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1. INTRODUCTION

1.1 Owrview

The AccountFlg Job Cost module provides a way to keep track of labor and materials used by jobs.

The following sections provide a synopsis of the Job Cost featunesjatoCost fits into your accounting system, and the
organization of this uses manual.

1.2 Features

The Job Cost system surpasses other similar systems because it incorporates the best features our competifem has to of
plus may design impreements based on user recommendations.

Below are some of these features:

« Allows extensie m-screen inquiries for job progress and costs.
« Easy-to-learn menu dren interface with on-line help information.
« Provides on-screen report viewing.

» Provides clear and concise audit trails.

e Automatically traps errors to ensure data integrity.

e Includes comprehens wser manuals.

e Supports UNIX, DOS, or VMS.

«  Works with Informix, Micro Focus Cobol, Sun Netisam, C-lsam, D-Isam, and SCO Integra data bases.

1.3 Aboutthe Document

This manual is designed to be a comprelvensier guide for the Accountf{elob Cost SystemThis guide is aganized

into two levds, Chapter and Section. Each chapter describes a major function; each section describes various aspects relatec
to the chapter.

Chapter 1 Introduction

This chapter provides a synopsis ofshitie Job Cost System fits into your accounting system, some advantages of the Job
Cost system, and theganization of this uses’ manual.

Chapter 2 General Operation Procedures
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This chapter pnades general instructions onwdo select AccountFle functions, mee aound screens, enter data, and run
reports. Thdeatures presented in this chapter are consistent throughout the accounting system. This chapter should be read
before tackling subsequent chapters.

Chapter 3 How to Get Started

This chapter pnades instructions for the installation and setup of your Job Cost System. The instructions presented in this
chapter need only be done once.

Chapter 4 Work Cycle

This chapter provides instructions for the Job Cost System Work Hibe tasks described in this chapter are performed on
an on-going basis.

Chapter 5 Operations/Reference

This chapter prades detailed instructions on Wwato operate each Job Cost function. Each section in this chapter is
dedicated to a specific menu option.
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2. GENERAL OPERATIONAL PROCEDURES

2.1 Owerview

This chapter describes the general characteristics of the 3 major program types: menus, screens, and reports. Once you lear
these general characteristics you will be ready to hangllderountFle program.

One ley that is consistent for all Accountki@rograms and one that you should makmint to remember is thESCAPE
key (labeledEscon the leyboard). TheESCAPE key may be pressed at yatime to exit menus, screens, and repo8s.
wheneer you feel lost, press tHESCAPE key to get back from where you came.

The following sections describe each major program type.

2.2 Menus

The AccountFIg system consists of numerous menuganized in a hierarchical structuréfo move cdwn the menu
hierarcly, select a menu choice and then pressBNEER key. To move p the menu hierargh press theESCAPE key.
To slect a menu choice, you can either cursor to the desired choice or type its number then preBESRhkey.

An example of AccountFleMaster menu is displayed below:

mmenu

ACCOUNTFLEX Widget Company DATE: 07.-23-07
Version 3.4 Master Menu (M)

Welcome to ACCOUNTFLEX

1. Account Receivable 8. Sales

2. Account Payakle 9. Purchase Order

3. General Ledger 10. Job Cost

4. Payroll 11. Point-of-Sales

5. Bank Reconciliation - stem-Wide Control

6. Inventory 13. Queryflex Report Writer
7. Bill of Material 14. Test System

"The System You Can Account On"

Enter Selection > 12

In moving from one menu to anothgou may jump wer intermediate menus tow&atime and leystrokes. Jumpdirectly

from one menu to gnother menu by pressing the function key and then entering the menu code yoouwd like to jump

to, followed by the menu choice numb&ihe menu code is a unique identifier assigned to each menu and is displayed by the
menu title line in parentheseBor example, the menu displayed aledas a menu code of "M".

General Operational Procedures 2-1
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2.3 Sceens

Data entry screens alloyou to add, change, delete, orwieformation in a database.

There are 3 types of data entry scre€hSIGLE-RECORD, MULTI-RECORD, and a combination of bothThe SINGLE-

RECORD screen will allev you to work on one database record at a time.MU&TI-RECORD screen allows you to avk

on multiple database records at the same tifrtee MULTI-RECORD screen provides a spreadsheet-likterface to your
database.

All AccountFlex screens display functionely labels at the bottom of each screen. These functgnidbels inform you
which functions kys ae actve. Inactive function leys show dashes '----'. Throughout this document, we will refer to
function lkeys wsing their label names instead of their functiey kumber.

In the following subsections you will learnwado use the three screen types.

SINGLE-RECORD Screen

The initial mode forSINGLE-RECORD screens is normalfCHANGE. CHANGE mode allows you to modify
existing records. When you are ®HANGE mode, theCHANGE MODE message will appear at the top of the
screen.

An example of & NGLE-RECORD screen irfCHANGE mode is shown bela

actscrc
ACCOUNTFLEX CHANGE MODE Customer Entry Screen DATE: 07-23-2007
Customer Code TN Entry Date By Inactive |
— Billing Addres Shipping Addre
Company &CHME Gerard Menicucci
Name
Addrl 875 Mahler Road #2Z61 1015 Atwater
Addr2
Addr3
City Burlingame Burlingame
State Cay Zip [34010 W Cnty [ State CAd Zip (94010 Cnty |
Source Y Tax Code (1 ¥ SalesRep |1 Y
Contact Test Company Title|
Phone |(8500)343-0180 x| Fax (650169776396 [
E-mail =ales [ Resale# |
Method O Finance Charge N Inveices | Statements ¥ BackOrders
Terms 1 Credit Limit
Price Balance Due

code to identify this Customer throughout the syst
F& Fa Fi0 F11 F12 ~F3 ~F4 =

F4 F&S F7 F8
&dd | Srehl Qrv | Prev Wextl Frst Last Del | Hote Pric Shid Ach

Enter the Customer's

F1l F2 F3
Savé Helﬂ

There are s@ral function leys that will help you locate records yowuld like to change. Thé&=RST key will locate
the first record in order of thiedex field. Theindex field on all SNGLE-RECORD screens is where the cursor first
appears. PressingAST will select the last record. Entering a value in ithaex field and pressin@lEXT will bring

up the next record in ordeNEXT also enables you to locate records with a partihles Br example, if you kne
that theindex field begins with "AC", enter "AC" then preSlEXT to see the first record starting withCA PREV
works similarly but selects previous records.

The SRCH and theQRY keys provide tvo ather methods for locating recordSRCH locates records using altermnati
index fields andQRY locates records using yarcombination of fields with wild cards. These awnethods are
discussed in the subsequent sect®a®ens - SearchingndScreens - Query-by-Example

General Operational Procedures 2-2



Once you hee located a record andVenade your modifications, press tBAVE key to update the database.

If you do not wish to sg your changes, press tBE&SCAPE key to abort or exit the screen. If changes/édeen made
you will be prompted to confirm your choice.

TheDEL key is used to delete the recordou will be prompted to confirm the deletion.
The HELP key provides online documentation for the field where you are cursdfdtie field you are on is a code
field, a popup list of valid entries will be displayed. While on the popup list you may pré&sN TR or SAVE key to

select a code. More information about the help feature can be found in the subsequercesit- Help

The ADD key switches the screen ®®DD mode in order to add aweecord. Wheryou are inADD mode, theADD
MODE message appears at the top of the screen.

An example of & NGLE-RECORD screen iPADD mode is shown bela

actscra
ACCOUNTFLEX ADD MODE Customer Entry Screen DATE: 07-23-2007
tustomer Code | Entry Date 07-23-07 By infoflex Inactive |
Billing Addres Shipping Address
Company
Hame:
Addrl
Addrz
Addr3
City
State | 4 Zip W Cnty [ W State | W Zip Cnty |
Source i Tax Code W SalesRep i
Contact Title |
Phone % | Fax |
E-mail [ Resale# |
Method 6_ Finance Charge H Invaices ff Statements 7 BackOrders
Terms _ﬁ Credit Limit
Frice Balance Due
= Customer's code to identifv this Customer throughout the system
F1 Fz F3 F4 F3 Fa F7 F& Fa Fio0 F11 F12 ~F3 ~F4 ~F5 ~Fi
Savel Held Chey floted Pric Ship Ach

To ad a record fill in the screen with the appropriate data and Pr4S.

While in ADD MODE you may return toCHANGE mode by pressing theHG key.

MULTI-RECORD Screens
The MULTI-RECORD screen allows you to Add or Change more than one record at a time.

As with the SINGLE-RECORD screen the initial mode is usualGHANGE. When you are ilCHANGE mode, the
CHANGE MODE message appears at the top of the screen.

An example of atMULTI-RECORD screen infCHANGE mode is shown bela

General Operational Procedures 2-3
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actarvc

ACCOUNTFLEX CHANGE MODE Becount Entry-Inguiry DATE: 072307
Account Description Tyvpe D-C Inactive
Cash in Bank B D i
102-000 Payroll Cash Account By D |
103-000 Cash in Hand By D |
107-000 FPetty Cash By D |
108-000 Prepaid Expenses A4 D |
10%-000 Adwv EIC Payment Ay D |
110-000 Account Receilvable A4 D |
120-000 Johs-in-Progress (M) A D |
121-000 Johs-in-Progress (L) Ay D |
130-000 Inventory By D |
130-0A0 Inventory Whs A By D |
130-0B0 Inventory Whs B By D |
150-000 Land Byl D |
152-000 Euildings Ay D |
155-000 Pof tware By D

F1 Fz F3 F4 Fa Fa F7 Fa Fa Fi0 F11 F1z ~F3 ~F4 ~F5 ~Fb
Savel Hely 2dd | Srchl Qry | Prev text Frstl Lastl Del

Each rav on the screen abe represents a recordeveral function leys ae available for locating recordsThe PREV,
NEXT, FRST, andLAST functions will enable you to scroll a page of records at a tidfeandDOWN arrows allov
you to mave Yo and down rows of th&MULTI-RECORD screen.

The SRCH and theQRY keys provide two other methods for locating records and are discussed in the subsequent
sections.

Once you hee located and modified a recordyisgy takes place by either moving the cursditioé rav or pressing the
SAVE key.

You can delete the record your cursor is positioned on by pressinDBEhekey. Upon pressing th®EL key the
current record will be deleted.

Adding a record is done by pressing ABD key (or moving to the end of the record list). Upon pressingMbB key
a Hank rav will open up for entry When you are iADD mode, theADD MODE message appears at the top of the
screen.

SINGLE-RECORD andMULTI-RECORD Screen Combination
Often both theSINGLE-RECORD and MULTI-RECORD screen types will be displayed togethédoving from a

SNGLE-RECORD screen to avMULTI-RECORD screen is done by pressing tB&VE key. The following is an
example of a combination Screen.

General Operational Procedures 24
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actboth

ACCOUNTFLEX CHANGE MODE Division Entry Screen DATE: 072307
Division [1  Name Division #1
Addressl addressl
AddressZ address?
Address3 pity
-Account Overlay-
Alias Description Account Whse Group Cat Tax
5 Cash Receipts 101-000 M L | L - L
AR Accounts Receivable (110-000 ML L - |
B Bank Checks 101-000 ML L - |
C Credit Cards 101-000 ML L - |
CG Cost of Goods Sold 500-000 ML L - |
CGD Cost of Defect Goods |S05-000 ¥ L L - |
D Discounts Allowed 560-000 ¥ L L - |
F Freight 570-000 ML L - |
183 Inventory 130-000 ML L - |
PREPAY Bdwvance Payvment 230-000 W
F1 Fz F3 F4 Fa Fa F7 Fa Fa Fi0 F11 F1lz ~F3 ~F4 ~F3 ~Fb
Savel Hely Add Ory | Prev Wextl Frst Last Del

2.4 Sceens - Help

TheHELP function ley dlows you to get additional information concerning the field or screen you are on. This fuegtion k
is available for all screen types.

If you are on a table field, tHéELP key provides a popup list of valid code&elow is an ekample of the Help screen for a

table field.

acthelp
ACCOUNTFLEX CHAMNGE MODE Division Entry Screen DATE: 07.--23-07
Division |1 ¥ HName Division #1
Address]l addressl
Address? address:
Address3d city r_
r— select G-l Account Code
Alias Description 101-000 Cash in Bank L
~ 10z2-000 Payroll Cash Account A =
Cash s 103-000 Cash in Hand A
AR Aocounts Receiva 107-000 Petty Cash A
B Bank Checks 108-000 Prepaid Ezpenses A
C Credit Cards 109-000 Adv EIC Payment A
CcG Cost of Goods So 110-000 Account Receivahle A
CizD Cost of Defect G 120-000 Jobs-in-Progress (M) A
D Discounts Allowe 121-000 Jobs-in-Progress(L) A
F Freight 130-000 Inventory A
IN Inventory Press S3AVE to Select or ESCAPE to exit
PREPAY Advance Pavment
Fi F2 F3 F4 F5 Fa F7 Fa Fa Fio F11 F12 ~F3 ~F4 -~F5 -~ F&
Savel Help Srchl Qry | Prev Hext! Frst Last Zoom AlL

This Help screen is MULTI-RECORD screen. Inaddition to the standartfULTI-RECORD features, the Help screen

provides 2 special methods for locating records: cursor sorting and character positioning.

