.

= To set up a new connection to a Payroll company, click 'New'.
See Add a connection to a Payroll database on page 174.

= To edit connection settings with a Payroll company (for example, to change the
database location, username or password), select the connection and click 'Edit'.

= To stop using a connection with a Payroll company, select the connection and click
‘Delete’.

Note: If you delete a connection, any resources that you have imported from that
Payroll database cannot be synchronised or have transactions posted to Payroll.
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You can choose whether the system prompts you when it needs to access the Payroll
database and update the corresponding details in the system. This setting applies to all
integrated Payroll companies.

= To allow the details to be updated automatically, select 'Update payroll details
automatically'.

= To manually confirm any connections, select 'Prompt before update payroll details'.
You will be prompted to confirm all connections to any Payroll databases.

You can choose to replace an employee’s existing payment value or to accumulate the
values during posting.

= To replace the existing value, clear the ‘Accumulate Payments' check box.
= To add to the existing value, select the 'Accumulate Payments' check box.

Note: If you accumulate payments, you must run the Reset Payments wizard within Sage
Payroll at the end of each week’s posting, before making postings for the following week.
If you do not do this, the hours and/or rate accumulated the following week will not be
accurate.
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Add a connection to a Payroll database

To set up a connection to a Payroll database:

1. Select Utilities > System Setup > Timesheet and Expense Claims Settings, then move to
the 'Payroll' tab.
2. Click on 'New' to add a new connection.
The 'Configure payroll connections' screen appears.
Connection details
Connection name: |Statiunary & Computer Mart LK |
Drescription Sage Payral ‘
Connection type
Connection type name:
Description Sage Payroll Provider Integration Module designed for use with all versions of Sage Payroll ‘
software,
Connection data
Marne Yalue
Database Location C:\Program FilesiSage Payroll\DEMODATA. MDE
‘Workgroup Path C:\Program FilesiSage Payroll|
3. Enter a 'Connection name' and 'Description' for the connection. The name can be
anything you want, it does not have to match the Payroll company name.
4. The connection type is the type of payroll database containing the information. For Sage
Payroll databases, use 'Sage payroll integration provider'.
5. Inthe 'Connection data' section, enter the details for the connection. The details required
will depend on the type of connection.
6. Click 'OK' to add the new connection.
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Expense Claims

You can use Project Accounting to
manage expense claims for your projects.

If you use Project Accounting, the
expense claims can be posted to project
activities to help you measure the costs of
a project and calculate bills.

If you use Financials, expense
transactions can be recorded and
reimbursed using the cashbook or a
supplier account (Purchase Ledger).

If you use Sage Payroll, you can import
their employee records so that they can
enter expense claims in Project
Accounting. You can then post their
expense transactions back to Payroll in
order to generate payments.

In this chapter:

Setting Up EXpenses .......ccccoceeeenns 178
Enter Expense Claims...........c.......... 182
Amending Expense Claims .............. 184
Authorising Expense Claims............. 186
Posting Expense Claims .................. 188




Entering and processing expense claims

You can enter expense claims in Project Accounting. When a resource enters an expense
claim, they will submit it to be processed. If you set up your system to use authorisation,
an authoriser must check and approve the expense claim before it can be posted.
Authorised expense claims can be posted to Financials (Nominal Ledger), Project

Accounting, or Payroll.

Enter expense claim

Save

—D| Amend expense claim

|—Submit

Submit

Authorise expenses

Authorise

Post exp
Extract
Post e Post
Sage 200 Project
Financials Accounting Sage Payroll
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See the following sections for more information on each stage of the expense claim process.

Enter the expense claim.
s Enter Expense Claims on page 182.

Amend the expense claim.
s Amending Expense Claims on page 184.

Authorise the expense claims.
= Authorise expense claims on page 186.

Post the expense claim transactions to Financials, Project Accounting or Sage Payroll.
m  Sage 200 Financials transactions on page 191.

s Sage 200 Project Accounting transactions on page 189.

= Payroll transactions on page 193.

177



Sage Project Accounting User’s Guide

Setting Up Expenses

To set up Project Accounting for expense claim entry, you will have to:

= Create resource records for your users, or import employee records from Payroll.
See Setting up resources on page 118.

= Set up your expense items, and expense categories if required.
See Expense claim categories and items on page 179.

= Configure your expense entry preferences and integration settings for Financials, Project
Accounting or Payroll.

See Configuring expense claim entry and posting settings on page 181.

Setting up expense claims

Expense claims
settings

ik

| Set up expense items
and categories

Terminology settings

Sage 200 Financials
integration settings

il

N Project Accounting
integration settings

N Sage Payroll
integration settings
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Dealing with expense claims

You can use Project Accounting to record and process expense claims. You can set up expense
items against which resources can submit expense claims, and organise the items in expense
categories. The expense claims can be charged to an activity (project items), or they may not
be project specific.

To control expense claims, you can set up the system to use authorisation. When an expense
claim is submitted, it can either be authorised or rejected by a person with the appropriate
authority (called an 'authoriser'). You can choose who is allowed to authorise each person’s
claims, and set authorisation limits.

Payment of the expense claims can be made using the cash book, a Purchase Ledger account,
or via Sage Payroll.

= For information on entering expense claims, see Enter Expense Claims on page 182.

Note: To allow expense claims to be entered, you must enable 'Allow expense claim entry"
in the Timesheet and Expense Claims Settings. For more information, see Expense Claims
settings on page 165.

Expense claim categories and items

Every transaction in an expense claim is recorded with an expense item and an optional
expense category. For example, an expense category of 'Travel' might contain expense items
of 'Flight', 'Train' and "Taxi'.

To set up expense claim items and categories:

1. Select Project Maintenance > Expense Claim ltems.

The 'Maintain Expense Items' window appears. The 'Expense categories' are displayed at
the top with the 'Expense items' for the selected category displayed underneath.
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“2 TE - Maintain Expense ltems

Expense categaries
Code Description
TRY Travel expenses
acc Accommodation expenses
EXP General expenses
Expense items
Code Description Skatus Unit Based Rate Tax Code ML Account No.
T01 Taxi Active = 0.00000 1 - 5td Rate 08101
T-02 Train Active 5 0,00000 1 - 5td Rate oato
T-03 Flight Active I 0.00000 1 - 5td Rate 08101
T-04 Car (private) Active 2 0.40000 1 -5td Rate stz

To add an expense category, click 'Add' then enter the category code and description.

Note: If the 'Expense categories' section is not displayed, you can display it by enabling
‘Use expense categories' in the Timesheets and Expense Claims settings. See Expense
Claims settings on page 165.

To add an expense item, select the appropriate expense category (if using categories), then
click '‘Add" in the 'Expense items' section.

Enter a code and description for the expense item.

The status of the item will be set to 'Active’. If you do not want the item to be available
for selection when entering expense claims, change its status to 'Inactive'.

If the expense item can be measured in units and has a set cost, tick the 'Unit based'
box and enter the cost per unit. When an individual records an expense for this item,
they can enter the number of units which is then multiplied by the rate to calculate the
total cost. An example of a unit based expense is a car mileage rate.

Select the tax code for the expense.

To set the default nominal account to be used for posting expense transactions, select
the account code from the list. This account will be used when expense claims are
not associated with a project.
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Configuring expense claim entry and posting settings

There are a number of configuration options for expense entry, processing and integration.
= To set expense entry options, see Expense Claims settings on page 165.

= Toadjust the terms used in expense claims to suit your business, see Terminology settings
on page 166.

= If you are going to use expense authorisation, see Authorising Expense Claims on page
186.

= If you will be posting expense transactions to Financials, see Sage 200 Financials
transactions on page 191.

= If you will be posting expense transactions to Project Accounting, see Sage 200 Project
Accounting transactions on page 189.

= If you want to integrate your system with Sage Payroll so that you can post expense
transactions and generate payments, see Payroll transactions on page 193.
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Enter Expense Claims

To enter an expense claim:

1.

Select Enter Transactions > Enter Expense Claims.

The 'Enter Expense Claims' window appears.

; e
=2 TE - Enter Expense Claims H|EHZJ

Resource detal Expense Claim detail

Works Number: 1003 (=] Surname: ||+ | o | Date: [0sjozyzo07 Reference: | Conference expenses l

Reimbursement detai Status

Payment method: | Cashbosk w|  account: [mMaINBARKACCOUNT [¥]  Chequeno:

Expense Claim entriss
Date Praject Projectltem  ExpenseCat.. Expenseltsm  VATRate Unks  Description Gross Amourk  Net Amount VAT Amount | Rec...
05/02/2007  Glasgow Exhi.. Stand staff TRY 100 1-StdR.. 100000 Tad 14,00 1191 2.09 Yes
05/02/2007  Glasgow Exhi..  Stand staff TRY 102 1-StdR. 100000 Train - Newe to Lon s1.00 13.55 ves

105,00

Your details will automatically be displayed in the '"Works Number' and ‘Name' boxes. If
you have authorisation to enter expense claims for other users, you can select a different
user from the list.

In the expense claim details, amend the date if required, and enter the claim’s 'Reference’.

The default 'Payment method' for the user appears, and can either be 'Cashbook’,

'Supplier Account' or 'Payroll' (for imported Payroll users).

s For cashbook payments, select the bank account used for the payment, and also a
cheque number if appropriate.

You can add a new expense claim by clicking in a blank space in the '‘Expense Claim

entries' area or by clicking 'Add'. On each line:

= Enter the date of the expense entry.

= Select the 'Project' and the 'Project Item' to record the expense against.

= Select the 'Expense category’ (if appropriate) and the 'Expense Iltem'.

= Amend the 'VAT Rate', if required.

n If the item is unit based, enter the number of 'Units'.

= Enter a 'Description' of the expense entry.
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6.

7.

= Enter the 'Gross Amount' of the claim. The Net and VAT amounts are calculated and
displayed.

= Specify whether you have a receipt for the expense.

When you have finished entering your expense entries:

= To submit the entries, click 'Submit'.

= To save the entries so that you can amend them and submit them later, click '‘Save'.

A summary of the expense claim with the claim reference number appears.

When your expense claim has been submitted it can then be authorised and posted. For more
information, see Processing submitted expense claims on page 183.

Processing submitted expense claims

Depending on how you have set up Project Accounting, expense claims may need to be
manually authorised and posted after they have been submitted.

If you have enabled expense claim authorisation, submitted expense claims will be marked
with a 'Submitted' status and must be authorised before they can be posted. For more
information, see Authorising Expense Claims on page 186.

If you are not using authorisation, the expense claim will automatically be marked with an
'Authorised’ status and can then be posted.

If you have not enabled automatic posting for expense claims, the authorised expense
claims must be manually posted to Financials or Project Accounting. For more information,
see Posting Expense Claims on page 188.

If you have enabled automatic posting of expense claims to Financials or Project
Accounting, all 'Authorised' expense claims will automatically be posted as appropriate. To
enable automatic posting, see Financials settings on page 167 and Project Accounting
timesheet and expense claims settings on page 170.
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Amending Expense Claims

You can amend expense claims at any stage before they have been posted, i.e. you can amend

claims with a status of Saved, Submitted, Authorised or Rejected. You cannot amend expense
claims with a status of Posted.

To amend an expense claim:

1. Select Adjust Transactions > Amend Expense Claims.

The 'Amend Expense Claims' window appears.

== TE - Amend Expense Claims DlE‘EJ
Resouree details

Expense Claim datails

) show expense claims for resource () Show expense claims For all resaurces (& Al expense claims ) Range of expense claims

works Mumber; - surname: (L= Date From: | | (| DateTo: B Status:

Expense Claims

‘wiorks Humber | Surname Forenames Expense Claim Nurmber | Experse Claim Reference Expense Claim Gross | Status

ved

18,00 Submitted

1003 Lee Diavid 0s/0z/2007 0000000004 Conference expenses. 105,00 Submitted
1003 Lee David 01/0zjz007 0000000003 25.00 Posted
1003 Lee David 21/12/2006 0000000002 50,00 Posted
1003 Lee David 21/12}2006 0000000001 0,00 Saved

Close:

2. You can filter the list of expense claims as follows:
= To display expense claims for a particular user, select 'Show expense claims for
resource’ and select the user from the list.

To display expense claims from all users, select 'Show expense claims for all
resources'.

To display expense claims by date, select 'Range of expense claims' and enter the
‘Date from' and 'Date to', then click 'Display".

To display expense claims by status, select 'Range of expense claims' and select the

‘Status' (from Saved, Submitted, Authorised, Rejected or Posted). To update the list,
click 'Display'.

You can sort the expense claims in the list by clicking on the column headings, for
example clicking on 'Date’ will sort the list in ascending or descending date order.

3. Select the expense claim that you want to amend and click 'Edit'.
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Note: You cannot edit a posted expense claim, but you can display its details by selecting
it and clicking 'View'.
4. When you have amended the expense claim, click 'Close'.

When your expense claim has been submitted it can then be authorised and posted. For more
information, see Processing submitted expense claims on page 183.

Note: To display a report showing the expense claims made by each resource, select
Reports > Timesheets & Expense Claims > Expense Claim Transactions (by Resource).
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Authorising Expense Claims

You can use authorisation to check the expense claims that have been submitted by resources
before they are posted. When a resource submits an expense claim, an authoriser must accept
the claim before it can be posted. If there is a mistake or a problem with an expense claim it can
be rejected by the authoriser, who can also enter a comment for the resource.

Setting up authorisation

To set up authorisation:

= Enable the 'Authorise expense claims' option in the Timesheets and Expense Claims
Settings. For more information, see Expense Claims settings on page 165.

s Select the users that will have permission to authorise expense claims. For more
information, see Select timesheet authorisers for a resource on page 122.

Authorise expense claims

To authorise expense claims submitted by a user:
1. Select Adjust Transactions > Authorise Expense Claims.

The 'Authorise Expense Claims' window appears.

%5 TE - Authorise Expense Claims E@@

Resource details Expense Claim details

©) show expensa claims for resource (&) Show expense dlaims For al resources @) Al expenss claims ) Range of expenss claims

‘Warks Number: - Surname; Date From: / [ Date To: / i Status: Al

Expense Claims

wirks Humber | Surmanme: Forenames Dats Expense Claim Nurber | Expense Claim Reference Expense Claim Gross | Status
1005 Green 3l 05022007 0000000005 18,00 Submitted

105,00 Submitted

(arore ) (o ) [ =a ][ = ]

2. To filter the expense claims displayed:

= To display expense claims for a particular user, select 'Show expense claims for
resource' and select the user from the list.
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To display expense claims from all resources, select 'Show expense claims for all
resources'.

= To display expense claims between certain dates, select 'Range of expense claims'
and the date range, then click 'Display’.

= Todisplay expense claims by status, select 'Range of expense claims' and select the
‘Status' from Submitted or Rejected. To update the list, click 'Display".

Note: You can also sort the expense claims in the list by clicking on the column headings,
for example clicking on 'Expense Claim Number' will sort the list in ascending or
descending claim number.

To view details for an expense claim, select it from the list and click 'Detail'.
= You can reject individual expense entries in a claim by selecting the '‘Reject' box.

