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1. Locate and double-click
“Project Management”
from folder panel
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2. Locate and single-click
“Programs” from the folder
panel
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3. Locate and double-click “PM Contracts” from the item list



4. Locate and single-click “Grid”

from the upper tabs

File  Edit Records Wiew  Options  Tools  Windows — Helf
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Contract: |UNM H5C-3rd Fl-Internal Medicine

arid IInFU

Ed

|: Items | JB Info | JB Bill Motes Motes | Forecas
Contrack Description
1223.003 Cn-iZall Primary Pump House 2 Scum Yalve
1223.004 On-Call MDC Tower Fall Prok Sys Repair
1223.005 On-Call 512 Leak @ South Filtker
1223.006 Cn-Call 522 8" Drain Line For Dewatering
1723.007 On-Zall 51T Leak Repair
1223.008 On-Call Clarifier 6 Gate Repair
1223.009 On-Call Dewater
1301, Grants H3 Performing Arks Center
1302, Railyard Blacksmith Shop
1303, Buckman Phokowalaic
1304, MM3EWT-Mew Education Bldg
1305, Laguna Rainbow Yillage
1307, Concho Wesk-artesia Office & Hanger Inmprovements
1308, apringer Building Mixed Use
1309, BEQ Upkown Projects
1310, El Capitan Elermentaty - Roswel
1311, Capitan High 3chool
1312, Estancia Middle Schaool -Renoviadd
1313, SFCC Photovoltaic
1314, Dillion Hall Phase 2
1315, BCES 4411 The 25 Way
1316, Akalava Elementary Sanka Fe
1317, Isleta Assisted Living & Elderly Care
1318, Albug Convention Center Remodel
1319, JWLA - Renovation & Addition
1320, FCCH - Belen Remodel
1321, Manzanao Day Schoal-La Glorieta
132z, MMIMT Geology Building
1323, Chaves Cty Detention Ctr Renofaddn
1325, Belen Eagles MNatatorium
33113, Teacherages - Ltilities
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Owner/BSC

contract input

5. Scroll down to look for your job by
number under the “Contract” column.
Single-click your specific project
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Cankrack: |Dillinn Hall Phase 2
Grid | Info [ Items | 38 Info | JB Bil Mokes Motes | Forecast
Contrack Description
1223.003 On-Call Primary Pump House 2 Scum Yalve
1223004 on-Call MDC Tower Fall Prak Sys Repair
1223.005 On-Call 532 Leak, @ South Filker
1223.006 on-Call S3C 8" Drain Line For Dewakering
1223.007 on-Call 51T Leak, Repair
1223.003 on-Call Clarifier 6 Gate Repair
1223.009 on-Call Dewater
1301. @rants H3 Performing Arts Cenker
130z, Railvard Blacksmith Shop
1303, Buckrman Photowvoltsic
1304, MWMSEYI-New Education Bldg
1308, Laguna Fainbow village
1307. Concho West-Artesia Office & Hanger Inprovements
1308, Springer Building Mixed Use
1309, AEC Uptown Projects
1310. El Capitan Elementary - Foswell
1311, Capitan High School
1312, Estancia Middle School -Renov)/add
1313 SECC Phokoryoltaic
P | 1314, Dilion Hall Phase 2 |
1ala, blBS 3411 The £2 wWay
1316, Atalaya Elementary Santa Fe
1317, Isleta Assisted Living & Elderly Care
1318, albug Convention Center Remodel
1319, LA - Renovation & Addition
1320, FCCH - Belen Remodel
1321, fanzano Day School-La Glarieta
1322, MWMIMT Geology Building
1323, Chawes Cby Detention Ctr Reno/Addn
1325, Belen Eagles Matatorium
33113, Teacherages - Utilities
Ed
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6. Locate and single-click “Info” from
the upper tabs

File  Edit Records  Wew  Options  Tools  Windows  Help
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Conkracts |Di||i0n Hall Phase 2
Grid  f Info [T ttems | 18 Info | 36 Bill Nokes Mates | Forecas
Conkrack Descripbion
1223.003 On-Call Primary Pump House 2 Scum Yalve
1223.004 On-Call MDC Tawer Fall Prok Sws Repair
1223005 On-Call 512 Leak @ South Filker
1223.006 on-iZall 51C & Drain Line For Dewatering
1223.007 on-izall 517 Leak Repair
1223.005 on-iZall Clarifier & Gate Repair
1223009 On-Call Dewater
1301, Garanks H3 Performing Arks Center
130z, R.ailyard Blacksmith Shop
1303, Buckman Photovaltaic
1304, MM3BYI-Mew Education Bldg
1305, Laguna Rainbow village
1307, Concho West-Artesia Office & Hanger Improvements
1308, Springer Building Mixed Use
1309, ABCQ Upkown Projects
1310, El Capitan Elementary - Roswell
1311, Capitan High School
1312, Estancia Middle School -Renawadd
1313, SFCC Phatovolbaic
p | 1314, Dillion Hall Phase 2
1315, BCES 4411 The 25 Whay
1316, Akalaya Elementary Sanka Fe
1317, Isleta Assisted Living & Elderly Care
1315, Albug Convention Center Rernodel
1319, JIWLA - Renovation & Addition
1320, FCCH - Belen Remodel
1321, Manzanao Day School-La Glorieta
1322, MMIMT Gealogy Building
1323, Chaves Cky Detention Ctr Renofaddn
1325, Belen Eagles Matatarium
33113, Teacherages - Ukilities
Ea
]




Owner/BSC

contract input

7. On the upper icon bar, right-click the paper-clip icon, then single-click “attachments”, then single-click “add
attachment”. Upload the owner/BSC contract from your computer and then single-click “ok”. Once this is
complete, input known project information into the open blank cells (red colored cells are required). When you

are finished filling out required and known cells in this tab, locate and single-click “Items” from the upper tabs.
File — Edit Records Wiew  Options  Toaols  Windows  Help

ZomBHXo2E]> 20000

Cortrack: 1314 |Di||i-:un Hall Phase 2 | Tatal Orig. Contract: | 5153010??.50|

4

Total Curr. Contract: | 5,?98,366.26|

Grid | Info |: Ttems|| JB Info || JB Bill Mokes Mokes | Forecast

Descripkion; Dillion Hall Phase 2 Skatus

Department: 200 |Cu:ummeru:ia| Depk | Conkract Status:

Cuskamer: 1041 Conkrack Stark Month: 0513 {3}

Mew Mexico School for the Deaf Monkh Closed: {3}
Pay Terms: a0 |Net 20k | Projected Completion Date: Bi16/14
Dflk Retainage s 0.00%: Bill Cranes 25th Actual Close Dake; gt

(] in Conkrack

S ays in Conkrac

Tax Code: 01-123 |Santa Fe Criginal: 309 Current; 32z
[ ]Interface Taxes

: Standard Ikem Codes
Defaulk Eill Type
(¥) Progress (O TaM (") Bath () Mone Std Region: ] Use Metric LI

Seb Wi Maximumm Retention
(#)Mone () Percent of Contract () Maximum Amount

% af Cantrack: Retainage Armounk:

Max Ak by % | | Incl Chg Orders in Max Ret <

Adjust Maximunm Eill:
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Owner/BSC
contract input

8. However many pay application types are required by your owner, you can input them here. In this example, this owner required two
separate pay applications. To create a first and/or a new item, select the open row indicated by the “*” symbol under column “Item”. If it
is your first item, type “1.00” into the empty cell, tab over to the right one column and type in an item description. In this example, the
next item would be “3.00” since items “1.00” and “2.00” have already been input. Note: For advanced users, a complete schedule of
values for the project can be input here item by item.

File  Edit Records  Wiew  Options  Tools  Windows — Help

Mates | Farecast

| Ttermn Item Desc |1 |Descripkion | Bill Description |TaxCode  |TaxCodeDesc (UM | Orig Uits| Unit Price | Orig Amourk| Start Manth | Retainags % |
I 0o Dillion Hall Phase 2 Cillion Hall Phase 2 Dillion Hall Phase 2 01-123 Santa Fe Ls 0.000 0.00000 5,357,445.00 06(13 0.00 %
> Dilion Hall - Health Ser ||| |Cilion Hall - Health Services Dillion Hall - Health Services 01-123 Santa Fe LS 0,000 0,00000 272,632.50 0613 0,00 %
|

9. Scroll over to the right to locate the “Orig Amount” column. In each item’s respective cell, input each line item’s amount. Note: If you
are doing this for the first time and you only have one pay application type required, this amount would be the total contract amount.

When complete, single-click the “save” icon and close the window. Now interface this item by going to “PM Interface”.
File  Edit Records  Wiew  Options  Tools  Windows — Help

Maotes | Forecast

| Ttem Itern Desc ||| |Descripkion | Bill Description | Tax Code | Tax Code Desc o | Cirig Units| Unit Price Civig Amounk | Skart Month| Retainage %l
! 1.00 Dillion Hall Phase 2 Dillion Hall Phase 2 Dillion Hall Phase 2 01-123 Santa Fe LS 0,000 0,00000 5,357,445.00 0613 0,00 %
u 2.00 Dilion Hall - Health Ser Dillion Hall - Health Services Dillion Hall - Health Services 01-123 Santa Fe LS 0.000 0,00000 272,632,50 06/13 0,00 %

|

End of Section



1. Locate and double-click
“Project Management”
from folder panel
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2. Locate and single-click
“Programs” from the folder
panel
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3. Scroll down, locate, and double-click “PM Project Phases”
from the item list. This will open up a new window.
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4. Single-click the “Grid” tab. Note that some General
Condition items are already input as a default for new
projects. These items can be deleted if undesired or unused.
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Project:

Fhase:

|La Wida Llena Rio Rancho

|Project Manager

Info Cost Types Mokes | Roles

Phase Phase Desc Description

B 01,1000, Project Manager Project Manager
01,1012, Project Engineer Project Engineer
01,1024, Project Technician Project Technician
01,1116, Blue Prints & Specif || |Elue Prints & Specifications
01,1156, Building Permit Building Permit
01,1196, Project Reports Project Reports
01,1200, Construckion Photo ||| Construction Photos)videos
01,1204, Testing Testing
01,1238, Trucking & Hauling ||| Trucking & Hauling
01,1240, Safety Program Safety Program
01,1252, Temp Electrical Ser || |Temp Electrical Service
01,1260, Temp Lighting Temp Lighting
01,1266, Temp Water (Const ||| Temp Water {Construction)
01,1272, Temp Fire Pratectio || | Terp Fire Protection Extinguishers
01,1292, Cellular Phones Cellulat Phones
01,1312, Temp Fences - Con ||| Temp Fences - Construckion
01,1328, Durnpsters & Haul Dumpsters & Haul aff
01,1336, Clean Up Labor/Go- || |Clean Up LaborfiGo-Fer
01,1404, Final Cleaning Subc || |Final Cleaning Subcontractor
01,1412, Project ID Signs Project ID Signs
01,1416, Field Office Rental | ||Field Office Rental & Set Up
01,1420, Field Starage Traile | |Field Storage Trailer(s)
01,1425, Office Supplies Office Supplies
01,1432, Office Equipment, Office Equiprnent
01,1436, Computer Equipre ||| Cormputer Equiprient
01,1443, Temp HYACHeat Temp HyYAaCHeat
01,1452, Weather Conditions ||| Weather Conditions
01,1468, Project Record Doc || |Project Record Documents & As Builts
01,1476, Wiarranties £

Original Budget

Input
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5. Begin inputting each desired phase that you will assign
budgets to. Do this by clicking the cell right next to the

un

. Once you have clicked that cell, hit function

keyboard button “F4”. This will bring up a small window.
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Project: |La vida Llena Rio Rancho |
Fhase: |Prn]’ect Manager
Grid | Info || Cost Types Motes | Roles
Fhase Fhase Desc Description
01,1266, Temp Water {(Const ||| Temp Water {Construction)
01,1272, Temp Fire Protectio ||| Temp Fire Protection Extinguishers
01,129z, Cellular Phones Cellular Phones
01,1312, Temp Fences - Con ||| Temp Fences - Construckion
01,1328, Durnpsters & Haul Durmnpsters & Haul off
01,1336, Clean Up LaborfGo- || |Clean Up LaborfGo-Fer
01,1404, Final Cleaning Subc || |Final Cleaning Subcontractor
01,1412, Project [D Signs Project ID Signs
01,1416, Field Office Rental || |Field CFffice Rental & Set Up
01,1420, Field Storage Traile || |Field Storage Trailer(s)
01,1428, Office Supplies Office Supplies
01,1432, Office Equipment Office Equipment
01,1436, Computer Equiprme || |Computer Equiprnent
01,1448, Temp HYACHeat Temp HYACHeat
01,1452, Weather Conditions ||| 'Weather Conditions
01,1468, Project Record Doc || |Project Record Documents & As Builks
01,1476, \Warranties \Warranties
01,1480, Small Tools & Repa || |Small Tools & Repairs
01,1482, Reproductions/Print | | |ReproductionsPrinting
01,1484, Fed-¥ & Postage Co| | |Fed-¥ & Postage Costs
01,1494, AGC Dues AGC Dues
01,1496, Payment & Perform || |Payment & Performance Bonds
01,1504, Buillders Risk Insur ||| Buillders Risk Insurance
60,1000, Project Manager - P | |Project Manager - Precon
60,1003, Assiskant Praject M || |Assistant Project Manager - Precan
&0, 1040, Senior Eskimatar - Senior Eskimatar - Precan
SO 1044 Estimatar - Precon Estirnatar - Precon
L
<
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6. Make sure option button “Phase 7. Locate and single-click your 8. Then click “OK”. This will
Master is selected”. These are all desired phase you want to add to close this small window (or you
of the available codes that BSC apply a budget amount to. can double-click the item).