General Operational Procedures

2-5



Cursor sorting means the rows will be sorted based on where the cursor is posionte: sample screen afepif the
cursor is positioned on th&/L Account Code field, the rows will be sorted b®/L Account Code. Likewise, if the cursor is
positioned on th®escription field the screen will be sorted by tBescription field. To cursor from field to field on a Help
screen, you must use thAa B key.

The character positioning feature allows you to type characters to locate records in the Help screen. Each character you
press will reposition the screen to the closest malchrestart the character positioning (tweway previously entered
characters and starve) press theUP or DOWN arrov keys. You may also press tHEAB key to perform character
positioning on a different field.

Another important feature of the Help screen isz®©M function key. This key dlows you to add or change codes.

Once you hee located the desired code on the Help screen, you may transfer the code to the original screen by pressing the
SAVE or ENTER key. You will then be returned to the original field with the selected code assigned.

PressingeSCAPE will exit without effecting the original screen.

2.5 Sceens - Search

As an alternatie o searching on the firghdex field of a screen, the search facility provides the capability to search on other
indexed fields of the record. Searching is @etiwhen the function &y label SRCH is displayed (usually i€CHANGE
MODE only).

Upon pressingSRCH, the screen fields that are searchable will be underlined an8BAKCH MODE message will
appear at the top of the screen.

While in SEARCH MODE, you may search on wrof the underlined fields by cursoring to the desired field then pressing
the FIND, PREV, NEXT, FRST, or LAST keys. Rartial values may be searched on by entering the partial value and then
pressingNEXT. The system will locate the first record matching the partial value.

Once you hee located the record you want, pressEdMT key to exit SEARCH MODE and return taCHANGE MODE
with the selected record.

2.6 Sceens - Query-by-Example

The Query feature, unlkkthe search feature, allows you to search gnfighd or combination of fields and use wildcard or
relational operators.

Query is actie when the function &y labelQRY is displayed. Upon pressif@RY, the screen fields that are queriable will
be underlined and th@UERY M ODE message will appear at the top of the scréafhile in QUERY M ODE you may
query on aw of the underlined fields by cursoring to the desired field then entering the value you wish to quéalpes.

General Operational Procedures 2-6
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may be entered for as mafields as you want.

The query values you enter may include special operator characters that provide enhanced sapalbiiiiges. Belw is a
table of operators that may be included with the query value.

Compatable
Operator  Operatddame Datdlypes
= Equal all
> Greater than all
< Less than all
>= Greatorthan or equal all
<= Lessthan or equal all
<> Notequal all
| OR dl
& AND all
* Wildcard for aiy number of character CHAR
? Wildcard for 1 character CHAR
: Range all

When using ayof the first eight operators place the operator at the start of the query value.

Use the '=" operator only when you want to find NULL values in a character fielthis case you would just enter the '=’
operator by itself.

WILDCARD OPERATORS
Wildcard operators (*, ?) can only be used in character fi€d®rying with wildcard operators is best described with
examples. Br example, specifying the query value "*corp#/ould find all records with the word "corp"” anywhere in
that field. The following list of values would match this query value.
1) corporation
2) IBM Corporation
3) Marine Corp
Note that the query is not case sewusiti

The query value "corp*" would only find records where the field starts withatlue Vcorp®. In this case only the first
value in the abee list "corporation” would match.

The wildcard operator (?) is a one character wildc&a. example, the query value "????corp*" would only match
"IBM Corporation” on the abe list.
RANGE OPERATOR

The range operator (:) is used to specify a range. It lets you search for all values that lie between one value and another
The range is incluge.

For example, to search for all zip codes from 94010 and 95080, enter "94010:95080" as youmatuserQuerywill
find all records where the value of the field lies within the specified range.
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OR and AND OPERATORS
Query assumes that all entered quealpes must match the record for it to be selected. The OR (]) operator allows you

to select the record if either query values match. The OR (]) operator is placed aithenpeof each queryalue.
The example query screen hgldlustrates this operator.

EXAMPLE QUERY SCREEN

Below is an xample of a query screen with query values entered.

actarv
ACCOUNTEFLEX QUERY MODE Customer Entry Screen DATE: 07-23-2007
Customer Code W Entry Date | By | Inactive |
Billing Addre Shipping Addre
Company *CME*
Hame
Addrl ||B51*mahler*
Addr2
2ddr3
City
State Zip j Cnty r__j State r_ Zip Cnt r__j
Source W Taz Code W SalesEep i
Contact Title |
Phone % | Faxz |
E-mail | [ Resale# |
Method | Finance Charyge [ Invoices | Statements | BackOrders
Terms _a Credit Limit
Price Balance Dus

Enter the Customer's code to identifv this Customer throughout the syste

Fz F3 F4 FS F7 Fg Fo F10 Fl1l1 Flz ~F3 ~F4 Fy ~Fe
r

F1 Fa
Run Helﬂ Orun C1 Exiﬂ

The abee query values will find all records where

Company contains the string "CME" anywhere
AND

Addrl begins with "851" with "mahler" anywhere afterwards
OR

Addr2 begins with "851" with "mahler" anywhere afterwards
OR

Addr3 begins with "851" with "mahler" anywhere afterwards

To dart the querypress theRUN function key. After all of the records wva been found, a message will appear at the
bottom of the screen showing the number of matches foviod will then be returned to the original screen where you
will be able to use thHEXT, PREV, FRST, LAST function leys to view the selected records.

When you return to the original screen, the mode message will be appear with asBHIBRGE MODE* letting
you knaw you are looking at a query list.

To dear the query list, you must return to Q&JERY M ODE, clear all of the query values (press tBeR function
key), and then rerun the query (pressiéN function key). Whenyou return to the original screen you will be able to
access all records.
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2.7 Sceens - Control Keys

There are a number of Contrays that work on all on screens. These Cont@jskperform very useful functions and are
listed belav.

CTL-D Saves the current screen values asaldfs. Theseefaults will appear when iADD MODE or on report selection
screens. Eachser can hae his own deéults by setting the environmerdnableFXDEFAULT to a usesspecific
directory.

CTL-N Callsthe Accounfl® menu from wherger you are in the systemYou will be returned to your current postion
upon returning from the menu.

CTL-P Repeatthe previously entered value.
CTL-T Printsthe screen image to the default printer.

CTL-W Writesthe screen image to disklou will be prompted for a filename for storing the image. The filename you
enter will be appended with the suffix ".scr’.

2.8 Reports

When you select a report program from the AccoumtRienu, the Report Selection Screen will normally appear firse
Report Selection Screen allows you to choose the destination, number of copies, and scope of the report. The following is an
example of a Report Selection Screen.
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actrpt

ACCOUNTEFLEX

Print Trial Balance Report

DATE: 07-23-07

Date Range 070107

Report Destination

Report Copies 1 (1 - 10}
Report Title Page (Y=Yes, N=HNao)
Report Detail (Y=Yes, N=HNao)

(S=Screen, Pn=Printer, Dn=Disk, A=Aux)

to 072307

Becount Ranges |

Show ZERQO Balances |

vta |

Feport Destinations:
F1 Fz F3 F4 F35 Fe F7 F8
Run | Hely

(Diisk, (Eimail, (Flaz,

(Pirint, (3)cres

Fa F10 F11 élé .AFS ~F&

Eill

The first three fields---Destination, Copies, aftteTPage---will alvays appear on the Report Selection Screen, but the fourth

field, Detail, will appear only under certain conditions.
These fields are described below:

Report Destination
Enter the report destination. Four options asélable:

S - Sreen

P - Rinter

D - Disk

A - Auxiliary Port

Entering arS will output the report to the screen.

Entering aP will output the report to to the dailt printer To route output to alternat rinters, enter the printes’
device name after thE. To route output to alternat printers, enter the printex'device name after thB. If your site
has been set up with a printer configuration file, pressingiEie® key will show a valid list printers from which to

select. Entering@D will output the report to disk.

Report Copies

Enter the number of printed report copies yantv Oneo 10 copies can be specified.

Report Title Page

Enter "Y" for Yes or "N" for No to indicate whether or not a title page should be printed for the report. A report title
page is simply a cgpof the Report Selection Screen with the values you entered.

Report Detall

Enter "Y" for Yes or "N" for No to indicate whether or not the report detail should be printed on the report.

The Report Selection Sceenmay hae aher entry fields specific to the report you are running. The purpose of these
report fields is to narmthe scope of the report by prompting you for specific values or ranges of values to report on.
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For example, the screen may prompt you for a range of customers to report on. In this case the screem wil ha
customer fields. If you do not malan atry into either of the customer fields, the report will list all customErgou

malke an atry into the first customer field but not the second, you will get all customers greater than or equal to the first
customer If you male an entry into the second customer field but not the first, you will get all customers less than or
equal to the second customer.

Once theReport Selection Sceenis properly filled out, you may press tRUN key to generate the report or the

ESCAPEkey to exit.

If the report is directed to the screen, the first page of the report will appear on your screen with the ynltivriskas
shown belov.

actrpt
ACCOUNTFLEX Company Name
TRIAL BALANCE
From: 05/26/99 to 05/26/99 Account Range:
BEGINNING BALANCE

Account Account Name Debit Credit
101-000 Cash in Bank 1,759,544.10

102-000 Payrol | Cash Account 45,644.00

103-000 Cash in Hand 1,000,000.00
107-000 Petty Cash

108-000 Prepaid Expenses 200,000.00

110-000 Account Receivable

120-000 Jobs-in-Progress(M)

121-000 Jobs-in-Progress(L)

130-000 Inventory

130-0A0 Inventory Whs A

130-0BO Inventory Whs B

150-000 Land

152-000 Buildings

154-000 Office Equipment

160-000 Adv EIC Payment

F1 F2 F3 F4 F5 F6 F7 F8 F9 F10 F11 F12 F13 F14 F15 F16
EXIT ---- JUMP ---- SRCH ---- PREV NEXT FRST LAST PRNT C132 ---- SHFL SHFR PRN2

These kys povide a variety of \wys to mee through the reportNEXT pages forward through the repd?REV pages
backwardsFRST displays the first page of the repottAST displays the last page of the repdiMP prompts you for
a page in the report to displa3RCH prompts for a character string pattern to search for in the report.

You may pressSSHFR to right shift the display to we columns beyond 8GHFL will shift the display back leftSome
terminals will support character compression to 132-columnsCIB&key will put such terminals in that mode.

Finally, the PRNT key will direct the report to the default printer.
When you press th8RCH key, a prompt toEnter Search Stringwill appear Enter a character string you woulddilo
locate and then press tEENTER key. You will then be positioned to the report page where the string first occurs.

Pressing th&RCH key agan will find the next instance.

EXIT will return you to the Report Selection ScredBSCAPE from the Report Selection Sceen leaves the report
altogether.
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3. HOW TO GET STARTED

3.1 Owerview

This chapter describes the setup procedures for the Job Cost System. These procedures are performed only once when yo
install your system.

This chapter contains the following sections:

How to Sart the System
Setup System-wide Control
Setup Job Cost Control File
Setup Inventory

Setup Divisions

Setup Employees

Setup Earnings

Setup Accounts

Backup Data

3.2 How to Start the System

To dart the system typact at the command line and press RETURN key.

$ act

After you presfRETURN the following AccountFle Master Menu will appear.

e Control

The following sections describe the various setup choices you will be using.
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3.3 SetupSystem-wide Control File

The first file you need to configure is the System-wide Control Piseameters you define in this file will apply throughout

the entire accounting system.

Select the System-wide Control option on the Master Mefhe System-wide Control File entry screen will appear as

follows.
svsfile
ACCOUNTFLEX System-Wide Control File Date: 07-23-07
Company wWidget Company Version
EvlhaN 1 100 Teck ‘ Phone |(415)340-0220
AddrZ Fax
City Burlingame TaxzID
State CAJ Zip [24010 Country | # E-Mail [info@infoflex.cam
Modules: AR AP 3L SALEE PO INVENWNTORY PAYROLL BoM JOBCOZT
Installed E E
Multiple (Y N) Format Default Reference Name EReference Abhrev
Divisions 1 Divisian 1+
Warshouses arshouse hs
Customer Subks
YVendor Subs
Code Formats: G-L RBccount [3 [3 0 0 Delimiter |-
Customer E Vendor E Employves E Inventory E Job E
Invoice Furchase Order AP Involce
Inventory Costing Method (R=Replacement.S=Standard.W-Weighted Average)

F1 F2 F3 F4 F& F& F7 Fa Fa Fio F11 F12 ~F3 ~F4 ~F5 ~Fk
Savé Helﬂ Prej Nexﬂ Frsﬂ Lasﬂ Fo;ﬂ Sec

This screen has a number of entry fields which you fill in witlues appropriate to your installation. These fields are
described belw.