Select the expense claims to authorise (or reject).

Note: To select more than one entry using the mouse, hold down the Ctrl key to select
individual entries, or hold down the SHIFT key to select a range of entries. To select all the
expense claims, click 'Select All'.

Authorise or reject the expense claims.
= To authorise the selected expense claims, click 'Authorise’.
The expense claim status will be marked as 'Authorised’ and can then be posted.

= To reject the selected expense claims, click 'Reject’. You can type in a reason for
rejecting the claim.

Note: This will reject all the items in the claim. To reject individual entries in a claim,
click 'Details' to display the expense claim entries, then tick the 'Reject' box for all
entries to reject.

The expense claim will be marked as 'Rejected'. If appropriate, the user can amend
and re-submit their expense claim.
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Posting Expense Claims

Expense claims can be posted to Project Accounting and Sage 200 Financials, and also
exported to Sage Payroll. You can choose to post expense claims either automatically or
manually.

If you choose to post expense claims automatically, expense claims will be posted when they
have been authorised. If you do not use authorisation, they will be posted when they have been
submitted.

If you choose to post expense claims manually, you control which claims are posted and who
has permission to post the claims.

Note: Expense claims cannot be amended after they have been posted to either Sage 200
Financials or Project Accounting.

Posting to Project Accounting

If you post expense claims to Project Accounting, a single project transaction record is created
for the project item relating to the expense activity.

= For more information, see Sage 200 Project Accounting transactions on page 189.

Posting to Financials

If you post expense claims to Sage 200 Financials, a Nominal Ledger journal is created for the
expense activity.

= For more information, see Sage 200 Financials transactions on page 191.

Posting to Payroll

If you have imported resources from Sage Payroll, you can send details of their posted expense
claims to Payroll. Their payment records will be created and linked to Sage Payroll.

= For more information, see Payroll transactions on page 193.
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Sage 200 Project Accounting transactions

If you post an expense claim to Project Accounting, a project transaction record is created
against the project item relating to the expense item.

= The amount posted may be subject to an overhead recovery uplift. For information on
overhead absorption, see Understanding Overhead Absorption on page 54.

Note: You can post expense claims to Financials manually using the post expense claims
routine, or set up the system to automatically post all expense claims.

To configure your system for posting to Project Accounting, see See Project Accounting
timesheet and expense claims settings on page 170.
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Post expense claims to Project Accounting

To manually post expense claims to Project Accounting:

1. Select Utilities > Import and Export > Post Expense Claims to Projects.

The 'Post Expense Claims to Projects' window appears.

== TE - Post Expense Claims To Projects

Resource details Expense Claim details

() Show expense claims for resource (3 Show expense claims For all resources @ All expense claims () Range of expense dlains

‘Warks Number: - Surname; Date From: 2 Date Ta: i

Expense Claims

works Humber | Surname: Forenames Date Expense Claim Number | Expense Claim Refererce Experse Claim Grass

21{12{z006

2. To filter the expense claims displayed:

= To display expense claims for a particular user, select 'Show expense claims for
resource’ and select the user from the list.
To display expense claims from all users, select 'Show expense claims for all
resources'.

= Todisplay expense claims by date, select 'Range of expense claims' and the week to
display, then click 'Display"'.

Note: You can also sort the expense claims in the list by clicking on the column headings,

for example clicking on '‘Date' will sort the list in ascending or descending date order.

Select the expense claims to post to Project Accounting.

Note: To select more than one entry using the mouse, hold down the Ctrl key to select

individual entries, or hold down the Shift key to select a range of entries. To select all the

expense claims, click 'Select All'.

To post the selected expense claims, click 'Post'.



Expense Claims

Sage 200 Financials transactions

If you post expense claims to Sage 200 Financials, the transactions will be generated according
to the payment method selected (by the user who submitted the expense claim).

= Ifthe payment is made using the cashbook, a credit entry is made to the nominal account
associated with the bank account. A debit entry is made to the nominal account
associated with the project item.

= If the payment is made using a supplier account, an invoice is raised on the supplier’s
account. When the payment is made, a credit entry is made to the purchase account, and
a debit entry is made to the nominal account associated with the project item, or to the
nominal account associated with the expense item.

= If the payment is made via Payroll, a credit entry is made to the 'Payroll expense Nominal
Ledger control account'. To set this account, see Financials settings on page 167. If the
expense is related to a project, a debit entry is made to the nominal account associated
with the project item, or to the nominal account associated with the expense item.

" If there is a tax element to the transaction, the tax value of the transaction will be entered
as a debit on the appropriate nominal account.

Note: The nominal account associated with the project item is set on the item’s 'Costs &
Charges' tab in the project structure. For more information, see Costs & Charges on page 41.

If the expense claim is not project related, the entry will take into account the resource’s cost
centre and department code, if they are specified when making the credit entries. This only
applies if balance sheet postings are split by cost centre and department. To set a user’s cost
centre and department codes, see Creating a resource record on page 118.

Note: You can post expense claims to Financials manually using the post expense claims
routine, or set up the system to automatically post all expense claims.

To configure your system for posting to Financials, see See Financials settings on page 167.
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Post expense claims to Financials
To manually post expense claims to Financials:
1. Select Utilities > Import and Export > Post Expense Claims to Financials.

The 'Post Expense Claims to Financials' window appears.

== TE - Post Expense Claims To Financials

Resource detals Expense Claim details
) Show expense claims for resource (&) show expense claims For all resources @) &l expense claims ) Range of expense dlaims
Warks Number: - Surname! Dt From: | DakeTo: ]
Expense Claims
torks Mumber Surname Forenames Expense Claim Mumber | Expense Claim Reference Expense Claim Gross
1003 Lee David 0000000003 5.00

2. To filter the expense claims displayed:

= To display expense claims for a particular user, select 'Show expense claims for
resource' and select the user from the list.

= To display expense claims from all users, select 'Show expense claims for all
resources'.

= Todisplay expense claims by date, select 'Range of expense claims' and the week to
display, then click 'Display".

Note: You can also sort the expense claims in the list by clicking on the column headings,
for example clicking on '‘Date' will sort the list in ascending or descending date order.

3. Select the expense claims to post to Financials.

Note: To select more than one entry using the mouse, hold down the Ctrl key to select
individual entries, or hold down the Shift key to select a range of entries. To select all the
expense claims, click 'Select All'.

4. To post the selected expense claims, click 'Post'.
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Payroll transactions
If you have imported resources from Sage Payroll, you can post the details of their expense
claim transactions to Payroll. The payment records will be created and linked to Sage Payroll.

You can specify the criteria for the expense claim data to post, and select which Sage Payroll
companies it will be posted to. Only expense claims that have been posted to Financials or
Project Accounting can be sent to Sage Payroll.

The system will record that the expense claim has been posted to Payroll. To prevent accidental
duplicate postings, the system will not allow the same claim to be posted again.

= To configure your system for posting to Payroll, see Payroll settings on page 172.

Post expense claims to Payroll
To post expense claims to Payroll:
1. Select Utilities > Import and Export > Post Expense Claims to Payroll.

The 'Post Expense Claims to Payroll' window appears.

2% TF - Post Fxpense Claims to Payroll

Companies

Mame Include
Skationery & Computer Mark LK vl

Posting Details

Include leavers

DEnter date range Fromm: & Toi [

2. Inthe 'Companies' list, select the Sage Payroll companies to which you want to post
transactions.

3. Inthe 'Posting Details' section, select the criteria of the transactions to be posted to
Payroll:
= Toinclude users marked as leavers, enable 'Include leavers'.

= To specify a date range for the transactions, select 'Enter date range' and specify the
‘From' and 'To' dates for the range.

4. Click 'OK' to confirm the criteria.
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The 'Select Expense Claims for Posting to Payroll' window appears, showing the expense
claims for the companies and criteria that you have specified.

2 TE - Select Expenses for Posting To Payroll

Expanses
Employee Ref,  Works Mumber Surname Forenamets) Company Gross Amounk
26 26 Paul Harper Stationery & Computer Mart UK 255,41
28 28 Paul Harper Stationery & Computer Mart UK 211.36
26 26 Paul Harper Stationery & Computer Mart UK 75.00
28 28 Paul Harper Stationery & Computer Mart UK 88.88
28 28 Paul Harper Stationery & Computer Mart UK 50.00

= To check the details of an expense claim, select it from the list and click 'View'.

Select the expense claims that you want to post.

Note: To select more than one entry using the mouse, hold down the Ctrl key to select
individual entries, or hold down the Shift key to select a range of entries.

Click 'Post' to post the selected expense claims to Payroll.
Note: You may be prompted to enter a username and password for the Payroll connection.

When you have finished posting expense claims, click 'Close'.

Note: To display a report on the total pay and hours worked for each resource, select
Reports > Timesheets & Expense Claims > Payroll Report (by Resource).



Chapter 7
Billing

You can use Project Accounting to
calculate and produce bills (invoices and
credit notes) for your project customers.

Before you can start producing bills for a
project, you will first need to set up your
customer(s) records for the project.

You can enter your project bills manually,
or you can use the system to automatically
generate 'suggested bills'.

If you want to generate suggested bills,
you will also need to set up billing
templates and a billing schedule for the
customer. The billing schedule defines the
bills that need to be produced for the
customer, when the bills need to be
produced, and the template to use for the
bill documents.

In this chapter:

Setting Up Billing ...ccvvvvviiiiiiiin, 198
Entering BillS......cooviiiiiiiiiiiiieee 212
Generate suggested bills ................. 223
Amending Bills ..., 226
Printing BillS ......ooooviiiiiiiiiiciice 227
Posting Bill Transactions .................. 235
Viewing project billing information ....237
Cancelling Printed Bills............c........ 238
Deleting Draft Bills........cccccoovvvvivnennn. 240
Managing Billing Transactions.......... 241




The billing process

The bills that you create (or generate using the suggested bills routine) will have a 'draft’
status until you are ready to print them and issue them to your customers, at which point
they will be marked as 'finalised'. You can then post your finalised bill transactions to Sage
200 Financials.

Suggested bills Enter new bill
Create suggested
draft bill
Print
(draft)
PR, e 1
[ '
' Print draft bill ] Amend lif::\
1 3 (draft) l l A
Lececccacccacans '
Print
Amend bill (finalise)
Print
(finalise) I
Print
(finalise)
Print invoice
or credit note
Post
Reprint Post invoices
(finalised) and credit notes
proenee. S 1
. Reprint invoice ;
: or credit note :
Lececacccacacne ' Sage 200

Financials
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See the following sections for more information on the stages of the billing process:

Setting up project customers, bill templates and billing schedules.
See Setting Up Billing on page 198.

Creating project bills.

See Entering Bills on page 212.

Amending draft bills.

See Amending Bills on page 226.

Printing bills.

See Printing Bills on page 227.

Posting bills.

See Posting Bill Transactions on page 235.
Cancelling printed bills or deleting draft bills.
See Cancelling Printed Bills on page 238.

See Deleting Draft Bills on page 240.

Manually record transactions for external bills.
See Managing Billing Transactions on page 241.

197



198

Sage Project Accounting User’s Guide

Setting Up Billing

To set up billing for your projects, you will need to:

= Configure the Project Accounting billing settings to set how invoices and credit notes are
printed for a bill.

See Invoice and credit note billing options on page 199.
= Enable the billing options for the project level.

For more information, see Setting up billing options for a project level on page 201.
= Add customers to the project record.

For information on adding a customer to a project record, see Maintain project customers
on page 206.

If you are going to use a billing schedule for your project customers, you will also need to:
= Set up templates for your 'suggested bills'.

For more information, see Billing templates on page 202.
= Set up the project customer’s billing schedule.

For information on setting up a customer’s billing schedule, see Setting up a customer
billing schedule on page 208.
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Invoice and credit note billing options

Project Accounting can produce invoices and credit notes for your bills in two different ways:

= You can produce separate invoices and credit notes for the positive and negative billing
values on your bill. For example, if a single bill contains both positive and negative billing
values, both an invoice (for the total of the positive lines) and a credit note (for the total of
the negative lines) will be produced for the customer.

When you print the bill documents, the overall balance of the bill will determine whether
you need to print an invoice or credit note.

If the overall balance of the bill is positive, choose 'Print Invoice' to print both the invoice
and the credit note.

If the overall balance of the bill is negative, choose 'Print Credit Note' to print both the
credit note and the invoice.

= You can choose to produce a single document for each bill (i.e. a single invoice or a credit
note), that combines both the positive and negative billing values.

When you print the bill document, the overall total of the of the billing lines will determine
whether you need to print an invoice or a credit note. If the overall value of the bill is

positive, it will be an invoice; if the overall value of the bill is negative, it will be a credit
note.
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Setting the invoice and credit note billing option
To select the invoice and credit note billing setting:

1. Open Utilities > System Setup > Project Accounting Settings.

= PA - Project Accounting Settings

Features | T&M Pricing | Integration | Terminology | Miscellaneous

Praject coding

Automatically generate project codes

Set next code to [ 0000000011

Display settings

Show project structure when displaying project information

Billing settings

Combine credits and debits on single document

2. Move to the 'Miscellaneous' tab.
3. The 'Combine credits and debits on a single document' setting determines what
documents are produced for your bills.

= Enable this setting to produce a single invoice or credit note that combines the
positive and negative values on each bill.

= Disable this setting to produce separate invoices and credit notes for the positive and
negative billing lines on the bill.
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Setting up billing options for a project level

To use billing in a project, the project level must be set up to allow customer information and a
billing schedule (optional) to be recorded. To enable customer information and a billing schedule
to be recorded for a project:

1. Select Utilities > System Setup > Project Structure Settings.
The 'Project Structure Settings' window appears.
2. Move to the 'Project Levels' tab.

3. Select the appropriate project level and click 'Edit'.
The 'Edit Project Level' window appears.

4. On the 'Display Features' tab, open 'Display charging information'.
5. Ensure that 'Record customer information' is enabled.

6. If you want to use billing schedules, enable 'Record billing schedule'.
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Billing templates
If you are using a billing schedule for your project, you can set up billing templates to be used
for the bills that are to be generated (when using the 'suggested bills' routine).

Set up billing templates for the types of bill that you use regularly, or design a bill layout for a
specific customer. A billing template is a standard bill layout, containing a list of predefined billing
lines.

Note: If you amend a billing template, the changes will not effect existing projects that use
that template in their billing schedule. Each project stores its own copy of the template
when it is added to the billing schedule. You will only see the changes when you next add
the template to a project billing schedule.

To add, amend or delete a billing template:
1. Select Project Maintenance > Bill templates.

2. The 'Billing templates' window appears, displaying a list of existing bill templates.

22 PA - Billing Templates

Eiling templates

Mame Active
Standard Iv

o (e ) (e )=

3. You can add, amend or delete billing templates.
= To add a new bill template, click 'Add' and enter a title for the template.
To set up the billing lines on the template, select the template and click 'Details'.
For more information, see Add billing lines in a template on page 204.
= To edit the lines on an existing template, select it and click 'Details'.
= To delete a bill template, select it and click 'Delete’.
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Note: You can make a bill template unavailable for use without having to delete it. To
do this, clear the box in the 'Active’ column.
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Add billing lines in a template

If you add or amend a bill template, the 'Maintain Billing Lines' window appears.