uses. Note that items beginning
with “60.XXXX.” should not be
be used except for precon
contract types.
Make sure if you are entering
General Condition items, that they
begin with “00.XXXX” unless told

otherwise.
- = % Phase Master Lookup = Phase Master Lookup
Select One: Select One: Select One:
(%) Phase Master (%) Phase Master
() Project Phases () Project Phases (") Project Phases
Phase | Description - Phase | Description -~ Phase | Description P
00,1000, |Project Manager - GC 03,2000, | Concreke Reinforcing 03,2000, | Concreke Reinforcng
00.1004. |Project Execubive - GC 23,2300, Skressing Tendon 03,2300, |Stressing Tendons
00.1008. Asst. Project Manager - GC 03,3000, Cast In Place Concrete - Full Package | 03,3000, Cast In Place Concrete - Full Package
00. 1012, [Project Engineer - GC 03.3001. | Cast-In-Place Concrete - Building 03.3001. | Cast-In-Place Cancrete - Building
00,1024, | Profect Technician - SC 03.3002. | Cast-In-Place Concrete - Site Package Only [ 03,3002, | Cast-In-Place Concrete - Site Package Only L
00. 1040, |Senior Estimator - GC D3.3005. | Concrete Encasemert of Pipe 03.3005. | Concrete Encasement of Pipe
O, TR Estimati = GC. 03,3100, | Concrete Callars [ Cleanouts, etc. 03.5100. |Concrete Collars | Cleanauts, etc.
00. 1046, BIM_ Coordmapon -Gt 03,3125, |Building Concrete Layout 03,3125, Building Concrete Layout
o R s
00.1056. | Assistant Superintendent 1 - GC 08,539 | Foltir=3) Comareliz 03.3543, |Polshed Conerete
00,1060, | Assistant Supefinkendent 1 Per Diem - GC 03,3600, |Post Tensioned Concrete 03,3300, |Post Tensianed Concrete
00.1064. | Assistant Superintendent 2 - GC UG SUULL. SiisEast Ut Congche 03.4100. [Precast Structural Concrete
00,1066, | Assistant Superintednent 2 Per Diem - GC 03.4500. |Precast Architectural Concrtete 03.4500. [Precast Architectural Concrtsts
001116 |Plans & Spedifications - GC 03.4800, |Precast Concrete Specialties 034800, | Precast Concrete Specialties
00,1152, LEED - GC 03,4813, |Precast Concrete Bollards 03,4813, |Precast Concrete Bollards
001156, Permits - GC 03.4816. |Precast Concrete Splash Blocks 03,4816, Precast Concrebe Splash Blacks
00,1232, |Registered Survey - G 03.4519. |Precast Concrete Stair Treads 03,4813, |Precast Concrete Stair Treads
00,1236, Trucking and Hauling - GC = 03.5216. | Lightweight Insulating Concrete 03.5216. |Lightweight I”§U|5t'“g oncrete
<] T | 2] 03.5300. | Concrete Topping [v 03.5300. | Cancrete Tapping [V
< | i EY <] i | (2]
—
Ok l [ Cancel l ok Cancel
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9. Your new phase item you created will be at the bottom-most grid item. Scroll to the right until you see column “Contract Item”. Hit function
keyboard key “F4” and this will bring up the contract items you set up in the first section “Owner/BSC Contract Input”. Assign this phase code to
the desired contract item. This will typically be contract item “1.00”. Continue adding phase items as outlined by steps 4 through 9 in this
section. Once you are done adding these phase items single-click the “save” icon.

File  Edit Records Wiew  Options Tools  ‘Windows  Help
B bl I ES- P 0O
Project: 1212, |La Wida Llena Rio Rancho | Project Total:
Phase; |Cast In Place Concrete - Full Package | Phase Total:
tatid Info || Cost Types Motes | Roles
Phase Phase Desc Description Conkrack Conkrack Desc Conktract Ikem
01.1272, Temp Fire Protectio ||| Temp Fire Prokection Extinguishers 1212, La ¥ida Llena Rio R 1.00
01,1292, Cellular Phones Cellular Phones 1212, La ¥ida Llena Rio R 1.00
01.131z2, Temp Fences - Con ||| Temp Fences - Construckion 1212, La Wida Llena Rio R 1.00
01,1328, Durmpsters & Haul Durnpsters & Haul off 1212, La ¥ida Llena Rio R 1.00
01.1336, Clean Up Labar/Go- ||| Clean Up LaborfGo-Fer 1212, La Wida Llena Rio R 1.00
01.1404, Final Cleaning Subc || |Final Cleaning Subconkrackor 1212, La ¥ida Llena Rio R 1.00
01,1412, Project I Signs Project ID Signs 1212, La ¥ida Llena Rio R 1.00
01.1416, Field Office Rental Field Office Pental & Set Up 1212, La Wida Llena Rio R 1.00
01,1420, Field Storage Traile || |Field Storage Trailer(s) 1212, La ¥ida Llena Rio R 1.00
01.1425, COffice Supplies Office Supplies 1212, La Wida Llena Rio R 1.00
01.1432, Office Equipment Office Equipment 1212, La ¥ida Llena Rio R 1.00
01,1436, Computer Equipme || |Computer Equipment 1212, La ¥ida Llena Rio R 1.00
01.1445, Temp HYACHeat Temp Hy A Heat 1212, La Wida Llena Rio R 1.00
01,1452, Weather Conditions ||| Weather Conditions 1212, La Wida Llena Rio R 1.00
01.1465, Project Record Doc ||| Project Record Documents & As Builks 1212, La Wida Llena Rio R 1.00
01,1478, Wharrankies Warranties 121z, La Wida Llena Rio R 1.00
01,1480, Small Tools & Repa || |Small Tools & Repairs 1212, La ¥ida Llena Rio R 1.00
01.1482. Reproductions/Print | | ReproductionsPrinting 1212, La Wida Llena Rio R 1.00
01,1484, Fed-¥ & Postage Col| |Fed-¥ & Postage Costs 1212, La ¥ida Llena Rio R 1.00
01,1494, AiGC Dues AGC Dues 1212, La ¥ida Llena Rio R 1.00
01.1496, Payment & Perform || |Payment & Performance Bonds 1212, La ¥ida Llena Rio R 1.00
01,1504, Buillders Risk Insur ||| Buillders Risk Insurance 1212, La ¥ida Llena Rio R 1.00
£0,1000, Froject Manager - P || |Project Manager - Precon 1212, La Wida Llena Rio R 1.00
60,1005, Assistant Project M || |Assiskant Project Manager - Precon 1212, La ¥ida Llena Rio R 1.00
60,1040, Senior Estimatar - Senior Estimator - Precon 1212, La ¥ida Llena Rio R 1.00
60,1044, Estimatar - Precan Eskimatar - Precan 121z, La Wida Llena Rio R 1.00
| 103.5000, Cast In Place Concr ||| Cast In Place Concrete - Full Package 1212, La Wida Llena Rio R :
B
[( ] 111
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10. Once your phase codes have been created within your job and they have been
assigned a contract item, single-click the phase you would like to assign a budget to.
Once that phase is selected, single-click the “Cost Types” tab.

File  Edit Records Wiew  Options  Tools  Windows  Help
i DES- >4 Y W W W
[ < i =) H X 0 & | B > - D00 D
Project: 1212, |La Vida Llena Rio Rancha | Project Taotal;
Fhase; |Cast In Flace Concrete - Full Package | Phase Tatal;

rid Infa ICnst Types I

Mokes | Roles
Phase Phase Desc Descripkion Conkrack Contrack Desc Conkrack Ikem
01,1204, Tesking Testing 1212, La Wida Llena Rio R 1.00
01,1238, Trucking & Hauling ||| Trucking & Hauling 1212, La Vida Llena Rio R 1.00
01,1240, Safety Program Safety Program 1212, La Wida Llena Rio R 1.00
01,1252, Temp Electrical Ser ||| Temp Electrical Service 1212, La ¥ida Llena Rio R 1.00
01,1260, Temp Lighting Temp Lighting 1212, La Wida Llena Rio R 1.00
01,1266, Temp Water (Const ||| Temp Water {Construction) 1212, La ¥ida Llena Rio R 1.00
01,1272, Temp Fire Protectio ||| Temp Fire Protection Extinguishers 1212, La Wida Llena Rio R 1.00
01,1292, Cellular Phones Cellular Phones 1212, La ¥ida Llena Rio R 1.00
01,1312, Temp Fences - Con ||| Temp Fences - Construckion 1212, La ¥ida Llena Rio R 1.00
01.1328. Dumpskers & Haol Dumpsters & Haul aff 1212, La Wida Llena Rio R 1.00
01,1336, Clean Up LaborjGo- ||| Clean Up Labor/Go-Fer 1212, La ¥ida Llena Rio R 1.00
01,1404, Final Cleaning Subc || |Final Cleaning Subcontrackar 1212, La Wida Llena Rio R 1.00
01,1412, Project ID Signs Project ID Signs 1212, La ¥ida Llena Rio R 1.00
01,1416, Field Office Rental ||| Field Office Rental & Set Up 1212, La Vida Llena Rio R 1.00
01.1420. Field Storage Traile || |Field Storage Trailer(s) 1212, La Wida Llena Rio R 1.00
01,1428, Office Supplies Office Supplies 1212, La ¥ida Llena Rio R 1.00
01.143z2. Cffice Equipment OFfice Equipment 1212, La Wida Llena Rio R 1.00
01,1436, Camputer Equipme ||| Computer Equipment 1212, La ¥ida Llena Rio R 1.00
01,1448, Temp HyACiHeat Temp HWACHeak 1212, La Wida Llena Rio R 1.00
01,1452, weather Conditions ||| wWeather Conditions 1212, La ¥ida Llena Rio R 1.00
01,1468, Project Record Doc ||| Project Record Documents & As Builts 1212, La ¥ida Llena Rio R 1.00
01,1476, Warranties Warranties 1212, La Vida Llena Rio R 1.00
01,1480, Small Tools & Repa ||| Small Tools & Repairs 1212, La ¥ida Llena Rio R 1.00
01.143z2. Feproductions/Prink || | Reproductions,Prinking 1212, La Wida Llena Rio R 1.00
01,1454, Fed-x & Postage Co| || Fed-x & Postage Costs 1212, La ¥ida Llena Rio R 1.00
01,1494, AEC Dues AGC Dues 1212, La Vida Llena Rio R 1.00
01,1496, Payment & Perform || | Pavment & Performance Bonds 1212, La Wida Llena Rio R 1.00
01,1504, Builders Risk Insur | ||Buillders Risk Insurance 1212, La Vida Llena Rio R 1.00
B 03,3000, Cast In Place Coner ||[€ ] i




Original Budget
Input

11. From this tab screen you will add cost types and their associated amounts . Single-click the open cell next to the “*”. Hit function key “F4”.
This will bring up the available cost type BSC uses. These are 1-Labor (BSC labor), 2-Burden (BSC burden), 3-Material (Material contracts), 4-
Subcontract, 5-Equipment (InternalRentals), 6-Other (Gas, fuel, miscellaneous expenses), 7-Tax (NMGRT). Note, you will not use “7” typically
unless it is for phase item “98.1000.” which will be the sum NMGRT for your project. Double-click the cost type you wish to assign.

File  Edit Records View Options Tools  ‘Windows — Help

’ o v} D - d -
[ “NERT &S - > - PP e
Praoject: 1212, |La Vida Llena Rio Rancho | Project Total:
Fhase: 03,3000, |Cast In Place Concrete - Full Package | Phase Taotal:
Contrack Item: | 1.00 | [==reral Conditions |
Ttem UM: Ttem Units: 0,000] Item Uinit Price: 0,00000] Item Amount:
Grid | Info | Cost Types Motes | Roles
Cast Tvpe C-T Abbr 1niits | 1rd Hrs fnit Hours| CoskfHour 1nit Cost Amount | Lpdate Interface Date| Notes
3 —
L >
Cosk Type | Description
1 Labor
2 Burden
3 raterial
4 Subcontract |
==
5 Equiprnent
6 Other
7 Tax
Setup (84 l [ Cancel
< ™

Initialize Cost Types ] [ Subcontract Detail ] [ Makerial Detail




Original Budget
Input

12. Scroll to the right to column “Amount” and input your projects budget amount for that phase item’s cost type. In this example | would input
my concrete subcontractor’s contract amount since | designated this as cost item “4-Subcontract”. If | have a budget for miscellaneous BSC
concrete labor, burden, material, equipment, and/or other, | would add those cost types on this same screen and assign budget amounts to

those as well. Repeat steps 10 through 12 of this section to input your whole budget. Note: If you have one subcontractor doing several divisions

( e.g. drywall, framing, stucco), DO NOT split up your budget for that one subcontractor into multiple phase items. Assign their total subcontract

to only one cost type under one phase item. Their subcontract will be linked to this in a later section. Once your whole budget is input and all of
your numbers add up to the estimate’s costs, interface these items under “PM Interface”. Note: If you find out you made mistakes after it is
interfaced, you will have to do a budget revision. It is better just to make sure it is right the first time.

