Training Document - Job Costing Set Up
and Entry

Accredo.

taking care of business

In this lesson you will learn about using the Accredo system.
After completing this lesson you will be able to:

e C(Createajob
e Enter Actuals via Job Costing

Prepared by Zeal Systems Ltd ©2012 Last updated 28 June 2017



Contents

o] o I @0 1 a1 V- PRSPPI 3
Module Relationship & Transaction FIOWS .......ccuuieiiiiiiiiiiiiiiee et 3

(O =T 1T aY = TN o] T PRSP RRRTRRR 4

(D L=T Yol o) dTo T I IF-1 o J PR PPUPP 6
INFOrMAtIoON Tab ..ttt ettt e e s an e sneee e 6
AAAress Tab ...ttt ettt et s e e e e s ne e sanee 6
ESTIMATE Tab .. ittt et ae e sneee e 7
Entering ActUals fOr the JOD ... i 9
Entering Actuals Via JOD COSTING ...uvvviiiiiieiiiiiie et e e raae e e s sare e e e 9
Entering Actuals via Accounts Payable ...........uuriiieeiiii e 12
(670 0 ) = o PP 13
2

Prepared by Zeal Systems Ltd ©2012

Last updated 28 June 2017



Job Costing

Module Relationship & Transaction Flows

Module Relationship

Purchase Accounts
Ordering Payable
,-. D
Inventory JOB
Control COSTING
¥

Invoicing Accounts
Receivable

Payroll {

hid
General
Ledger
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Transaction Flow

Estimate/Quotes Actual Costs

Invoice Customer

Templates /

<stimates . JOB Job Invoicing

Purch Order
Shipment

AR Module

REPORTING
*Job Sheets *Transaction reports
*Job Estimates *WIP and job detail reports
*Quotations *Analysis reports
*Actual vs estimate vs actual income

*Detailed job analysis
*Period analysis
*Specific and/or consolidated grouping

Creating a Job

A Job can be created from the Job Costing Module under the Maintenance Tab.

To Create a Job: Maintain_Job Costing_Jobs
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™) File Edit view Shortcut Script Window Help

FoB@El D BEORNEOE 28 & 0B8R P

Mavigator « Selectjuh 1|:u:|1 L

Maintain |TESkS I REFIIDI"E | SEtup | Ktracta| iﬂb | D;Ecriptignl lnfgrmatiﬂ.nl Eddr
g ;ﬂ.CCC:HtS Eeciwe:ble Job Code |'Il]]'|
nventory Contro

=] Invciciné System Job Mame |4 Drawer Dresser - 5462
& Order Entry Customer Code |ASHEI‘~.IG |
B Accounts Payable Contact |' Donna
B Purchase Orders
B Cash Book Job Type |Nnrmal |
B Fixed Assets Order No | |
B General Ledger = | Sales Person |NT |
:b Costing _ Price Code NZTRADE |
i lohs )

EE Job Liet Discount Code

ES Job Groups Date Entered | 21/09/2013

¢ Transaction Batch List Date Required | 4.!'111:"21]13|

E Cost Centres Date Completed | 30/09/2013

To create a new Job click on the Insert Button (F4). This will open a new job with blank fields

¥ | » Selectlob | |~ e |v |
]_ lob | Description | Information | ﬁddrﬁsl B_timatel DgcumenEl Links | Memusl Ealancal Graph I T
Job Code | |
lob Mame |
Customer Code | | |
Contact |  Email Contact [ ]
|E| lob Type |Norma| | Related Job Code |
Order Mo | | Comment |
Sales Person 10000 | Currency Code  |NZD |
..... Price Code INZWSALE | Date Valued | |
Discount Code Ijl Rate Type |SELL |
Date Entered | 30/09/2013| ExchangeRate | 1.0000
Date Required | | lob Group Code |'I}DD|] |
Date Completed | | lob Category | |
lob Status |Acti1.re | | Category 2 | |
% Complete I:I Branch |HG
Mon WIP ] Departrment |SAL
Inactive ] Default Location |AKL
[T
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e Enter aJob Code (based on how jobs are coded for your company)

e Enter aJob Name

e Enter a Customer code

e Inthe Job Type field you are given three options. Normal, Standard and Quote. You would
predominately use Normal which is for a general job.