204

5 PA - Maintain Billing Lines for Electrical contract

Billng lines

Line Narrative Calculation Methad Type Yalue Revenue Item | AJC Mo, < Dept Tax Rete Inc Meg

illng line detai

Narrative: | Electrical engnesring Calculation method: [Set Value & vee | 5000,00000

Show: - Revenue item: 110008 (¥ Taxrater |- StandardRate =

afche:  [esss0 [ [

5000.00000 1L0006 1 - Standard Rate Mo

To add a new billing line, click 'Add".

Enter a description for the billing line as the 'Narrative'.

Select the 'Calculation method' for the billing line.

To calculate the revenue due for project items, select 'Cost Type'. You can choose to
include 'All"' cost types, or select a particular cost type such as 'Labour ltems'. Select
the appropriate revenue item from the '‘Revenue item' list.

Use the 'Show' list to choose how the costs are displayed on the bill line. Select
‘Summary' to show one line with a total of all the costs, or select 'Detail' to list each
individual cost on a separate line.

If you want to include this line in the bill even when it is a negative value, enable
‘Include negative entries'.

To calculate a percentage of the quoted price for the item, select ‘Percentage of Price
Quoted'. Enter the percentage of the quoted price as the 'Value'. Select the
appropriate revenue item from the 'Revenue item' list.

To calculate the outstanding quoted price of the item that has not yet been billed for,
select 'Remaining Price Quoted'. Select the appropriate revenue item from the
‘Revenue item' list.
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= To calculate the outstanding quantity of the item that has not yet been billed for, select
'‘Remaining Quantity Quoted'. Select the appropriate revenue item from the 'Revenue
item' list.

= To specify a set quantity of an item, select 'Set Quantity'. Enter the quantity as the
‘Value'. Select the appropriate revenue item from the '‘Revenue item' list.

= To specify a set price for an item, use 'Set Value'. Enter the price as the 'Value'. Select
the appropriate revenue item from the '‘Revenue item' list.

= Toadd the 'Narrative' description as a comment ling, select '‘Comment line'. You can
choose whether to include this comment on the customer’s bill.

If required, you can amend the 'Tax Rate', and the nominal account 'A/C No' (the nominal
account associated with the selected revenue item).

To change the order of the lines on the bill, select the line and click 'Move Up' or 'Move
Down'.

When you have finished setting up the template billing lines, click 'OK".
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Maintain project customers

To bill someone for work on a project, you must add their details to the project’s customer list.

Note: To record customer details for a project, the 'Record customer information' option
must be enabled in the project level’s 'Display Features' settings. See Display features
(project item type) on page 22.

To add, remove or edit customers for a project:
1. Select Projects > Amend Project.
2. Select the project required from the 'Code' or 'Title' list.

3.  Move to the 'Costs & Charges' tab.

% pA - Amend Project Q@@

Project Structure select projact

1=l §7] Newcastls Exhibition 2007 Codai [onooooooos ) THe: [Mewicastle Exhibition 2007 =

Registration
Catering selected project level; Project
Stand skaff
A costs
Marketing

Detais | Costs & Charges | Contact Info | Attachments | Memo

Burgets

Travel costs ’—‘ [
=] Exhibitor revenus Cost gty | 700000 Revenuegty: [ zoom]
Cottvaer £ 00| Reverus value: £ 500,00
Gverride sub item cost budgets [ Override subitem revenue budgets ]
View History, ..

Custamer infarmation

AIC ReF Name

counot Country Kitchens

SINOOL Sinead Smith Inkeriors

[(ad. ][ . ][ oo | [oofaus.. |

[ AmendProject Structure... ]

[ Save ][ Clear ][ﬂidePro]ectStructureu. ]

4.  Set up your project’s customers in the 'Customer information' area.
= To add a customer to a project, click 'Add".
See Setting up a customer billing schedule on page 208.

Note: To set up the default billing details for all customers that you add for this project,
click 'Defaults’.

= To edit a customer’s billing details, select the customer and click 'Edit'.
= Joremove a customer from the list, select them and click 'Delete’.
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5. To save the project record, click 'Save'.
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Setting up a customer billing schedule

The billing schedule allows you to specify the bills that need to be produced for a project
customer, and when they need to be produced. For example, you could bill a customer when
a project is complete, when particular stages in the project are reached, or on a particular date.

The billing schedule allows you to specify when to produce a particular bill, based on a event
happening or certain conditions being met. When the event occurs, you can then use the
system to generate 'suggested bills' for the customer.

You can use a variety of events to control when a bill is produced; for example, when the project
is 50% complete, the project status is 'complete’, or on a certain date. The event can also be
defined using your own custom additional information field. For example, a bill can be generated
when the 'Architect’s inspection' for a building project is set to 'True'.

Note: To record a customer billing schedule for a project, the '‘Record billing schedule'
option must be enabled in the project level’s 'Display Features' settings. See Display
features (project item type) on page 22.

To set up a billing schedule for a project customer:

1. Select Projects > Amend Project.

2. Select the project required from the 'Code' or 'Title' list.
3. Move to the 'Costs & Charges' tab.
4

Select the customer in the 'Customer information' area and click 'Edit'.
Note: For help on adding a customer, see Maintain project customers on page 206.
The 'Customer Billing Details' window appears.
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& pA - Customer Billing Details

Custamer infarmation Quatation information

AlCref: 2 - Quantity: | 1.00000 | Price quoked: £ 1500,00000 |
Short name: - Unit price; £ 1500,00000 | Sales order no: |12345 |
Postcode: A E Unit of measure: [ <Hot Applicable>  [w)  Defaulttemplate:  [Standard =] B

illng schedulz

Description Event Value

Eilling schedule details

Descriptions | Installation | Biling Template: |Standard (181242008 16:00) !
Event Type:  |Project Status [¥] Eventvalue: |Complete = [ cempleted

Enter the 'Quotation information’, if required.

= Enter the quantity, unit price, unit of measure and price quoted.

= Enter the sales order number.

= Select the 'Default template' to use for bills that you add to the billing schedule.

To add a new bill to the schedule, click 'Add".
Enter a 'Description’ for the bill.

The 'Event Type' allows you to specify when the bill can be generated.

= Select 'Project Status' to generate this bill when the project reaches a particular
status, such as 'Complete'.

= Select 'Percentage Complete' to generate this bill when the project reaches a
particular level of completion, such as '50%".

= Select 'Date’ to generate this bill when the project reaches a particular date.

= If you have set up additional information fields, you can use these to control when a
bill can be generated. Additional information fields with the 'View on Desktop' setting
enabled will be displayed in the 'Event Type' list.

Note: For information on setting up Additional information fields, see Defining
Additional Information Fields on page 48.

Select the 'Billing template' to use for the bill.
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10.

11.

= If you want to amend the lines in the bill, click 'Details'.

For information on setting up the billing lines, see Add billing lines in a template on
page 204.

Note: If you amend the billing lines, you will not change the lines in the original bill
template. The changes are recorded in a copy of the template which is only used for
this bill. This is indicated in the 'Billing Template' column by adding a time stamp after
the template’s name.

Note: To set up billing templates, see Billing templates on page 202.

To adjust the order of the bills in the schedule, select the bill and click ‘Move Up' or '"Move
Down'.

When you have finished setting up the billing schedule, click 'OK".

Amending a billing schedule

To amend a billing schedule:

—_

> LN

Select Projects > Amend Project.
Select the project required from the 'Code' or 'Title' list.
Move to the 'Costs & Charges' tab.

Select the customer in the 'Customer information' area and click 'Edit'".

Note: For help on adding a customer, see Maintain project customers on page 206.
The 'Customer Billing Details' window appears.

Amend the lines in the billing schedule as required.

For help on setting up billing schedule lines, see Setting up a customer billing schedule on
page 208.

To amend the billing template for a line, click 'Details'.

To save your changes, click 'OK'.

Note: The '‘Completed' box will be enabled when a bill in the schedule has been generated.
You cannot amend bills that are marked as being completed. If you want to amend a
completed bill, you must first clear the 'Completed’ box.
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Setting up a default billing schedule

To set up a default billing schedule that is used for all customers that you add to a project:

1.

2
3.
4

Select Projects > Amend Project.
Select the project required from the 'Code' or 'Title' list.
Move to the 'Costs & Charges' tab.

In the 'Customer Information' area, click 'Defaults’'.
The 'Default Billing Details' window appears.

For information on entering a billing schedule, see Setting up a customer billing schedule
on page 208.

When you have finished setting up the default billing schedule, click 'OK' and save the
project.
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Entering Bills

To create a draft bill for a customer:
1. Select Billing > Enter New Bill.

The 'Enter Draft Bill' window appears.

3 pA - Enter Draft Bill

Bil Detals | Delivery & Invoicing

Account selection il details

AJC ref: SINODL =] Bill no: [rea ~  Status: f |
Shart name: Sinead 5 =] Customer ref: | |

Posteade: AB23 204 =]

Name: | s

Project Code Deseription Quantity Unit Price Disc % Tax Rate Het
0000000022 Installation charges for Newcastle exhibition. 29.00000 20.00000 10.00 Standard Rate 522.00
0000000022 Security staff charges. 22.00000 35.00000 10.00 Standard Rate 593.00
- - 2 T Subtotals Tatals

it —— E—— Goods: £ 1215.00 Net; £
Exchange rate Bl discount: £ | 162,25 Tax: £
Rate: | 1.000000 | Currency: | Steline Gross: £

2. Select the customer by choosing their account reference number, short name or postcode
in the 'Account selection' area.

If you have a customer reference for the bill, enter it in the '‘Customer ref' box.

4. To set the delivery address or bill discounts, move to the 'Delivery & Invoicing' tab. For more
information, see Delivery and invoicing on page 213.
5. Toadd a line to the bill (or a comment), click 'Add".

The 'Enter New Bill Line' window appears. For information on adding the line, see Enter a
bill line on page 215.

Note: To change the order of lines on the bill, select the line and click the '"Move Up' and
‘Move Down' buttons.

6. A number of totals for the bill are updated when you add bill lines.
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= The 'Subtotals' section displays the 'Goods' total for the net value of the line(s) on the
bill, before applying the bill discount displayed as the 'Bill discount' value.

= The "Totals' section displays the 'Net' total of the bill after applying discounts, the 'Tax'
value, and the 'Gross' value (the sum of the net and tax values).

Note: If the customer does not use the core currency, the 'Rate' displays the exchange
rate that will be used when converting values from the core currency to the customer’s
currency.

7. When you have completed entering all the bill details, click 'Save'.
The bill number appears, and the bill is saved with a 'Draft' status.
Delivery and invoicing

The 'Delivery & Invoicing' tab allows you to specify a bill’s delivery and invoice address, and set
the discounts to apply to the bill.

2 PA - Enter Draft Bill

Bil Detals | Delvery & Invaicng |

Delivery address Invoice address

Postal name: = ] | Pastal name: | nead

Address: Address:

Post code: Postcode: |

Contact:

Telephone:

Fax:

E-mail;

Use invoice address

Early settlement discount
mEE —_
Discount %: 0.00| if paid within: 0 days

Bill discount;

Discount %t | 0.00| value: £|

Save Clear

Close

= The 'Invoice address' displays the address that is entered in the customer’s record. The
‘Delivery address' is initially set to be the same as the invoice address (when 'Use invoice
address' is enabled).

To use a delivery address that is different to the customer’s invoice address, clear the '‘Use
invoice address' box and enter the delivery address.
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= The 'Early settlement discount' rate that is specified in the customer’s account will be
applied to the bill. You can amend this rate, if required.

= The 'Bill discount' rate to be applied to the bill is displayed. You can amend the rate, if
required.

When you have entered the delivery and invoicing details, to complete the bill, return to the 'Bill
Details' tab. See Entering Bills on page 212.
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Enter a bill line

If you add a line to the bill, the 'Enter New Bill Line' window appears.

55 PA - Enter New Bill Line

Select project
code: [00000000Z2 &) T [newcastls Exhibition =] [ Comment line only
Details | Selected Costs

Teern line descrition
Installation charges for Mewcastle exhibition.

Bill ling: kotals
Quantity: | 2900000 | Untprice: £ | 20.00000 | Unit of measire: Hour =
Unit discount %: | 10.00] Unit discount: £ | 2.00000| Disc. unit price: £ | 18.00000
et value: £ [ 522,00 | Tax rake: 1-StandardRate [ Tax valus: £ | 91‘35“1

Pijectanati Nominal &ode

Revenue iem: L0004 =2 R (EET bk Jaol |

1. Set the project 'Code' or 'Title'.

Note: If the bill line is a comment, tick ‘Comment' and enter the description to display for
the bill line. If you do not want to display the comment on the customer’s bill, clear the
‘Show on customer documents' setting.

2. On the 'Details' tab, enter a description for the bill line.
This tab also displays the billing totals and project analysis details.

3. Enter the values for the bill line. You can enter these details in the 'Bill line totals' or select
the costs to bill from the 'Selected Costs' tab.

s Jo select the costs to include on the bill line, move to the 'Selected Costs' tab. For
more information, see Selecting costs for a bill line on page 217.

The 'Bill line totals' display:
= The item quantity, unit price and unit of measure.

Note: If the selected items on the bill line have the same price and unit of measure,
the quantity displayed will be the total of all the items. If the items in the line have
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different prices and/or units of measure, the quantity will be set to '1' and the unit of
measure will be set to 'not applicable’'.

= The unit discount, as a percentage or value.
= The taxrate.
On the 'Details' tab, select the 'Revenue item' for the bill revenues.

If the revenue item is associated with a nominal account, it's nominal code is displayed.
This is the nominal account that the revenue transaction for this line will be posted to. You
can amend the 'Revenue' account, if required.

To save the bill ling, click 'Save'.

The 'Enter Draft Bill' window appears. For more information, see Entering Bills on page
212,
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Selecting costs for a bill line

Use the 'Selected Costs' tab to select the cost (or refund) items to include on a bill line.
To select cost (or refund) items for a bill line:

1.

Move to the 'Selected costs' tab.

Details for each item are displayed; such as the project code and item, reference (supplier,

stock item, employee), transaction quantity, cost and revenue values, and the amount to

bill.

= The 'Tp' column displays the cost type code. For a list of codes, see Cost codes on
page 222.

= To hide the revenue quantity and revenue rate columns, disable the 'Display revenue

quantity and rate' setting.

2 pA - Enter, New Bill Line

Code:

Select project

0000000022

Details | Selected Costs

Selected costs to bil

[=] Tt [Mewcastle Exhibition

[ commentt line anly

Tp
T5E
\E
iE
\E

HoARH

Date
04/12/2006
05/12{2006
06/12}2006
07/12{2006

Project Code
0000000022
0000000022
0000000022
0000000022

Project Ttem
11000+
1000+
110004
110004

[_add costs | [addRefunds | [ Remove | [ metals

I

save

AcciEmp/Ttem Cost Quan...
Lee, David [0002] 7,00000
Lee, David [0002] 7.00000
Lee, David [0002] 00000
Lee, David [0002] 7.00000

[¥] Display revenue quantity & rate

Total Cost  Revenue ...