When you are sure all your entries are correct press Fldgmar entries and return to the Master Menu.
Below is a description of each parameter field.

Company Name
Enter the companname exactly as you want it to appear on all printed reports and general ledger screens. Use up to
30 characters.
Company Addrl, Addr2, City, Sate, Zip, Country
Enter the companaddress. Wu may press thelELP function key o slect or search from a popup list ailid
entries for state code and country code.
Version

Leave Hank.

Phone

Enter the compantelephone numbel¥ou can use up to 15 characters. Note that this will print on sales quotes,
orders, and woices.

Fax

Enter the companfax numberYou can use up to 15 charactelMote that this will print on sales quotes, orders, and
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invoices.

TaxID

Enter the compang’Federal Tax ID. Note that this will print on sales quotes, orders, a&nité@s.

E-mail

Enter the compang’email address. Note that this will print on sales quotes, orders, anidds.

Modules Installed
Enter the modules installed using Y=Yes or N=No.

Divisions
Indicate whether you ke nultiple divisions, using Y=Yes or N=No. If you enter "Y" then you will be able to access
the fields to the right to specify divisional parameters.

Warehouses (Y/N)
Indicate whether you ka multiple warehouses, using Y®% or N=No. If you enter "Y" then you will be able to
access the fields to the right to specify warehouse parameters.

Customer Subs (Y/N)

Indicate whether you a austomers with subsidiaries, using Y=Yes or N=No. This feature will enable you to print
separate statements and trial balances for each subsidiagbsidiary can represent a propgejty, or location. If
you enter "Y" then you will be able to access the fields to the right to specify additional customer subsidiary
parameters.

Vendor Subs (Y/N)

Indicate whether your vendors veasubsidiaries, using Y=Yes or N=NoThis feature will enable you to print
separate checks and trial balances for each subsidiasybsidiary can represent a propgjtyp, or location. If you
enter "Y" then you will be able to access the fields to the right to specify additional vendor subsidiary parameters.

Account Code Format

Enter the account code formatolr'can use up to 12 characters including the delinfitarexample, entering the
following

Account: 33 0 O Delimiter -

would result in G/L codes being formatted ®NN-NNN. The following entry
Account: 30 0 O Delimiter

would result in G/L codes being formattedNBIN.

Delimiter

Enter the delimiter to be used for the account code described abus is a one character field.

Code Formats

There are a number of codes for which you may specify the justification (Customer €nder €ode, Emplgee
Code, etc.).Valid entries are "R" for Right justification or "L" for Left justification. If you are using numeric codes you
should use right justification so that yheill sort properly.

IMPORTANT: You may N change the justification once data has been entered.
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Inventory Costing Method

If you are using iventory you will need to specify the costing method, using "R" for replacement, "S" for standard, or
"W" for weighted &erage. Replacememost is the last purchase price. Standard cost is a manually assigned cost.
Weighted aerage cost is anvarage cost calculated from purchases.

3.4 SetupJob Cost Control File

This section describes Wwao st up the Job Cost control fil&his control file is used for defining parameters that apply
throughout the Job Cost System.

From the master menu, select the menu optitnCost The job cost menu will then appear as follows.

Icmenu
ACCOUNTFLEX Widget Company DATE: 07-23-07
Version Job Cost Menu (J)
MATERIAL REPORTSAIMQUIEY———— —TABLE MAINTENAMCE —
1. g= 13. Part List 30. Enter Job
2. Print Material 31. Print Job
3. Post Material 32. Enter Account
-4, Print Journal 33. Print Account
LABOR 34. Enter Division
3. Enter Lakaor 35, Print Divisicon
6. Print Labor 36. Enter Inventory
7. Post Labor 37. Print Inventory
8. Print Journal 38. Enter Employee
CLOSE JOBS 39. Print Employes
9. Enter Joh 40. Enter Earning
10. Print Joh 41. Print Earning
11. Close Joh 42, Enter Control
12. Print Journal 43. Purge
Enter Selection > 1 _

To =t up the control file select timter Control option on the Job Cost menu. The Job Cost control file screen will appear
as follows.
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This screen has will need to be filled in with values appropriate to your installation.

When you are sure all your entries are correct presSAYE key to saveyour entries and return to the Job Cost menu.

Date Tolerance

Enter the number of days that transaction or period dates may vary from the current date.
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3.5 Setuplnventory

This section describes Wwao set up your imentory. It is important that your kentory be set up properly prior to entering
transactions.

The first step in setting up yourvimtory is to select thé&nter Inventory option from the menu. Upon making this
selection the Wentory Entry Screen will appear as shown hbelo

inven
ACCOUNTFLEX ADD MODE Inventory Entry Screen DATE: 07-23-07
Ttem 1 i Desc Computer 356 25mhz Inactive [
Group W Cat W Account ¥ Units F2 o Weight
Vendor Vendor Item Reorder Qty
pc Catalaog Page
FLAGS FLAGS PRICES COSTS
Inventory Reorder Base A 1.00
Serialized |_ Other #1 Deal Std
Taxzable Other #2 List 10.00 Rpl 1.00
Discountable Price Code W Rovalty®
Whs Loc Min Max OnHand Committed On0rder BackOrder Available
IN1 20 i 0 0 32 24 0
IN1 200 i 100 0 0 100
IN1 2000 i 1000 0 0 1000
Totals 2220 1100 0 32 24 1100
Enter Warehouse Code
F1 F2 F3 F4 F5 F& F7 F8 F9 Fil0 F11 Fl12z ~F3 ~F4 “F5 ~F6
Save Help add Ory | Prev Wextl Frst Last Del Sno

The Inventory screen has boBINGLE-RECORD andMULTI-RECORD portions. TheSINGLE-RECORD portion is where
you will define an Iaentory Item and théMULTI-RECORD portion is where you will define each warehouse carrying the
item. Inaddition, there is a popup viewing screen for serial numbers which is initiated by presShtfxthenction ley.

Below is a description of field.
Inventory ScreenNGLE-RECORD)

Item Number
This field is for your item Numbertem Numbers can consist of up to 16 charactérsy part of the AccountFbe
System that makes use of thedntory File searches for data by referring to this fieYdu may press thédELP
function ley b slect or search from a popup list of valid entries.

Description
The description field allws for 30 characters. The description entered here will be printedvoitds, Purchase
Orders, etc. Additional descripé information can added by pressing the NOTE functiyn k

Group
The group field is a way of identifying related items for reporting and G/L code generation purposes (see Setup
Division section).You may press th&lELP function key o slect or search from a popup list of valid entries.

Category

The category field is anotheray of identifying related items for reporting and G/L code generation purposes (see
Setup Division section)You may press thélELP function key o select or search from a popup list of valid entries.
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Units

The unit of measure is contained in this field. The selling unit should be assigned/dwemay press thélELP
function key o slect or search from a popup list @lid entries. Press tHeNIT function key o define other units
of measure that may be used for this item.

Weight

This is the weight per unit of the item.

Vendor
This field is the vendor code representing thador from whom this item is normally orderedou may press the
HELP function key o slect or search from a popup list of valid entries.

Vendor Item

This field contains the item number which the vendor uses for this item. This field holds up to 12 characters.

Inventory
This field should be assigned a "Y" if the item is amemory item and "N" if the item is nonarentory. An example
of a non-iventory item would be a service such as Consulting, Freight, etc.
Serialized
This field should be assigned a "Y" if serial numbers are to be entered upon receipt and sale of the item, "S" if serial
numbers will be generated upon sale, and "N" if no serial numbers are to be tracked.
Auto Serialized (unlabeled field directly across from abee field)

Enter 'I' to automatically generate serial numbers frowoite numbers. The format of the automatically generated
serial number will be the wice number follaved by a sequential number (for example 12543, 12543-2, 12543-3).
Note that the sequential number is not appended to the first serial niobemay also choose 'O’ for this field to
automatically generate serial numbers based on the order nuvfdeemust not choose 'O’ if you anticipateviteg
backorders or partial shipments (this will result in duplicate serial numbers).

Taxable

This field should be assigned a "Y" if the item is taxable upon sale and "N" if not.

Discountable

This field should be assigned a "Y" if the item is discountable upon sale and "N" if not.

Reorder
This field should be assigned an "M" if reorder quantities are calculated based on minimum and maximum quantities.
You should leae tis field blank if you do not want this item to appear on your reorder reports.

Base Price

The base price is normally the lowest selling price you are willing to accept on a regular basis for your products.

Dealer Price

This is the dealor price usuallyvgn to dealers or employees.

List Price

The list price field contains the end-user selling price.
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Price Code

This is the price code used for determining the sales price of eachYwnmay press théiELP function ley ©
select or search from a popup list of valid entriesr further information about this field refer to the section on
setting up prices.

Avg Cost
This is the weightedvarage cost calculated by dividing the purchase cost by the quantity purchased.

Std Cost

Std or Standard cost is a cost value assigned by the user.

Rpl Cost

Rpl or Replacement Cost is the last purchase cost for this item.

Inactive

Enter 'Y’ if inventory item is inactie. This effect of this action is to exclude thivéntory item on HELP popup
lists.

Once the abee data has been entered correctisess the SYE function ley o savethe information and proceed to the
MULTI-RECORD portion.

Inventory Warehouse ScreeMJLTI-RECORD)

Warehouse

This is the varehouse where the item is storethu may press thédELP function key © slect or search from a
popup list of valid entries.

Loc
This field is used to specify a storage location for this line item.
Qty Minimum

This is an entry field for the minimum quantity you wish to stodkheneer the stock lgel reaches this quantity or
belaw, the item will appear on the reorder report aswetonimum so that the item can be reordered.

Qty Maximum

This is an entry field for the maximum quantity you wish to stock. The reorder report will recommend orders up to
this amount.

Qty On-order

This display-only field contains the quantity of this item currently on order from vendors.
Qty On-hand

This display-only field contains the quantity of this item currently in stock.

Qty Committed

This display-only field contains the quantity of this item currently committed to open sales orders.
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Qty BackOrder

This display-only field contains the quantity of this item on back orBlack orders are generated from sales orders
as follows:

gty_backorder = gty_ordered - qty_committed

Qty Available

This display-only field containing the quantity of this item currentlgilable. Thequantity aailable is calculated
as:

gty_available = gty_onhand - qty_committed

While on the imentory entry screen, you may search for items by name usin§RI@H or QRY function leys. These
function leys ae described in Chapter 2.

You may also enter notes about eacbeitiory item while on the irentory screen.To enter notes you must first position to
an existing imentory item and then press ttNOTE function key. Upon pressing thisdy a mpup notepad screen will
appear allowing you to enter as rgamte lines as you wish. The notepad screen operates exaettiydiklULTI-RECORD
entry screens. When you are finished entering notes preSs\tiekey to return to the imentory entry screen.

In addition to the note entry screen there are 3 other support screens for enteringverstorsn viewing serial number
history, and bill of materials. These supporting screens are accessed using the fupgtiddNKT , SNO, and BOM
respectiely.

The unit comersion screen will enable you to specify othalidh unit codes for this item and its factorial relationship with
the items primary unit (as specified on the maiweéntory entry screen).

The serial number support screen will allgou to viev the items rial numbers and their statsis’ Thisfeature is only
active for serialized items.

The last support screen, the bill of materials screen, will enable you to enter a list of items which areuilsetthéochirrent
item.

3.6 SetupDivisions

This section describes Wdo set up your divisions or profit centers and assign them their regp&ti Account Codes.

If you did NOT select the multiple disions option on the System-wide Control file you will only be allowed to enter one
division.

To enter divisional account information, you will select theter Divisions option on the menu. Upon selecting teter
Divisions option the following screen will appeatr.

How to Get Started 3-9



icdiv

ACCOUNTFLEX CHANGE MODE Division Entry Screen DATE: 07-23-07
Division |[1 Name Division #1
Addressl addressl
Address2 address?2
Bddress3 city [
-Account Overlay-
&lias Description Aecount Whese Group Cat
ale] 500-000
T Inventory 130-000
P& Pavroll Accrual 250-000
IPL Jobs-in-Progress (L)  [121-000
TPM Jobs-in-Frogress (M)  [120-000

F3 5

Fl F2 F4 F
Savé Helﬁ Add

F& F9 F10 F11 F1z ~F3 ~F4 ~F5 -~ Ff

Fé6 F7
Orv | Prev Next Frst Last Del

The Dvision entry screen consists of botfS&NGLE-RECORD and MULTI-RECORD portion. TheSINGLE-RECORD
portion prompts for the division name and addreBse MULTI-RECORD portion prompts for the G/L account codes for

that division.
Below is a description of each field.

