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Copyright

This document and the software described in it apyrighted with all rights reserved. Under copyright
laws, neither the documentation nor the software beagopied, photocopied, reproduced, translated, or
reduced to any electronic medium or machine read&im, in whole or part, without prior written
consent of JNC Solutions Ltd., (JNC).

This computer program is the property of JNC. Thegmm is protected under copyright law and is
licensed for use only by a user who has returnedctivepleted registration card included with the
computer program and further is licensed strictlyaiccordance with the conditions specified in the
Software Licence. Sale, lease, hire rental or rgaggnt to, or by, a third party without prior and ttem
permission of JNC is expressly prohibited.

JNC does not warrant that the software package wilttfon properly in every hardware/software
environment. For example, the software may not workombination with modified versions of the
operating system, with certain print-spooling de fiacility programs or with certain printers sugpgliby
independent manufacturers.

TERMS AND CONDITIONS

Although JNC has tested the software and reviewed dlcandentationJNC makes no warranty or
representation, either express or implied, with regect to this software or documentation, their
quality performance, merchantability, or fithess fa a particular purpose. This software and
documentation are Licensed ‘as is’, and you, thedensee, by making use thereof, are assuming the
entire risk as to their quality and performance.

In no event will INC be liable for direct, indirect, special, incidental, or consequential damages
arising out of the use or inability to use the softare or documentation, or even if advised of the
possibility of such damages. In particular, anchaitt prejudice to the generality of the foregoidyC
has no liability for any programs or data storedused with JNC Software, including the costs of
recovering such programs or data.

Disclaimer: JNC’ policy is one of constant development and ompment. We reserve the right to alter,

modify, correct and upgrade our software progranssprblications without notice and without incurring
liability for any loss arising by virtue of suchtexdation, modification, correction, upgrade or ottise.

Copyright: 1998 JNC Solutions Limited
93 Selly Park
Birmingham B29 7LH
All Worldwide Rights Reserved

Issue Date:  09/07/07
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1 Set Up for New Sage Installations.

1.1 Install Sage Line 50 — See Sage Installationsinuctions

1.2 Install Sage Payroll — See Sage Installationdtructions

1.3 Install Construction Manager — See ConstructiotManager Installation instructions
1.4 Set Up Suppliers

New Suppliers can be set up in both Sage and Gmtistn Manager and will be synchronised
together.

To set up Suppliers in Sage.
Go to Suppliers > New and follow the Wizard Instroes

NOTE for the supplier account we recommend usieditist 8 letters of the supplier name. This
provides the easiest way to search and enter sngpIC

B Supplier - JNC Solutions Limited

Details Defaultz Credit Control Purchazes Orders Graphs Achivity Barnk Communications Memo
Account Detailz Contact information
AL INCSOLUT Contact name: Higel Whalley
Compary name: JHC Solutions Limited Trade contact:
Balancs: oo Telephane: 044 414 2547 =
Telephone 2: [-]
Fiegistered address
Fax: 021 414 1601
Sheet] 93 Selly Park Road
Shest? Website: v, conztiuctionmanagersl. co.uk (2]
Town Birmingham
County Email Settings
Fost Code B237LH E rmail: sUpport@Einc-uk. com []
Country United Kingdom GE | send letters, remittances, etc to this supplier via email F
WaT Mumber | send orders to thiz supplier via Tranzaction Email F]
Addreszes & Contacts. .
[ Save l [ Dizcard ] [ Drelate ]

There are some additional fields in Sage, whicmoahbe entered in Construction Manager.
E.g. Bank details, supplier terms agreed.
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To update Construction Manager with the new suppdieords (and any other changes in Sage)
open Construction Manager and go to

File > Maintenance > Sage Line 50 > Update Datanftine50.
Create a New Supplier in Construction Manager
New suppliers can be created in Construction Managevell as in Sage Line 50.

Click on Suppliers > New brings up the screen beloWwl in.
EER supptiers

Details l Insurance] Defaults l Branch .-’-'n.ddressesl Orline Verificationl

AMC® UNCSOLUT =
Trading Mame * |JNEI Solutions Limited T elephone |DB44 414 2547
Cl5 Name | Telephone 2 |D1 21 472 0002
ForeNamels) | Fax 0121 414 1501
Surk ame | E - Mail |supp0rt@inc-uk.com
Stizet 1 93 Selly Park Road L |www.constluctionmanagerED.cn.uk
Strest 2 Ace. Status |1 Open |
Town Birrningham Cateqary |
Courty
Post Code B29 7LH Ortline Paymerts [
Contact Marme |Nige| Whalley
Trade Contact |
YAT Number |
r—
NOTES

A/C is an 8-digit account code from Sage.