92,40000
92,40000
10560000
92,40000

7.00000
7.00000
,00000
7.00000

Revenue Rate
20,00000
20.00000
20,00000
20.00000

Total amount selected to bill: |

Amourt ko Bil
140,00000
140.00000
16000000
140.00000

580,00 |

Closs

To select costs to add to the billing line, click 'Add Costs'.
For more information, see Add costs to a billing line on page 218.
Note: As you add items, the 'Total amount selected to bill' is updated.

To select refunds to add to the billing line, click 'Add Refunds'.

For more information, see Add refunds to a billing line on page 220.
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Note: Refunded costs will have a negative revenue quantity and billing amount.
To delete an item from the billing line, select it and click 'Remove’.

To show information about an item, select it and click 'Details'.
The 'Transaction Details' window appears.

When you have finished adding costs or refunds to the bill:

= To make any further changes to the bill line, return to the 'Details' tab. The values in
the 'Bill line totals' section will include the costs and refunds that you have selected.
See Enter a bill line on page 215.

= Jo save this bill line now, click 'Save'.

Add costs to a billing line

1.

2.

218

The 'Select Costs To Bill' window displays the list of outstanding costs that can be billed,
for the selected project and customer.

- =S
£ pA - Salect Casts To Bill A =13
Costs criteria
Project Item type: | Al v Datzupto;  [07/12/2006
Outstanding costs ko bill
Inc | Gyl Tp  Date Project Code  Project Item | Acc/EmpfItem CostQty  TotalCost  Orig, Yaleto Bl Outstandingto... Rew. Gty = Rev.Rate | Yalue to Bil
v TSE  04/12/2006 0000000022 110004 Lee, David [000. 7.00000 9240000 140.00000 140.00000 7.00000 20.00000 140.00000
2 TSE  05/12/2006 0000000022 110004 Lee, David [000. 7.00000 92.40000 140.00000 140.00000 7.00000 20.00000 140.00000
v TSE  06/12/2006 0000000022 110004 Lee, David [000. 8.00000 105.60000 160.00000 160.00000 8.00000 20.00000 160.00000
TSE  07/12/2006 0000000022 110004 Lee, David [000. 7.00000 9240000 140.00000 140.00000 7.00000 20.00000 140.00000
[ selectal | [ clearal | [ viewDetais | [ Show Praject Structure: Total amaunt selected ko bil: 580.00000 |

= The 'Tp' column displays the cost type code. For a list of codes, see Cost codes on
page 222.

= The 'Acc/Emp/Item' column displays the reference for the supplier, stock item or
employee.

For some projects, a large number of costs may be displayed in the list. There are a number
of ways to find the costs that you require:
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= To show costs relating to items or levels in the project structure, click 'Show Project
Structure'.

Select the level or item in the structure to display only the costs relating to that area.
= Use the 'Costs Criteria' to filter the list of costs.

To display only those costs relating to a specific project item type (such as labour
items), select it from the 'Project Item type' list.

To limit the date range of the costs displayed in the list, select the date in the 'Date up
to' box.

= Tosort the list by a particular column (such as 'Project Item"), click on the column
heading.
To select a cost to add to the billing line, click on the box in the 'Inc' column.

= You can amend the quantity, rate or value to bill for the cost; for example, to part bill
for the cost.

= To select or deselect all the costs displayed in the list, click 'Select All' or 'Clear All'.
Note: You cannot select items that have been queried, indicted in the 'Qry' column.

To view information about a cost, select it and click 'View Details'.

The 'Transaction Details' window appears.

When you have finished selecting the costs to add to the billing line, click '‘OK".

The costs will be displayed on the 'Selected Costs' tab of the billing line. For more
information about this tab, see Selecting costs for a bill line on page 217.
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Add
If you

refunds to a billing line

need to refund a cost that you have already invoiced a customer for, add it as a refund on

the billing line.

1. The 'Billed Costs To Refund' window displays a list of billed costs that can be refunded, for
the selected project and customer.

= s =R 1
£ P4 - Billed Costs to Refund DEx
Costs criteria
ProjectTtemtype:  [all v'; Dateupto:  |2zj0ziz007 InvoicefCredit No: 0000000324 =
filld costs ko refund
Inc | Tp | Date Project Code | ProjectTtem | Acc/Emp(Ttem CostQty | TotalCost  Orig, YaluztoBil  Outstandingto.. Rew, Qty | Rev.Rate | Yalueto .,
¥ TSE  30/11j2006  0OOOODOODS 001 Lee, David [1003] 7.00000 196.00000 182.00000 546.00000  -7.00000 26,00000  -182.00000
W TSE  Zo11j2006  000000OO0S 001 Lee, David [1003] 7.00000 196.00000 152,00000 182,00000  -7.00000 26.00000  -182.00000
IV TSE  Zz@11j2006  00OOOO000S <-001 Lee, David [1003] 7.00000 19600000 152,00000 18200000 -7.00000 26.00000  -182.00000
[T TSE  Z7/11jzo06  0ODOODOODS C-001 Lee, David [1003] 6.00000 168.00000 156.00000 0.00000  -6.00000 26,00000  -156.00000
[T TSE  26/11j2006  0DOOOODOODS 001 Lee, David [1003] 5.00000 140.00000 130.00000 0.00000  -5.00000 26.00000  -130.00000
[ selectal | [ claral | [ view Detals | [ show project Structure Total amount slected o refunds | “546,00000 |

2.

The 'Tp' column displays the cost type code. For a list of codes, see Cost codes on
page 222.

The 'Acc/Emp/ltem' column displays the reference for the supplier, stock item or
employee.

For some projects, a large number of costs may be displayed in the list. There are a number

of ways to find the costs that you require:

To show costs relating to items or levels in the project structure, click 'Show Project
Structure'.

Select the level or item in the structure to display only the costs relating to that area.
Use the 'Costs Criteria' to filter the list of costs.

To display only those costs relating to a specific project item type (such as labour
items), select it from the 'Project Item type' list.

To limit the date range of the costs displayed in the list, select the date in the 'Date up
to' box.

To display costs for a bill, select its 'Invoice/Credit No'.
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= To sort the list by a particular column (such as 'Project Item'), click on the column
heading.

To select a billed cost to refund, click on the box in the 'Inc' column.

To select or deselect all the costs displayed in the list, click 'Select All' or 'Clear All'.

Note: You cannot select items that have been queried, indicated in the 'Qry" column.

To view information about a cost, select it and click 'View Details'.

The 'Transaction Details' window appears.

When you have finished selecting the costs to refund, click ‘OK".

The refunded costs will be displayed on the 'Selected Costs' tab of the billing line. For more
information about this tab, see Selecting costs for a bill line on page 217.
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Cost codes

The codes used for cost types are as follows:

222

COB: Opening balance transaction.
EXP: Expense claim.
NLP: Nominal payment.
NLR: Nominal receipt.
PAC: Cost accrual.
PCA: Cost adjustment.
PLC: Purchase credit.
PLI: Purchase invoice.
STI: Stock issue.

STR: Stock return.
TSE: Timesheet entry.
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Generate suggested bills

If you have set up billing schedules for your projects, you can use the system to check if any
projects are ready to be billed, and then display a list of 'suggested bills'. You can then select
which of these bills you want to produce, and the system will automatically generate the bills for
your project customers, using the billing templates you have set up.

Note: For information on setting up billing templates and schedules, see Setting Up Billing
on page 198.

To display a list of suggested bills:
1. Select Biling > Suggested Bills.

2. Choose whether you want to recalculate the outstanding values to bill for each project.

The 'Suggested Bills' window appears.

5 pA - Suggested Bills

Select proecs to b billed
Select | Froject Cods Title Status Comp (%) Clisnt Outstanding bo Bill | Last Bill Run Date
200 0.00 CusT2 4500,00 11/12/2006
I 0000000025 Liverpoal 2006 Cpen 0,00 CusT2 4500,00 11/12/2006
Select all Clear Selection
[Create Draft Bls). . ] [ View Praject Record. . ] [ Refresh ]

The list displays all bills that are ready to be produced for your project customers.
Note: You can update the list by clicking 'Refresh'.

3. Choose the projects that you want to create bills for by selecting the box in the 'Select'
column.

= Tochecka project’s record, select it and click 'View Project Record'. See View Project
on page 248.
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To create draft bills for the selected projects, click 'Create Draft Bill(s)'. Bills will be
generated according to the customer’s billing schedule and template.

The 'Suggested Draft Bills' window appears, displaying the generated draft bills. You can
amend, print or delete the bills.

For information on this window, see Suggested draft bills on page 224.

When you have finished creating your draft bills, click ‘Close".

Note: To check if your projects have outstanding revenue which can be billed for, you can
use the 'Billing Analysis' enquiry. For more information, see Billing Analysis Enquiry on page
265.

Suggested draft bills

When you generate suggested bills, the draft bills will be generated according to the customer’s
billing schedule and template. The 'Suggested Draft Bills' window displays the bills that have
been generated.

2 pA - Suggested Draft Bills

Suggested draft bills

AJC Ref

[(amendoraftail.. | [(prme oraftaiks).. | [ pelete oraft ... |

To amend a draft bill, select it and click 'Amend Draft Bill'.
For information on amending the bill, see Amending Bills on page 226.
To print bills, select them and click 'Print Draft Bill(s)".

If you do not want to print the bill now, you can print it later. For more information, see
Printing draft bills on page 227.

To delete a bill, select it and click 'Delete Draft Bill".
When you have finished working with the suggested bills, click 'Close'.
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The 'Suggested Bills' window appears. For information on using this window, see
Generate suggested bills on page 223.
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Amending Bills

To amend a draft bill:

1. Select Billing > Amend Bill.

The 'Amend Bill' window appears.

5 PA - Amend Bill Q@EJ

Bill Detals | Defivery & Invoicing
Account selection il details
AfCref: - Eill no: [aooo0ooo0z &) status |Drer |
Short name: Siread - Customerref: | |
Fostcode: -
Mame: [
Project Code Descriptian Quantity Lnit Frice Disc % Tax Rate et E
0000000008 Labour Thems - Timesheet Entry - Lee, David [1. 7.00000 26,00000 0.00 StdRate 182,00
0000000008 Labour Ttems - Timesheet Entry - Lee, David [1 7.00000 26,00000 0.00 StdRate 182,00
0000000008 Labour Thems - Timesheet Entry - Lee, David [1. 7.00000 26,00000 0.00 StdRate 182,00
0000000008 Labour Ttems - Timesheet Entry - Lee, David [1 7.00000 26.00000 0.00 StdRate 182.00
0000000008 Labour Ttems - Timasheet Entry - Green, Jil [10 7.00000 18.00000 0.00 StdRate 126,00
0000000008 Labour Items - Timesheet Entry - Green, Jil [10... 7.00000 1800000 0.00 StdRate 126,00
0000000008 Labour Ttems - Timesheet Entry - Green, Jil [10. 7.00000 18.00000 0.00 StdRate 126,00
0000000008 Labour Teems - Timesheet Entry - Green, Jil [10... 7.00000 18.00000 0.00 StdRate 126,00
0000000008 Labour Ttems - Timesheet Entry - Lee, David [1 7.00000 26.00000 0.00 StdRate 182,00
0000000008 Labour Teems - Timesheet Entry - Lee, David [1. 7.00000 26,00000 0.00 StdRate 182,00
0000000008 Labour Ttems - Timesheet Entry - Lee, David [1. 7.00000 26,00000 0.00 StdRate 182,00
nnnnoNANng 1 ahur Thems - Timesheat Frfry - Lee, David 11 7.nnnnn 2aE.nnnnn n.on StdRare 1Az I
Subkotals Tatals

Goods: £ 2142.00 Met: £ 142,00
Exchange rate Bil discount: £ | 000 | Tau £ [ 374,85
Rate: | 1.000000 | Currency: | Gross: £ | |

2. Select the bill to edit from the 'Bill no' list.

The details of the bill appear.

3. You can add, amend or delete lines on the bill.
= Toadd anew line to the bill, click 'Add".
For information on adding a bill line, see Enter a bill line on page 215.

= To edit a line on the bill, select it and click 'Edit'.
= To change the order of line on the bill, select it and click ‘Move Up' and ‘Move Down'.

= To delete a line on the bill, select it and click 'Delete’.

4. Toamend the bill’'s delivery address or the customer’s discount rates, move to the 'Delivery
and Invoicing' tab.

For more information, see Delivery and invoicing on page 213.

5. To save the amendments to the bill, click 'Save'.
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Printing Bills

You can print draft bills, invoices and credit notes for your projects.

= [fabillis still in the draft stage and is not ready to be finalised, you can print a draft copy
of the bill. For more information, see:

Printing draft bills on page 227.

= [fabillis ready to be finalised and printed for a customer, see:
Printing invoices on page 229.
Printing credit notes on page 231.

= Ifabill has already been printed and you want to reprint a copy, see:
Reprinting invoices on page 233.
Reprinting credit notes on page 234.

How invoices and credit notes are printed for a bill depends on your Project Accounting
billing settings. You can choose to create only one document for each bill that combines
both the positive and negative bill line values (i.e. a single invoice or a credit note), or choose
to create separate invoices and credit notes for the total of the positive lines and the total of
the negative lines on the bill. If you have chosen to create separate documents, you must
still use either the print invoice or print credit note command to print both of the
documents. For more information, see Invoice and credit note billing options on page 199.

Printing draft bills

If a bill is still in the draft stage and is not ready to be finalised, you can print a draft copy of the
bill. You might want to do this when you set up a new bill, so that you can check the layout of
the bill.

Note: If you do not want to print a draft copy of the bill, and it is ready to be finalised and
printed for a customer, see either Printing invoices on page 229 or Printing credit notes on
page 231.

To print a draft copy of a bill:
1. Select Billing > Print Draft Bill.

The 'Print Draft Bill' window appears.
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{2 PA - Print Draft Bill

Select bils
Prink Far:
C allbills Project cods! ]m
(&) Single project
() single customer
O single bil

Display

AJC Ref Customer Mame Custamer Ref Value
cougol Country Kitchens 50.01

Bill Nor
000000000

(et | [ ponean | [ setectan | [ pesciectai |

2. You can display draft bills for a project, customer or bill reference.
= To show all draft bills, select 'All bills'.

= To show all draft bills for a project, choose 'Single project' and select the 'Project
code'.

= To show all draft bills for a customer, choose 'Single customer' and select the
customer.

= To show a particular draft bill, choose 'Single bill' and select the 'Bill no'.
3. To display the draft bills, click 'Display'.

Note: You can sort the list by clicking on the column headings, for example clicking on
‘Customer name' will sort the list in ascending or descending alphabetical order.

4. You can print a selection of draft bills or all the bills in the list.
= To print a selection of bills, highlight the bills and click ‘Print'.

Note: To select more than one item using the mouse, hold down the Ctrl key to select
individual items, or hold down the Shift key to select a range of items.