Division Screen(SINGLE-RECORD).

If you did NOT select the multiple dision option on the System-wide control file you will bypass this portion and go

directly to theMULTI-RECORD portion

Division Code

Enter the Division Code.

Name

Enter the name for theudsion. You can use up to 20 characters.

Address1, Address2, Address3

Enter the address for thevidion. You can use up to 30 characters per field.

Once the abee data has been entered corregpiess theSAVE function key o savethe information and proceed to the

MULTI-RECORD portion.

Division Account ScreetfiMULTI-RECORD).

For each G/L account description you will enter the appropriate G/L Account Code. These fields are described belo

Alias

This is a code that represents the G/L Account.

Description
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This is the G/L Account Description.

Account Code

Enter the G/L Account Code that corresponds to the description and alias. This account MUST exist in the G/L
Account file.

Account Code Offset and Length

Enter the Offset and Length for each code field (Warehouse, Group, or Categoryypulduike inserted into the

G/L Account at posting time. The Offset is where the code field will be inserted and the Length is the number of
characters that will be inserte@or example, if the Imentory G/L Account is130-00Q the Group code i8BC, the

Offset is 4, and the Length is 3, then the G/L Account generateittivbe130-ABC. If we st the Offset to 5 and

the Length to 2, the generated G/L Accourduld be 130-0AB. Note that the dashes are not included when
calculating the déet. Also,generated G/L Account codes must be defined in the Chart of Accounts (described
earlier in this chapter) in order to post them to the General Ledger.

3.7 SetupEmployees

This section describes Wwdo st up your emplgees. Itis important that your employees be setup properly prior to entering
pay checks.

The first step in setting up your employees is to selecEttier Employee option from the menu. Upon making this
selection the first of four employee screens will appear as showm. belo

pvempl
ACCOUNTFLEX CHAMNGE MODE Employes Entry Screen (1 of 5) DATE:
Employee ID PN
SEMN 555-22-2304
First Mame John Middle P Last Doe
Address FP.0. Box 2421
City Ban Francisco Zip (94128
Phone (41531333-1494
Contact Rosemarie Phone 415-790-0967
Sex Birth [09-10-1962
Drivers Lic B597067 Exzpire [09-30-95
INGS No | Expire |
EED Class |1 EED Category
Department |1 4
Sub Department |
Status A as of Date 01-01-80
En‘h—-l -111 l-'mlln,l-u-‘ [[1[1:- to 1[1!-'111'11:. 1'hl- employes throughout the te
Fa Fi10 F11 F1Z2 ~F3 ~F3 ~Fa

ﬂﬂ_@

ﬂﬂdﬂd@r_dﬂmwe_ﬁlﬁla_stl

While on this first screen you madDD a rew Employee or CHANGE exsting ones. The following tev subsections
describe hav to ADD or CHANGE.
ADD

To ADD a rew enployee press thADD function key (F4) to switch the screen &DD mode. You will know whether
you are inADD mode by the mode message that appears at the top of the screen. AlDbenode, the first field you
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will enter is the emplgee code.Your employee code will identify the employee throughout the system. After entering
the emplgee code, press tHRETURN key to enter the next field on the screen. When youehfilled in all of the
employee fields, press thBAVE function ley © savethe employee information. Upon pressing S®&VE key the
screen will clear and mektself ready for the next employee addition.

CHANGE
To CHANGE an existing employee first be sure you ar€HANGE mode by pressing theHG function lkey F4) if
necessary You will know whether you are ICHANGE mode by the mode message that appears at the top of the
screen. Oncgou are inCHANGE mode, entethe employee code you wish to locate and presKREEURN key.
The employee information will then be displayetid you may cursor to wrfield (except the employee code) and
change its contents. If you woulddiko arch for employees by name, you may do so by pressirgR8é] function
key. The Search function is described in Chapter 2. After yoe hade all of the changes you wish, pressSAE
function ley b savethe changes.

Below is a description of each screen field on the first employee screen

Employee Code

Enter the employee code to identify the employee in the systemmay press th&lELP function lkey © slect or
search from a popup list of valid entries.

Soc. Sec. No.

Enter the employeg’scial security number.

Name(L,F, M)

Enter the employeg’last name, first name, and middle initial.

Address

Enter the employese’ome address.
City

Enter the employeg’home city.

State

Enter the emplgee’s home state codeYou may press thélELP function key © select or search from a popup list of
valid entries.

Zip
Enter the employeg’home zip code.

Phone

Enter the employese’ome phone number.

Contact

Enter person to contact in case of emergenc

Phone

Enter phone number of emerggrmontact.

Sex
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Enter "M" for male and "F" for female.

Birth
Enter birth date.

Drivers License

Enter the employeg’'diver’s license number.

Expire

Enter the employeg'diver’s license expiration date.

INS No

Enter Immigration Work Permit Number.

Expire

Enter Immigration Work Permit Expiration.

EEO
Enter Equal Opportunity classification: 1=White, 2=Black, 3=Hispanic, 4=Asian, 5=Indian.

EEO-1
Enter Equal Opportunity Categories: 1 = Officials & Managers, 2 = Professionalseéhnidians, 4 = Sales, 5 =
Office Clerical, 6 = Craft \&tkers (semi-skilled), 7 = Operaés (semi-skilled), 8 = Laborers (unskilled), 9 = Service
Workers.

Department

Enter Department Code (press HELgY D see code list).

Sub Department

Enter Sub Department Code. This code can be used to control the
G/L code when posting (see the 'Enter Department’ option).

Status
Enter Status: A=Actie, I=Inactive, P=Temporary T=Terminated

Effective Date

Enter effectie date of employee status current status.

Upon pressing th&AVE function while on the first employee screen, you will automatically be switched to the second
employee screen. The second employee screen will appear as follows.
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pvemp?2

Employee Entry Screen (2 aof 5)

1 Doe P . John

WAGES

Pay Type RatesBalary | 1600.000 Effective Rate

Normal Units 40.00 Pay Periaods | 52 Pay CGroup W

FICA Exempt FUTA Exempt SUTA Exempt
Workers Comp Class (1111

TAXES
Tax Authority Status #Ezemptions Ezxtra Withhold Fized Withhold

Federal 151Z 1 0.00
State B 1 0.00
Locall [a]x] 1 0.0o0
LocalZ |
Local3d
EIC 1
TIME OFF
Available = Carryvover + Accrued - Used |Effective FTO NACD
YVacatien 120.0000 = 0.0000° + [120.0000 - 0.0000 01-01-90 01-23-08
Personal §.0000 = 0.0000 + §.0000 - 0.0000 01-01-90 01-23-08
Sick 7.0000 = 1.0000 + 6.0000 - 0.0000 01-01-90 wil-23-08

= .5 . hours). alary, C=Commission
Fl Fz F3 F4 F5 Fo

F7 Fa Fa Fl00 F11 Fl12 ~F3 ~F4 ~F3 ~Fha
Savg Helﬁ Jumd Preﬂ Nexﬂ Frsﬂ Lasﬂ Noté Moré Earn

Below is a cescription of each field on the second employee screen.

Pay Type
Enter U=Units, S=Salaypr C=Commission. ¥u will enter "U" for hourly and piece work employees.
Rate/Salary

Enter rate of pay per unit (usually hours) for ergplss with a pay type of "U" (Unit) or enter a salary amount for
employees with a pay type of "S" (Salaried).

Normal Units
Enter normal number of units (usually hours) worked per pay period.

Pay Group

When generating checks, you use the group code to identify the employees you wantee pgegommend using
different group codes for d&rent pay cycles such as D=DailW=Weekly B=Bi-weekly, S=Semi-monthly,
M=Monthly, Q=Quarterly A=Annually. You may press theELP function key o slect or search from a popup list
of valid entries.

Pay Periods

Enter number of times this empke will be paid per year (ex. monthly=12,weekly=52). This number is important
for calculating taxes.

FICA(Y/N)

Enter "Y" if employee isxempt from Social Security Tax.
FUTA(Y/N)

Enter "Y" if employer is gempt from Federal Unemployment Tax.
SUTA(Y/N)

Enter "Y" if employer is gempt from State Unemployment Tax.

Workers Compensation Class
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Enter Workers Compensation Class Code (or blank feerapt).

Federal Tax Authority

This field is automatically assigned "FE" which stands for federal authority.

Federal Status

Enter Federal tax status code using M=Married or S=Single.

Federal #Exemptions

Enter number ofx@mptions claimed on W-4 or 99 for no withholding.

Federal Extra Withhold

Enter amount to withhold in addition to regular Federal withholding.

Federal Fixed Withhold

Enter amount to withhold instead of regular Federal withholding.

State Tax Authority
Enter State Tax AuthorityThis is normally the tev character state code (CA=California, WA=Washington, etc.).

State Status

Enter State tax status code (M=married, S=Single, H=Head of House).

State #Exemptions

Enter number ofx@mptions claimed on W-4 or 99 for no withholding.

State Extra Withhold

Enter amount to withhold in addition to regular State withholding.

State Fixed Withhold

Enter amount to withhold instead of regular State withholding.

Local Tax Authority
Enter Local Tax Authority.

Local Status

Enter Local tax status code (I.E. M=married, S=Single).

Local #Exemptions

Enter number ofx@mptions claimed on W-4 or 99 for no withholding.

Local Extra Withhold

Enter amount to withhold in addition to regular Local withholding.

Local Fixed Withhold

Enter amount to withhold instead of regular Local withholding.

EIC Status
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Enter EIC tax status code using "1" for employee filing or "2" for both employee and spouse filing.

Vacation Avalil
Number of vacation daywailable. Thisfield is calculated as follows:

Available = Carry@er + Accrued - Used.

Vacation Carryover

Enter the number of vacation days you wish to classify as e@rryo

Vacation Accrued
Enter the number of vacation days accrued. If a vacation rate is specifedhislfeld will automatically increment
for each check issued.

Vacation Used
Enter the number of vacation days used. This field is automatically incremented by the nundmatioh\days
specifed on the checks.

Vacation Start

Enter the date when vacation time will begin accruing.

Vacation Rate

Enter rate for accrual of vacation days.

Vacation per

Rate is based on either U=Unit(hour) or P=Pay Period.

Personal Avail
Number of personal daysailable. Thisfield is calculated as follows:

Available = Carry@er + Accrued - Used.

Personal Carryover

Enter the number of personal days you wish to classify as garryo

Personal Accrued
Enter the number of personal days accrued. If a personal rate is specifedtiiisldield will automatically
increment for each check issued.

Personal Used
Enter the number of personal days usé&dtiis field is automatically incremented by the number of personal days
specifed on the checks.

Personal Start

Enter the date when personal time will begin accruing.

Pesonal Rate

Enter rate for accrual of personal days.

Personal per
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Rate is based on either U=Unit(hour) or P=Pay Period.

Sick Leave Avall
Number of sick daysvailable. Thisfield is calculated as follows:

Available = Carry@er + Accrued - Used.

Sick Carryover

Enter the number of sick days you wish to classify as ceeryo

Sick Accrued

Enter the number of sick days accrued. If a sick rate is specifed theéfofield will automatically increment for each
check issued.

Sick Used

Enter the number of sick days used. This field is automatically incremented by the number of sick days specifed on
the checks.

Sick Start

Enter the date when sick time will begin accruing.

Sick Rate

Enter rate for accrual of sick hours.

Sick per
Rate is based on either U=Unit(hour) or P=Pay Period.

If you press theSAVE function key, you will automatically be switched to the third employee screen. The third weeplo
screen will appear as follows.

pvemp3

Employes Entry Screen (3 of 5)

1 Doe F . John
PERZONNEL INFORMATION

Position Title
Hire Date [01-23-91 Referral Socurce |  Rehirable (Y/H) [

Print New Personnel Change Form? [
Last Review Date Last Promotion Date
Last Raise Date Last Raise Amount

MNext Review Date

INSURANCE INFORMATION
Dependent Life (Y- M) [ Basic Life(¥/H) | Long Term Disakility (Y M) [
Employes Medical Carrier Medical { ) | Dental (¥/H) F

Press function key labeled 'DEP' to enter Dependents
RETIREMENT FLAN OPTIONS
Retirement Plan(Y-N) | (w-2 box 13)

Enter Job Title

F1l F2 F3 F4 F5 Fa Fa Fa Fi0 F11 F12 ~F3 ~F4 ~F5 ~F&
Savé Held Jumd reﬁ exﬂ rsﬂ asﬂ Noté Dep Hisﬂ

Below is a cescription of each screen field on the third employee screen
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Position Title

Enter Position Title.
Hire

Enter hire date.