Best practice is to use the first 8 Digits of thpier's name.

If a duplicate comes up change the last lettewortb suite

E.g. A B Brickwork = ABBRICKW

The letters make it easier to find / sort suppl@rshe dropdown lists later.

Trading Name = Sage Supplier Name
It also is the name used for Cheque Printing anth® BACS Payments.

CIS Name, Fore Name and Surname are for subcontsamtly.

TheDefault tab should be used to set the suppliers VAT rate.

There are some additional fields in Sage, whicmoabe entered in Construction Manager.
E.g. Bank details, supplier terms agreed. Youadhhthese if required by going into Sage and
updating the supplier record.

1.6 Set up any additional nominal codes — Done ira§e Line 50
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1.7 Agree a start date for the accounts to transfer

1.8 Sage Opening balances. — See Sage help andudisevith accountant.

2 Set Up for Construction Manager
2.1 Set Up Subcontractors

A subcontractor must first have a supplier accolfitihis already exists in Sage Line 50 then the
suppliers will be loaded by going to

File > Maintenance > Sage Line 50 > Update All.
Create a New Supplier Account.
New suppliers can be created in Construction Managevell as in Sage Line 50.

Click on Suppliers > New brings up the screen betloWl in.
A suppiiers IEEEEE————

Details ] Insurance] Defaults I Branch Addressesl Online Verificationl

A E UNCSOLUT =
Trading Mame * |JNC Solutions Limited Telephone ||3844 414 2547
C15 Name | Telephane 2 |D'| 21 472 0002
Foreh amels) | Fax 0121 414 1501
SurMame | E - Mail |supp0rt@inc-uk.com
Street 1 93 Selly Park Foad o |www.construclionmanagerSD.c:u:n.uk
Street 2 Acc. Status |1 Open B
Tt Birmingharn Categany |
County
Post Code B29 7LH Online Payments |
Contact Mame |Nigel Whalley
Trade Contact |
VAT Number |
[ sae ]
NOTES
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A/C is an 8-digit account code from Sage. Best pradtico use the first 8 Digits of the
supplier's name. Also it is important to be coraistwith Subcontractor codes and whether the
surname comes first or not

E.g. John Davis
CODE = JOHNDAVI or DAVISJ

If a duplicate comes up change the last lettewortb suite
E.g. A B Brickwork = ABBRICKW
The letters make it easier to find / sort supplarshe dropdown lists later.

Trading Name = Sage Supplier Name
It also is the name used for Cheque Printing anth® BACS Payments.

If HMRC knows the supplier by a different name enlkés inCIS Name
If CIS Name is blank the program will use the sigophame for HMRC online submission.

The Forename and Surname is only required for Balders and Partnerships and is used in the
CIS Return on line.

TheDefault tab should be used to set the suppliers VAT rate.

Insurance details can also be recorded for submcions if required.
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2.2 Set Up Jobs ( Contracts )

Contracts (or Jobs) are used throughout Construdfianager to book costs and transactions
against a job.

Job Numbering — The user is free to choose the numbering sybtshsuited to their needs.
The fields are Alpha numeric so can have a mixt@imeumbers and letters up to 30 characters.
The 3 most common number systems are

1 Sequential Numbers entered manually by the uged @01, 1002

In addition a number can be prefixed to denotdfareént type of work. This can help searching
for different jobs.

2 A Job Name rather than a number when names acdetosefer to the job
E.g. 5 SELLY PARK

When using this format be careful that you do rextehtwo names the same for 2 jobs at the
same place. The Job number must be unique.