File Edit Records ‘Wiew  Options Tools  Windows — Help

BowRHXOI BSOS > P @
Project: 1212, |La Yida Llena Rio Rancha | Praject Tatal:
Fhase: 03,3000, |Cast In Place Concrete - Full Package | Fhase Tokal:

Contract Ttem: | 1.00 | |General Conditions |

Teem LIM; Ttem Units: 0.000] Item Linit Price: 0.00000] Ttem Amount:

Grid | Info | CostTypes | Hiotes | Rales
Cost Type| C-T abbr Units LM HrsUnit Hours CoskHour Unit Cosk: Wdate | Interface Date| Notes
7 4|5UE 0,000 LS 10,0000 0.00 0.00000 D.DDDDDI 0,00 !-Not Ready to Update
aa
< ] [} >
’ Initialize Cost Types ] ’ Subconkract Detail ] ’ Material Detail ]

End of Section



1. Locate and double-click 2. Locate and single-click 3. Locate and double-click “PM Subcontract Detail” from the
“Project Management” “Programs” from the folder item list
from folder panel panel
File  Folders Wigtd  Options  Links File  Folders Wiew  Options  Link: il i Wy Oy Wde GRS L
Ne WP - Tf Rl i 2~ | ) o RENE ) PRI|E ENER AL AT
C1Stam 0 Stagm)
Menu | INM 1650 | LYL Carter | Dillon Menu | UNM 1650 LYL Carter | Dillon it | UNM 1880 | LyL Catter | Dillon
Compang: 1 - BRADBURY STAMM CONSTRUCTION Company: 1 - BRADEURY STAMM CONSTRUCTIO CEL S | - BF~DEUR Y STAMM CONSTRUCTION INC -
— - = (] P
l__ | Search [ﬂ I | Cash Managernent hl I--.._,I- General Ledger
— _ - — Title
l---..l- BRADBURY STAMM COMNSTRL I---...I- Document Management I_ | Headquarters = PM Tssues
—~— — i | P Meeting Minutes
l----..ll My Tasks I----..I' General Ledger I:.,_.|. Irnports | PM Motes
— m— I | 1ob Eiling [ PM Motes Review
l______|, Accounts Payable I.._,__|. Headguarters ~J [ PM Motes Review Managernent
= . B || 3ob Cost =) PM Other Documents
= .
l | Acrounts Receivable E I:.__.|. Imports _ l £ PM Pending Change Orders
l == Cash Management E I [ 10k Eiling I---.._Il Payroll _, P Phase Cost Type Settings
_----.|' ~d —~— i/ PM Project Budgets
l _ Decument Mansgement I i. 1ob Cost = I----..I- Project Management | _.1 PM Project Firmns
_"---|' - l— n el PM Project Locations
l_ | General Ledger I__. i' pa'&fl’D" -.___ll Programs ":‘uﬂ PR Project Phases
_-:.__. _ = l_ . 5@ PM Projects
[_ | Headquarters = I | Project Management — Reports | PM Punch Lists
_':"'_ - I_ 1 Reports = || £ PM Reguest For Information
l__ | Imports Prograrns ~~dl P —|| PM Request For Quote - 6.6
— b | == - PM Subcontract Change Orders
= - i Subcontract Ledger .
l | Job Biling l-..,_.|. Reports I:'---|' . & PM Subcontract Detal |
= B I [ wiewpoint Administration L Lbcontracts
l___.__|, Job Cost I-..___|. Reports —~d [~ PM Submittal Package
e = | [ | wiark oo | | PM Submittal Register
l--.._I- Payral I J Subcontract Ledger — ) PM Subrittals - 6.5
Project Managememnt M I___ i' ‘u"ieWDDir‘lt Adrninistration M ?J PM Test LDgS
[<_] = [L] = PM Transmittals
‘i] 1l | m ‘(_] i | [il




Subcontracts
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4. This will bring up a new window showing all non-interfaced cost coded budget phase items with designations 3-Material or 4-Subcontractor
that were input during the earlier section “Original Budget Input”. In this screen you assign material contracts and subcontracts to vendors.
Under the column “Vendor” single-click the empty cell next to the subcontract you wish to assign and hit keyboard function key “F4”.

File Edit Records Wiew  Options Tools  Windows  Help
S RHXODED- > 00O C
23 ZNENS P Sar) = >-V 000D
Project: 1212, |La'u'ic|aL|enaRi0Ranch0 | Recard Tvpe: O-Criginal [v] [ Initialize ]
Original Estimate: Uniks: 00000 UM: LS Unit Cosk: 0.00000°  Costs: 0.00
Mon-Interfaced | [nterfaced
vendor Wendor Mame Subcontract Mumber SL Ikem Amount SL Item Twpe | SL Add-On 5L Ikem Desc Add-0n < Units | LM
0.00 1 - Regular Cast In Place Concrete 0.000|LS

Phase
» 03,3000,

“sroundskeeper”, but no results are shown. If you type a

Coskt Type| C-T Abbr | Sequence
4|5LE 1

filter

=

ed results. If you find the vendor you would like to assign to the selected subcontract, single-click the “ok” bt

button.

5. A new window will appear. Within the name column blank cell, type the name of the subcontractor and select the correct company from the

Select One:

(%) AP Wendors - Active or Temp
() Subcontract Yendars By Praject
vendogllame Sorthame Type | Active | Temp |Purchase Address POty POState | POCountry |Payvment Address
| 1346 INTERCON COMPANY LLC INTERCON R Y N FO BOX 1464 |
< J 1il | | >
Ck. Cancel

5a. If you do not find the vendor you would like to assign the selected subcontract to, do the following. In this example | typed in

“*” keyboard symbol before the name, this will search all words within the name. In the

second image below it located “*groundskeeper” under their parent company name “Environmental Earthscapes”.

E%

5

@ AP Vendor

Select One:
@ AP Yendors - Active o Temp
() Subcontract Yendors By Project

Select One:

() AP vendors - Active or Temp
() Subcontract Yendars By Praject

‘endor Name

SortMame

Vendor,
lgroundskeeper roundskeener
3107 ENWIROMENTAL EARTHSCAPES dba THE GROLINDSKEEPER GROUNDSKEE
< I (2] 1< I 2

5b. If you still cannot locate the vendor
you seek and you believe this may be the
first time this vendor has worked for BSC,
request a “W-9” from your vendor and
give that to accounting so they can
create a new vendor within viewpoint.



Subcontracts

6. Now that you have a vendor assigned to your item phase, single-click on the empty cell under column “Subcontractor Number”.

File  Edit  Records Miew  Options  Tools  windows — Help

| Phase | Cost Typel C-T abbr | 58quence||| Yendaor Yendar Mame LSubcootract Bluher b 5L Item| Amc-unt| 5L Ikem Type| SL Add-0On 5L Item Desc | Add-On 9 Units |UM

Mon-Interfaced | Interfaced

Cast In Place Concrete

1348‘INTERCON COMPPIJ |] | u.ou‘ 1 - Regular

B |

4 03,3000, | 4‘SUB | 1‘ | u.oun‘Ls H

7. Type in the subcontract or material contract number. For a subcontract this is typically “job number”-"phase”-S. For a material contract this is
typically “job number”-"phase”-M. In this example this number would be “1212-03.3000-S". Also type in the subcontract item amount.

File Edit Records Wiew  Options Tools  windows  Help

|Phase | Cost Type C-T Abbr | 5&quencel|| Yendaor Yendar Name | Subcontract Mumber | 5L Item| Arnount SL Item Type| 5L Add-Onl 5L Tkemn Desc | Add-On % Inits |UM |

& |03,3000, Cast In Place Concrete

4|SUB | 1‘ 1348|INTERCON COMP.u|]1212-03.3DUD-S | 1 0.00 1 - Reqular

| D.EIDD|LS ‘

*]

8. Repeat steps 4 through 7 for each of your subcontracts and material contracts.



9. Locate and double-click
“Project Management”
from folder panel

File  Folders Wig

RV

Opkions  Links
-

e - | Aol _gd

Subcontracts

10. Locate and single-click
“Programs” from the folder
panel

File  Folders Wigw

NEAF )

Options — Link:

P |._~ Q-

Bradbury
0

SINCE 1923

Mer |UNM1EED LWL Carter | Dillon

Company: 1 - BRADBURY STAMM CONSTRUCTIOR

l_ll Search [ﬂ . I_I' Cash Managerment hl
l_ll BRADBURY STAMM COMSTRL I_ .i' Document Managerment
l_|- My Tasks I_|. General Ledger
l_ll Accounts Payable I_ .i- Headguarters
l_ Il Accounts Receivable I_ |. Irnports
l_ll Cash Managament ] I_I- Iob Billng
l_ll Docurnent Managerment I_Il Job Cost:
l_ll Zeneral Ledger I_I- Payrall |
l_I- Headquarters =i I_I- Project Management |
l_ll Imports B Prograrns
l_ll Job Eiling ll- Reports
l_ll Joh Cost I_Il Reports
l_ll Payroll I_I' Subcontract Ledger |
Project Management M I_I- Wigwpioint Admministration M
‘i] il | m i ‘(_] I | [il

Bradbury
€1 Stamm

SIWCE 1973

Menu |LINM 1650 || LWL Carter | Dillon

Compary: 1 -BRADBURY STAMM CONSTRUCTIO

Ly ]

11. Locate and double-click “PM Subcontracts” from the
item list

Links  Windows  Help

File Iterms  View  Options
: — -
He IF  S5) SR o

X F.t.

"

Bradbury
€1 Stamm

SIMCE 1933

tMenu |UNM 1650 || LWL Carter | Dillon

Company: 1 -BRADBURY STAMM COMSTRUCTION IMC i
- H
l_ N General Ledger
= Title
Head t
* l;----|' satiuariers | PM Irnport Estimates
[ | Imports = PM Inspection Logs
—~d £ PM Interface
|| b Biing ) P Issues
. —|/ PN Meeting Minutes
|| oo cost I P Notes
— L@ PM Motes Review
l N Payroll [ PM Motes Review Management
- = PM Orther Documents
= l | Project Management L1l PM Pending Change Crders
= < PM Phase Cost Type Settings
I--..__[. Programs | PM Project Budgets
I‘ \ | PM Project Firms
— Reports | PM Project Locations
= = ||| 5l PM Project Phases
L o Reworts “$PM Projects
l [ Subcontract Ledger ~J P Punch Lists :
;"--" —Il PM Request For Information
! | Yigwpoint Administration J P Request For Quate - 6.6
— £ PM Subcontract Change Orders
| i- Wtk fiow . |
P Subcontracts ]
=] PM Subrrittal Package
£3 m— 3] || S st ogetr




Subcontracts
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12. This will bring up a new window showing all the subcontracts and material contracts you have created. Select the contract you would like to
generate and issue. Once that is selected, single-click the “Distribution” tab.

File Edit Records Wiew Options Tools  Windows — Help

O <5 B X0 A >4 Feu ] D -

3'_!{’.£|';Create'

Project: 1212, |La Vida Llena Rio R.ancha |

Subcantracks |Cast In Place Concrete - Full Package |Total Current: | D.DUl [ Modice of Awand ] [ Exuibif O

@rid Info I Distributionl Mon-Interfaced Ikems | Interfaced Ikems |: Inclusions/Exclusions || Change Crders Mokes

Subcontrack 5L Description Wendar | Vendor Mame Approved Hold Code Hald Code Desc Pay Tetms Pay Terms Desc Comp Group | Comp Group Desc Tokal
p 1212-03,3000-5 Cast In Place Concrete - Full Package 1348 INTERCOMN COMPA ] 35 Met 30 days Private Jobs
e (=]
13. On this screen double-click the empty cell under the “Responsible Person” column. Hit the keyboard function key “F4”
File  Edit FRecords View  Options Tools  ‘Windows  Help
A F A = = z
3 < i | [2) Q[ Oy - > -4 - 1D - | @B - (A - | crese -
Project: 1212, |La Yida Llena Rio Rancho | Total Original: I: e ~
Subcontract: 1212-03,3000-5 |Cast In Place Concrete - Full Package | Total Current: I: e [ e =
arid || Info Distribution Mor-Interfaced Items | Interfaced Items | |: Inclusions{Exclusions | Change Orders | Mates | 153l Mian
Respansible Person Resp Person Mame Send To Firml Send Ta Firm Mam Send Ta Contack| Conback Marme Makes 2 |Frank Blea
| | 3|Dave Burks
4| Tirn  Dingrnan
5|Tamy Dorwark
6 Mike Drye
7 |Sarah  Elsbernd
) & Easton  Hamblin |
14. Locate anlcli double—.cllck your ) T TR
name from the “Responsible person 10| Carlie Humphreys
list. 11 Jim  King
12|Dan Lyons |

(8] 4

I

Cancel




15. Next single-click the empty cell underneath the “Send To Firm” column. Hit the keyboard function key “F4”.

File  Edit Records iew  Options  Tools  Windows — Help

..,ﬁ E}Create -

1212-03.3000-5 Nt Firm Master Lookup

Select Ore:

Distribution | Mor-Interfaced Ttems | Interfaced Thems E Inclusions/Exclusions || Change Orders (3) Firm Master

Responsible Persort Fesp Person Mame | Send Ta Firm| Send To Firm Mam | Send To Contact| Contack Mame | Motes ) Al fictive Firms
& |Easkon Hamblin ‘ ‘ () Praject Firms

16. This will bring up a small window. Type in and locate the

subcontractor or material contractor “Firm”. Double-click your
selection. Note: “Firm” and “Vendor” are two different databases. In | . |
our instance, your “Firm” will be the same company as your “vendor”.