= To print all the bills in the list, click 'Print All'.
Note: Printing a draft bill will not change the bill’s status from 'Draft' to 'Finalised'.

Depending on your system settings, bills will be printed, previewed on-screen, or sent to the
spooler to be printed later. To set your printing preferences, select File > Choose Output
Mode from the menu bar.
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Printing invoices

To print an invoice for a project bill:

1. Select Billing > Print Invoices.

The 'Print Invoices' window appears.

S PA - Print Invoices Q@@

Select bills

Print all unprinted invoices for:

O al bils BJC ref: counat =)
O single project Short name: Cauntry =]
©single customer Postende: B10 6w =]
(O single bil
Display
Bill Mo AlC Ref Zustomer Mame Customer Ref Value

Counnt Country Kitchens

Print details Select invoice type to produce
Invoice date: 0102j2007 (3 Both paper and e-mail invoices
(O Paper invoices only

() Transaction e-mail invoices only

[ Print ] [ Print All ][ Select Al ] [ Deselect All ]

2. You can display all unprinted invoices, or invoices for a project, customer or bill reference.

To show all invoices, select ‘Al bills'.

To show invoices for a project, choose 'Single project' and select the 'Project code'.
To show invoices for a customer, choose 'Single customer' and select the customer.
To show invoices for a bill reference, choose 'Single bill' and select the 'Bill no'.

3. To display the invoices, click 'Display'.

Note: You can sort the list by clicking on the column headings, for example clicking on
‘Customer name' will sort the list in ascending or descending alphabetical order.

4. The 'Invoice date' displayed on the invoice will be set to today’s date. You can amend this
date if required.

5. Select the type of invoice to produce. You can produce printed invoices and transaction
e-mail invoices.

6. You can print a selection of invoices or all the invoices in the list.
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= To print a selection of invoices, highlight the invoices and click 'Print".

Note: To select more than one entry using the mouse, hold down the Ctrl key to select
individual entries, or hold down the Shift key to select a range of entries.

= To print all the invoices in the list, click 'Print All'.
7. Choose whether or not you want to print a backing sheet for the bill.

Note: When an invoice is printed, the invoice number will be assigned by the system, and
its bill status will change from 'Draft' to 'Finalised'.

Depending on your system settings, bills will be printed, previewed on-screen, or sent to the
spooler to be printed later. To set your printing preferences, select File > Choose Output
Mode from the menu bar.
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Printing credit notes

To print a credit note for a project bill:
1. Select Billing > Print Credit Note.

The 'Print Credit Notes' window appears.

%2 pA - Print Credit Notes

Select bills
Print all unprinted credit notes For:

O al bils BJC ref: kgE001 =)
(Csingle project Short name: Ahhey =]
©single customer Postende: EH1Z 1WE ]
i Single bil

Bill Mo AlC Ref Zustomer Mame Customer Ref Value

Mo items to display

Print details

Credit note date: 01022007

2. You can display all unprinted credit notes, or notes for a project, customer or bill reference.
= To show all credit notes, select 'All bills'.
= To show invoices for a project, choose 'Single project' and select the 'Project code'.

= To show credit notes for a customer, choose 'Single customer' and select the
customer.

= To show credit notes for a bill reference, choose 'Single bill' and select the 'Bill no'.
3. To display the credit notes, click 'Display".

Note: You can sort the list by clicking on the column headings, for example clicking on
‘Customer name' will sort the list in ascending or descending alphabetical order.

4. The 'Credit note date' displayed on the credit note will be set to today’s date. You can
amend this date if required.

5. You can print a selection of credit notes or all the notes in the list.
= To print a selection of credit notes, highlight the notes and click 'Print".
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Note: To select more than one entry using the mouse, hold down the Ctrl key to select
individual entries, or hold down the Shift key to select a range of entries.

= To print all the credit notes in the list, click 'Print All'.

Note: When a credit note is printed, the credit note number will be assigned by the system,
and its bill status will change from 'Draft’ to 'Finalised'.

Depending on your system settings, bills will be printed, previewed on-screen, or sent to the
spooler to be printed later. To set your printing preferences, select File > Choose Output
Mode from the menu bar.
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Reprinting invoices

You can reprint an invoice that you have already produced.

To reprint an invoice:

1. Select Billing > Reprint Invoice.

The 'Reprint Invoice' window appears.

%2 PA - Reprint Invoice

=13

Seleck invaice(s)

Invoice no; 0000000324 E] APC ref: ‘ E]
Inwoice date: ik Shart name: E]
Eill no: 0000000003 (= Postcode: | =

Invaices

Invoice Mo Invoice Date AJC Ref Mame Walue

2612{2006 SIMO01 Sinead Smith Interiors 9

2. Use the selection criteria to display the invoice that you require.

If you know the invoice reference, select it from the 'Invoice no' list.
To display invoices with a particular date, select the 'Invoice date'.

If you know the bill number associated with the invoice, select it from the 'Bill no' list.

To display invoices for a particular customer, select the customer’s account reference
('A/C ref'), short name or postcode.

Any invoices that match your selection criteria are displayed.

3. To reprint an invoice, select it and click 'Print'.

Depending on your system settings, bills will be printed, previewed on-screen, or sent to the
spooler to be printed later. To set your printing preferences, select File > Choose Output
Mode from the menu bar.
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Reprinting credit notes

You can reprint a credit note that you have already produced.
To reprint a credit note:

1. Select Billing > Reprint Credit.

The 'Reprint Credit Note' window appears.

% PA - Reprint Credit Note

Seleck credit notels)
Credit note no: E] APC ref: ‘ E]
Credit note date: | [/ Shart name: ‘ E]
Bill no: (= Postcode: J =
Credit notes
Credit Note No Credit Mote Date | AJC Ref Mame Walue
0000000001 1409)2006 ADDCUSTL Payment Terms - From End of Month 50.00
0000000003 14/09/2006 ADDCUST Payment Terms - From End of Month 16740
0000000005 14/09(2006 ADDCUST Payment Terms - Fram End of Manth 167.40

2. Use the selection criteria to display the credit note that you require.

If you know the credit note reference, select it from the 'Credit note no' list.
To display credit notes with a particular date, select the 'Credit note date'.

If you know the bill number associated with the credit note, select it from the 'Bill no'
list.

To display credit notes for a particular customer, select the customer’s account
reference ('A/C ref'), short name or postcode.

Any credit notes that match your selection criteria are displayed.

3. To reprint a credit note, select it and click 'Print'.

Depending on your system settings, bills will be printed, previewed on-screen, or sent to the
spooler to be printed later. To set your printing preferences, select File > Choose Output
Mode from the menu bar.
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Posting Bill Transactions

After you have printed invoices and credit notes for your projects, you can then post the
transactions to Sage 200 Financials. You can only post transactions for bills that you have
printed, which will be marked with a 'Finalised' status. Only the transactions for invoices and
credit notes generated from the Project Accounting module will be posted.

To post invoices and credit notes:
1.  Select Billing > Post Invoices & Credit Notes.

The 'Post Invoices & Credit Notes' window appears.

5 PA - Post Invoices & Credit Notes

Select invaices & credit notes to post

(%) Post all unpasted invoices & credit notes

() Post invoice/credit note For single bil

Bill no: .

() Past invaice For a single invoice no

Invoice nao: -

() Post credit note For a single credit note no

Credit note no: .

= To post all of the outstanding invoices and credit notes, select 'Post all unposted
invoices & credit notes'.

= Topost the invoice or credit note relating to an individual bill, select 'Post invoice/credit
note for a single bill', then select the 'Bill no'.

= To post an individual invoice, select 'Post invoice for a single invoice no', then select
the ‘Invoice no'.

= Topost an individual credit note, select 'Post invoice for a single credit note no', then
select the 'Credit note no'.

2. To post the selected invoices or credit notes, click '‘Post'.

= The system generates the invoices and credit notes in Sage 200 Financials, updates
the customer’s balance, and makes the appropriate tax and nominal account entries.

Note: If you run a transaction enquiry from Sage 200 Financials, these transactions
are marked with 'Project Accounting' as the source module.
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= The system also generates a report of the transactions.

Depending on your system settings, the report will be printed, previewed on-screen,
or sent to the spooler to be printed later. To set your printing preferences, select File
> Choose Output Mode from the menu bar.
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Viewing project billing information

There are a number of ways to view billing information about your projects.

= You can use the billing analysis enquiry to view details of the outstanding values left to bill
on your projects.

For more information, see Billing Analysis Enquiry on page 265.

= You can use the biling summary enquiry to view details about generated bills.
For more information, see Billing Summary Enquiry on page 267.

= You can display billing information on the desktop 'Project List'.

To display columns in the list showing the total value to bill and last bill date, right-click in
the list window and select 'Columns'.

Note: To display the 'Project List' window, click on the drop-down menu in the top right of
the Work Area and select 'Lists'. To filter the list to display only projects with outstanding
revenue, select the appropriate filter from the 'Filters' list.

= You can use the 'Bills' dashboard window on the desktop to see a detailed list of all of your
project bills.

To select the dashboard view, click on the drop-down menu in the top right of the Work
Area and select 'Dashboard'.

= If you have set up billing schedules for your projects, run the suggested bills routine to
display bills that are ready to be generated.

For more information, see Generate suggested bills on page 223.
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Cancelling Printed Bills

You can cancel finalised invoices and credit notes that have been printed, provided that they
have not been posted. You may want to do this if the bill contains an error.

If you have chosen to produce separate documents for a bill (see Invoice and credit note
billing options on page 199), a single bill may have both invoice and credit note documents.
If a bill has both an invoice and a credit note, ensure that you cancel both documents;
otherwise there may be discrepancies in your accounts. The system will notify you if you
choose to cancel a document has an associated invoice or credit note for the same bill.

Note: If the bill has not yet been printed and has a 'Draft' status, you can amend or delete the
bill. For more information, see Deleting Draft Bills on page 240.

To cancel an invoice or credit note:
1. Select Billing > Cancel Invoice.

The 'Cancel Sales Invoice/Credit Note' window appears, displaying the finalised invoices
and credit notes that can be cancelled.

2 PA - Cancel Sales Invoice/Credit Note

Unpasted invoices & credk notes

Document No Date Type AJC Ref Mame Value:
0000000002 14/03/2006 Credt Nate ADDCLISTL Payment Terms - From End of Morth 50,00
0000000004 14/09/2006 Credt Nate ADDCLSTL Payment Terms - Fram End of Morth 16740

14/09/2006 Invoice ADDCLISTL Payment Terms - From End of Morth 167.40

ADDCUSTL Payment Ten m End of Month

18/09/2006 Ivoice ADDCUSTL Payment Terms - From End of Month 5300.00

Cancel Document... Close

2. Select the invoice or credit note to cancel.

3. Click 'Cancel Document'.
The 'Cancel Invoice/Credit Note' window appears.
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£ pA - Cancel Invoice No: 0000000003 (=113}
Cancelation detsis
Date: 140972006
Reason: | Order cancelled.

Enter the date, if required.

Enter a reason for cancelling the invoice or credit note, then click 'OK".

To view a list of invoices that have already been cancelled, run the 'Cancelled Invoices'
report. To run the report, select Reports > Billing > Cancelled Invoices.
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Deleting Draft Bills

You can delete draft invoices and credit notes, which are marked with a 'Draft’ status (that have

not been printed or posted).

If you want to delete individual lines or items from a bill without deleting the whole bill, you
can amend these lines on the bill. For more information, see Amending Bills on page 226.

If you have already printed the invoice or credit note for the bill, it will be marked with a
'Finalised' status and it cannot be deleted. If you find that a printed bill contains an error or
that it needs to be amended, it can be cancelled. For more information, see Cancelling

Printed Bills on page 238.

To delete a draft invoice or credit note:

1.

240

Select Billing > Delete Bill.

The 'Delete Bill' window appears.

£ pA - Delete Bill =

Eill Selection

Eill Mo AJC Ref, Date Customer Ref Yalue

--------- counnt a7 Sl

0000000002 SINOO1L 28/12(2006 2516.85

Select the bill to delete and click 'Delete’.
Note: The bill will be removed from the system and cannot be restored.

Confirm that you want to delete the bill.
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Managing Billing Transactions

You can manually record billing transactions, for example to record bills that are not generated
using Sage 200 Project Accounting. You can mark project costs as being already billed, so that
the system does not treat them as being outstanding.

To manage billing transactions:

1.

Select Project Maintenance > Billed Transactions.

The 'Billed Transactions' window appears.

The 'Tp' column displays the cost type code. For a list of codes, see Cost codes on
page 222.

The 'Acc/Emp/ltem' column displays the reference for the supplier, stock item or
employee.

Select the project 'Code’ or Title'.

Add costs to be marked as billed or not billed.

== pA - Billed Transactions

Select project
Codz: 0000000008 [=) Tites  |Meweastle Exhibition 2007 =
Selected Costs |
Selected costs to be marked as biled/not biled
Tp  Date Project Code Project Ttem AcciEmp/Ttem Cost Quan... Tatal Cost  Revenue ... Revenue Rate Walue
TSE  25/12fz006 0000000008 c-00z2 Lee, David [1003] 7.00000 196.00000 7.00000 26,00000 18200000
TSE  26/12/2006 0000000008 00z Lee, David [1003] 7.00000 196.00000 7.00000 26,00000 152.00000
TSE 27122006 0000000008 C-002 Lee, David [1003] 7.00000 196.00000 7.00000 26,00000 182.00000
TSE 28/12{2006 0000000008 00z Lee, David [1003] 7.00000 196.00000 7.00000 26,00000 182.00000
[manage costs | [ manage already biled | [ Remove | [ petals | [Flpisplay revenus quantity &rate  Totalto bemarked as biledjnot biled: | 728,00 |

To mark outstanding costs as being billed, click 'Manage Costs'.
See Marking outstanding costs as billed on page 242.
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= To mark costs that have previously been marked as billed as not being billed, click
‘Manage already billed'.

See Marking billed costs as not billed on page 243.
4, To view transaction information about a cost on the list, select it and click 'Details'.
5.  To remove a cost from the list, select it and click '‘Remove’.

6.  When you have finished managing the bill transactions, click 'Save'.

Marking outstanding costs as billed

To mark outstanding costs as being billed:
1. Select Project Maintenance > Billed Transactions.