3 Auto Numbering enables an automatic sequence teberated. See defaults > job numbers
for details

New Job

Select Contracts > New and fill in the form below

Suppliers | Subcontractors | Contracts List | Suppliers [N UEte e

Details | SubContiactors| Tenders| Defaults| Site Addresses | Notes | Mairtenance Optians |

Job Mo [1001 Customer Name  NC Solutionss Limited

Custorner Ref * m Status ’m

Start Date = ,Wﬁ Order Mo |sBs8

Classification ’W' To be completed by

Value ’W Date Completed
Job Analysis :

Deszcription |F|eslural|un Works

Special Instructions

[ ] [ ] [ MHew Contract ] [ Frint ]

The Job Record appears.
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The following can be entered:

Field Notes
Job Number A unique number for the job.
Can be alpha numeric.
Customer Select customer for the job.
If CIS Tax only - use None as Customer
Start Date For reference only

Classification

For job costing analysis and sedrch
required

Value Enter contract value.
(Can be left at zero if not known)
Description Description of Job. Normally Site Name.
Status Job Status — Normally active
Order No Order no — will appear on invoices and
applications if entered
To be For reference only
completed
Completed Date the job was completed.
Date This date will trigger the retention period.
Job Analysis A second analysis field similar to

Classification. Can be used for project

manager. Need to set fields in Settings/Job

Analysis

Auto-numbering for Contracts:

If you want to start the sequence and use automatitbering you must place a tick in the
box at the top of this screen - firstly go to s&jti — job numbers — place a tick in the box or
leave blank — the click the NEW button — clear ¢herent pattern shown — click ADD letter
(if you want to have 4 letters click 4 times) -ydu now want to add a NUMBER click on
this button how many times you need — finally clartkthe ADD fixed character (pop up will
appear), numbering system you want. On this sdfegsu look in the ‘shows initial value’
box you will have A=letters chosen and O=numbersseh.

STATUS If you no longer wish to see the job ba active job list and the management
reports select one of the complete statuses. Otbeteave as active.

If you do not want anyone to post transactionsjuba- in the Status list box chose
Complete no postings

Active j

Tactive

| Complete - Postings
‘Complete - Mo Postings
Complete - Delete
Complete - Practical Comp
Complete and Paid

Mot Started

The only one that stops you posting is Complete phistings
The others are for reference depending on how wgamsto use them.
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2.3 Cost Codes /Tender Codes

The system provides two types of cost code andgske needs to choose which one they
want to use. There is no benefit or reason to o#ie Simple cost analysis can be done
without any cost / tender codes

Options

1 No codes- The program will split costs into , Purchasagy@®ntractors, Labour ( PAYE ).
There is no need to use any codes unless a funbakdown is required.

2 Cost Codes- These are a simple code a bit like a Sage Ndr@iode but used within
construction manager for cost breakdown. Theyradependent of Sage Nominal Codes.
They are suited usually to specialist contractdme want to analyse particular materials/
labour within a job. There is no facility to commpaost with budget / estimates. There is a
mark up function. We recommend only using thiskitiing calculations rather than cost
analysis.

3 Tender Codes- Are a more advance code. They are linked to gdchnd can have a
budget with each code. Also they provide 4 levelgroups and sub groups and a facility to
create multiple plots. Note too many codes wilkmallocation difficult and may hamper
the day-to-day data entry. As a guide 100 codagyisod working number. ( 1000 is usually
too many ) The codes will normally be determinemhrfrthe estimate / tender.

Set up Cost Codes

To set up cost codes go to Settings>Defaults>Code€

Cost Codes E

Code Drescription Markup [%] Categary :‘
1 B/RwD Braught Farward 0 Mixed
1-1 Labour 10 Labour
1-2 Sub Contract 0 Labour
1-3 SubContract M aterialz 0 5/C Material/Lab
1-5 Flarnt 0 Plant
1-B Fees 0 Mizcellaneous
10-1 Labour 0 Labour
10-2 Sub Contract 0 Labour
10-3 SubContract Matenalz 0 5/C Matenal/Lab
10-4 b atenalz 1t atenals -
105 Plant
106 Fees
10-7 Services
11-1 Labour ! |
S R - |Labour
[ Abandon ] [ Save ] [ Delete ] [ Print Lizt ] Overheads ]
Mised ]
Code Cost Code up to 8 characters. Letters areallyrbetter than
numbers
Description Description of Cost Code
Mark Up Option to add a % mark up to a cost code

Page No 11



Category Choose from drop down, the category willg cost codes
together 9 are predefined but their names can &eged. 7 are
user defined
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Set Up Tender Codes

Tenders can be set up and used to breakdown atpisub elements. e.g. different phases for a
job or different plots on a site.