Ok, I[ Cancel J

17. Next single-click the empty cell underneath the “Send To Contact” column. Hit the keyboard function key “F4”.

File ~ Edit Records Wiew  Options  Tools  Windows — Help

..,ﬁ E}Create -

Nofice @ pi| Firm Contacts - Active Lookup

1212-03.3000-5

Select One:

| i P Firrn Conkacts - Ackive
Distribution | Mon-Interfaced Thems ®

Responsible Person Resp Person Mame | Send Ta Firm| Send To Firmn Mam Send To Conkack Contack Kame | Motes
8 |Easton Hamblin ‘ 1370 |Inkercon Company,

Interfaced Items E Inclusions/Exclusions | Change Orders

(") Praject Firm Contacts

Contact Contact Mame |

18. This will bring up a small window. Double-click an
available contact. Note: If there is no contact available, you
can create one. By single-clicking the “setup” button. o J[ o ]
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19. Now we are ready to generate the subcontract or material contract. Single-click the downward arrow to the right of the “envelope” icon

above

File ~ Edit Records  Wiew  Opkions  Tools  Windows  Help

1212-03,3000-5

Distribution | Mon-Inkerfaced Items | Interfaced Items
Send To Firml Send Ta Firm Mari |

E Inclusions/Exclusions | Change Orders

Send To Contact) Contact Mame | Motes

..,': ﬂCreate o

Exubuf £

Natice of Awand

| Send | Preferred Metho |Send Tvp | Dake Sent|

M - Print To

Responsible Person Resp Person Mame |
8 |Easton Hamblin ‘

PG e
|21 Sared Docurment;

Send Message
S vt Trareenittal

1370 |Inkercon Company, 1|Frank Lopez

21. A new window will
appear. Next to the words
“Template:”, use the drop
down to locate you project’s
template by job number and
type of contract (material or

subcontract). Note: If your
project is missing a template,
ask the project tech to create

them for you.
CDEE|

20. From the dropdown,
single-click “Create
Document from Template”

Creabe Document froen Termplabes

1 Create Document from Template
File  Edit Records Options  Tools  Windows  Help

(2 & |

|B5C 1314 Subcontract

22. Once your
template is selected,
single-click the
“Create...” button. This
may take a minute to
generate the custom
word file.

Template:

~ Select Document Creation Type

(&) Attach Document to Parent

attachment Mame: BSC 1314 Subrontrart docx |

) Save Generated Document

| Saveas.. |

Generated Document:

Open Created Document in Word

=]

[*
1 Create Document from Template
File  Edit PRecords Options  Tools  \Windows — Help

m[=1%)

B

f
IESC 1004 Material Contract VI

Template:

Select Document Creation Type:

(%) Akkach Document to Parent

Attachment Mame: |BSC 1004 Material Contract.doc: ‘

() Save Generated Document

Generated Document: |

Save As...

Open Created Document in Word

Create...

PRTARA

*Make sure you generate and distribute both the subcontract AND
the subcontract package (partner document) during this step.



23. A job specific word file will open on your computer. Items you input in earlier sections will automatically generate such as subcontract
number, company name, company contact information, and subcontract amount. There are highlighted sections that need to be modified and
updated by you such as the date, the scope of work, exclusions, and the writing out of the subcontract amount (remove highlights as you fill
out). The subcontract format is based off of BSC standard contracts and the associated exhibits are created by the project tech and attached in
the creation of your template by the office manager. Note: If there are issues with your template that you do not want to correct for every single
subcontract, contact the project tech to make those corrections.

Bradbhury
3 Stamm

Albuguergue, Mew Mexico 87184
Telephone (505) 765-1200 Fax(505) 842-5419

SUBCONTRACT NO.: 1212-03.3000-5

THIS AGREEMENT, made and entered into this 5™ day of July, 2013, by and between, Intercon Company, LLC, doing business
as same with principal office at PO Box 1464, Los Lunas, NM 87031 hereinafter called the subcontractar, and Bradbury Stamm
Construction, Inc., hereinafter called the Contractor, \Witnesseth:

SECTICN 1, The Subcontractor agreesto furnish all supervision, layout, engineering, labor, material, and equipment as described
in Section 3 hereof for the construction of the La Vida Llena Rio Rancho located gt , for La Vida Llena., 10501 Lagrima De Oro
NE, Albuquerque, NM 87111 hereinafter called the Owner, in accordance with all conditions of the Plans, Specifications, General and
Special Conditions and the General Contract between the Owner and the Contractor.

24. Once you have completed the modifications and updates. Click the
“save” icon in word. An alert window will pop-up asking if you want to save
changes in Viewpoint. Single-slick “Yes”. This will attach this word file to the

subcontract item you just created.

25. After you have saved it and before you close the
word file, save the word file as a .PDF document to a
temporary folder. From there, attach this .PDF fill to an
email in Outlook addressed to the
subcontractor/supplier key contact. In the body of the
email direct them to sign and email back to you.

End of Section

it Viewpoint V6

?2) attachment [BSC 1314 Subconfract.docx] was updated, do you
\'.""!,) want to save changes in Yiewpoint Y& also?

es o

26. When you receive the .PDF back signed by the subcontractor/supplier, verify
no revisions have been made, sign, and email back to your key contact the
executed file. Make sure you CC your project tech and include the word “Signed”
in the subject line to notify them to then upload the signed subcontract into
Viewpoint. The project tech will then interface the executed subcontract in
viewpoint. This will then trigger accounting to import this into textura (24-48 hrs)
Note: Subcontractors cannot receive payment until these steps are completed.
Continue with steps 9 through 26 to complete all subcontracts/material contracts.



Ly

1. Locate and double-click 2. Locate and single-click 3. Locate and double-click “JC Cost Projections” from the
“Job Cost” from folder panel “Programs” from the folder item list
panel
File  Folders e Miew  Options  Links File  Folders  Iterms Miew  Options  Link File  Folders Ikems  Yiew  Options  Links  Windows — Help

W W TR Rl | R N W1+ S IRl eI QB i iP kB e a2 W g
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r [ Document Management l[, Dacument Managermant l _[, Document Management =
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l L General Ledger I|| General Ledger I_ --I' General Ledger =) IC Progress Entry
r [ Headquarters r II Headguarters I_ --I' Headquarters I8 Revenus Projections
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| ;bEiing | 2ab Bing - J xoeina
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J0b Cost & L Job Cost I

: I l Programs
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— || Reparts 3 I Il Reports |
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— = r Paval II' Payrall
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4. A new window will appear. Make sure the option
button indicated “Create a new batch” and that the
“Batch Month:” is current. Once those are verified,

single-click “OK”.

File  Edit

g’ T e H

Records  Options  Tools  Windows  Help

Cost

Projections

File  Edt

3 = NIENS P

5. A new window will appear. Type in your job
number next to “Job:” .

Records  Visw  Options  Tools

2

windows  Help

EI./

3 - :\f_»‘.

Ly ]

Y -

Do vou wank o
I (#) Create a new batch I (73 Use an existing batch

Batch Manth: 0114 %

Displary
Shiows vy bakches anly

[[] Restricted Access

[ Include canceled batches

Month |Batch # | Created By | Created | In Use By | Status | Restricked | Source

Month: Batch #: Date: | 1j15/14 Job:
Item Phase Descriptian Cost Type |||  CUrESET R ActualCost| Prajested Cost SRS ks projectedtnitg OIS bowrs) Projected Hours e A
o' Inits. ours Committed Lnits  Committec
0.00 0.00 0.00 0.00 0.00 0.00
Records! Totals:||€ | m | >
| 5id | Ifo | motes | Projection Detail|
[€)3) rem: [ | Hrsmanpay: l:l un; l:l
Phase: Cost Typs: | Min, Proj, %! [=] Buy Out
Curr Est + Incl CO's Actual + Cmkd % Complete. Over [ Under Remaining Final Previous Forecast
Units:
Hours:
Costs:
ujc:
utR: [A
Sel Remain UC ] [ Colculate ] I Refresh Data ] [ JCCost Asport Future CO's ] I e

Erter the prajection date

Record 0 of 0 | Grid | Co#: 1|
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6. If you have already input your project original budget and accounting has interfaced that budget, your project will populate the

numerous phases and cost types of the project. The lower half of the window has tabs. Single-click the “Grid” tab.

File  Edit Records  Miew  Ophtions  Tools  Windows  Help
[ <o =1 SES--P - 0 00Q
IManths Batch #: Date: T P 1207, |L\-'L Carter Hall

Phase Description Cost Type BUIE=Y +C18'cs| Actual Costl Projected Cost : Eii'i Actual Units Projected Units Orlglnal'_'ierl:;csl Actual Hours  Projected Hours Committilc:ltuu?':i; Commit?;dtucaclugé ;Ztoerr::ra A

p 01.1000, Praject Manager LAE 65,550.00 29,044, 45 35,000,00 0.000 0.000 65,550,000 0.00 1,035.00 0.00 0.000 29,044.45
01.1000, Project Manager BLUR. 36,054.00 15,974.35 19,250,00 0,000 0.000 0.000 0.00 0.00 0.00 0.000 15,974.35
01,1000, Praject Manager OTH 19,950,00 2,645.53 5,000.00 0.000 0.000 0,000 0.00 0.00 0.00 0.000 2,645.53
01.1012, Project Engineer LAE 25,200,00 3,0858.27 10,000,00 0,000 0.000 0.000 0.00 173,00 0.00 0.000 3,088.27
01.1012, Praject Engineer BUR 13,860.00 1,695.52 5,500.00 0.000 0.000 0,000 0.00 0.00 0.00 0.000 1,695.52
01.1012, Project Engineer OTH 0.00 15.69 1,000,00 0,000 0.000 0.000 0.00 0.00 0.00 0.000 15.69
01.1024, Praject Techrician LAE §,400.00 3,7758.50 §,400.00 0.000 0.000 0,000 0.00 234.25 0.00 0.000 3,778.50
01.1024, Project Technician EUR 4,620.00 2,078.37 4,620.00 0,000 0.000 0.000 0.00 0.00 0.00 0.000 2,078.37
01.1044, Estirnatar LAE 110,95 0.00 0.00 0.000 0.000 0,000 0.00 0.00 0.00 0.000 0.00
01.1044, Eskimatar EUR £1.02 0.00 0.00 0,000 0.000 0.000 0.00 0.00 0.00 0.000 0.00
01.1046, BIM Coordination LAE 0.0o0 72,10 1,000.00 0.000 0.000 0,000 0.00 3.00 0.00 0.000 F2.10
01.1046, BIM Coordination EUR 0.00 30.66 &20,00 0,000 0.000 0.000 0.00 0.00 0.00 0.000 39,66
01.1043, Project Superintenden | LAEB §2,050,00 59,544.04 65,000,00 0,000 0.000 0.000 0.00 1,592,00 0.00 0.000 29,544.04
01.10483, Project Superintenden  |BUR 45,144.00 32,914.19 37,400.00 0,000 0.000 0.000 0.00 0.00 0.00 0.000 32,914.19
01.1043, Project Superintenden | EQU 0.00 £,560.00 10,530,00 0,000 0.000 0.000 0.00 0.00 0.00 0.000 6,260.00
01.10483, Project Superintenden | OTH 21,660.00 4,029.00 7,000.00 0,000 0.000 0.000 0.00 0.00 0.00 0.000 4,029.00
01.1116, Blue Prints & Specifica  |OTH 4,500.00 3,390.71 5,500.00 0,000 0.000 0.000 0.00 0.00 0.00 0.000 3,390.71
Dl|1156| BUI'dII‘Ig PBI’I‘ﬂIt OTH O OAN O 17 N 2 A0 St nn fulinTnlul fu M alulnl (unlnlnl [ululnl [nulnl [ulinlnl fu M alulnl b B § T i 4
e — _ 4,307,183.00  3,264,495.07  4,307,183.00 0.00 5,952.25 0.00 3,617,43017 ||v|

Records: 213 Totals:)| | € >
1

frid IInFo Miokes || Projection Detail

Phase Eﬁ:; Prﬂ;‘;‘g;ﬂ; EJUJE CwerfUnder Cost Remaining Cost Final Cost Uncornmitted Cost|  CurrEstUnits Actual Unks CompletP:E:i?; Over,l'UUnI:Iinta; RemalllnAE Final Units| Previous Units  Forecast Uniks CurrEskHy fA

00,1024, 1|LS 10,00 %% D 0.00 -25.50 0.00 0.00 0.000 0.000 0,000000 0.000 0.000 0,000 0,000 0,000 i

00,1024, 2|3 10,00 % D 0.00 -14.03 0.00 0.00 0.000 0,000 0,000000 0.000 0.000 0,000 0,000 0,000 r

01,1000, 1|LS 10,00 %% D -30,550.00 5,955.52 35,000,00 0.00 0.000 0.000 0,000000 65,550,000 65,550,000 £5,550,000 £5,550,000 0,000 i

01,1000, 2|3 10,00 % D -16,504.00 3,275,695 19,250,00 0.00 0.000 0,000 0,000000 0.000 0.000 0,000 0,000 0,000 r

01,1000, 6|LS 10,00 %% D -14,950.00 2,354.47 5,000.00 0.00 0.000 0.000 0,000000 0.000 0.000 0,000 0,000 0,000 i

o1.101z2, 1|3 10,00 % D -15,200.00 5,911.73 10,000,000 0.00 0.000 0,000 0,000000 0.000 0.000 0,000 0,000 0,000 r

01.1012, Z2|Ls 10,00 %% D -5,360.00 3,801.48 5,500.00 0.00 0.000 0.000 0,000000 0.000 0.000 0,000 0,000 0,000 i

o1.101z2, G|l 10,00 % D 1,000,000 951,51 1,000,00 0.00 0.000 0,000 0,000000 0.000 0.000 0,000 0,000 0,000 | _=

H‘I g, 115 1.0 sl 1 n.nn 4.A71.50 f.40n.0n n.nn n.nnn Nn.nnn N.NONAnn Nn.non Nn.non n.00n M.000 M.00n ) )[.v.
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Cost

Projections

Ly ]

7. On the bottom half of the window identify which phase you would like to project. Then under the “Final Cost” column, input your
cost projection for that phase item. Continue these projections for each item all the way down the “Final Cost” column.