2. Select 'Manage Costs'.
The 'Manage Costs Selection' window appears.

= pA - Manage Costs Selection

Costs criteria

Project Item bype: | Al Bl Dateuptor  [28/12/2006

Outstanding costs to mark as blled

Inc | Qry| Tp | Date Project Code | Projectltem | Acc/Emp/ltem  CostQy  TotalCost | Ovig. ValietoBil | Outstandnglo.. Rew,Qty | Rev.Rate | ValuetoEil
I3 TSE 25/12/2006 0000000008 C-002 Lee, David [100..  7.00000  196.00000 182.00000 18200000 7.00000  26.00000  182,00000
" TSE 26/12/2006 0000000008 002 Lee, David [100..  7.00000  196.00000 182.00000 18200000 7.00000  26.00000  182,00000
17 TSE 27/12/2006 000000008 C-002 Lee, David [100..  7.00000  196.00000 182.00000 18200000 7.00000  26.00000  182,00000
v TSE 26/12/2006 000000008 C-002 Lee, David [100..  7.00000  196.00000 182.00000 18200000 7.00000  26.00000  182,00000
r TSE  29/10/2006 0000000008 C-003 Lee, David [100 5.00000 140.00000 130.00000 130.00000 5.00000 26,00000 130.00000
[ TSE  30{10/2006 0000000008 C-003 Lee, David [100 5.00000 140.00000 130.00000 130.00000 S.00000 26,00000 130.00000
[m] TSE  31/10/2006 0000000008 C-003 Lee, David [100 6.00000 168.00000 156.00000 156.00000 6,00000 26,00000 156.,00000
I TSE  01/11/2006 0000000008 C-003 Lee, David [100 6.00000 168.00000 156,00000 156.,00000 6.00000 26.00000 156,00000
| TSE  02/11)/2006 0000000008 C-003 Lee, David [100 6.00000 168.00000 156.00000 156.00000 6.00000 26,00000 156.00000
r TSE  03f11/2006 0000000008 C-003 Lee, David [100 6.00000 168.00000 156,00000 156.00000 6.00000 26,00000 156.00000
[ seectan | [ clarat | [ tiew Detais | [ show project Structure Total amourt selected to bil: [ 728.00000 |

= The 'Tp' column displays the cost type code. For a list of codes, see Cost codes on
page 222.

= The 'Acc/Emp/Item’ column displays the reference for the supplier, stock item or
employee.

3. Forsome projects, a large number of costs may be displayed in the list. There are a number
of ways to find the costs that you require:
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= To show costs relating to items or levels in the project structure, click 'Show Project
Structure'.

Select the level or item in the structure to display only the costs relating to that area.
= Use the 'Costs Criteria' to filter the list of costs.

To display only those costs relating to a specific project item type (such as labour
items), select it from the 'Project Item type' list.

To limit the date range of the costs displayed in the list, select the date in the 'Date up
to' box.

= Tosort the list by a particular column (such as 'Project Item"), click on the column
heading.

To mark an outstanding cost as being billed, click on the box in the 'Inc' column.

To select or deselect all the costs displayed in the list, click 'Select All' or 'Clear All'.

To set a query flag on the cost, enter the query code in the 'Qry"' box.

Note: Costs that are marked with a query flag cannot be included on a bill. You cannot
select these costs when you create a bill or generate suggested bills, until the query flag is
removed.

To view information about a cost, select it and click 'View Details'.
The "Transaction Details' window appears.
When you have finished selecting the costs, click 'OK".

The costs will be displayed in the 'Billed Transactions' window. For more information about
this window, see Managing Billing Transactions on page 241.

Marking billed costs as not billed

To change the status of costs that have previously been marked as billed as not being billed:

Select Project Maintenance > Billed Transactions.

Select ‘Manage already billed'.
The 'Billed Costs to Mark as Not Billed' window appears.
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5 pA - Billed Costs to Mark as Not Billed

Costs criteria

Project Item bype: | Al = Dateuptor  [28/12/2006

Costs marked as biled

Inc | Tp | Date Project Code | Project Item | Acc/Emp/Item CostQty TotalCost  Orig. ValetoBil  Outstandingto.. GtyBiled Rev.Rate | Vale
™ TS 20/10j2006 000DODDDDE  €-003 Lee, David [1003] 500000 14000000 13000000 000000 500000 2600000  130,00000
™ TS 30/10j2006 000DODDDDE  €-003 Lee, David [1003] 500000 14000000 12000000 000000 500000 2600000  130,00000
™ TS 31/10j2006 000D0DDDDE  €-003 Lee, David [1003] 600000 168.00000 156.00000 000000 600000 2600000 15600000
™ TSE Ol11j2006 000D0DDODE  €-003 Lee, David [1003] 600000 166.00000 156.00000 000000 600000 2600000 15600000
r TSE  02/11j2006 0000000008 C-003 Lee, David [1003] 6.00000 168.00000 156,00000 0.00000 6.00000 26,00000 156.00000
- TSE  03/11j2006 0000000008 C-003 Lee, David [1003] 6.00000 168.00000 156,00000 0.00000 6.00000 26,00000 156.00000
2 TSE  25/12/2006 0000000008 C-00z2 Lee, David [1003] 7.00000 196.00000 182.00000 0.00000 7.00000 26,00000 152.00000
2 TSE  26/12/2006 0000000008 00z Lee, David [1003] 7.00000 196.00000 182.00000 0.00000 7.00000 26.00000 182.00000
2 TSE  27/12/2006 0000000008 c-00z2 Lee, David [1003] 7.00000 196.00000 182.00000 0.00000 7.00000 26,00000 152.00000
i3 TSE  28/12/2006 0000000003 c-00z2 Lee, David [1003] 7.00000 196.00000 182.00000 0.00000 7.00000 26,00000 152.00000
[ seectan | [ clarat | [ tiew Detais | [ show project Structure R g s 728.00000 |

The 'Tp' column displays the cost type code. For a list of codes, see Cost codes on
page 222.

The 'Acc/Emp/Item' column displays the reference for the supplier, stock item or
employee.

3. Forsome projects, a large number of costs may be displayed in the list. There are a number
of ways to find the costs that you require:

To show costs relating to items or levels in the project structure, click 'Show Project
Structure'.

Select the level or item in the structure to display only the costs relating to that area.
Use the 'Costs Criteria' to filter the list of costs.

To display only those costs relating to a specific project item type (such as labour
items), select it from the 'Project Item type' list.

To limit the date range of the costs displayed in the list, select the date in the 'Date up
to' box.

To sort the list by a particular column (such as 'Project Item'), click on the column
heading.

4.  To mark a billed costs as not being billed, click on the box in the 'Inc' column.

To select or deselect all the costs displayed in the list, click 'Select All' or 'Clear All'.

5.  To view information about a cost, select it and click 'View Details'.

The 'Transaction Details' window appears.
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6. When you have finished selecting the costs, click 'OK'.

The costs will be displayed in the 'Billed Transactions' window. For more information about
this window, see Managing Billing Transactions on page 241.
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Chapter 8

Enquiries

Use project enquiries to help you analyse
and manage your projects. You can
specify the details to display in enquiries,
so that you can focus on the information
that you are most interested in. You can
also view the details, transactions or
records that are behind the information
displayed in the enquiry results.

In this chapter:

View ProjecCt.......ccccvvvieeeiiiiiiineenn 248
View Project Status.........cccccvveeeiiins 250
Profitability Analysis Enquiry ............. 251

Profitability Breakdown Enquiry........ 253
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Cost Analysis Enquiry ......ccccoeveeennns 257
Revenue Analysis Enquiry ................ 259
Cost Transactions Enquiry ............... 261
Revenue Transactions Enquiry ......... 263
Billing Analysis Enquiry..........c..cc...... 265
Billing Summary Enquiry .................. 267
Nominal Transactions Enquiry .......... 268

Project Enquiry Criteria .................... 269




View Project

Use the View Project enquiry to display a project’s structure and details.

1. Select Project Enquiries > View Project.

The 'View Project' window appears.

“x PA - View Project

Project Structure Select project
T[] Newzostle Exhibitian 2007 cods: |0000000008 (=) Title: [Mewcastls Exhibition 2007 =]
Expediture
Registration & Other Services selected project level: Froject
#ccommodation Costs 7 ———
i ot Details |} Costs & Charges ; Contact Info | Attachments | Memo |
Marketing Aodgets

| i=| Event Management Costs — .

- i Gala Costs Cost gky: 7.00000 Revenue gty: 2.00000
S Gl Crrer coe ¢ e £
B Security
Ha Lighting and production Overtide sub ftem cost budgets Ovartide sub tem revenue budgets

- Entertainment - Speaker {Comedian
B3 Magicians View Histary...
-E3 Disca
A Casts
£=| AV Canference Costs
i =] Travel Costs
Customer infarmatian
AlC Ref Name
Smoa1 Sinead Smith
View

2. Select the project by its ‘Code' or 'Title'.

3. The project’s structure and details are displayed.
Note: To hide or show the project structure, click 'Hide Project Structure' or 'Show
Project Structure'.
4. Select a project level, group or project item in the structure to display details for that
item. For information about the details displayed on each tab, see:
m  Details on page 40.
s Costs & Charges on page 41.
m  Contact information on page 44 (project levels only).
s Attachments on page 46.
= Memos on page 47.
5. When you have finished viewing the project’s details:
= To display a different project, select the project by its ‘Code' or 'Title'.
= o clear the project displayed and keep the window open, click 'Clear'.
= To close the window, click 'Close'.



Enquiries

View a project customer’s billing schedule

To view the billing schedule for a project customer:

1.
2.
3.

Select Project Enquiries > View Project.
Select the project required from the 'Code' or Title' list.
Move to the 'Costs & Charges' tab.

The 'Customer information' area lists the customers for this project.
Note: This is only displayed when the project level is selected in the project structure.

Select a customer and click 'View'.
The 'View Billing Details' window appears.

For information on the details in a billing schedule, see Setting up a customer billing
schedule on page 208.

When you have finished viewing the billing schedule, click '‘OK'".
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View Project Status
Use the View Project Status enquiry to display the status of items or levels within a project.
1. Select Project Enquiries > View Project.

The 'View Project Status' window appears.

3 pA - View Project Status EHEEJ

Select Project:

Code: [0000D0DODOB & Tie:  [Mewcastle Exhibition 2007 [=]

Project status

Project Shatus Comp (%) | Marrative =
Open 15
Complete 100
Open 50
Open 0
Open 0
Complete 100
Open 0

Open 0

|

2. Select the project by its 'Code' or 'Title".

The project’s structure appears. You can view the status and percentage complete for
each level and item in the structure.

3. To view a history of changes in the status of a project level or item, select the item in the
structure and click 'View History'.

Note: The system records any changes that you make to the status or percentage
complete in a history log. The details of each change are recorded along with the date and
the name of the user. For more information, see Viewing changes in status on page 94.

For information on changing the status of a project, see Amending the status of projects
and items on page 93. To set up project statuses, see Defining Project Statuses on page
71.
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Profitability Analysis Enquiry

Use the Profitability Analysis enquiry to analyse your profits against your budget figures.

1.

Select Project Enquiries > Profitability Analysis.

The Criteria window appears.

To filter the information displayed in the enquiry, use the criteria to select the information
that you want to show.

= You can change the layout of this enquiry by selecting an option from the 'Enquiry
grouping' list. For example, you can arrange the information by project, project item
type, or project item.

The following criteria are specific to this enquiry:

= Toinclude potential revenue in the total revenue calculations, enable 'Factor potential
revenue into profit'.

= Toinclude committed costs in the total cost calculations, enable 'Factor committed
cost into profit'.

= Toinclude overhead absorption rates in the cost calculations, enable 'Factor
overhead uplift into costs'.

Click 'OK". The project enquiry appears.

5 PA - Project Enquiries (Profitability Analysis)

Total Budget Total{Budget Variar Total{Budaget variance %

xpense Items 0.00 -6110.00 0.00
Hire Items 0.00 0.00 0,00 0.00
=l Labour Item 255.00 1000,00 -745.00 5,50
110000, Hotel Staff 0.00 0.00 0.00 0.00
110001, Cakering Staff 0.00 0.00 0.00 0.00
110002, Photographers 0.00 0.0o 0,00 0.00
(=] 110003, Security 255,00 1000.00 -745.00 25,50
0000000022, Newcastle 2006 255.00 1000.00 -745.00 25.50
110004, Stand Staff 0.00 0.00 0,00 0.00
@ Miscellaneous Items 0.00 z.50 -2.50 0.00
Revenue Items 150,00 22000,00 -Z1850.00 0.63
Subcontrackar Trems 0.00 0.00 0.00 0.00
[=) Prime Costs 1777.55 $403,90 2626.35 40,36
Expense [tems 1480.00 4403.90 2923.90 33.61
Revenue Items 297,55 0.00 -297.55 0.00
Gross Profit -1372.55 24708.60 -26081.15 -5.55
= Overheads 1610.00 36013.00 34403.00 Ki4F
Hire Items -265.00 10150.00 10415.00 2.61
Labour Ttem 1875.00 9300.00 7425.00 20.16
Miscellaneous Ttems 0.00 10708,00 10708.00 0.00
Subcontractor Ttems 0.00 5855.00 5855.00 0.00
Met Profit -2982.55 -11304.40 B321.85 26,38
Profit Margin -736.43 -38.83 -697.60 1896.55

[ Creria ] [ Collapse Al ] [ Expand Al j [ Print ]
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4. The enquiry displays your project items, with group categories for revenues, prime costs
and overheads.

To display items and levels in the structure, click the '+' and '-' signs, or click '‘Expand All'
and 'Collapse All'.
5. To display further enquiries about an item, right-click on the item and select:
= 'Cost Analysis by period'. See Cost Analysis Enquiry on page 257.
s 'Cost Transactions'. See Cost Transactions Enquiry on page 261.
= 'Revenue Analysis by period'. See Revenue Analysis Enquiry on page 259.
= 'Revenue Transactions'. See Revenue Transactions Enquiry on page 263.
= 'Nominal Transactions'. See Nominal Transactions Enquiry on page 268.
= 'Project Record', to display the project structure and details. See View Project on
page 248.

6. To print the information displayed in the enquiry, click 'Print".
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Profitability Breakdown Enquiry

Use the Profitability Breakdown enquiry to analyse your gross and net profit.

1.  Select Project Enquiries > Profitability Breakdown.
The Criteria window appears.

2. Tofilter the information displayed in the enquiry, use the criteria to select the information
that you want to show.

= You can change the layout of this enquiry by selecting an option from the 'Enquiry
grouping' list. For example, you can arrange the information by project, project item
type, or project item.

= Toexclude lines (e.g. projects and project items) from the enquiry results that have a
value of zero, enable 'Hide zero values'.

The following criteria are specific to this enquiry:

= Toinclude potential revenue in the total revenue calculations, enable 'Factor potential
revenue into profit'.

= Joinclude committed costs in the total cost calculations, enable 'Factor committed
cost into profit'.

= Toinclude overhead absorption rates in the cost calculations, enable 'Factor
overhead uplift into costs'.

3. Click 'OK'". The project enquiry appears.

=2 PA - Project Enquiries (Profitability Breakdown)

Project: Structure Reverue Prime Cost Gross Profit fGross Profit Percent Overhead Net Profit Met Profit Percent

(=] 0000000008, Kitchen Install Project for Festival Homes 330,00 3634.496 -3304.46 -1001.35 0.00 -3304.46 -1001.35
[+ 0000000009, Initial Consultation for Festival Homes 0,00 165.00 -165.00 0.00 0,00 -165.00 0.00
Phase 1, Phase 1 Prep 0.00 126346 -1263.96 0.00 0.00 -1263.46 0.00
Phase 2, Phase 2 Install 0.00 1646.00 -1646.00 0.00 0.00 -1646.00 0.00
Phase 3, Phase 3 White Goods 0,00 560.00 -960,00 0.00 0,00 -560.00 0.00

0000 ), Ikation for Somerhill Homes 0.00 25.00 -25.00 0.00 0,00 -25.00 0.00

0000000011, Kitchen Install Project For Abbey Retail Lk 0.00 0.00 0.00 0.00 0.00 0.00 0.00

[# 0000000013, Kitchen Install For Cherrie Ltd 0,00 000 0.00 0.00 0,00 0,00 0.00

[ Criteria ] [ Collapse Al ] [ Expand All ] [ Print ]
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4. To display items and levels in the structure, click the '+' and '-' signs, or click 'Expand All'
and 'Collapse All".