Referral Source

Enter referral source: 1=Unsolicited, 2=Aggng=Add, 4=Employee, 5=0ther.

Rehirable(Y/N)

Enter whether employee is rehirable (Y=Yes, N=No).

Print New Personnel Change Form ?

Enter "Y" if you wish to print a Personnel Change Form next time the 'Personnel Change Repart’ is run.

Last Review Date

Enter last revie date.

Last Promotion

Enter last promotion date.

Last Raise Date

Enter last raise date.

Last Raise Amount

Enter last raise amount.

Next Review Date

Enter next revier date.

If you press th&AVE function key, you will automatically be switched to the fourth employee screen. The fourthysaplo
screen will appear as follows.
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pvemp4

Employee Entry Screen (4 of 35)

1 Doe F . John

Deduction Ded Periods Start Tvpe Value Mazimum Paid

140 1KEETRNS VYYYY 2 200.00

CREDWCredit Unioc [FYYYY A 25.00

DEN wDental Ins WYYy A g.44

IR& wIRA WYY & 50.00

MED wMedical Ins [YYYY A 11.56

STK wStock Plan MYYYY & 25.00
Enter deduction code (Press HELP keyv to see list)
F1 Fz F3 F4 F5 F6 F7 Fa F9 Fi0 F11 Fl12z ~F3 ~F4 ~F5 ~Fb
Save Helw Jump Add Orv | Previ Mext Frst Last Del Ach

Below is a cescription of each field on the fourth employee screen.

Deduction
Enter deduction code (Press HELBykb e list). The deduction description will automatically appear upon
entering the code.

Deduct Periods

This field is used to schedule the deducti&ach character position of this 12 character field represents a deduction
period. You signify whether the deduction will be &kby entering a blank, "Y", or "N" in the perisdharacter
position. Blankor "Y" indicate the deduction is to be taken and "N" indicates it is not. If a deduction is taken on
eveay pay check you would lea tis field blank. To gecify a deduction that is taken in periods 1, 3, and 7 type:

YNYNNNYNNNNN

This field comes into play during check generati®he deduction period you enter prior to check generation will be
checked against this field to determine whether te tak deduction.

Type
Enter deduction amount type (A=Fixed Amount, P=Percent of Earnings, N=Percent of Net, R=Rate per hour).

Amount
Enter deduction amount. This amount wilvbaifferent meanings depending on your answer to the deduictjms
prompt abge. If the deduction type is "Ahen the amount entered is aefixamount to be deducted. If the deduction
type is 'P’ then the amount represents a percentage of the current earnings. If the deduction type is 'N’ then the
amount represents a percentage of the current net earnings.
Maximum
Enter maximum amount for deduction. Once the maximum is reached, the deduction will no longer be taken.
Paid
This is a display only field showing amount paid to d&eu may not enter data into this field.

Start
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Enter the starting date for the deduction. This deduction will not be taken until this date is reached.

While on the fifth employee screen, if you press $#/E function lkey, you will automatically be switched to the fifth
employee screen. The fifth employee screen will appear as follows.

pvemp5S
Employves YID Screen (5 of §5)
1 Doe P . John

Year ¥TD Earn YID Deduct YTD Net YID Overtime
2007 11,200.00 5.394.485 5,805.52

Pay Codes Description Qtrl Qtr2 Qtr3 Qtr4 YD
E Fegular 4,800 4,800 1,600 11,200
D 401E G500 G500 200 1,400
D | Credit Union 75 75 25 175
D Dental Ins 25 25 g a9
D IRA 150 150 50 350
D Medical Ins 35 35 12 a1
D Stock Plan 75 75 25 175
I FE Fed EIC

I FE Emplye FICA 298 298 EE! 694
I FE Fed WH 726 726 247 1,693

F1 Fz F3 F4 FS F9 F10 F11 F12 ~F3 ~F4 ~F5 ~Fb

FE F7 Fa
Save Hely Jump Qrv | Prev Mext Frst Lastl

There are no entry fields on the fifth employee screen because this screen is for displaying payment statistics only.
While on ary of the employee entry screens, you may also enter notes about eacpeemfboenter notes press ti¢OTE
function key. When you press thisely a ppup notepad screen will appear allowing you to enter ay n@a lines as you

wish. Thenotepad screen operates exactly like MULTI-RECORD entry screens. When you are finished entering notes
press theSAVE key to return to the employee entry screen.

3.8 Print Employees Account

This section discusseswado print your Employees Account.

The first step in ndewing your Employees Account is to select Brint Employ eeoption on the menu. Upon making this
selection the Report Selection screen will appear.
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pvemprl

ACCOUNTFLEX Employee Detall Report DATE: 07-23-07

Report Destination (S=Screen, Pn=Printer, Dn=Disk, A=Aux)
Report Copiles 1 (1 - 10}

Employee Range to W
Pay Group Range | ¥ to | o

s: (D £ ST, ux.
FS F& EF7 F& Fa F10 Fi1z ~F3 ~F4 ~F5 “F6&

Run Helﬁ Kill

When this screen appears enftet for the report destination and then pressRhiN function key © snd the report to the
printer The Employee Table Listing will appear as shownwelo

pyempr1l
07/23/07 Widget Company Page 1
9:00am Payrol|l Employee Detail Report
Employee Code: 1
Soc. Sec. No.: 555-22-2304
Name(Last,First, Middle): Doe John P .
Address: P.O. Box 2421
City: San Francisco State CA Zip 94128
Phone: (415)333-1494 Contact: Rosemarie Phone: 415-790-0967
Sex: M Birth: 09/10/62
EEO: 1
Drivers License: B597067 Expire: 09/30/95
INS No: Expire:
Department: 1 Sub Department
Status: A Effective date of status: 01/01/80
Hire: 01/23/91 Rehirable(Y/N): Y Promotion:
PAYMENT | NFORMAT |ON
Pay Type: S Rate/Salary: 1600.000 Normal Units: 40 Pay Group: W

Pay Periods: 52 Exemptions: FICA(Y/N): N FUTA(Y/N): N SUTA(Y/N): N
Workers Compensation Class: 1111
WITHOLDING INFORMAT ION
Tax Authority Status #Exemptions Extra Withhold Fixed Withhold

Federal : FE S 1 0.00
State: CA S 1 0.00
Local: 00 S 1 0.00
EIC 1
TIME OFF |INFORMAT ION
Available = Carryover + Accrued - Used | Start Rate Per

Vacation: 120.0 = 0.0 + 120.0 - 0.0 | 01/01/90 0.000
Personal : 8.0 = 0.0 + 8.0 - 0.0 | 01/01/90 0.000
Sick Leave: 7.0 = 1.0 + 6.0 - 0.0 | 01/01/90 0.000

Year YTD Earn YTD Deduct YTD Net

2007 11,200.00 5,394.48 5,805.52

DEDUCT ION I NFORMAT |ON

Deduction Pay Periods Type Amount Max imum Paid Start
401K YYYYY A 200.00
CRED YYYYY A 25.00
DEN YYYYY A 8.44
IRA YYYYY A 50.00
MED YYYYY A 11.56
STK YYYYY A 25.00

Reviev the Employee Accounts for completeness and ¥ additions or changes need to be made, selectttiter
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Employeeoption on the menu.

After selecting the report you may press B®CAPE key to return to the menu.
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3.9 SetupEarnings

This section describes Wwdo set up your earnings. It is important that the earnings table be set up properly prior to entering
pay checks.

The first step in setting up your earnings is to selecEttier Earnings option from the menu. Upon making this selection
the earnings entry screen will appear as showmbelo

pvearn
ACCOUNTFLEX CHANGE MODE Earning Zcreen DATE: 07~-23-07
Code Description Rate Factor Incl HNet? Incl 401K7? WZBox WZCode
Regular 1.000 -
Dvertime 1.500 -
Dhltime 2.000 -
Tripletime 3.000 |
Sick 1.000 |
FPersonal 1.000 -
Holidav 1.000 -
Vacation 1.000 -
Bonus -
Fringe -
T Ept Tips -
T Col Tips -
Mileage -
OVE moving exp 114 i
ING health ins 14 HING
F1 Fz F3 F4 Fa Fa F7 Fa Fa Fio0 F11 F1z ~F3 ~F4 ~F3 ~Fi
Save Help add Ory | Prev WMextl Frst Last Move Del Frnt

Below is a cescription of each screen field.

Code

Enter the earning code to uniquely identify the earning type.

Description

Enter the description of the earning.

Rate Factor
Enter the rate factor for the earning type. The rate factor is used to determine premium rates of pay by
multiplying the rate factor times the normal pay rate.

amount = ratefactor X payrate X payunits (usually hours)

A rate factor of 1 is assigned to regular earning, a rate factors of 1.5 is usually assigmgtihie earning, and
a rate factor of 2 is usually assigned to doubletirifeu should leae the rate factor field blank if the earning
type is not calculated based on pay units (which are usaully hours).

Incl Net?

Enter "Y" to include or "N" to xclude this earning from the emgke’s ret pay Including or excluding this
earning from net pay does noffeadt taxable income. Earnings may be excluded from taxable income by
specifying exclusion in the tax tables.

Incl 401K?
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Enter "Y" to include or "N" to exclude this earning when calculating qualified 401K earnings.

W2Box

Enter W2 box where this earning should appear on the W2 form.

W2Code

Enter W2 code that should appear alongside the earning on the W2 form.
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3.10 SetupG/L Accounts

This section describes Wwao st up your accountslt is important that your accounts be set up properly prior to entering
daily transactions.

The first step in setting up your accounts is toew the existing accounts provided for yow frint the existing accounts
select the menu optidPrint Accounts. Upon making this selection the Report Selection screen will appear as follows:

alcoar
ACCOUNTFLEX Print Chart of Accounts DATE: 07-23-07
Report Destination [S=Screen, Pn=Printer, Dn=Disk, A=Aux)
Report Copies 1 (1 - 10}
Report Title Page (Y=Yes, N=HNoj
Account Range jto [ j(wild zards * or 7
Show Accounts to Level 9
Show Accounts only
Show Inactive Accounts
Feport Destinations: (D)isk, (Ejmail, (Flaz, (Plrint, (S)creen Alux.
F1 Fz F3 F4 F5S Fb F7 Fa F9 Flo F11 Flz <F3 ~F4 ~F5 ~Fh
Run | Help Eill

Once this screen appears enter "P" for the report destination and then pRigdIithenction ley © send the report to the
printer.

After the report has been run, pressESCAPE key to return to the menu.

Reviev the accounts on the report and determine if the accounts meet ysineds needs. If changes or additions are
required, you will need to use tBmter Accounts menu option.

To use the Account Entry screen, selectBEmeer Accountsmenu option. The Account Entry screen will appear asvallo

While on this screen you may change existing accounts or addnes as follows.

Change
To change an existing account position the cursor on the account number usingvthieesrrtf the account is not on
the existing page, press tRREV (previous page) oNEXT (next page) function &y o find the accountOnce your
cursor is positioned on the account, you may tyee the existing information.

Add
To add an account press the Feykad the cursor will be positioned on a blank line. Enter theaneount code and its

associated information on this line. The data will beedavhen theSAVE key is pressed or you me the cursor dfthe
new account.
The following describes each field.

Account #
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Enter the account number so that it is consistent with the account code format specified in the System-Wide Control
File. You can use up to 12 characters including the delimiters. If you are using the General Ledger Module be sure

to carefully choose your account codes because once General Ledger transaatibasrhposted, you will NDbe
able to delete or change account Codes.

Description

Enter the account description as you woule likto gppear on your financial statementgou can use up to 30
characters.

Type & Subtype

Enter the account type and subtype. The possible account types are:

Type Code
Assets A
Expenses E
Liabilities L
Income |
Capital C

The account type and subtype assigned to the General Ledger account are discussed in the General Ledger Usel
Guide in Chapter 6 (Financial Reporting by Type).

Debit/Credit
Enter the debit/credit fieldvalid entries are "D" for debit or "C" for Credit.

Type Debit/Credit
Assets D
Expenses D
Liabilities C
Income C
Capital C

3.11 BackupData Base

Once you hee st up all of your modules, you should backup you database.

To backup your database, select Backup option on the Master Menu.
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4. WORK CYCLE

4.1 Owerview

The steps described in this chapter are performed on an on-going basis.

4.2 DailyCycle
On a regular basis you will be performing the following steps:

1) EnterMaterial and Labor entries as necessary to update existing job entries.
2) Printjournals for the abee t© verify correctness.

3) Correctmistakes if necessaryy using the menu choices as step 1v&bo

4) Postmaterial and labor entries.