File  Edit Records  Miew  Ophtions  Tools  Windows  Help
[ <o =1 SES--P - 0 00Q
IManths Batch #: Date: Job: 1207, |L\-'L Carter Hall
Phase Description Cost Type BUIE=Y +C18'cs| Actual Costl Projected Cost : Eii'i Actual Units Projected Units Orlglnal'_'ierl:;csl Actual Hours  Projected Hours Committilc:ltuu?':i; Commit?;dtucaclugé ;Ztoerr::ra A
p 01.1000, Praject Manager LAE 65,550.00 29,044, 45 35,000,00 0.000 0.000 65,550,000 0.00 1,035.00 0.00 0.000 29,044.45
01.1000, Project Manager BLUR. 36,054.00 15,974.35 19,250,00 0,000 0.000 0.000 0.00 0.00 0.00 0.000 15,974.35
01,1000, Praject Manager OTH 19,950,00 2,645.53 5,000.00 0.000 0.000 0,000 0.00 0.00 0.00 0.000 2,645.53
01.1012, Project Engineer LAE 25,200,00 3,0858.27 10,000,00 0,000 0.000 0.000 0.00 173,00 0.00 0.000 3,088.27
01.1012, Praject Engineer BUR 13,860.00 1,695.52 5,500.00 0.000 0.000 0,000 0.00 0.00 0.00 0.000 1,695.52
01.1012, Project Engineer OTH 0.00 15.69 1,000,00 0,000 0.000 0.000 0.00 0.00 0.00 0.000 15.69
01.1024, Praject Techrician LAE §,400.00 3,7758.50 §,400.00 0.000 0.000 0,000 0.00 234.25 0.00 0.000 3,778.50
01.1024, Project Technician EUR 4,620.00 2,078.37 4,620.00 0,000 0.000 0.000 0.00 0.00 0.00 0.000 2,078.37
01.1044, Estirnatar LAE 110,95 0.00 0.00 0.000 0.000 0,000 0.00 0.00 0.00 0.000 0.00
01.1044, Eskimatar EUR £1.02 0.00 0.00 0,000 0.000 0.000 0.00 0.00 0.00 0.000 0.00
01.1046, BIM Coordination LAE 0.0o0 72,10 1,000.00 0.000 0.000 0,000 0.00 3.00 0.00 0.000 F2.10
01.1046, BIM Coordination EUR 0.00 30.66 &20,00 0,000 0.000 0.000 0.00 0.00 0.00 0.000 39,66
01.1043, Project Superintenden | LAEB §2,050,00 59,544.04 65,000,00 0,000 0.000 0.000 0.00 1,592,00 0.00 0.000 29,544.04
01.10483, Project Superintenden  |BUR 45,144.00 32,914.19 37,400.00 0,000 0.000 0.000 0.00 0.00 0.00 0.000 32,914.19
01.1043, Project Superintenden | EQU 0.00 £,560.00 10,530,00 0,000 0.000 0.000 0.00 0.00 0.00 0.000 6,260.00
01.10483, Project Superintenden | OTH 21,660.00 4,029.00 7,000.00 0,000 0.000 0.000 0.00 0.00 0.00 0.000 4,029.00
01.1116, Blue Prints & Specifica  |OTH 4,500.00 3,390.71 5,500.00 0,000 0.000 0.000 0.00 0.00 0.00 0.000 3,390.71
Dl|1156| BUI'dII‘Ig PBI’I‘ﬂIt OTH O OAN O 17 N 2 A0 St nn fulinTnlul fu M alulnl (unlnlnl [ululnl [nulnl [ulinlnl fu M alulnl b B § T i 4
e — _ 4,307,183.00  3,264,495.07  4,307,183.00 0.00 5,952.25 0.00 3,617,43017 ||v|
Records: 213 Totals:)| | € >
Grid | Info Miokes || Projection Detail
Phase Eﬁ:; Prﬂ;‘;‘g;ﬂ; EJUJE CwerfUnder Cost Remaining Cost Final Cost Uncornmitted Cost|  CurrEstUnits Actual Unks CompletP:E:i?; Over,l'UUnI:Iinta; RemalllnAE Final Units| Previous Units  Forecast Uniks CurrEskHy fA
00,1024, 1|LS 10,00 %% D 0.00 -25.50 0.00 0.00 0.000 0.000 0,000000 0.000 0.000 0,000 0,000 0,000 i
00,1024, 2|3 10,00 % D 0.00 -14.03 [L00 0.00 0.000 0,000 0,000000 0.000 0.000 0,000 0,000 0,000 r
01,1000, 1|LS 10,00 %% D -30,550.00 5,955.5 0.00 0.000 0.000 0,000000 65,550,000 65,550,000 £5,550,000 £5,550,000 0,000 i
01,1000, 2|3 10,00 % D -16,504.00 3,275,695 19,250,00 0.00 0.000 0,000 0,000000 0.000 0.000 0,000 0,000 0,000 r
01,1000, 6|LS 10,00 %% D -14,950.00 2,354.47 5,000.00 0.00 0.000 0.000 0,000000 0.000 0.000 0,000 0,000 0,000 i
o1.101z2, 1|3 10,00 % D -15,200.00 5,911.73 10,000,000 0.00 0.000 0,000 0,000000 0.000 0.000 0,000 0,000 0,000 r
01.1012, Z2|Ls 10,00 %% D -5,360.00 3,801.48 5,500.00 0.00 0.000 0.000 0,000000 0.000 0.000 0,000 0,000 0,000 i
o1.101z2, G|l 10,00 % D 1,000,000 951,51 1,000,00 0.00 0.000 0,000 0,000000 0.000 0.000 0,000 0,000 0,000 | _=
H‘I g, 115 1.0 sl 1 n.nn 4.A71.50 f.40n.0n n.nn n.nnn Nn.nnn N.NONAnn Nn.non Nn.non n.00n M.000 M.00n ) )[.v.
Sek Remain UC l l Caloulate l l Refresh Data l [ O Cosf Aeporf Future CO's ] l Costs




Cost

Projections

8. Once your cost projections are input, single click the upper
left-hand tool bar item “File”. Locate and single-click

Ly

9. A new window will appear. From this window single-click
“Validate” and then single-click “Post”. This will post your cost

“Process batch” projections on the job cost reports.
m Edt Fecords View Options  Took  ‘Windows  Help ‘e 1 JC Batch Process N i=13<)
File  Edit Records ©Options Tools  Windows  Help
Progess Eakch —- u =
Refreh . j - | Momth: | 01714 Batch#: | 227
Curr Est # [ned Info
e i Cost Type .|;_|:|'i Created by |ehamh|in |
Befrech Dista _ LAH {0 0 Created: |1,r15;2|:|14 5:03:00 PM |
ELR i ] SOuUrce; |JC Prajctn |
Proection Options E.:H ) 1 [ m Skaktus; |\.-'aliu:|ated | |
ELE W
I Cakrubste F'I'l:lﬂm | OH L, =ty Do Audit Reports
| Provaction Dwtal It | LAB ' 25,200,00 [7] Batch List
e — ELE L:ﬂ:lmm [] show Full Prajection Detai
[l doks Clercat iSfH (1w 1] 5L Account Distribution _
i L P i
| s Phprd Pl [ribiphse | Ll !,-'I-El}lilfl Irventory Diskribution m
| TRy TeTcET—— BUR 4, E210.00 Errar List
Ol B, il i L&g NI 55
i B0, [EEirnut or ELE &l.0F Update

GL Interface:

Journal;

Posting Date:

Attach Batch Reports to HQ Batch Conkral; Yes

_ 1;15;14|

| Cot: 1|

End of Section



1. Locate and double-click
“Job Cost”
from folder panel

File  Folders Wi
Sl

Bradbury
€1 Stamm

SINCE 1923

Opkions  Link

Rl

]

Menu |L|NM 1650 | LVL Carter | Dillon

Cormpary: 1 -BRADBURY STAMM CONSTRUCTIC

|| Search

I BRADBURY STAMM COMSTRL
My Tasks

Arcounts Payable

Accounts Receivable

2]
it

=]

Cash Managerment

*

Docurmnent Management

]

General Ledger

=

Headguarters

Imparts

Job Billing

Job Cost

[ Payrol

Project Managerment =

Gross Profit

Reports

2. Locate and single-click
“Reports” from the folder
panel

File  Folders Viewy  Options  Link

Qs B

[(] 1l | [}]

Bradbury
€1 Stamm

SINCE 1922

Fenu |L|NM 1650 | LVL Carter | Dillon

Compary: 1 -BRADBURY STAMM CONSTRUCTIC

| BRADBURY STAMM CONSTRL[“]
My Tasks
Accounts Payable

|| Accounts Receivable

]

Cash Managermett

=]

Document Management

*

General Ledger

]

Headguarters

=

Imports

Iob Billing

= || JobCost

I

| Programs

Reparts

[ Payrall v

[(] 1] [}]

Ly ]

3. Locate and double-click “JC Contract Status Report” from

File

Qo)

Itkems  View

Opkions

BERT

the item list

Links  ‘Windows  Help

K- 3.

.

Bradbury
€1 Stamm

SIMCE 1923

Fenu |UNM155EI LWL Carter | Dillon

Cornpany:

1-BRADBURY 5TaAMM CONSTRUCTION INC w2

[£]

[
|
[
|
L
[
L
[
L
|

| ERADBURY STAMM CONSTRL[A]

My Tasks

Arcounts Payable
Arcounts Receivable
Cash Managerment
Docurment Managernent
General Ledger
Headquarters

Imports

Joh Eilling

Job Cost

| Programs

llg

l_ i- Reports

|| Payrall

Title
L JC Committed Caost Detal
&l IC Committed Cost Drilldown
| IC Camparry Parameters
L JC Contract Cash Flow
L& JC Contract Item Cost Estimate Recap
L JC Contract Item Master - CO Detall
L JC Contract Item Master - Detail
= JC Contract Items Master - Sumnmary
L JC Contract Master - Detail
e JC Contract Master - Surmmmary
L IC Contract Master Start Month Exception
il IC Contract Phase Cost Types
L JC Contract Profit
L JC Contract Profit w Itemn Details
L JC Contract Profit with Change Crders

I « JC Confract Status Repart I

L Ji Cost and Revenue

L JC Cost and Revenue By Ttem

L JC Cost by Job and Cost Type

L JC Cost By Job, Phase and Cost Type
L JC Cost Header Detail

L JZ Cost Report

L& JC Cost Report By Cantract Item




6. Input the job number you wish to
create a report for. Single-click the
“OK” button.

Reports

5. Single-click the top cell of column
title “contract”.

4. Single-click inside the cell to the
right of “Beginning Contract”. Hit

function key “F4”. This will bring up & i
the available BSC job contract < All Contracts Lookup e
numbers. Contract | Description [A. |
1207, La Yida Llena Carker Hall & Commons Building Remodel Pr
. _— 1203, Lockwood Elementary
i ; i =)= 1204,  |1650 University Core & Shell Renovation
File  Help 1205, Baish Veteran's Park
1206, LWL Alca Yiska Update
hes | 1207, La Vida Llena Carter Hall & Commons Building Remodel
IC Contract Status Report 1208, LM *11" &t Hodgin Hall |
Tnplits 1 e L 1209, IIMMH Lands \Wesk Phase I
s i 1210,002 10442 Napoli Pl
o 1210,003 4112 Cuba Rd MNin'
Beqinning Cankrack: : 1210,004 | 10515 Sorrento Dr N [v' < ] i | [ 3
Ending Contrack: (] T | [}] ' I || [ ]
i (04 Zancel
Through Manth: 0214 E:j [ Ok ] [ Cancel ]
{pen, (Cilosed or (&)l Jobs: L]
If Closed Jobs Only: e 4 it S E i | 2
Beginning Closed Month: == . E——
- 7. From this LR
Ending Closed Manth: == . .
— screen, single-click b J
U s o m - JC Contract Status Report
- = prlnt . SeleCt Inputs | Report Info | Motes
Preview ] l Print ] [ Export ] [ Cancel . . S
which printer you S ;
Cod: 1 Wish tO print tO, Beginning Contrack: 1207,
o
Note: If yOU WOU|d Ending Contrack: 1207,
. Through Manth: 0zj14 =
like the most up- e e 2
(D)pen, (Cilosed or (Al Jabs: (o]
tO‘date data’ make If Closed Jobs Onlv:
irni Iose:d Month: =]
sure you select the Gl &
. ding Closed Marth: =]
current month in RIERg R =
the Ce” rlght Of Preview ] I Prink I [ Export ] [ Cancel ]

“Through Month:”.