Costs can be booked to a tender for job costingysisaThe Tender provides a 4 level structure
but can be used with a single level or 2 leveleegsired. A budget enables costs to be compared
against budget. Tenders do not allow mark up todeesl.

To set up Tenders on a job:
Select Contract, Highlight a Job and click Rectinén the Tender Tab.

SN contract praren - srooon [ e

Details | SubContractars Tendersl Defaults] SiteAddresses] Notes] Maintenance Dptions]

Groups Tenders
=-[27 Job - PRITCH - Prithchards Rd Flats Fef Details Budget Budget Alerts
—-[C] Site Preperation SPHARMA MATERIALS 0
[Z1 Demoltion SPHALA LaBOUR
21 Ground Irvestigation SPHAPL PLANT
S Hadcore SPHASC 5UB CONTRACT 4000.00 I
—-[C] Preliminaries
21 Scaffolding
23 Temporary Roads
-] Fees
[Z1 Architect
27 Legal
--[C] OVERHEADS
[Z1 Admin
[ Tender Yalue Import ] [ Save az Template ] Group Budget Subtatal |1 0,500.00
[ Add Group ] [ Edit ] [ Delete ] [ Move ] [ Add Tender ] [ Edit ] [ Delete H Template ] [ Move ]
e

First, create a template. Select Template and&wmand give your template a name. The
template should be finalised before adding it tusjo
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%. Subcontractor Templates 3 - 0OX

Subcontractors  Tenders ] Site Addresses |

Templates Group Structure Tender Details
=10 Structure 1 ~ Ref Details Arnount il

=[] Site Preperation SPHARMA, MATERIALS 0O
3 Demolition SPHALA LABOUR 1]
[ Ground Investigation SPHAPL PLAMT 1]
{3 Hardcore SPHASC SUB COMTR... O

=07 Preliminaries
1 5ite Management
[ Scaffolding

[ Temporary Foads
—-[Z] Superstiucture

[ Brickwork,

[ Steel Frame
[ Mew fram current contract ] [Z Jainery
[ Mew ][ Edit ][ Remove ] - rEE.ESﬂ._..:.__. hd =l
[ Apply Template ] [ Copy Template ] [ Add ][ Rename “ Remove ] [ |mport ] [ Remove tender ]

Close

Select, Add to add a tender group.
To add subgroups highlight group then use add dosasuib group
To add tenders select the group or sub group. Estésllows; -

Ref Tender code (cost code) into ref, this refnin@sunique
Details Details is description of code
Amount Amount should be 0. This is the budget igrakt on each job

When complete, the tender can be added to theyabdking Apply.

It is recommendedthat tender codes follow some structure. Lettezgaeferred to numbers, as
they are easier to select when typing into the dioem screens. E.g. in the example above

SPHAMA stands for Site Preparation, Hardcore, aatenmals.

To set a budget, go to the tender ref on a pasatigab and select edit. The amount an
now be set as the budget for that job.
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2.4 Set Up Defaults

Go to Settings>Defaults

General

General l Eustnmersl Subcontractars ] Nnminals] Paths l Postings l Mu:ul:uile] Journal l Maintenance l

Jze MySOL ¥ Mew CIS ¥

=& new look and feel W W arn on assighing costs to inactive or unanalysed jobs

Ilze stacked toolbar interface v WP by walue v
Wat Rate & 15.0 ‘wieek 1 Start D ate 06/04/2003
Wat Registered v Mo of weeks in year 52

Current: Addrezs Book
Change Addressz Boak
FTP Update Lirkz
Prosy Sage Job Coszting
Port
Lirks Links
Line 50 Yersion - Sage Payroll Link v
Show payroll records
Tiesles dulliolly 11tz Default Bank Code |1200 - B&MK CURREMT ACCOUN
Alphabetizally
Job P Frofit: i« i
* By Tender Entry Order ob Frogrezs Profi Met Prafit . |1z ChargeOut
Grogs Profit
[ Sawve ] [ Abandon ]

This tab enables the following to be set.
Please tick NEW CIS to switch on the 2007 NEW Cifadtions.
Normal default setting should be correct.

Field Notes
Version Select version of Sage Line 50
being used and click register
Sage Job Costing Tick if Sage Job Costing is being
used. Also need to set path in
path tab.