5) Review posting journal to ensure that all entries were posted correctly.

6) Backupdata to flopg from the master menu option.

4.3 AsRequired

As new jobs are acquired, wejobs need to be entered with the estimated amounts. When Jobs are completed or canceled,
the job close date will need to be entered and posted so that the job can be purged.
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5. OPERATIONS/REFERENCE SECTION

5.0 Owerview

This chapter provides detailed instructions ow bt operate each Job Cost function. Each section within this chap@sco
a ecific menu option. The sections are in the same order as the menu options on the Job Cost menu.

The Job Cost menu appears as follows.
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5.1 Enter Material

This menu option (1) is for entering job materials.

Materials are entered in groups or batches; each batch consisting of one or more job mEieriéds.an job material batch
select option 1 on the Job Cost menu.

Upon selecting this option the following screen will appear.

icmtl
ACCOUNTFLEX CHANGE MODE Joboost Material Entry DATE: |
1 Batch lx_)i Entry Date 07-23-07 Period 0723707
JohMao JohHo 2 Whs Div Item Date Quantity Unit Cost
] A 1 1 07.,23,07 1 EA 1.00
Computer 386 Z5mhz 1.00
1 A 1 2 Q723,07 10 EA 2.00
Monitor (14 inch) 20.00
1 A 1 3 07,2307 3 Ea 3.oo
Tape Drive 9.00
2 A 1 1 0772307 5 EA 1.00
Computer 386 25mhz 5.00
OnHand— Committed——Availabhle——OnOrder—Backorder———— 35.00
-1 - o= -1 3z 24 Totals 19
Enter Job Mumber (press HELP to see list)
F1 Fz F3 F4 F3 Fa F7 Fa Fa Fio F11 F1Zz ~F3 ~F4 ~F5 ~Fb
Save Help Acld Ory | Prev Mext Frstl Last Del Sno

Below is a cescription of each field.
Batch Screen(SNGLE-RECORD)

Batch

The batch number is automatically assigned. This numbegs&rwniquely identify a group of job material entries
for both editing and auditing purpose$o return to an existing batch, press BEG function key then press the
NEXT function key wntil the correct batch is displayed.

Entry Date

The entry date defaults to the system dafbée entry date represents the date the batch was entered into the
computer.

Peiod Date

The period date will also dadilt to the system date. The period date represents the accounting period to which the
materials should be posted.

When you are satisfied with your entries, pressSA¢E function ley o begn entering job materials. Upon pressing the
SAVE key you will be positioned to the lower portion of the screen for entering job materials.

Below is a cescription of each field.

Material Detail Screen (MULTI-RECORD)
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Job Number (source)

This is the job which will be affected by this entiy the second job number is also filled in, then product will be
removed from this job and transferred to the second jiflmo second job number is supplied then product will either
be added to or subtracted from this job, depending upon the sign of the quantigpantity will add to this job and
reduce inentory quantity on hand; while a - quantity will subtract from this job and add touémstany quantity on
hand. Thids a required entry(press HELP to see list)

Job Number (destination)

This job number is optional. It should only be entered when material is to be transferred from one job to another
See HELP for "Job Number (source)". (press HELP to see list)

Warehouse

This data entry field allows you to enter the warehouse codis. field will only appear if you selected the multiple
warehouse option on the System-wide control file.

Division
This data entry field allows you to enter theiBion code. This field will automatically default to the division code

specified in the warehouse file. This field will only appear if you selected the multiple division option on the System-
wide control file.

Item

The item field is a data entry field where your item number for the item bdageaf is enteredThe HELP
function displays the contents of theréntory Master file.

Qty

Enter the job material quantityroduct will either be added to or subtracted from this job, depending upon the sign
of the quantity A + quantity will add to this job and reducevemtory quantity on hand; while a - quantity will
subtract from this job and add to thgentory quantity on hand.

Cost

Enter the cost per unit. The weightadrage cost will be displayed by @efit. TheUnit field displays the unitalue
from the Job Cost Master.

Ext.Cost

The extended cost is displayed in this field.

When entering items on the aleoMaterial Detail screen you will be required to enter serial numbers for those items
designated as serialized in the Job Cost file.access the serial number entry screen, you will presSiki@function ley.
Upon pressing thisdy the following popup serial number entry screen will appear.
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icmtls

ACCOUNTFLEX CHANGE MODE Joboost Material Entry DATE: 07-23-07 |
Batech 14 Entry Date 07-23-07 Period [07-23-07
JahMo JohMNo? Whs Diwv Item Date Quantity Unit Cost
1 Serial Mumber(s) [ M 1 1 EA 1.00
Cal|— Count— 3 1.00
1 aE L 3 W 10 EA 2.00
| 3 W 20.00
1 A3 3 W 3 EA 3.oo
Tal| W .00
2 B W 5 EA 1.00
Cal W 3.00
OnHand—¢| [ r—— 35.00
27 - w0 Totals 19
I Vendor Name Customware Computing
F1 Fz F3 F4 F5 Fa F7 Fa Fa Fi0 F1l1 F12 ~F3 ~F4 ~F5 ~F&
Save Help Add Qry | Prev Hextl Frst Last Del

A description of the fields follows:

Serial Number

Enter the serial number of each unit affected by this material eftig must be a valid serial no. for thiséntory item.

Action

Enter the action being performed by this material entry of A=Add, D=Delete, or R=Return. No other entries are
permitted. Thids a required entry.

Vendor Code

Enter the vendor code to identify the vendor in the system.
To return to the Material Detail screen from the serial screen, A4S function key a ESCAPE key.

When you are finished entering job materials, you may presSAWE function lkey © return to the top portion of the
Material Screen, or theSCAPE key to return to the Job Cost menu.
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5.2 Print Materials

This menu option (2) is for printing your job materials. Upon selecting this option the following screen will appear.

icmtlrl
ACCOUNTFLEX Jobeost Material Batch Listing DATE: 07-23-07
Report Destination (S=Screen, Pn=Printer, Dn=Disk, A=Aux)
Report Copies 1 (1 - 10)
Report Title Page (Y=Yes, N=MNa)
Report Detail (Y=Yes, N=MNa)
Batch Range j to W
Item Range ﬁ

Feport Destinations:

(Diisk,

(Eimail,
F7 Fa

(Pirint,
Fi10 F11

(Flaxz,

F4 F5 F& F9 Fi1z ~F3 ~F4

(Slereen, (Alux.

~“F5 ~F6

Eill

This screen has a number of entry fields which you will need to fill in with appropaiatesyWhen you are sure all your

entries are correct press tREIN function key o run the Material report.

Below is a cescription of each field.

The first 3 fields are standard on the Report Selection screen, and are described in Chapter 2, General Operational

Procedures.

Batch Range

Enter the range of batch numbers you woulé li& pint. If you do not enter a batch range the computer will print all

batches.

Iltem Range

Enter the range of irentory item numbers youeuld like to print. If you do not enter an item number range the computer
will print all Job Cost itemsYou may press th&lELP function key © view the list of \alid itemnumbers.

When you are satisfied with your entries, pres$itial function ley o generate the report. The report will appear as follows.
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jemtlrl

07/23/07 Widget Company Page 1
9:12pm Jobcost Material Batch Listing
Source:< J - M > Batch: 1 Batch Date: 07/23/07 Period: 07/23/07
Line JobNo JobNo2 Whs Div Item Date Quantity Unit Cost/Ext
1 1 1 07/23/07 1 EA 1.00
1.00
2 1 2 07/23/07 10 EA 2.00
20.00
3 1 3 07/23/07 3 EA 3.00
9.00
A 1 3 Customware Co
A 2 3 Customware Co
A 3 3 Customware Co
4 2 1 07/23/07 5 EA 1.00

Batch Total: 19 35.00

Kok kkkkkkkkkkkkkkkkkkkkkkkkkkkkkhk kkkkk k& % %

Kk kkkkkkhkhhhhkkkkhkhkkhk kkkk ok ok k ko k ok ok k& & %

Grand Total: 19 35.00
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5.3 PRosting Materials
This menu option (3) posts the Material entries to the Job Cost Master file and the job cost transaction file.

icmtlo

ACCOUNTFLEX Post Jobcocost Materials Date: 07-23-07

Before Posting vou should do the following
1) Backup data.
2) Print Batech Listing.

Press SAVEEEY to begin POSTING I
- OR -
Press ESCAPEEEY to Exit

After Posting do the following
1} Print Posting Journal.
2) Compare Batch Listing with Posting Journal.

Processing Statistics
Source = Batch Warehouse Inventory

Fl Fz F3 F4 F5 F& F7 F& F9 F10 F11 F1z ~F3 ~F4 ~F3 ~F6&

Savé Held

You may press th&AVE function key o begn posting or theeSCAPE key to exit. Pleasenote the before and after posting
instructions displayed on the screen.

As the posting takes place, the screen will display the following information.

Processing Statistics

To the right of this screen label, the pass description will be displayed. There are three passes thatpaitietak
Pass 1 verifies the data, pass 2 posts the data, and pass 3 clears the data.

Batch

The batch number that is currently being posted will be displayed here.

Inventory Number

The irventory number being processed is displayed here.

When the Posting has been completed you will see the following message:

Posting has been Successfully Completed.

Once this message appears, you may then preEStBAPE key to return to the Job Cost menu.
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5.4 Print Material Journal

This menu option (4) pops up another menu for printing G/L digtoibs or job materials from the job cost transaction file.
For this option to work, the system-wide control file parameter for General Ledger must be set to "Y".

Selecting the menu option to print G/L distributions will cause the following Report Selection screen to be displayed.

icalrm

ACCOUNTFLEX Jobecost Materials G-L Journal DATE: 07-23-07

Report Destination (B=Bcreen, Pn=Printer, Dn=Disk, A=Aux)

Report Copies 1 (1 - 10)

Report Title Page (Y=Yes, N=Na)

Report Detail (Y=Yes, N=Na)

Post No J - M 14

Feport Destinaticons: (Diisk, (Eimail, (Filax, (Pirint, (3)lcreen Alux.
F1 Fz F3 F4 F3 Fa F7 Fa Fa Fi0 F11 F12 ~F3 ~F4 ~F5 ~Fi
Run | Help Eill

This screen has a humber of entry fields which you will need to fill in with appropriate values. When you are sure all your
entries are correct press tREIN function key o run the report.

Below is a cescription of each field.

The first 3 fields are standard on the Report Selection screen, and described in Chapter 2, General Operational
Procedures.

Post No

This field is the unique number assigned to the last posting and should already be filled in.

When you are satisfied with your entries, pressRu& function lkey to generate the report. The report will appear as
follows.
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07/23/07 Widget Company Page 1
9:14pm Jobcost Materials G/L Journal
PostNo: 1
Source:< J - M > Batch#: 1 Entry Date: 07/23/07
D/C: 35.00 35.00
Trans-# Refno Date Period Debit Credit
summary N/A 07/23/07 07/23/07 35.00 35.00
summary

Account Description Debit Credit
130-000 Inventory 35.00

120-000 Jobs-in-Progress(M) 35.00
Transaction Total 35.00 35.00
Batch Total: 35.00 35.00

Kok hkk kKK Kk k kKKK Kk k kA KKKk k kR KKKk h kR KKKk kk k& % % % &k

Kok kkkkkkkkkkkkkkkkkkkkkkk kkkkkk ok k k% kkkk k& & % k%

Grand Total: 35.00 35.00

Posting Log #1: 07/23/07 21:13:25
ERROR LI ST 07/23/07 21:13:25

Post Jobcost Materials (pass #2)

The following ERRORS occurred for Post Jobcost Materials.

WARNINGS may be ignored but ERRORS must be corrected before retrying.

Source Batch Item # Tran.Date Quantity

J-M 1 1 07/23/07 1.00
WARNING: Insufficient Quantity Available ( 0.000) for Job ( 1.000)
J-M1 1 07/23/07 5.00
WARNING: Insufficient Quantity Available (  -1.000) for Job ( 5.000)

Post Jobcost Materials has been completed successfully

Selecting the menu option to print Job distributions will cause the following Report Selection screen to be displayed.
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icmtlorl

ACCOUNTFLEX Jobecost Materials Posting Journal DATE: 0%7-23-07
Report Destination [S=3creen, Pn=Printer, Dn=Disk, A=Aux)
Report Copies 1 (1 - 10)

Report Title Page (Y=Yes., N=Nao)
Report Detail (Y=Yes, HN=Na)

Post Mo J M 14

Fl Fz F3 F5 F& F7 F& F9 Fi10 F11 F1Z "F3 ~F4 ~F3 ~Fh

Run Hel}j Kill

This screen has a number of entry fields which you will need to fill in with appropriate values. When you are sure all your
entries are correct press tREIN function key o run the report.