Co#i 1



8. For the next report, locate
and double-click “Job Cost”
from folder panel

File  Folders Wi

NN : S

Bradbury
€1 Stamm

SINCE 1923

Opkions  Link

AR

]

Menu |L|NM 1650 | LVL Carter | Dillon

Cormpary: 1 -BRADBURY STAMM CONSTRUCTIC

|| Search

[ BRADBURY STAMM COMSTRL
L | My Tasks

Arcounts Payable

Accounts Receivable

2]
it

=]

Cash Managerment

*

Docurmnent Management

]

General Ledger

=

Headguarters

Imparts

Job Billing

Job Cost

[ Payrol

Project Managerment =

[(] 1l | [}]

Gross Profit

Reports

9. Locate and single-click
“Reports” from the folder panel

File  Folders Viewy  Options  Link

TV Y TSl B

Bradbury
€1 Stamm

SINCE 1922

Fenu |L|NM 1650 | LVL Carter | Dillon

Compary: 1 -BRADBURY STAMM CONSTRUCTIC

|| BRADBURY STamMM CONSTRL ™
[ | My Tasks
Accounts Payable

Accounts Receivable

]

Cash Managermett

=]

Document Management

*

General Ledger

]

Headguarters

=

Imports

Iob Billing

Job Cost

lig | Programs

Reports

[ Payrall v

[(] 1] [}]

Ly ]

10. Locate and double-click “JC Cost Report” from the item list

File

Q)

Ikems  View

Opkions

I

Links  ‘Windows  Help

M M
" i

Bradbury
€1 Stamm

SIMCE 1933

Menu |L|NM1EED %L Carter | Dillon

Cormpany:

1-BRADBURY STAMM CONSTRUCTION INC b

[<]

e

| BRADEURY STAMM CONSTRL[A]

My Tacks

Accounts Payable
Arcounts Receivable
Cash Managernent
Document Management
General Ledger
Headguarters

Imports

Job Biling

Job Cost

g | Programs

l | Reports

Payroll

Title
L@ JC Contract Master - Summary
¢ IC Contract Master Start Month Exception
el IC Contract Phase Cost Types
"% JC Contract Profit
% JC Contract Profit wy Itermn Details
@ JC Contract Profit with Change Crders
¢ JC Confract Purge Error List
L= JC Contract Status Report
% JC Cost and Revenue
% JC Cost and Revenue By Item
% JC Cost by Job and Cost Type
% JC Cost By Job, Phase and Cost Type

= pet Header Diet il
= JC Cost Repart By Contract Item
% JC Cost Repart With ACD
L= JC Cost to Estimates Comparizon
&/l IC Cost Totals Drilldovwn
% JC Cost Type Phases Repoart
el JC Cost Types
L JC Costs By Contract Item
% JC CostsfEstimates by Project Manager
% JC CostsfEstimates Report
% JC Crew Productivity Repart




11. Single-click inside the cell to the
right of “Beginning Job”. Hit function

key “F4”. This will bring up the
available BSC job contract numbers.

I 4%
File  Help

o

= |
4

Gross Profit

Reports

12. Single-click the top cell of column

title “Job”.

IC Cost Report
i Inputs f_Report Info || MNotes

e x
Job Description s
1113.001 |Sunland Park Repairs Surge Anticipator

1113.002 |Sunland Park Repair 2

1114, 5% wound & Hyperbaric Ctr Remodel

1201, The Downs at ABQ

1202, La Fonda Guest Room Fenovation

1203, Lockwood Elementary

1204, 1650 University Core & shell Renovation

1208, Baish Veberan's Park =
1208, LWL Alta wista Update 3
1207, LWL Carker Hall

1208, 1M " ak Hodain Hall

1208, UMMH Lands West Phase I

1210.001 (4926 Quail Ridge

1210.002 | 10442 Mapali Pl

1210.003 4112 Cuba Rd MW

1210,004 |10515 Sarrento Dr MW [V
3 I | (2]

Company: 1
Beginning Job: =
Ending Job:
Through Manth: 0zf14 ,3{
Page by Job?:
()pen, Open [(Sioft Closed, (Cllose or (A3l Jobs?: o}
If Closed Jobs Only:
Beginning Closed Month: '3.{
Ending Closed Manth: ,3-{
Preview ] [ Print ] ’ Export ] [ Cancel
Co#i 1

Zancel

14. From this
screen, single-click
“print”. Select
which printer you
wish to print to.
Note: If you would
like the most up-
to-date data, make
sure you select the
current month in
the cell right of
“Through Month:”.

End of Section

Ly ]

13. Input the job number you wish to

create a report for. Single-click the

“OK” button.

e o
Job Descripkion
1207
1207, LYL Carter Hall
<] I | B
I K I Cancel
' AG =
I < ==
File  Help
o
IC Cost Report
Inputs | Report Info | otes |

Comparnty: 1

Beginning Job: 1207,

Ending Job: 1207,

Through Month: 0zf14 331

Page by Job?;

{Open, Open J(Sioft Closed, {Cilose or (Al Jobs?: o]

If Closed Jobs Qnly:

Beqinning Closed Month: 3]
Ending Clased Month: 33}
Preview l I Print I [ Export ] ’ Cancel
Co#: 1|



1. Locate and double-click “Job

Billing” from folder panel

1 Main Menu for BRADBURY STAMM CO

File  Folders
e BF | 0]

Bradbury
€1 Stamm

SIKCE 1933

Wiew  Options  Link

il

& |_.—' a=

Menu | UNM 1650 | LWL Carter | Dillon |

Company: 1 -BRADBURY STaAMM COMSTRUCTIC

l_|- Search [ﬂ
.. BRADBURY STAMM COMNSTRL
I. My Tasks

l |. Arccounts Payable
l |. Accounts Receivable

| cash Managernent

=+
1l

I. Document Managerent
l il General Ledger

l : i- Headguarters

l i- Irnports

| Joh Eilling

| 1ob cost

l i- Payroll

l i- Project Managernent M

[il m | [ll

Progress Billing

2. Locate and single-click
“Programs” from the folder

panel
File Items  Miew  Options  Link
e NP N PRIIE R
Bradbury
€2 Stamm
W| UMM 1650 | LWL Carter | Dillon |
Compargs 1 -BRADEURY STAMM CONSTRUCTIC
I__. i' Search [1]
I_ll BRADBURY STAMM COMSTRL
I_|. My Tasks
I_|. Accounts Payable
I_|. Accounts Receivable -
I_|' Cash Management
I_|' Document Management
I_|. General Ledger
I_|. Headguarters B
I_|' Imparts
=] |_| Joh Biling
Progranns
l_|| Reparts
|_| Job Cost [v]
B | @

Ly

3. Locate and double-click “JB Progress Billing” from the
item list

File: Items  Wiew  Options  Links  Windows  Help
e P i 2] L ER e 2 a0 - 8 - 2
(1 Stamm
Menu |UNM 1650 || LWL Carter || Dillar |
Compaty: 1 - BRADBURY STaAkMM CONMSTRUCTION IMC =
l_ i' Search I:]
= Tithe
BRADBURY STAMM COMSTRL
l'_ d £ 1B Batch Process
l | My Tasks % 18 Bill Groups
_ d &/ JB Eill Initialization
l i' Accounts Payable x| 8 Complete Bil
- % 1B Contract Info
l |. Accounts Receivable L & B Interface
o b | i
l I' Cash Management £l 1B Progress Biling
— &1 JB Release Retainage
l __|. Document Managerment [ I8 TaM Bill Edit
—— %l JB TEM Labar Categarties
l Jd General Ledger <| 1B T&M Template Copy
l_ . <| B T&M Termplate Equipment Rate
__|- Headauarters L] 2 1B T&M Template Labor Owerride
[F= <! 1B T&M Template Labor Rates
l A Imports <! 1B T&M Termplate Material Rates
o l I- 1ab Biling <! 1B T&M Template Setup
I L Frograms
I i' Reparts
|| Iob cost vl
B | B




Progress Billing

4. Locate and change the “Bill Month” cell to the month you are
billing. Locate and single-click “Grid” from the upper tabs.

File  Edit Records View  Options Tools  Windows  Help

Irrvoice: 2063 Irvoice Date: 1j27]14 @

Contrack: | 1207, | |La Wida Llena Carter Hall & Commons... | Pay Terms: |30 | |Net 30th
| |

Customer: Haverland Carter Lifestyle Group | Due Date: @

Application #: Discount Date: l:l@

Invoice Desc: |JB App #12 | Fram Date: l:l@

Status: Ta Date: l:l@
|

| Bill address Info
Address: |10?Dl Monkgomery ME Ste F

Process Group: | |

Receivable Type:
City: |Albuquerque | State:
[[] Restrict by Item Bill Group Zip Code: 87111 Caurkry:

| Add| Address: | |

Item Bill Group:

s

[ Change Orders | [ Retainage Totals | [ Post B

Ly

5. From this tab screen you will create a billing. Single-click the open cell next to the “*” under the “Bill Month” column. Type in the month of

the billing MM/YY. Hit the “Enter” button on your keyboard.

File  Edit Recards Wiew  Options  Tools  Windows  Help

Infa ﬂ Ttenn SM) Tax |r| Misc Distributions

| Bill Month | Sequence | |Invoice | Contract Zonkract Desc | CustamerlName | Application #| Invoice Descripkion

| Inwnice Skatus

|F‘rucess Eroup IF‘rucdi

Pay App #4

0214 1 ‘ 1318, &lbug Convention Cenker 1011 |City of Albuguergue ‘ 4

*




Progress Billing

6. This will auto-fill the invoice number under the “Invoice” column. Under the “Sequence” column, enter the “N” button on your keyboard
and then hit the “Enter” button.

File  Edit Records Wiew  Options  Tools  MWindows  Help

Gtid | Info | Item SMTax | [T Misc Distributions
| Bill Month| Sequence | Invoice | Conkrack Conkrack Desc | Cuskaomet | Fame | Application # Invoice Description | Inwnice Skatus Process Group | Proc
L 0z2i14 1 1318, albug Conwvention Center 1011 | Zity of Albuguerque 4 Pay fpp #4 A-Ackive
ﬂ 0zi14 2094 A-fckive
* |

7. Locate and single-click the blank cell under the “Contract” column. Hit the keyboard function key “F4”.

File  Edit Records  Wiew  Options  Tools  Windows  Help
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arid - Info

|r| IMisc Distributions Motes

Eill Month | Sequence || |Invaice | Contrack Conkrack Desc | Customer |Mame | Application #/In
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ﬂ nzi14 z 2094
*

ﬂ Item SMITax Select One;

hroup | Procd

(%) Open Contracts
() All Contracts

Contract | Description

8. This will bring up a
small window. Type
the job number into
the blank cell under
the “Contract”
column. Double-click  [[£] "" |
the job for which that [ ok || canca |

number corresponds.




Progress Billing

9. This will auto-fill the previously blank item cells under columns “Contract Desc”, “Customer”, “Name”, “Application #”, “Invoice
Description”, and “Invoice Status”. Now locate and single-click “Items” from the upper tabs.

File  Edit Records  Wiew  Options  Tools  Windows  Help

i
Grid ttems | [T Item sMiTax | [T Misc Distributions
| Bill Month | Sequence ||| Invoice | Conkract Conkract Desc | Cuskomer |Name | Application #|Invoice Description | Invoice Skatus |Pru:u:ess Group | Proce
Ll 0zf14 1 1318, Albug Comvention Cenker 1011 | Citw of Albuguerque 4 |Pay App #4 A-Active
ﬂ 0zr4 z 2094 1207, La ¥ida Llena Carter Hall 1030 |Haverland Carter Lifeskyl 1318 App #13 A-fctive
B

10. This will bring up the contract items you created in the “Owner/BSC contract input” section. The only cell(s) you need to input on this
window is located under “This Bill WC Amount”. Input the approved bill amount (do not input an amount until you know it is the approved
amount that BSC will be paid). Note: For advanced users, a bill amount for each schedule of values item can be input here item by item. Most
users will just have one contract item and one bill amount per month per job.

File  Edit Records Miew  Options  Tools  wWindows  Help

[ ttem smiTax | [T Misc Distributions

| Tkem | || Descripkion [ur | Contrack F'.mu:uuntl Previous .ﬁ.mu:uuntl % Complete | This Bill WC Amount To Date .ﬁ.mu:uuntl Retainage °.-“o| Retainagel
b | 1.00 Cillion Hall Phase 2 L3 5,525,733.76 3,157,037.15 57.13 % 0.0 3,157,037.15 0.00 % 0.00

| 2.00 Cillion Hall - Health Services L3 272,832.50 151,314.01 £6.50 % 0.0 151,314.01 0.00 % 0.00
P |




File

Edit  Records

11. Once you have filled in the billing amount(s), now locate and single-click “Info” from the upper tabs.

Wigw  Options  Tools  ‘Windows — Help

[ ttem sMiTax | [T Misc Distributions

| Tkemn | | |Description [umM | Conkract Amounkt Previous Amount| 9% Compleke  This Bill WiC Amount To Date Amount . Retainage % Retainage
| 1.00 Dillion Hall Phase 2 LS 5,525,733.76 2,599,346.74 57 13% E57,690.41 3,157,037.15 0,00 % 0,00

| 2.00 Dillion Hall - Health Services LS 272,632.50 157,923.45 66,50 %o 23,390.56 181,314.01 0,00 % 0,00
=

12. Single-click the downward arrow to the right of the “paperclip” icon above. From the dropdown, single-click “Add Attachment”. This will
allow you to upload the corresponding signed and approved pay application for this billing. Note: Accounting will interface this by the 18t

of each month.

ﬂoummwrwmw

End of Section



1. Locate and double-click
“Accounts Payable” from folder
panel

File: Items  Wiew

Alaz)
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Invoice Review

2. Locate and single-click
“Programs” from the folder
panel

File: Items
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3. Locate and double-click “AP Unapproved Invoice Review”
from the item list
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Invoice Review

Ly

4. In the open cell to the right of “Reviewer:”, single-click in the cell and hit keyboard button “F4”. This will bring up a new window in
which you can locate your name. Double-click your name from the list. Note: If this is your first time doing this and your name is not on
the list, go speak with accounting to have your name added.