5. To print the information displayed in the enquiry, click 'Print".
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Profitability Transactions Enquiry

Use the Profitability Transactions enquiry to inspect the net profit and other details of your
project transactions. You can view the transaction details, such as the date, transaction type,
reference number, source (e.g. supplier account or resource), and net profit.

1. Select Project Enquiries > Profitability Transactions.
The Criteria window appears.

2. Tofilter the information displayed in the enquiry, use the criteria to select the information
that you want to show.

= You can change the layout of this enquiry by selecting an option from the 'Enquiry
grouping' list. For example, you can arrange the information by project, project item
type, or project item.

The following criteria are specific to this enquiry:

= Toinclude potential revenue in the total revenue calculations, enable 'Factor potential
revenue into profit'.

= Joinclude committed costs in the total cost calculations, enable 'Factor committed
cost into profit'.

= Toinclude overhead absorption rates in the cost calculations, enable 'Factor
overhead uplift into costs'.

3. Click 'OK". The project enquiry appears.

£ PA - Project Enquiries (Nominal Transactions)

Date URM Ref Mominal Acco. . Cost Centre. Department Details Arnourit Project URMN d
1301242008 Timeshe 0 0000000013 02100 Wiring 98.00 30
12f12/2006 Timeshe... 0 0000000012 02100 Les, David [10... Wiring 98,00 29
2211212006 Timeshe .. 0 0000000010 0z100 Green, Jill [10. Painting 70,00 20
11/12§2008 Timeshe 0 0000000011 02100 Les, David [10... Wiring 98,00 28
26112006 Timeshe 2700 0000000016 02100 Lee, Dawid [10. F0.00 50
27/11j2006 Timeshe... 2701 0000000017 0z100 Les, David [10... 84.00 51
141242006 Timeshe 0 0000000014 02100 Les, David [10... Wiring 95,00 31
15(12j2008 Timeshe 0 0000000015 02100 Les, David [10... Wiring 98,00 3z
20/12f2006 Timeshe 0 0000000003 02100 Lee, Dawid [10. Painting 98.00 13
21/1242006 Timeshe... 0 0000000004 0z100 Lee, David [10... Painting 98,00 14
18(1242006 Timeshe 0 0000000001 02100 Les, David [10... Painting 98,00 11
19/12§2008 Timeshe 0 0000000002 02100 Lee, Dawid [10... Painting 98.00 1z
22/12i2006 Timeshe... 0 0000000005 0z100 Lee, Dawid [10... Painting 98,00 15
2071212006 Timeshe... 0 0000000008 0zi00 Green, Jill [10. Painting 70,00 15
2112(2006 Timeshe 0 0000000005 02100 Green, Jill [10. Painting 70,00 12
18(1242008 Timeshe 0 0000000006 02100 Green, Jill [10. Painting 70.00 16
19/12/2006 Timeshe... 0 0000000007 0z100 Green, Jil [10, Painting 70,00 17
26112006 Timeshe 2702 0000000015 02100 Les, David [10. 95,00 52
2BI2(2006 Timeshe 0 0000000030 02100 Les, David [10... Wiring 8,00 53
29/12(2006 Timeshe 0 0000000031 02100 Les, Dawid [10. Whiring 98.00 65
26/12/2006 Timeshe... 0 0000000028 0z100 Les, David [10... Wiring 98,00 62
271122006 Timeshe 0 0000000029 02100 Les, David [10... Wiring 98,00 683
29/01/2007 Timeshe 0 0000000035 02100 Lee, Dawid [10... Security - Mewcastle 98.00 7z
01/02§2007 Timeshe... 0 0000000038 02100 Lee, Dawid [10... Security - Newcastle 98,00 EE
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4. To print the details of the report, click 'Print'.

5. To print the information displayed in the enquiry, click 'Print".
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Cost Analysis Enquiry

Use the Cost Analysis enquiry to inspect your projects’ actual, committed and total cost values,
and compare them against the budget figures.

Note: Committed costs will only be displayed if you have set up Project Accounting to track
committed costs. For more information, see Enabling committed costs on page 65.

To filter the information displayed in the enquiry, use the criteria to select the information

= You can change the layout of this enquiry by selecting an option from the ‘Enquiry
grouping' list. For example, you can arrange the information by project, project item

1. Select Project Enquiries > Cost Analysis.
The Criteria window appears.
2.
that you want to show.
type, or project item.
3. Click 'OK".

The enquiry window appears. It displays your actual costs, committed costs, total costs,
cost budgets and the budget variance.

== PA - Project Enquiries (Cost Analysis) EHE]BJ

Project Structure Actual Cost Committed €., Total Cost CostBudget | Tatal/Budget Yariance Tokal/Budget Yariance %

(= 0000000008, Newcastle Exhibition 2007 6594.00 85.10 6679.10 78.00 -6601.10 8562.95

G-26, Registration 0.00 0.00 0.00 0.00 0.00 0.00

G-28, Catering 0.00 0.00 0.00 200 8.00 0.00

£ -3, Stand staff 1106.00 .00 106,00 34.00 1072.00 3252.94

€001, Stand staff 0.00 0.00 0.00 10,00 X 0.00

B-001, Demonstration staff 0.00 0.00 0.00 14,00 0.00

G2c, s 545 Coskarialiee b Raied: 7y 1q 36,00 15480.83

G-44, Marksting 0.0 Daject Racord 0.00 0.00 0.00

G-5A, Travel costs 00 Biling Analysis 0.00 0.00 0.00

R1, Exhibitor revenue 0.00 0.0 0.00 0.00 0.00

0000000009, Glasgaw Exhibition 2007 0.00 0.00 0.00 78.00 0.00

[ citeria | [ collepse et | [ Expandan | [ prn: |

4. To display details in the structure, click the '+' and '-' signs, or click 'Expand All' and

'‘Collapse All'.

5. To display further enquiries about a cost, right-click on the item and select:
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'‘Cost Analysis by period', to display the costs for each budget period.
‘Cost Transactions'. See Cost Transactions Enquiry on page 261.

'Project Record', to display the project structure and details. See View Project on
page 248.

‘Billing Analysis'. See Billing Analysis Enquiry on page 265.
‘Nominal Transactions'. See Nominal Transactions Enquiry on page 268.

To print the information displayed in the enquiry, click 'Print'.



Enquiries

Revenue Analysis Enquiry
Use the Revenue Analysis enquiry to inspect your projects’ actual, potential and total revenue
values, and compare them against the budget figures.

Note: Committed costs will only be displayed if you have set up Project Accounting to track
committed costs. For more information, see Enabling committed costs on page 65.

1. Select Project Enquiries > Revenue Analysis.
The Criteria window appears.

2. Tofilter the information displayed in the enquiry, use the criteria to select the information
that you want to show.

= You can change the layout of the enquiry by selecting an option from the 'Enquiry
grouping' list. For example, you can arrange the enquiry information by project,
project item type, or project item.

3. Click 'OK'. The project enquiry appears.

“5 PA - Project Enquiries (Revenue Analysis)

Project Structure ActuslRewe.., | Patential Revenue TotalRevenue | Rewenue Budget Total/Budget Variance Total/Budget Yariance %
(=l 0000000008, Newcastle Exhibition 2007 1140.00 0.00 1140,00 3300.00 -2160.00 34,55
G-2B, Registration 0.00 0.00 0.00 0.00 0.00 0.00
G-2A, Catering 0.00 0,00 0.00 0.00 000 0.00
[ G-3A, Stand staff 0.00 0.00 0.00 0.00 0,00 0.00
1140.00 0.00 1140,00 0.00 1140,00 0.00
T e e B B T ]
o Sl Reverue analyss by Ferod 125 P oo o
(C-003, Carperters 0.00 rU]EEt Recard .00 0.00 0.00 0.00
G-4A, Marketing 000 URIII) 0.00 0.00 0,00 0.00
G-5A, Travel costs 0.00 0.00 0.00 0.00 0.00 0.00
[ R1, Exhibitor revenue 0.00 0.00 0.00 3300.00 -3300.00 0.00
0000000009, Glasgow Exhibition 2007 0.00 0.00 0.00 3300.00 -3300.00 0.00

[ Crieria ] [ Collapse &l ] [ Expand All ] { Print ]

4. To display details in the structure, click the '+' and '-' signs, or click 'Expand All' and
'‘Collapse All'.

5. To display further enquiries about a revenue, right-click on the item and select:
= 'Revenue Analysis by period', to display the revenues for each budget period.
= 'Revenue Transactions'. See Revenue Transactions Enquiry on page 263.
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= 'Project Record', to display the project structure and details. See View Project on
page 248.

= 'Nominal Transactions'. See Nominal Transactions Enquiry on page 268.

6. To print the information displayed in the enquiry, click 'Print".
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Cost Transactions Enquiry

Use the Cost Transactions enquiry to inspect all your project cost transactions. You can view all
your cost details, such as the date, cost type (e.g. timesheet or purchase order), reference
number, source (e.g. supplier account or resource), project and project item, details (narrative),
cost quantity, cost and charge rates, total cost, bill value, and transaction URN.

1.

4.

5.

Select Project Enquiries > Cost Transactions.

The Criteria window appears.

To filter the information displayed in the enquiry, use the criteria to select the information
that you want to show.

Click 'OK". The project enquiry appears.

5 PA - Project Enquiries (Cost Analysis)

Project Structure Actual Cost Committed C.., | Total Cost Cost Budget Total/Budget Variance Total/Budget Yariance %
=1 0000000008, Newcastie Exhibition 2007 £594.00 85.10 6679.10 78,00 -6601.10 8562.95
G-2B, Registration 0.00 0.00 0.00 0.00 0.00 0.00
G-2A, Catering 000 000 0.00 8.00 .00 0.m
1 G-3#, Stand staff 110600 000 106,00 34,00 -1072.00 352,94
C-001, Stand staff 0.00 0.00 0.00 10,00 10.00 0.00
B-001, Demonstration staff 0.00 0.00 0.00 14.00 14.00 0.00
- o
G-2C, AY costs S4m, g Cost Analysisby Period 2 1y 36.00 553710 15480.83
G-4#, Marketing T 0.00 0.00 0.00 0.00
G-5A, Travel costs 0.0 Biling Analysis 0.00 0.00 0.00 0.00
1 R1, Exhibitor revenue 0.00 o 0.00 000 000 0m
0000000003, Glasgow Exhibition 2007 0.00 0.00 0.00 78,00 78.00 0.0

[ Crieria ] [ Collapse &l ] [ Expand All ] { Print ]

To display further information about a transaction, right-click on the item and select:
= 'Transaction Detail', to display details of the project transaction.

= 'Project Record', to display the project structure and details See View Project on page

248.

= 'Supplier Record' (for purchase orders or credits), to display details of the supplier

account (Purchase Ledger).

s 'Stock Record' (for project stock issues), to display the stock item details (Stock

Control).

To search for a transaction, right click in the window and select 'Find".
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6. To export the details of the transactions to Microsoft Excel, right click in the window and
select 'Send To Excel'.

7. To print the information displayed in the enquiry, click 'Print".
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Revenue Transactions Enquiry

Use the Revenue Transactions enquiry to inspect all your project revenue transactions. You can
view all your revenue details, such as the date, revenue type (e.g. sales invoice or order),
reference number, source (e.g. customer account), project and project item, details (narrative),
charge quantity and revenue rate, net revenue, and transaction URN.

1. Select Project Enquiries > Revenue Transactions.
The Criteria window appears.

2. To filter the information displayed in the enquiry, use the criteria to select the information
that you want to show.

3. Click 'OK'. The project enquiry appears.

£ PA - Project Enquiries (Revenue Transactions)

Date Type Ref AccfEmpiter | Project Profect Ttem Detalls Charge Quantity Revenue Rate | Met Project LRN
25{12/2006 Sales In... 0000000... SINDO1 0000000008 c-om S/ SIMOO1 | 32,00000 26,00000 32,00 2
Sales In.. 0000000, SINOO1L 4000000008 c-on1 1} SIMOOL | 7.00000 18.00000 126.00 2z

Transaction Detail

Project Record

Find

Send ToExcel b
Frint

Total 1140.00

4. To display further information about a transaction, right-click on the item and select:
= 'Transaction Detail', to display details of the project transaction.

= 'Project Record', to display the project structure and details. See View Project on
page 248.

s 'Customer Record' (for sales orders or invoices), to display details of the customer
account (Sales Ledger).

5. To search for a transaction, right click in the window and select 'Find".
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6. To export the details of the transactions to Microsoft Excel, right click in the window and
select 'Send To Excel'.

7. To print the information displayed in the enquiry, click 'Print".
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Billing Analysis Enquiry

Use the Billing Analysis enquiry to inspect all your billable project transactions. You can view
your project code and title, net value billed, tax value billed, gross value billed, original and
outstanding values to bill, last billed date, total cost, last cost date, profit.

1. Select Project Enquiries > Billing Analysis.
The Criteria window appears.

2. Tofilter the information displayed in the enquiry, use the criteria to select the information
that you want to show.
The following criteria are specific to this enquiry:

= Toinclude committed costs in the cost calculations, enable 'Factor committed cost
into value to bill and profit'.

= Toinclude overhead absorption rates in the cost calculations, enable 'Factor
overhead uplift into costs'.

3. Click 'OK'". The project enquiry appears.

=2 PA - Project Enquiries (Billing Analysis) H\E][ZJ
Project Cade | Project Title Billed Net Billed Tax Biled Gross Price Quoted | Original Yalue to Bl Outstanding Yalue to Bil Last Biled Date  Actual Cost
574.35 3856.35 6042, 00000 28/12/2006 3237.0
0000000008 Glasgow Exhib. 0.00 Profiablliy Analysi 000,00 0.00000 000000 0.0

Cost Analysis
Cost Transactions
Cost T

Cost Transactions (Outstanding) ks
Revenue Transactions

Project Record

Billng Summary

Find

Send To Excel 3
Print

w I |

4. To display further enquiries about a billing item, right-click on the item and select:
= 'Profitability Analysis'. See Profitability Analysis Enquiry on page 251.
= 'Cost Analysis'. See Cost Analysis Enquiry on page 257.
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= 'Cost Transactions', to display all cost transactions. See Cost Transactions Enquiry
on page 261.

= 'Cost Transactions (Chargeable)' to display only chargeable cost transactions.

= 'Cost Transactions (Outstanding)' to display only chargeable cost transactions that
have not yet been billed for.

= 'Revenue Transactions'. See Revenue Transactions Enquiry on page 263.
= 'Nominal Transactions'. See Nominal Transactions Enquiry on page 268.