e Standard is used when you have a job template which you have created and want to work
from.

e The Job Group Code will be as defined

e The Order number will come from the Customer

e Salesperson will be as defined

e The Price Code and Discount code data will be as defined from by the Customer setup

e Date Entered will automatically default to the system date

e Date required will be entered by you

e Date Completed should be left blank until the job is completed and then should be
entered.

e Job Status will default to Active

e Category 1 and 2 will be as defined

e Non WIP will generally be used for internal jobs or if there is no Work In Progress

e |[f thisis a sub job enter the related job code (see notes on setting up Master and sub jobs)

You should have now filled in all of the necessary fields in the Job Tab and are ready to click the
Description Tab at the top of the page.

Description Tab

The Job Description area is where useful notes about the work done or to be done can be written.
This will be able to be printed on the Job sheet or Invoice.

¥ | Select Job ]S

lob Description | |nformation | Address| Estimate| Documents| Links | Memos| Balances Graph | Transactions

Narrative | * ||ah
»
v
=

0| B @p T |0

Information Tab
The Information tab is used for internal use. Use the Information tab for details you don't want
shown on Quotes and Invoices.

Address Tab
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The Address Tab will default to the Default Delivery Address for the Customer but can be updated
with a new delivery address for the job

Estimate Tab

The Estimate tab is where products to be used for the job are loaded. This will be useful for when
the job sheet is printed so that staff know what products are being used for the job and the
budget to work from. This will also be useful when reporting actuals versus the estimate.

There are some handy features under the estimate tab.

# | Select Job 10T @
Job | Description| Information | Address Estimate Dg
«  Minimise Toolbar Esc  (duct
[E, Zoom Ctrl+F12
=t Insert F4
[5 |5+ Move record up Shift+Up
I = Move record down Shift+Down
% |=. Delete F3
% = Print report Ctrl+P
¥ 21 Sort list Ctrl+F2
[l Customise Fields Alt+F5
{:: Prompt for Delete Line Off  Shift+F3
5= Copy Estimates From Alt+C
E‘.{, Expand Parts Alt+P
EL Delete nil lines Alt+D
[ Import from file Ctrl+|
|5 Exporttofile Ctrl+E

Firstly there are three ways in which products can be entered into the estimate. Either manually,
copied from another job or imported from a file

By clicking the Insert button or F4 you are able to add new lines in your estimate.

Job | Description| Information | Address| Estimate| p

w Type Cost Centre Component  Product

Time
Marrative

i Disbursement

W
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o

The first entry you need to make on the left hand side is the type. There are four types which you
can select as seen below.

The first type which will probably be used the most is Material. This is for Products used in the job.
The Second is Time which is generally used for Labour entry. The third is Narrative which can be
used to write any necessary notes on the job which you want to show up on the job sheet or
invoice when printed. The fourth is Disbursement which you will rarely if ever use

Cost Centre will be as defined

Enter the Products to be used in the job

Enter the quantity for each product

The description and other fields should automatically enter

The estimate should now be created. Accredo also allows an estimate to be copied from a
previous job or from a template.

lob Type |Norm al |

Source Job Code | |

Cuantity | 1|
0K | X Cancel |

TIN5

Or an estimate can be imported from file and exported out

A
2l
E}L T | <« AccredoSatur., » DATADDT v O Search DATAQD 0
@ Organize - Mew folder == w m 7]
EE
9¢ Favorites o Name Date modified Type
a B Deskto Mo items rmatch your search,
& Downl
E "E--L_l Recent

% DORDP
) w

T

File name: v| |Ta‘tfi|$ "™ csw)

| Open
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This should cover everything you will need to know under the estimates tab.

A Job should now be created and you are ready to move onto entering the actual products and
costs for the job.

Entering Actuals for the Job

There are two ways in which the actuals can be entered for the job. The actuals can be entered via
Job Costing or Accounts Payable.