File  Edit Records Wiew  Options  Tools  SWindows Help

P <o) |

Attachments

Irrvenkory

Expense
Equiprment
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Info

e -
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| Month| Seq#

Wendor Vendor hName

| AP Reference

Irvvaice Setup
_—§

Irvvoice Tokal|

Reviewer Tokal| Approved | Rejected [Reason

|Rej Desc

| Invaice Motes
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ap ark Peterson
fifs} #dam Rael =
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< il 15 Joe Sanchez
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5. Single-click the “Refresh” button

File  Edit  Records  Wiew  Options  Tools  windows  Help

Attachments

| Refresh |

Inventory _—

Expense
Equiprnent

: - Inwvaice Setup
e’

Irveaice Maotes || Inwoice Status
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< I [ &

Line Mokes Reviewer Notes | Other Info
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6. The upper-half portion of the window will show your unapproved invoices. The bottom-half portion shows the detail of the selected
upper-half item. Each item should have an attached backup to provide more detail. Single right-click the empty grey portion in the
upper-right hand corner.

File  Edit  Records  Wiew  Options  Tools  windows  Help

Attachments
Invaice Setup
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Invoice Review

7. Move the mouse over “Attachments” and then single-click “Thumbnail Viewer”

Fle Edt Records  Wew  Optins  Took  Windows  Help
%
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Invoice Review

8. Double-click the attachment that is showing in the thumbnail viewer on the right hand side to review the actual invoice for backup .
Note: The thumbnail viewer will stay open until you close it. Keep it open until all of your invoices have been reviewed.

File  Edit PRecords Miew  Options Tools  Windows — Help

Attachments
S
Invoice Setup
e

Invoice Mates || Invoice Status

| Month| Seqa# Wendor Yendor Mame | AF Reference Invoice Tokal Reviewer Tokal Approved | Rejected |Reason | Rej Desc | Inwoice Mokes
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Fle  Edit  Records

Invoice Review

9. On the bottom-half portion of the window, single-click the “Info” tab.

View  Cptions  Tools  Windows  Help

Invoice Setup
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10. If the invoice is approved (if it is rejected or needs to be revised, skip to 13.), verify it is for the correct job number in the cell right
of “Job:”. Next, assign this cost to the corresponding budget phase. Single-click the cell right of “Phase:” and hit keyboard function key
“F4”. Locate and double-click the budget phase code in which to assign this invoice.

File  Edit Records Miew Options Tools  Windows  Help

Atkachments

Mamthy | D171 S Invoice Setup
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Invoice Review

11. In the cell right of “CT” (cost type), enter the cost type number (1-7) that corresponds to this invoice. These are 1-Labor (BSC
labor), 2-Burden (BSC burden), 3-Material (Material contracts), 4-Subcontract, 5-Equipment (Internal Rentals), 6-Other (Gas, fuel, misc.
expenses), 7-Tax (NMGRT). Note, you will not use “7” typically unless it is for phase item “98.1000.” which will be the sum NMGRT for
your project.
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Invoice Review

12. Now that the info is added, single-click the “Approve” check box on the bottom-half portion, followed by double-clicking the check
box on the upper-half portion under the “Approved” column for that item.
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13. If you would like to reject or have the item revised for some reason, follow these steps. Single click the “Reject:” check box. Note: If
you would like to skip how to reject an invoice, skip to item 18.

File  Edit Records Miew  Opktions  Tools  Windows — Help
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14. To the empty cell right of “Reason:”, single-click in the cell and hit keyboard function key “F4”. This will bring up a new window.
Double-click your selection from the available options as to why this invoice is being rejected.
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Invoice Review

Ly

15. If the rejection or revision needs an explanation, locate and single-click the “Line Notes” tab.
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Invoice Review

16. Double-click the blank area. This will open a small window where you can write in your explanation for why you are rejecting or
asking for a revision on this item. Once you are done, single-click the “Add” button.
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Invoice Review

17. Once you are ready to reject the invoice, double-click the check box on the upper-half portion under the “Rejected” column for
that item.
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18. Once you have completed your review of each item, single click theﬁ icon in the upper tool bar.
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19. You will know you have reviewed each invoice if the upper-half portion contains no items for review. Close this window. Note:
These approved invoices will be posted by accounting a few times a week.
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End of Section



Owner Change

Orders
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1. Locate and double-click
“Project Management”

2. Locate and single-click
“Programs” from the folder

3. Locate and double-click “PM Approved Change Orders’

U

from the item list

from folder panel panel
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Owner Change

Orders

4. Input your project number in the cell right of “Project:”.
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Owner Change
Orders

5. Double-click the open cell below the “ACO” column. Input the owner change number. For example, if this is owner change order #1,
input 1. Note: This process is also used to do budget revisions. If it is a budget revision, start the budget revision number at “101, 102,
103, etc.” so it does not mix with the owner change orders.

File  Edit Records Wiew  Options  Tools  Windows — Help

Description | Mew Cmplt Datel &C0 Seq Bill Group | Eill Group Desc

i Estinate Detai | ettt Hstory | otes |
| B Tkem Description | Contract Tkem Zontract Ikem Desc | Amount UM | Approved |Status  |Status Desc |
* | | | | | [ [ [w] | | |
£ i

Unapprove Iterm




Owner Change

Orders

6. In the cell under the “Description” column, input a description for the item (i.e. “Owner CO #1”).

File  Edit Records  Wiew  Opkions  Tools  Windows — Help

Hiskory || Diskribukion
i Talat Description | Mew Craplt Dake| AC0 Seq |Bi|| Group | Bill Group Desc | Ink/Exk
¥l 1 1 E-Exterr
#*
4 1T}

ko | Esinate Detal | Add fo | Hitorg | Notes|
| D Tkem Description | Contract Tkem Contrack Ikem Desc | Amount UM | Approved |Status | Skaktus Desc | Approve
* | | | | [ [ [ | | |
4 i |

Unapprove Ttem

Ly
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7. 0On the bottom half portion of the window, double-click the cell under the “ACO Item” column. This is where you itemize the
different line items contained within the owner change order.

File  Edit Records  Wiew

Options

History || Distribution

Tools

Windows  Help

i Talat Description | Mew Cmpl: Date| A&CC Seq |Gl Group | Bill Group Desc |
> 1 Test 1
#*
< I

Descripkion

| Contract Ikem

(Ifo_| Estinete Deta | AcIn | History |__Notes |

A0 Them

Contract Ikerm Desc |

Arncunk] LIk

Approved | Skatus

Stakus Desc

£

Unapprove Ikem

Close




Owner Change

Orders

8. Fill in the information in the empty cells located under columns “Description”, “Contract Iltem”, and “Amount”.

File  Edit Records iew  Options  Tools  Windows — Help

| Eill Group Desc

| Mew Crplk Datel &0 Seq |Eill Group

Description
Test

Grid  |Info | Estimate Detail | Addlinfo | History | Motes |
| B0 Them Description Conkrack Tkem Zontract Ikern Desc Amount| UM | Approved |Skakus  |Status Desc |
LF1 1 Test Ikem | 1.00 Original Conkrack 0.00jLs [w]  |com Completed
* | |
£ i

Linapprove Item
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9. Single click the “Estimate Detail” tab on the lower portion of the window.

File  Edit Records  Miew

Options

Tools

Windows — Help

Grid Est

| AddiInfo | History | Hiotes |

| Contract Ikem

Contract Ikem Desc |

i Tals Description | Mew Crplt Dakel ACO Seq | Bill Group | Bill Group Desc |
> 1 Test 1
*
< | 1

Armount| UM | Approved | Skatus

Skatus Desc

1.00

Criginal Conkrack |

imate Detail
| Bz Tkem Description
ra 1 Test Ihem
%
<]

Unapprowve Ikem

|:|.|:||:||L5| [v] |COM

Caompleted

Close
—_—

Ly
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10. Fill in the information in the empty cells located under columns “Phase”, “Cost Type”, “Phase Description”, and “Estimate Amount”.
For example, each ACO item may have various costs associated with it such as subcontractor pricing, BSC Labor, BSC burden, Tax, etc.
The difference between the ACO Item revenue amount and the estimate amount will be the profit.

File  Edit Records  Wiew  Options  Tools  Windows — Help

i Tala Descripkion | Mew Crplt Date| ACD Seq | Gill Group | Bill Group Desc |
13 1 Tesk 1
Eu
£ i
1
arid | Info | Estimate Detail | add' Info | Histary Mokes
|Phase Cost Tvpe || |Phase Descripkion | Eskimate Amount UM | Active | Interface |Motes |
# | [ l ] [ = | & |
4] 1l

Linapprove Item
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11. Once all of your ACO Items and their associated estimate details have been filled out, the overall ACO can now be finalized.
Click theﬁ » icon on the upper toolbar to attach the signed change order to your ACO.
Now interface the ACO via the “PM Interface” program.

File  Edit Records ‘iew  Options  Tools  Windows — Help

History | Distribution
| A0 Descripkion | Mew Crplk Datel A0 Seq |Bi|| Group | Eill Group Desc |
|3 1 Test 1
|
4 i |

Estimate Dekail | Add'| Info | History
| BiZi0 Tkem Descripkion | Contrack Ikem Contract Ikem Desc | Arnount| 1M | Approved |Status |Status Desc |
L& 1 Test Item 1.00 riginal Contrack 0.00|(L5 [w] oM Completed
*
4 m |

End of Section

Close




Subcontractor
Change Orders

1. Locate and double-click 2. Locate and single-click 3. Locate and double-click “PM Subcontract Change Orders”
“Project Management” “Programs” from the folder from the item list
from folder panel panel
File  Folders  Items  Wiew  Options  Links File  Folders  ffens Wiew  Options  Link File  Folders  Iltems View Options Links Windows Help

BEMdh“w Bm“h“w Bm“h“w BERADEBURY STAMM

£] Stamm K] Stamm CONSTRUCTION INC
SINCE 1923 SINCE 1933 SINCL 19E
Meru | UNM 1650 | LWL Carter | Dillon | Meru | UMM 1650 | LvL Carter | Dillon | Menu | UNM 1650 | LVL Carter | Dillon
Company: 1 -BRADBURY STAkM CONSTRUCTION Company: 1 - ERADBURY STAMM COMSTRUCTIO Company: 1-BRADEURY STAMM CONSTRUCTION INC M
l l' Search [ﬂ I L Cash Managernent hl l J| General Ledger " -
l_ . l' BRADBURY STAMM COMSTRL I L Document Management l J| Headquarters T.rtle
~ o - [/ PM Notes
l I' My Tasks I L General Ledger l J| Imports [T PM Notes Review
— e — [%2 PM Motes Review Management
ll' &ccounts Pavable IL Headguarters lJI Job Biling [5) PM Other Documents
= = = £ PM Pending Change Orders
j Imnports [+ -
l .I' Accounts Receivable Iq __L Jul [+ lJ| Job Cost 7] PM Phase Cost Type Settings
l_ I' Cash Management 1 I L Jaob Eilling [ J Payroll &J PM Project Budgets
- - - [ PM Project Firrms
l I' Docurment Managenmert I L Job Cost = [ J| Project Management M PM Project Locations
~ - - %l PM Project Phases
ll' General Ledger IL Payral | Ill Programs [ PM Projects
= = ) I — =) PM Punch Lists
= Project Management :
l-- I' Headiquarters I|' ! ¢ Il, Reports [ PM Request For Information
T = | PM Request For Quote - 6.6
l Imparts I_ Prograrms Reports
:"II b | = qu' ? 5 |PM Subcontract Change Orders
l . I' Joh Eiling ll, Reports l J| Subcontract Ledger 15-” PM Subcontract Detail
- — - [ PM Subcontracts
l____ [, Job Cost I..____L Reparts = J| Viewpoint Administration ] PM Submittal Package
- ~ | — [Z] PM Submittal Register
[ I' Payrol IﬂL Subrontract Ledger [JI WorkFlow 5 PM Submittals - 6.5
Project Management M I___ L ‘u"ieWDDir‘lt Adrninistration M iu PM Test Lﬂgs
* || £ PM Transmitals
(<] Il | EX 2] il ] (¥ < >
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4. Input your project number in the cell right of “Project:”. Press the enter key.

File Edit Records View Options Tools Windows Help

oG REHXOIBR-D-VPHcwu-

OEE 0000 P B & &G

Description Details

Tax Type Tax Code WOCRet% 5SM

Description

>




Subcontractor

Change Orders

5. Single click inside the empty cell at the bottom marked with an “*” symbol. Hit the “F4” keyboard function button to bring up a list
of current interfaced subcontracts on your project in a separate window.