Below is a description of each field.

The first 3 fields are standard on the Report Selection screen, and described in Chapter 2, General Operational
Procedures.

Post No

This field is the unique number assigned to the last posting and should already be filled in.

When you are satisfied with your entries, pressRb& function lkey o generate the report. The report will appear as
follows.
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jemtlpri

07/23/07 Widget Company Page 1

9:15pm Jobcost Materials Posting Journal
PostNo 1 PostDate 07/23/07

Job | tem Date Quantity Unit Cost Ext Cost

1 Job #1 1 07/23/07 1 EA 1.00 1.00

1 Job #1 2 07/23/07 10 EA 2.00 20.00

1 Job #1 3 07/23/07 3 EA 3.00 9.00

Job Total: 30.00

2 Job #2 1 07/23/07 5 EA 1.00 5.00

Job Total: 5.00

Grand Total: 35.00

Posting Log #1: 07/23/07 21:13:25
ERROR LI ST

Post Jobcost Materials (pass #2)

The following ERRORS occurred for Post Jobcost Material

07/23/07 21:13:25

S.

WARNINGS may be ignored but ERRORS must be corrected before

retr

ying.

Source Batch Item # Tran.Date Quantity

J-M 1 1 07/23/07 1.00
WARNING: Insufficient Quantity Available ( 0.000) for Job (

J-M 1 1 07/23/07 5.00

1.

WARNING: Insufficient Quantity Available ( -1.000) for Job ( 5.

Post Jobcost Materials has been completed successfully

000)

000)
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5.5 EnterLabor

This menu option (5) is for entering your labaipon selecting this option the following screen will appear.

iclbr

ACCOUNTFLEX CHANGE MODE Jobcost Labor Entry DATE: 07.-23-07

Batch 14 Entry Date D7.-23-07 Periad 0772307

Employves Earn Div Date Johb Rate Units Total

1 i W1+ 07-23-07 104 12.00 12.00

1 W v |l v 07-23-07 104 15.00 15.00

2 W v |l W 07-23-07 24 g.00 10.00 go.aa

2 W Wl w 07-23-07 24 12.00 40.00 430.00

3 W Wl W 07-23-07 24 g.00 40.00 3z0.00

Name . Regular 90.00 910.00
Enter Earning Code (press HELP to view list)
F1 F2 F3 F4 F5 F& F7 Fa Fa Fi0 F11 F12 ~F3 ~F4 ~F5 - F&

Save Help add | Orv | Prev WHextl Frstl Last Del |

This section describes the process of applying labor to specific jobs. Time cards may also be entered via this menu choice.

Employee Code

The employee code is a required entry field. The maximum
entry is 6 alphanumeric characters. This code must exist in
the employee table. You may press the HELP functayntd
see a list of valid entries.

Labor Date

Enter the date on which the labor is performed.

Earning Code

Enter the earning code. This code must exist in the earning
code table. You may press the HELP functieg b e a
list of valid entries.

Dept

Enter the department numb&ou may press the HELP
function ley 1o see a list of valid entries. This prompt

will only appear if you selected multiple departments on the
payroll control file.

Job Date

This is the date for which the work was performed.

Job

Enter the job number.

Operations/Reference Section 5-12
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Rate

You will enter a rate if the earning code has a rate factor
assigned to it and the employee has a pay type of "U" or
unit pay Otherwise enter a payment amount. If you enter a
payment amount, this amount will be displayed under the
column Total located to the right of this field.

Units

You will enter the units (usually hours) worked if the

earning code has a rate factor assigned to it and the
employee has a pay type of "U" (which stands for unit pay).
The system will automatically calculate the pay amount based
on the employes’pay rate. The calculated pay amount will

be displayed under the column Total located to the right of
this field.

Total

This is a display-only field showing the payment amount for
the earning line.
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5.6 Print Labor
This menu option (6) is for printing your job labor entries. Upon selecting this option the following screen will appear.

iclbrrl

ACCOUNTFLEX Jobcost Labor Batch Listing DATE: 07-23-07

Report Destination (S=Screen, Pn=Printer, Dn=Disk. A=Aux)
Report Copies 1 (1 - 10}

Report Title Page (Y=Yes, N=HNo)

Report Detail (Y=Yes, N=HNo)

Batch Range j to j

Report Destinations: (Dlisk, (Ejmail, (Flaz, (Plrint, (3)lcreen, (Ajux.
F1l F2 F3 F4 F5 Fi F7 F3 Fa Fi00 F11 Fl12 ~F3 ~F4 ~F5 -~ Fh

Run Helﬁ Kill

This screen has a number of entry fields which you will need to fill in with appropaiatesyWhen you are sure all your
entries are correct press tREIN function key o run the Material report.

Below is a cescription of each field.
The first 3 fields are standard on the Report Selection screen, and are described in Chapter 2, General Operational

Procedures.

Batch Range
Enter the range of batch numbers you would tikgint. If you do not enter a batch range the computer will print all
batches.

When you are satisfied with your entries, pressRtél function lkey o generate the report. The report will appear as
follows.
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jclbrrl

07/23/07 Widget Company Page 1
9:19pm Jobcost Labor Batch Listing
Source:< J - L > Batch: 1 Batch Date: 07/23/07 Period: 07/23/07
Line Employee Earn Div Date Job Rate Units Total
1 1 R 1 07/23/07 10 12.00 12.00
Doe , John Regular
2 1 o 1 07/23/07 10 18.00 18.00
Doe , John Overtime
3 2 R 1 07/23/07 2 8.00 10.00 80.00
Smith , Joe Regular
4 2 o) 1 07/23/07 2 12.00 40.00 480.00
Smith , Joe Overtime
5 3 R 1 07/23/07 2 8.00 40.00 320.00
Aaron , Henry Regular
Batch Total: 90.00 910.00

Kok hkk kKK Kk k kR kK khkk kXK Kk kh kK KKk ok k k% % %

Kok kkkkkkkkkkkkkkkkkkkkkk ok k kokkkk & & % %

Grand Total:

90.00

910.00
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5.7 PRosting Labor

This menu option (7) posts the Labor entries to the Job Cost Master file and the job labor transaction file.

iclbro

ACCOUNTFLEX Post Jobcost Labor Date: 07-23-07

Before Posting vou should do the following
1) Backup data.
2] Print Bateh Listing.

Press SAVEEEY to begin POSTING I
_OR_
Press ESCAPEEEY to Exit

After Posting do the following
1) Print Posting Journal.
2] Compare Batch Listing with Posting Journal.

Processing Statistics
Source = Batch Warshouse Employes

F3 F4 FS Fé& F7 F& F9 Fi0 F11 Fl12 ~F3 ~F4 ~F5 ~F6

F1l F2
Savé Held

You may press th&AVE function key o begn posting or theeSCAPE key to exit. Pleasenote the before and after posting
instructions displayed on the screen.

As the posting takes place, the screen will display the following information.

Processing Statistics

To the right of this screen label, the pass description will be displayed. There are three passes thatpaitietak
Pass 1 verifies the data, pass 2 posts the data, and pass 3 clears the data.

Batch

The batch number that is currently being posted will be displayed here.

When the Posting has been completed you will see the following message:

Posting has been Successfully Completed.

Once this message appears, you may then preEStBAPE key to return to the Job Cost menu.

Operations/Reference Section 5-16
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5.8 Print Labor Journal

This menu option (8) pops up another menu for printing G/L digtabs or job cost labor from the labor transaction file.
For this option to work, the system-wide control file parameter for General Ledger must be set to "Y".

Selecting the menu option to print G/L distributions will cause the following Report Selection screen to be displayed.

icalrl

ACCOUNTFLEX Jobecost Labor G-L Journal DATE: 07-23-07

Report Destination (3=Screen, Pn=Printer, Dn=Disk, A=Aux)

Report Copies 1 (1 - 10)

Report Title Page (Y=Yes., N=Nao)

Report Detail (Y=Yes., N=Nao)

Post No J - L 24

Report Destinations: (D)isk, (Eimail, (Flaz, (Pirin (2 cres Alux.
F1 F2 F3 F4 F5 F& F7 F8 F9 Fi0 F11 Fl12Z2 ~F3 ~F4 ~F5 ~F&
Run | Hely KEill

This screen has a humber of entry fields which you will need to fill in with appropriate values. When you are sure all your
entries are correct press tREIN function key o run the report.

Below is a cescription of each field.

The first 3 fields are standard on the Report Selection screen, and described in Chapter 2, General Operational
Procedures.

Post No

This field is the unique number assigned to the last posting and should already be filled in.

When you are satisfied with your entries, pressRd function lkey o generate the report. The report will appear as
follows.
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jeglrl

ACCOUNTFLEX Jobcost Labor G/L Journal Page: 1
PostNo: 2 Date: 05/26/99 20:34:45
Source:< J - L > Batch#: 3 Entry Date: 05/26/99
D/C: 990.00 990.00
Trans-# Refno Date Period Debit Credit
sunmary N/A 05/21/99 05/21/99 990.00 990.00
summary

Account Description Reference Debit Credit

121-000 Jobs-in-Progress(L) summary 990.00
250-000 Payroll - Accrual summary 990.00
Transaction Total 990.00 990.00
Batch Total: 990.00 990.00

hkkkkkkkkkhhhhkhkkkkkhk ko kkk ko kk ok k ok k% ok k ok k& & % % &

P R R Y

Grand Total: 990.00 990.00

Posting Log #2: 05/26/99 20:34:01

@Post Jobcost Labor has been completed successfully... Press any key to continue

Selecting the menu option to print Job distributions will cause the following Report Selection screen to be displayed.

iclbrorl
ACCOUNTFLEX Jobeost Labor Posting Journal DATE: 07-23-07
Report Destination (S=Screen, Pn=Printer, Dn=Disk, A=Aux)
Report Copies 1 (1 - 10)
Report Title Page (Y=Yes., N=Nao)
Report Detail (Y=Yes., N=Nao)

Post Mo J L 24

Report Destinations: (Dlisk, (Eimail, (Flax £ S = (& .
F1 F2 F3 Fd F& F& F7 Fa F Fio F11 F1z2 -~F ~F4 ~F5 ~Fh&

Run Helﬂ Kill

This screen has a number of entry fields which you will need to fill in with appropriate values. When you are sure all your
entries are correct press tREIN function key 1o run the report.

Below is a description of each field.

The first 3 fields are standard on the Report Selection screen, and described in Chapter 2, General Operational
Procedures.

Post No

This field is the unique number assigned to the last posting and should already be filled in.
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When you are satisfied with your entries, pressRu& function lkey o generate the report. The report will appear as
follows.

jclbrpri
07/23/07 Widget Company Page 1
9:21pm Jobcost Labor Posting Journal
PostNo 2 PostDate 07/23/07
Jobno Employee Date Units Earn Rate Total
2 Job #2 07/23/07 R 8.00 10 80.00
2 Job #2 07/23/07 O 12.00 40 480.00
2 Job #2 07/23/07 R 8.00 40 320.00
Job Total: 880.00
10 Job #10 07/23/07 R 12.00 0 12.00
10 Job #10 07/23/07 O 18.00 0 18.00
Job Total: 30.00
Grand Total: 910.00
Posting Log #2: 07/23/07 21:19:58
Post Jobcost Labor has been completed successfully
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5.9 EnterJob Close Dates

This menu option (9) is for entering your job close dates. Upon selecting this option the following screen will appear.

The only field accessible on this entry screen is the Close Date field. This is for the entry of the date on whichathe job w
closed, or completed.

Operations/Reference Section 5-20
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5.10 PrintJob Close Dates

This menu option (10) is for printing your job close journdpon selecting this option the following screen will appear
The only jobs that will be listed on this screen are those thatdn@ose Date entered butvea pb status of "open".

icclsrl
ACCOUNTFLEX Jobecost Close Listing DATE: 07-23-07
Report Destination (S=Screen, Pn=Printer, Dn=Disk, A=Aux)
Report Copies 1 (1 - 10)
Report Title Page (¥=Yes, H=Na)
Report Detail (Y=Yes, N=Nao)

le tinations: (D)igk,
Fl F2 F3 F4 F& Fi F7 Fa

This screen has a number of entry fields which you will need to fill in with appropaiatesyWhen you are sure all your
entries are correct press tREIN function key o run the Job Close Date report.

All fields are standard on the Report Selection screen, and are described in Chapter 2, General Operational Procedures.

When you are satisfied with your entries, pressRudN function lkey to generate the report. The report will appear as

follows.
jeclsrl
07/23/07 Widget Company Page 1
9:29pm Jobcost Close Listing
Job Description Close Date Material Labor Total
10 Job #10 07/23/07 0.00 30.00 30.00
11 Job #11 07/23/07 0.00 0.00 0.00
Grand Total: 0.00 30.00 30.00
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5.11 Posting Job Closing

This menu option (11) posts the Job Closing entries to the Job Cost Master file and the job labor transaction file.

icclsp

ACCOUNTFLEX Close Jobs Date: 07-23-07

Before Posting wou should do the following
1) Backup data.
2) Print Batch Listing.