Entering Actuals via Job Costing
Tasks_JobCosting

Maintain = Tasks | Reports | Setup | Xtracta
B Accounts Receivable

B Inventory Control

Enter Transactions

=E Enter Transaction Batch
Enter Timesheet Batch

=E Enter Disbursement Batch
Enter Memos

& Reprice Estimates

% Reprice Batches

ﬁ lob Invaicing

% Transfer to General Ledger

% End of Pericd Update

There are four areas in Job Costing where actuals can be entered for a job. As can be seen in the
menu above the four areas are:

- Enter Transactions

- Enter Transaction Batch

- Enter Timesheet Batch

- Enter Disbursement Batch

Enter Transactions
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Tasks_Job Costing_Enter Transactions
Enter Transactions is used for a singular actuals entry to a job and for this reason is rarely used.

Enter Transaction Batch and Timesheet Batch

Tasks_Job Costing_Enter Transaction Batch or Tasks_Job Costing_Enter Timesheet Batch

These two areas are exactly the same. They are both included due to legacy code on older
systems. They both have the same functionality.

To enter a Transaction or Timesheet Batch:

Click on Transaction or Timesheet Batch

Click Time or Batch Depending on what you are entering

Maintain | Tasks Reports | Setup | Xtracta Batch | Links | M

ivable Batch

Lory ontra Standing

Order Entry Type
£ lob Code

Reference

Control Total

[ [0 7 7 0 D D C

Enter Transaction Batch
=E Enter Timesheet Batch
_— Enter Dishursement Batch

== -

Enter a Description for the Job in the Details line
Batch | Links | Memos

Details

Enter a Type

Batch | Links | Memos

Details

Date 30/09/2013) Prod
Type :

lob Code Time Cost

PR aterial

Disbursement
Contral Total | Marrative Com

™| @?
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If you have entered batch previously type will default to Material and if you have entered

Timesheet type will default to Time. Narrative can be used for any descriptions you want to show

up on the Job Sheet or Invoice

Note:

Note:

. Job Cod - |88 |

Enter the Job Code using the drop down arrow on -otE g1a
Product Location  Bra.. |

Enter a product code from the drop down arrow | Ml A

Cost Centre will be as defined
Component will be as defined

If you now move down to the Insert button (F4) on the left hand side of the screen you
will see that by pressing this button it will add fields with the data you have inputted above
already entered. This is a feature that will save valuable time when adding a number of
products to one job or entering the same product for a number of jobs.

If you now enter through the fields until you reach the sales group

Component will be as defined

o Save

Either save

% Post

to edit or post at a later date or post immediately

You can also include narrative lines between the product fields if you wish to include
descriptions. If you wish to do this click the insert button as above and change the type in
the field to narrative.

Type Date Job Code
J009r2004 10049

In the case of the estimate being equal to the actual the estimate can be imported into the
transaction batch. To do this:

o Click the Advanced Option button
o Select Import from Estimate
o Using the Down Arrow select the correct job code to import from

X

Job Code ]

[ ¥ 0K ] [ > Cancel ]
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Entering Actuals via Accounts Payable

Entering a Transaction using the Shipping module in Accounts Payable will allow products ordered
to be directly credited to the job rather than being entered into inventory.

Tasks_Accounts Payable_Enter Shipments

For more information on how this is achieved please see the Purchase Orders and Shipments

training notes
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Contact

For further information or for assistance with Accredo please do get in touch with us.

Offices

New Zealand (+64)

TAUraNGA..cceviiieiiiiieeieeeeeeeeeeeeeeeeeeeeeeeeeeeee 07 544 4488

Wellington.......cccce e, 04 282 1534

Email..cooniiiiiiiene Helpdesk@ZealSystems.co.nz

Australia (+61)

Melbourne......ccooveeeinenecercreceee e 03 9016 3410
SYANEY ..ttt s 02 9098 0996
Brisbane......ccooovveininececece e 07 3088 4989
Email..ccoociiiiiiee Helpdesk@ZealSystems.com.au
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