File Edit FRecords View Options Tools Windows Help

Bo@REHXORQE R P Fow- B F- QDo

2@ 0009 &

Subcontract Subcontract CO ||| Description Details Dateﬂ ~
1207-26.1000-5 6| |CO #6 Service Elec. 32114
1207-3.3000-5 1|||co #1 Mayan 6/6/13
1207-3.3000-5 2|||C0 # 2 Mayan 7/18/13
1207-3.3000-5 3|||co £3 Mayan 11/13/13
1207-3.3000-5 4| CO %4 21714
1207-31.2000-5 1|||Earthwork Change Order 001 Earthwark Change Order 001 4/22/13
1207-31.2000-5 2|||Co %2 10/29/13
1207-31.2000-5 3|||CO #3 Desert Utility & Paving 11/13/13
1207-32.9000-5 1(]]1CO #1 212{14
1707-32.9000-5 2|||C0 #2 Groundskeeper 32114

*I w

£ >

Grid Info Motes
Saq| Sub Ite|Description Phase Cost Type Amount| Interface |Notes Tax Type Tax Code WC Ret % 5M
3 73 8|CO #2 0GB 06.2000. 4 -363.00 To furnish material, labor, equipment 0.00 %
74 9|C0 #2 0GB 06.2000. 4 -2,231.00 To furnish material, labor, equipment 0.00 %
75 10|CO #2 0GB 06.2000. 4 789.00 To furnish material, labor, equipment 0.00 %
76 11|C0 #2 0GB 06.2000. 4 341.00 To furnish material, labor, equipment 0.00 %
Totals -864.00
£ > £ >




Subcontractor

Change Orders

6. From this window, locate and double-click the subcontract in which you will be writing a change order for.

Select One:

(@) Approved Subcontracts bylob
() 5L Change orders for Project
() Pending/Open Subcontracts

Subcontract Description

1207-02.4000-5 |Demo Contract

1207-03.3001-5 |Helical Pier Subcontract
1207-04.2200-5 |Masonry Subcontract
1207-05.1000-M |Steel Material Contract
1207-05.1000-5 |Steel Erection Contract
1207-06.2000-5 |Finish Carpentry Subcontract
1207-07.2100-5 |Insulation and Jaint Sealant Contract
1207-07.5400-5 |Roofing Subcontract

1207-08.1000-M |Doors & Hardware Subcontract

1207-08.1000-5 |Door Install Contract
<

Setup

Ly



Subcontractor

Change Orders

7. From this original window, the subcontract change order number will auto fill under the “Subcontract CO” column. Underneath the
“Description” column, input a description for the change order item or package you will be creating.

File Edit Records View Options Tools Windows Help

o BHXOI B D How- B A D e

S=E@00090 L -

Subcontract Subcontract CO || |Description Details Dateﬂ ~
1207-26.1000-5 6|||CO #6 Service Elec. 3f21/14
1207-3.3000-5 1|/[co #1 Mayan 6/6/13
1207-3.3000-5 2|||co £ 2 Mayan 7/18/13
1207-3.3000-5 3|||co £3 Mayan 11/13f13
1207-3.3000-5 4|(||CD #4 2f17{14
1207-31.2000-5 1|||Earthwark Change Order 001 Earthwork Change Order 001 4f22/13
1207-31.2000-5 2|(||CD #2 10/28/13
1207-31.2000-5 3|||CO #3 Desert Utility & Paving 11/13/13
1207-32.9000-5 1((|CO #1 2f12f14 I
1207-32.9000-5 2||/C0 #2 Groundskeeper 3/21/14

F 1207-02.4000-5 2 4{3/14 v

* O >

Grid | Info Notes

Seq||| Sub Ite|Description Phase Cost Type Amount| Interface |Motes Tax Type Tax Code WCRet% 5M

Totals 0.00
I >




Subcontractor

Change Orders

8. Single-click on the “info” tab to begin entering further information.

File Edit Records \View Options Tools Windows Help

ol BS-D-PE D@ Q00O D @ -#- & Soek-

Description Details
1207-3.3000-5 1//|C0 #1 Mayan 6/6/13
1207-3.3000-5 2|||Co # 2 Mayan 7/18/13
1207-3.3000-5 3|||Co £3 Mayan 11/13/13
1207-3.3000-5 4(11CO #4 2f17/14
1207-31.2000-5 1|||Earthwork Change Order 001 Earthwork Change Order 001 422113
1207-31.2000-5 2(]|1C0 #2 10/29/13
1207-31.2000-5 3|/[CO #3 Desert Utility & Paving 11/13f13
1207-32.9000-5 1(]1CO #1 2{12/14
1207-32.9000-5 2(/|CO #2 Groundskeeper 3/21/14
p 1207-02.4000-5 2|||co #2 Hudspeth 4/3/14 I
& W
a >

Tax Type Tax Code WOCRet% SM

Description

Totals

< >




Subcontractor

Change Orders

9. In the lower half portion of this window, select within the empty cell under column “Sub Item” and input “N”. This will auto fill this
item. Typically the subcontract itself is item #1, followed by individual subcontract change items. In this instance, this is subcontractor
change order #2, but this is item #5. Change order #1 had a package of three items (#2, #3, and #4).

File Edit Records View Optiocns Tools Windows Help

GG @EHXOIBS-D-PEu-

SEd@ Q000 H-

B F - KBowse-

Description: |ch #3 Hudspeth | Sent: I:l

Document Type: |S|.IID | |Default for SUBCO | Approved: I:I
Date: Status: |REQ | |Requ‘|red
Reference: | | [] Ready for Accounting

Grid

Motes

Sub Ite Description Phaze Cost Type Amount| Interface Notes Tax Type Tax Code WOCRet% 5M
| | | = | | | |

Totals 0.00

D [ >




Subcontractor

Change Orders

10. Fill out the empty cells under columns “Phase” (should be tied to your budget phase code), “Cost Type” (3 for material contract and
4 for subcontract), and “Amount” (the amount of the change order item).

File Edit Records View Options Tools Windows Help

o QHXOI B > -9 How-

E—} Create -

@000 L-

Description: |C[J #2 Hudspeth | Sent: I:I
Detals: Al pate L e
4 -7 I -]

Document Type: |EI.IICD | | Default for SUBCO | Approved: I:I
Date: Status: |REQ | |Req uired
Reference: | | [] Ready for Accounting

Grid | Info Motes
Seqg||| Sub Ite|Description =~ Phase  |CostType|  Amount| Interface [Notess ~~ TaxType TaxCode WCRet% SM|
F 155 5|C0O £2 Hudspeth 0.00] 0.00 %
. s I ——
Totals 0.00
< > € >
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11. In the empty cell below the “Notes” column, input a detailed description of the change item.

File Edit Records View Options Tools Windows Help

BouREXOI B D -V How-

SEd@ 0000 £-

B2 &|Bome-

Description: |cn #2 Hudspeth | Sent: |:|
Details: Al e [ =
| e [ [m
Document Type: |E.II!D | | Default for SUBCO | Approved: I:I
Date: Status: |REQ | |Req uired |

Reference: | | [] ready for Accounting

Grid | Info Notes
Saq| Sub Tte|Description Phase Cost Type Amaount| Interface [Notes Tax Type Tax Code WC Ret% 5M
& 155 5|C0 #2 Hudspeth 02.4000. 4 1.00 b 0.00 %
A | —
Totals 0.00
(> [ >
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12. Once that is input, you can add more change items for this subcontract if applicable (repeat #9-#11) or continue to process this
subcontractor change order. Single-click the “Approve” button.

File Edit FRecords View Options Tools Windows Help

Fo@REAXOJES DY How- 8- &Ko

HE@ 0000 L

Description: CO #2 Hudspeth | e l:l

Details: . guat;e?gned I:I
| e [ [m

Document Type:  SUBCO | |Default for SUBCO | Approved: l:l

Date: Status: |FEEQ | |Flequ'|red

Reference: | | [] ready for Accounting

| Compliance |

mmm|

Grid Motes
an| Sub Ite Description Phaze Cost Type Amount| Interface | Motes Tax Type Tax Code WCRet% SM
§ 155 5| €0 #2 Hudspeth 02.4000. 4 1.00 To remove door 1014, 0.00 %
# [=]
Totals 0.00
< > < >

[Croroe ]| cose




Subcontractor

Change Orders

13. Single-click the “Interface C/O” button. Please note that once this change order has been interfaced, only accounting can make
corrections to the contents. If time passes and corrections need to be made, they can only do so by creating another subcontractor CO
to offset it.

File Edit Records View Options Tools Windows Help

Po@ i ldX T BES-D-VO=EE8/0000 L -

™ Tasks ~

B & KB

Description: |E[J #2 Hudspeth | Sent: I:I
Detais: Al ome @

Document Type: |5.IID | | Default for SUBCO | Approved: I:I
Date: Status: |REQ | |Req uired
Reference: | | [] ready for Accounting

Grid  |mfo | @ Notes

Seql Sub Ite| Description Phase Cost Type Amount| Interface |Notes Tax Type Tax Code WOCRet% 5M
b 155 5|CO #2 Hudspeth ‘nz.cmuu. ‘ 4 1.00 To remove door 1014, ‘ ‘ ‘ 0.00 %‘
* [=]

Totals 1.00
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14. In this interface window, confirm the job number and item is correct. Single click the “Validate” button followed by the “Interface”
button. Close this window.

File Edit Records Opticns Tools Windows Help
@ —
B
Filter by Project and Item Type
Project: | 1207. | |L"|.|"L Carter Hall
Item Type: | 1-all v IMCa:
Keywaord: |
Interface D Description C0 Mumber
Subcontract CO 1207-26.1000-5  Electrical Contract ]
< >
| SelectAll || Deselectall |
Manth: | IH."HEI || Validate I | Clear
Audit Reparts
[ |JobCost [ ] Purchase Orders [ | Material Orders [ | Error List
[ ] Contracts [ ] Subcontracts [ | Material Quotes Preview Print
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15. Single-click the “Distribution” tab.

File Edit Records View Options Tools Windows Help

@@l T BS-2-VOESE80000 L -

T Tasks -

B Z-&|Bome

Description: |ED #2 Hudspeth | Sent: | " [ |
Details: A g:e?gm | || (3 |

5 e igned | =l
Document Type: I:I |Dafajl: for SUBCO | Approved: | " [ |
Date: | 43714 | status:  |REQ | |Required |
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16. Next single-click the empty cell underneath the “Send To Firm” column. Hit the keyboard function key “F4”.

File Edit Records View Options Tools Windows Help

oG @ lX O B -D-VPEHow-

B & Ko

H=E@ 0000 L-

2 Firm Master Lookup

Seleck One:

(%) Firm Master

Sent To Firm Firm Mame Sent To Contact Contact Mame Send Preferred Method Send Type Date Sent Date Signec o
I | | | IE' | | | | ) All Active Firms

() Project Firms

|Firm Mame

| San

Intercon |
17. This will bring up a small window. Type in and locate the i

subcontractor or material contractor “Firm”. Double-click your
selection. Note: “Firm” and “Vendor” are two different databases. In

our instance, your “Firm” will be the same company as your “vendor”. '

18. Next single-click the empty cell underneath the “Send To Contact” column. Hit the keyboard function key “F4”.

File Edit Records View Options Tools Windows Help

Fe@REXOES D PE« | DEE000 0| D& - &

1 |
oK i I Cancel l
% PM Firm Contacts - Active Lookup

Select One:

(%) PIM Firm Contacts - Ackive

- () Project Firm Contacts
Sent To Firm Firm Mame Sent To Contact Contact Name Send Preferred Method Send Type Date Sent Date Signed Motes

Contact Contact Mame |

1370/ Intercon Company, :‘ ‘ E - Email To
[=]

19. This will bring up a small window. Double-click an
available contact. Note: If there is no contact available, you

J

Caneel

can create one. By single-clicking the “setup” button. o

l.:
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20. Now we are ready to generate the subcontract change order. Single-click the downward arrow to the right of the “envelope” icon above

File  Edit

Records View Options Tools Windows Help

BFoGRAXOXES D o

21. From the dropdown,
single-click “Create

Document from Template”

23. Once your
template is selected,
single-click the
“Create...” button. This
may take a minute to
generate the custom
word file.

Sent To Firm Firm Name

1370|Intercon Company, 1

Sared Docurment;

Send Message
S vt Trareenittal

|©  Crests Documerit froem Templats

1 Create Document from Template
File Edit Records Options Tools Windows Help

el

|BSC Subcontract Change Order (test) v

Template:

Select Document Creation Type

(®) Attach Document to Parent

Sent To Contact Contact Name
Frank Lopez ‘

M - Print

To ‘

22. A new window will
appear. Next to the words
“Template:”, use the drop

down to locate “BSC
Subcontract Change Order
(test)”.

Attachment Name: BSC Subcontract Change Order (test).docx

() Save Generated Document

Generated Document:

Open Created Document in Word

o] o

Save As...

| co#:1]

U@ 0009 L

& - A R/5cme-

Send Preferred Method Send Type Date Sent Date Signed Notes

1 Create Document from Template
File Edit Records Options Tools Windows Help

PeuB
Template: I BSC Subcontract Change Order (test) a

Select Document Creation Type

(@) Attach Document to Parent

Attachment Name: BSC Subcontract Change Order (test).docx

() Save Generated Document

Generated Document:

Open Created Document in Word

Save As..

_ Create--

Close

| co#: 1|
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24. Once you have verified the information is correct, click the “save” icon in (rpi i &3
word. An alert window will pop-up asking if you want to save changes in D mens eyl e dh
Viewpoint. Single-slick “Yes”. This will attach this word file to the subcontract Wy ) wantto save changes in Yiewpoint Y6 also?
change order you just created. yes [ me ]
25. After you have saved it and before you close the 26. When you receive the .PDF back signed by the subcontractor/supplier, verify
word file, save the word file as a .PDF document to a no revisions have been made, sign, and email back to your key contact the
temporary folder. From there, attach this .PDF fill to an executed file. Make sure you CC your project tech and include the word “Signed”
email in Outlook addressed to the in the subject line to notify them to then upload the signed subcontract onto
subcontractor/supplier key contact. In the body of the Viewpoint. Project techs will then indicate compliance for this signed subcontract
email direct them to sign and email back to you. in Textura. Note: Subcontractors cannot receive payment until these steps are
completed.

End of Section