Press SAVEEEY to bhegin POSTING 1
_OR_
Press EZSCAPEEEY to Exit

After Posting do the following
1) Print Posting Journal.

Processing Statistics
Source - Joh

F3 F4 FS F& F7 Fa F9 Fi0 F11 F12 ~F3 ~F4 ~F5 ~F&

F1l Fz
Save Help
You may press th&AVE function key o begn posting or theeSCAPE key to exit. Pleasenote the before and after posting
instructions displayed on the screen.

As the posting takes place, the screen will display the following information.

Processing Statistics

To the right of this screen label, the pass description will be displayed. There are three passes thatpaitietak
Pass 1 verifies the data, pass 2 posts the data, and pass 3 clears the data.

Batch

The batch number that is currently being posted will be displayed here.

When the Posting has been completed you will see the following message:

Posting has been Successfully Completed.

Once this message appears, you may then preEStBAPE key to return to the Job Cost menu.
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5.12 PrintJob Close Journal

This menu option (12) pops up another menu for printing G/L distributions or job cost summary report from the Job Cost
transaction file.For this option to work, the system-wide control file parameter for General Ledger must be set to 'Y’.

Selecting the menu option to print G/L distributions will cause the following Report Selection screen to be displayed.

icalrc

ACCOLNTFLEX Joboost Close G/L Journal DATE: 07-23-07

Report Destination (S=Screen, Pn=Printer, Dn=Disk, A=Aux)

Report Copies 1 (1 - 10)

Report Title Page (¥=Yes, H=Na)

Report Detail (Y=Yes, N=Nao)

Post Mo J - C 34

Feport Destinations: (Diisk, (Eimail, (Flaz, (Plrint, (S)lcreen, (Ajux.
F1 F2 F3 F4 F5 Fi F7 Fa Fa Fi0 F11 F12 ~F3 ~F4 ~F5 ~F&
Run | Helg Eill

This screen has a number of entry fields which you will need to fill in with appropriate values. When you are sure all your
entries are correct press tREIN function key 1o run the report.

Below is a description of each field.

The first 3 fields are standard on the Report Selection screen, and described in Chapter 2, General Operational
Procedures.

Post No

This field is the unique number assigned to the last posting and should already be filled in.

When you are satisfied with your entries, pressRidN function lkey to generate the report. The report will appear as
follows.
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07/23/07 Widget Company Page 1
9:30pm Jobcost Close G/L Journal
PostNo: 3
Source:< J - C > Batch#: 3 Entry Date: 07/23/07
D/C: 30.00 30.00
Trans-# Refno Date Period Debit Credit
JOB#10 1 07/23/07 07/23/07 30.00 30.00
Job #10

Account Description Debit Credit
121-000 Jobs-in-Progress(L) 30.00

500-000 Cost of Goods Sold 30.00
Transaction Total 30.00 30.00
Batch Total: 30.00 30.00
Kk KKKk Rk k ok kK Kk K kK KK KK KKk k kK kK K kK K K K KK Kk Kk kK
KA A A KAk kKKK KK K KR AR A Kk Kk kKKK KK K A K A K KK K K Kk
Grand Total: 30.00 30.00

@No posting file

Selecting the menu option to print Job Close Report will cause the following Report Selection screen to be displayed.

icclsorl
ACCOUNTFLEX Jobecost Close Posting Journal DATE: 07.-23-07
Report Destination (S=Bcreen, Pn=Printer, Dn=Disk, A=Aux)
Report Copies 1 (1 - 10}
Report Title Page (¥Y=Yes, HN=Na)
Report Detail (¥Y=Yes, HN=Na)

Post Mo J © 34

This screen has a number of entry fields which you will need to fill in with appropriate values. When you are sure all your
entries are correct press tREIN function key o run the report.

Below is a cescription of each field.

The first 3 fields are standard on the Report Selection screen, and described in Chapter 2, General Operational
Procedures.

Post No

This field is the unique number assigned to the last posting and should already be filled in.

When you are satisfied with your entries, pressR& function lkey o generate the report. The report will appear as
follows.
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jcclspri
07/23/07 Widget Company Page 1
9:31pm Jobcost Close Posting Journal
Job Description Close Date Material Labor Total
10 Job #10 07/23/07 0.00 30.00 30.00
11 Job #11 07/23/07 0.00 0.00 0.00
Grand Total: 0.00 30.00 30.00

@No posting file
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5.13 PrintJob Parts Listing

This menu option (13) is for printing a summary of each jobwasimpthe parts required and actual labor and parts totals.
Upon selecting this option the following screen will appear.

iciobrl
ACCOUNTFLEX Job Parts LIsting DATE: 07.-23-07
Report Destination (S=Screen, Pn=Printer, Dn=Disk, A=Aux)
Report Copies 1 (1 - 10)
Report Title Page (¥=Yes, N=Na)
Report Detail (¥=Yes, N=Na)

Job Range | 4 to [ W

Report Destinations: (Dlisk, (Eimail, Slcres L
F1 F2 F3 F4 F5 Fa F7 Fa Fa F10 F11 F12 ~F3 ~F4 ~F5 ~F&
Run | Hely Eilll

This screen has a number of entry fields which you will need to fill in with appropeaiatesyWhen you are sure all your
entries are correct press tREIN function key o run the Material report.

Below is a cescription of each field.

The first 3 fields are standard on the Report Selection screen, and are described in Chapter 2, General Operational
Procedures.

Job Number Range

Enter the range of job numbers you woulcelik @int. If you do not enter a job range the computer will print all
batches.

When you are satisfied with your entries, pressRo& function lkey © generate the report. The report will appear as

follows.
jcjobrl
07/23/07 Widget Company Page 1
9:32pm Job Parts Listing

Jobno Line-# Iltem-# Quantity Avg Cost Units

1 Job #1 Material: 30.00 Labor:

1 1 Computer 3 1 1.00 EA

2 2 Monitor (1 10 2.00 EA

3 3 Tape Drive 3 3.00 EA

2 Job #2 Material: 5.00 Labor: 880.00

1 1 Computer 3 5 1.00 EA

Grand Total Material: 35.00 Labor: 880.00
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5.30 EnterJob

This menu option (30) is for entering job number assignmertiss screen is for the entering of job related information.
The information gathered here will alldracking of job performance.

tbiob
ACCOUNTFLEX CHANGE MODE Job Humber Entry Screen DATE: 07-23-07
Jaob Ma. 1v  Mame Job #1 Status
Description Job #1 clean car
Customer |1 W Customer MName
Contact
Quote Order Due Close
Description Estimate Actual Last Update
Labor Cost s00
Material Cost 1,600 30 07-23-07
Contractor Cost 140
Other Cost
TOTAL Cost 2,240 30 * ® %
TOTAL Billable * ® x * ® %
Amount Billed ® ® %

Fnter Estimated Other costs
F1l Fz F3 F4 FS F& F7
Save Helw Jobs Add Orv | Prev Wextl Frst Last Del

F& F9 Fi0 F11 F12 ~F3 ~F4 ~F3 ~Fh

Below is a cescription of each field.

Job Number

This is a required field. This job number will be used throughout the system to identify this job.

Job Title

Enter a job title that will identify the nature of the job in such a way that you'll be easily able to identify it later.

Description

This is room for additional comments to amplify the title. This entry is optional.

Description

This is room for additional comments to amplify the title. This entry is optional.

Customer Number

This is the number of the customer for whom the job is being done. This is a required entry.

Contact

This is the person at the custorsdocation to whom information or questions about the job should be directed.

Quote Date
This is the date on which the quote for this job waergi Thisfield is optional.

Order Date

This is the date on which the order for the job was veddrom the customerThis field is also optional.
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Due Date

This is the date on which the job is to be completed. This is an optional field.

Close Date

This is the date the job was completed. This entry is optional at initia| batryill have © be sipplied at some point in
order for the job status to be changed. Job Close posting looks for this date before changing the job status to "C"; and Job
Purge needs a job status of "C" to delete the entry.

Estimated Labor Cost

Enter Estimated Labor costs for the completion of this job.

Estimated Material Cost

Enter Estimated Material costs for the components needed to do this job.

Estimated Contractor Cost

Enter Estimated Contractor costs for the completion of this job.

Estimated Other Costs

Enter Estimated Other costs for the completion of this job.

Total Billable

Enter Total amount client will be billed for this job, if the estimate wagrgior a flat fee basis. This field is optional and
documentary.

The job entry screen has a popup screen for viewing material and labor transactiongetioatureed for the job These
transactions are created as a result of posting material and labor batches (posting will be discussed later in thiBhehapter).
popup is accessed by pressingdBS function key.

thiobl
ACCOUNTFLEX CHANGE MODE Job Humber Entry Screen DATE: 07-23-07
Job Mo, 19 Name Tob #1 Status
Description Job #1 clean car
Jobno 1
T Source Refno Ttem Date Quantity Unit Cast
1 07.-23-07 1 1.00
2 07,2307 10 20.00
3 07,2307 3 9.00 (—

I O O === =}

Izl s
PP

F1l F2 F3 F4 FS Fe& F7 F& F9 Fi0 Fl11 F1Zz ~F3 ~F4 ~F5 ~F&
Savel Held QOry | Prev Hext Frstl Lastl
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5.31 PrintJobs

This menu option (31) is for printing your job entries. Upon selecting this option the following screen will appear.

Job No. Range W to

tbiobr
ACCOUWNTFLEX Frint Job Table DATE: 07-23-07
Report Destination (S=Screen, Pn=Printer, Dn=Disk, A=iux)
Report Copies 1 (1 - 10}
Report Title Page (Y=Yes, N=No)
Report Detail (Y=Yes, N=No)

u

Job Status E (&=All, C=Closed only, O0=0Open only)

Feport Destinations: (Diisk, (Eimail, (Flax, (Plrint, (Slcreen, [(Alux.

F1 F2 F3 F4 F& F& F7
Run Helﬂ

F& Fg Fi0 F11 F12 ~F3 ~F4 ~F5 ~F&

Kill

This screen has a number of entry fields which you will need to fill in with appropaiatesyWhen you are sure all your
entries are correct press tREIN function key o run the Material report.

Below is a cescription of each field.

The first 3 fields are standard on the Report Selection screen, and are described in Chapter 2, General Operational
Procedures.
Job No. Range

Enter the range of job numbers you woulclik pint. If you do not enter a job number range the computer will

print all jobs.

When you are satisfied with your entries, pressR#\ function lkey o generate the report. The next page shows an
example of this report.
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07/23/07
9:35pm

Widget Company
Jobcost Job Table

tbjobr

Page

Jobno Description

Status

Material

Labor

Contract

Other Total

Cos

t

Billed

Profit

1 Job #1
3 Job #3
4 Job #4
10 Job #10
11 Job #11
20 Job #20
21 Job #21

[eNeNeNe]

30

30

w

O O OO0 oo
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5.32 EnterAccounts

This menu option (32) is for entering Accounts. This option is described in the Setup Chapter.
5.33 Print Accounts

This menu option (33) is for printing Accounts. This option is described in the Setup Chapter.
5.34 EnterDivisions

This menu option (34) is for enteringui¥ions. Thisoption is described in the Setup Chapter.
5.35 Print Divisions

This menu option (35) is for printing Wsions. Thisoption is described in the Setup Chapter.
5.36 Enterlnventory

This menu option (36) is for enteringzemtory. This option is described in the Setup Chapter.
5.37 PrintInventory

This menu option (37) is for printingventory. This option is described in the Setup Chapter.
5.38 EnterEmployee

This menu option (38) is for printing Empiees. Thioption is described in the Setup Chapter.
5.39 Print Employee

This menu option (39) is for printing Empiees. Thioption is described in the Setup Chapter.
5.40 EnterEarning

This menu option (40) is for printing Earnings. This option is described in the Setup Chapter.
5.41 Print Earnings

This menu option (41) is for printing Earnings. This option is described in the Setup Chapter.
5.42 EnterControl

This menu option (42) is for entering control information. This option is described in the Setup Chapter.
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5.43 Pumge

This menu option (43) is for purging closed jobs. Upon selecting this option the following screen will appear.

Below is a description of each field.

Last Purge Date

This is a non-enterable field that displays the last date used to purge.

New Purge Date
Enter the Ne Purge Date. All Job Costs closed prior to this date will be purged.

As the Puging takes place, the screen fields will display Processing Statistics. When the Purging has been completed you
will see the following message:

Purging has been Successfully Completed

Press th&SCAPE key to return to the Job Cost menu.
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