= 'Project Record', to display the project structure and details. See View Project on
page 248.

u ‘Billing Summary'. See Billing Summary Enquiry on page 267.

To print the information displayed in the enquiry, click 'Print'.



Enquiries

Billing Summary Enquiry

Use the Billing Summary enquiry to display information about all your project bills. You can view
your project bill items, bill status, related invoice or credit note reference, bill date, customer
account reference and name, and the net, tax and gross values.

1.

4.

5.

Select Project Enquiries > Billing Summary.
The Criteria window appears.

To filter the information displayed in the enquiry, use the criteria to select the information
that you want to show.

Click 'OK". The project enquiry appears.

5 PA - Project Enquiries (Billing Summary) E”E“EJ

oocconns —Jrmaied gl

Invoice Number  Credit Number  Bill Date AfC Ref Customer Na...  Net Tax Gross
0000000323 18(12i2005 SINOO1 Sinead Smith 1 308,00 53.90 361,90
01 Sinead Smith T 2142.00 37455

Revenue Transactions
Customer Record

Billng Analysis %

Find
Send Ta Excel 3
Print

Close.

To display further enquiries about an item, right-click on the item and select:
'‘Revenue Transactions'. See Revenue Transactions Enquiry on page 263.
'‘Customer Record', to display details of the customer account (Sales Ledger).
‘View Bill', to display the bill details.

To print the information displayed in the enquiry, click 'Print'.
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Nominal Transactions Enquiry

Use the Nominal Transactions enquiry to display all the cost and revenue nominal transactions
for your projects.

1. Select Project Enquiries > Nominal Transactions.
The Criteria window appears.

2. Tofilter the information displayed in the enquiry, use the criteria to select the information
that you want to show.

3. Click 'OK'. The project enquiry appears.

al Transactions)

Date Type URM Ref Hominal Acco... | Cost Centre Department AcciEmpjltem  Details Amount Project LRN d
0o Taxd
13{12f2006 Timeshe 0 0000000013 Les, David [10.. Wiring 98.00 30
12/12/2006 Timeshe ... 0 0000000012 02100 Les, David [10... Wiring 98.00 2
22j12{2006 Timeshe 0 0000000010 02100 Green, Jil [10.. Painting 70,00 20
11f12/2006 Timeshe 0 0000000011 02100 Lee, David [10... ibiring 8,00 26
26/11/2006 Timeshe .. 2700 000000OD16 02100 Lee, David [10... 70.00 s0
27j112006 Timeshe 2701 00000OOO17 02100 Les, David [10 64.00 51
14122006 Timeshe 0 0000000014 02100 Lee, David [10... Wiring 98,00 a1
15/12/2006 Timeshe 0 0000000015 02100 Lee, Dawid [10.. Wwiring 98.00 32
20/12/2006 Timeshe .. 0 0000000003 02100 Lee, David [10... Painting 98.00 13
21j12{2006 Timeshe 0 0000000004 02100 Lee, David [10... Painting 98,00 14
181272006 Timeshe 0 0000000001 02100 Lee, David [10... Painting 8.00 11
19/12/2006 Timeshe .. 0 0000000002 02100 Lee, David [10... Painting 98.00 12
22j1242006 Timeshe .. 0 0000000005 02100 Lee, David [10... Painting 98.00 15
2071242006 Timeshe 0 000000000S 02100 Green, 3l [10.. Painting 70.00 18
21j1242006 Timeshe 0 0000000009 02100 Green, 3l [10.. Painting 70.00 1a
18/12/2006 Timeshe .. 0 0000000006 02100 Green, Jil [10.. Painting 70.00 16
19{12/2006 Timeshe 0 0000000007 02100 Green, Jil [10.. Painting 70,00 17
261112006 Timeshe 2702 0000OOO1E 02100 Lee, David [10 58,00 3
28(12(2006 Timeshe 0 0000000030 02100 Lee, Dawid [10.. wiring 98.00 6%
29122006 Timeshe ... 0 0000000031 02100 Lee, David [10... Wiring 98.00 65
26{12{2006 Timeshe 0 0000000028 02100 Lee, David [10... Wiring 98.00 62
27i12{2006 Timeshe 0 0000000029 02100 Lee, David [10... itiring 8,00 63
290172007 Timeshe .. 0 0000000035 02100 Lee, David [10... Security - Hewcastle 98.00 72z
010212007 Timeshe .. 0 0000000038 02100 Lee, David [10... Security - Hevwcastle 98.00 75

4. To print the information displayed in the enquiry, click 'Print'.
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Project Enquiry Criteria

To filter the information displayed in a project enquiry, use the criteria to select the information
that you want to show. The criteria that are displayed will depend on the enquiry you are using.

Most of the enquiries will have the following options:

Use 'All" to select all the items; such as all projects, or all suppliers.

Use 'From' to select an item and items that follow; such as from a date, or from a purchase
order number.

Use 'Between' to select a range of items; such as between two accounting period
numbers, or between two stock codes.

Use 'To' to select all the items up to a particular item; such as projects up to a particular
number.

Use 'Is' to specify a particular value; such as the transaction type is a purchase invoice, or
the bill is a particular number.
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Accruals
adding 108
enabling 65
recording project accruals 107
settings 66
Adding
accruals 108
additional information fields 49
attachments 46
bill lines in a template 204
billing templates 202
charge rate types 132
cost rate types 131
costs to a bill line 218
groups 39
memos 47
project customers 206
project items 37
refunds to a bill line 220
resources 118
Additional information
about additional information 48
adding fields 49
grouping levels 31
project item types 24
project levels 34
projects, groups and project items 40
setting up fields 48
Addresses
bills 213
Adjusting
project costs 104
project revenues 105
Amending
additional information fields 48
billing schedule 210
biling templates 202
bills 226

expense claims 184
groups 38
project customers 206
project items 35
project status 93
project templates 51
projects 92
suggested bills 224
timesheets 148
Attachments
adding 46
Authorising
about authorising expense claims
186
about authorising timesheets 150
expense claims 186
setting timesheet and expense claim
authorisers 122, 128
timesheets by project 152
timesheets by resources 151

B

Balances
entering opening balances 110

Batch timesheets 138

Bill lines
adding in a template 204
entering 215

Billing
about billing 196
already billed costs 241
analysis enquiry 265
producing combined or separate

documents 199

project level billing settings 201
reports and information 237
setting up 198
summary enquiry 267
templates 202
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Billing schedule
amending 210
default 211
setting up 208
viewing 249
Bills
adding costs and refunds 217
addresses 213
amending 226
cancelling 238
deleting 240
entering bills 212
entering lines on a bill 215
posting to Financials 235
printing 227
printing drafts 227
suggested bills 223
Budgets
about budgeting 58
budgeting settings 60
enabling budgeting 59
recording project accruals 107

setting budgets for projects and

items 41
viewing budgets for items 61
viewing by accounting period 63
viewing changes 62

C

Cancelling
bills 238
Categories
expense claims 179
Charge rate type
adding 132
Charge rates
about charge rates 130
setting in hierarchy 134
timesheets settings 163
updating in hierarchy 136
Codes
about project coding methods 10
about project item coding 14

project coding setting 11
Combining
invoices and credit notes 199
Commercials
integration settings 68
Committed costs
about committed costs 64
enabling 65
settings 66
Connect
to Payroll 174
Contact information
resources 121
Copying
existing projects 84
Cost rate type
adding 131
Cost rates
about cost rates 130
setting in hierarchy 134
timesheets settings 163
updating in hierarchy 136
Costs
adding to a bill line 218
adjustment settings 69
adjustments 104
already billed costs 241
analysis enquiry 257
codes 222
committed costs 64
entering opening balances 110

marking billed costs as not billed 243
marking outstanding costs as billed

242

on a bill line 217

setting costs for projects 42

transactions enquiry 261
Creating

blank projects 83

grouping levels 29

pricing rules 76

project from sales order 88
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project item types 20
project levels 32
project structures 90
project templates 51
projects 82
projects from a quotation 87
projects from a template 86
projects from an existing project 84
resources 118
Credit notes
cancelling 238
combined or separate documents
199
posting to Financials 235
printing 231
recording purchase credits 100
reprinting 234
Criteria
running enquiries 269
Customers
adding project customer information
43
adding project customers 206
biling addresses 213
billing schedules 208

D

Default
billing schedule 211
Deleting
accruals 107
additional information fields 48
billing templates 202
charge rate types 132
cost rate types 131
draft bills 240
groups 38
project items 35
projects 96
resources 127
suggested bills 224

Draft bills

amending or printing suggested bills
224

deleting 240

generating suggested bills 223

printing 227

Enquiries

biling analysis 265

biling summary 267

cost analysis 257

cost transactions 261
criteria 269

nominal transactions 268
profitability analysis 251
profitability breakdown 253
profitability transactions 255
project status 250

revenue analysis 259
revenue transactions 263

Entering

batch timesheets 138
bills 212

expense claims 182
lines on a bill 215
weekly timesheets 140

Expense claims

about authorisation 186

about posting expense claims 188

amending 184

authorising 186

categories and items 179

entering 182

entry settings 165

Financials posting settings 167

Payroll integration settings 172

posting to Financials 191

posting to Payroll 193

posting to Project Accounting 189

Project Accounting posting settings
170

reports 161
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setting up 178
submitting and processing 183
terminology settings 166

F

Financials

integration and posting settings for
timesheets and expenses
167

integration settings 68

posting bills 235

posting expense claims 191

posting timesheets 157

G

Grouping levels
additional information settings 31
creating 29
display features settings 30
status setting 31

Groups
adding 39
additional information 40
amending or deleting 38
attachments 46

definition 13
details 40
memos 47
setting budgets 41
H
Hierarchy

linking a resource 135

setting up 133

updating cost and charge rates 136
History

budget changes 62

project status changes 94

|

Importing
format for timesheets 144
resources 127
resources from Payroll 124
timesheets 143

Integration
Financials settings for Project Ac-
counting 167
nominal ledger settings 69
Payroll settings for Timesheets and
Expenses 172
POP settings 69
project cost and revenue adjust-
ments settings 69
project item types settings 25
purchase ledger settings 68
sales ledger settings 68
SOP settings 69
stock control settings 69
Timesheets and Expenses settings
for Project Accounting 170
with Sage 200 68
Invoices
cancelling 238
combined or separate documents
199
posting to Financials 235
printing 229
recording purchase invoices 100
reprinting 233
L
Link
resource to hierarchy 135

M

Memos
projects, groups and project items 47
N

Nominal

ledger integration settings 69

payments and receipts 102
Nominal accounts

project item type 27

setting for projects 43
Nominal transactions

enquiry 268
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O

Opening balances
cost 110
revenue 111

Overheads
about overhead absorption 54
enabling overhead absorption 55
overhead absorption settings 56
overhead project item type 27
viewing uplift rates 57

P

Pay rates
about pay rates 130
timesheets settings 163
viewing in hierarchy 134
Payments
nominal taxable payments 102
Payroll
configuring imported resources 126
importing resources 124
posting expense claims 193
posting timesheets 159
set up connection to Payroll 174
timesheet and expense claim integra-
tion settings 172
Payroll information
resources 121
POP
integration settings 69
Posting
about posting expense claims 188
about posting timesheets 154
bills to Financials 235
expense claims to Financials 191
expense claims to Payroll 193
expense claims to Project Account-
ing 189
Financials settings for timesheets and
expense claims 167
settings for timesheets and expense
claims 170

timesheets to Financials 157
timesheets to Payroll 159
timesheets to Project Accounting
155
Pricing rules
setting for project item types 27
setting for project items 42
setting up 76
Printing
bills 227
credit notes 231
draft bills 227
invoices 229
suggested bills 224
Profitability
analysis enquiry 251
breakdown enquiry 253
transactions enquiry 255
Project Accounting
settings 74
terminology 79
Project item types
additional information settings 24
creating 20
display features 22
integration settings 25
nominal accounts 27
overhead item 27
pricing rules 27
status 27
units of measure 27
Project items
about project items 14
adding 37
additional information 40
amending or deleting 35
attachments 46
details 40
memos 47
setting budgets 41
setting pricing rules 42
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Project levels
additional information settings 34
billing settings 201
creating 32
display features 33
status 34

Project structure
about project structures 12
create grouping levels 29
create project item types 20
create project levels 32
creating 90
examples 17
organisation 15

Projects
about projects 12
amending 92
attachments 46
coding settings 11
copy existing project 84
create blank 83
creating from a quotation 87
creating from a sales order 88
creating from a template 86
creating templates 51
customer information 43
deleting 96
life cycle 3
memos 47
setting budgets 41
setting contact information 44
setting costs for projects 42
setting nominal accounts 43
templates 51
viewing 248

Purchase
invoices and credits 100
ledger integration settings 68

Q

Quotation
creating a project 87

R

Receipts

nominal taxable receipts 102
Refunds

adding to a bill line 220

codes 222
on a bill line 217
Rejecting

expense claims 186
timesheets 150

Reports
Additional Information List 73
Project Item List 73
Project List 73

timesheets and expense claims 161

Reprinting
credit notes 234
invoices 233
Resources
authorisers 122
contact information 121
creating 118
deleting 127
importing and synchronising 127
importing from Payroll 124
linking to hierarchy 135
managing authorisation 128
payroll information 121
setting up 118
Revenue
adjustment settings 69
adjustments 105
analysis enquiry 259
entering opening balance 111
transactions enquiry 263
Reversing
accruals 107
S

Sales
ledger integration settings 68
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Sales order
creating a project 88
Setting up
additional information fields 48
billing 198
billing schedule 208
budgeting 58
committed costs 64
expense claims 178
grouping levels 29
hierarchy 133
integration with Sage 200 68
overhead absorption 54
pricing rules 76
Project Accounting settings 74
project codes 10
project item types 20
project levels 32
project statuses 71
resources 118
running setup reports 73
terminology for Project Accounting
79
terminology for timesheets and ex-
penses 166
timesheets and users 116
units of measure 72
SOP
integration settings 69
Status
amending 93
default project status 40
grouping level status 31
project item type status 27
project level status 34
setting up project statuses 71
viewing changes 94
viewing project status 250
Stock
integration settings 69
Suggested bills

amending, printing, or deleting 224
generating 223

Synchronizing
resources 127

T

Template

adding bill lines 204

biling 202

creating a project from a template 86
Terminology

settings for Project Accounting 79

settings for timesheets and expense

claims 166

used in the documentation 4
Timesheets

about authorising 150

about posting timesheets 154

about timesheets 114

amending 148

authorising by project 152

authorising by resource 151

batch entry 138

entry settings 163

Financials posting settings 167

import format 144

importing 143

Payroll integration settings 172

posting to Financials 157

posting to Payroll 159

posting to Project Accounting 155

Project Accounting posting settings

170

reports 161

submitting and processing 142

terminology settings 166

weekly entry 140

U

Units of measure
project item type 27
setting up 72
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Updating
cost and charge rates in hierarchy
136
\"
Validating

timesheets 143

Viewing
biling schedule 249
project status 250
projects 248

W
Weekly timesheets 140
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