Use Job Cost Invoice Np If Sage Job Costing is ;ubeés
enables the Sage Job Costing
Invoice number. To be used
instead of the Sage Line 50
invoices number. Notmust be
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set on each pc.

Default Bank Code Sets the Default Bank Nominal
Code
Sage Payroll Tick to connect to Sage Payrdll.

Note connection only required
for users posting timesheets.
Otherwise tick below

Show Payroll Records Must be ticked on each pc to
display labour costs in Job
Costing

Week 1 Start Date Should normally be set'to 6
April to give correct week no.

Customer Defaults

General Customers l Subcontractars ] Nn:nminals] Paths ] Postings ] Mn:nl:nile] Jourhal ] Maintenance ]
Fetention IT Post Gross Certificates to Sage -
P etention Einal IT Post Met Certificates to Sage )
Rietention Period 12 Fost Auta Invaice Mo to Reference v
Dizcount % 0.0 Post Job Mo to Reference u
CITe = 250 Post Auta [nvoice Mo to ExRef [

Discount Method  [EERERTTRN SIS ~

Post Application Feference to Certificate |

General Defaults

Default Meode 4000 -

Default Tax Code |T1 015 -

D efault Dept |EI Crefault j
Sales Invoice Posting Preferences

Application schedule to current (w
Post Job Mumber Ta: [ Details o )

Application schedule bo curmulative ("

Save ] [ Abandon
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Field Notes
Retention % Default % for sales applications
Final Retention % Default % for sales applications
Retention Period Default % for sales applications
Discount % Default % for sales applications
CITB% Default % for sales applications
Discount Method Default method
Post Gross to Sage Enables a retention credit to|be
posted to Sage. In this case the
sales figures in Sage = Gross
Certified. NOTE you will need to
set up nominals for sales
retention and discount. See
Nominal Defaults.
Post Net to Sage -Normal option. Net certified
amount posted to Sage.
Post Auto Invoice no to| Normally ticked to post the
reference automatic invoice no to Sage ref
field. Same as Sage Line 50 dages
Post Job No to Enters the Job No in the Sage
Reference Ref field from Invoicing
Application Schedule | Sets the default method for using

Current/Cumulative

Application Schedules.
Cumulative is the preferred
choice

Post Job No to details

Using Sales Invoicing ptists

job no to Sage Details
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Subcontractors Defaults

Note this also includes some supplier settings

Generall Customers  Subcontractors l Nu:uminals] Pathsz l Fiostings l Mu:ul:uile] Journal ] M aintenance l
Cerificate Defaults Batch Certificate |lzed Fields
ion =
Rz 0.0 Cozt Codes |
Retention Final
0o Mominal Codes ~

Retention Periad 12

) Tenders v
Dizoount % 00
Discount Method Dlizcaunt First j Departments B
CITE 1.50
Certificates Postings
Post Gross Certificates to Sage { [ “wam if entering Pl for subcontrachor
Post Met Certificates to Sage fw [ wharn if entering PO for subcantractar

Purchasze Order Processing
POP uzes supplier default dizcount 2 [

POP uszes Last Cost Price [

Stock Transactions

#dd Iterm description and Job Mo to ranzaction details ™

Save ] [ Abandan
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Field Notes

Retention % Set this to the normal retention %
you take from Subcontractors. The|
figure here will be the default whicl
can be edited on the job.

Retention Final For reference only

Retention Period | Set to your normal retention ferig

Discount % Set to your normal discount %

Discount Method | Method for retention and discoun

CITB % Set to a percentage if you wish to
deduct CITB levy from sub
contractors. Note: you will also need

to set the supplier default to CITB
for those subcontractors you make|
the deduction from

Batch Certificates

Option to display additionalwohs
on the certificate batch screen.

POP uses supplie
default discount

rEnters a suppliers discount
( not often used )

POP uses last co

sif ticked then the program uses las

t

price stock cost price from Sage Products. If not
ticked uses sales price ’0
Add item Adds description and job no to stock

description to
stock details

entry details field. Recommended i

using products in/out
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Nominal Defaults

Select Settings, Defaults, Nominals Tab

Generall Eustnmersl Subcontractors Mominals l Faths l Fiostings l Mu:ul:uile] Journal l Maintenance l
Sales Invoices Sub Contractor's lnvoices
M aminal Marminal Code Usze
Code Suppliers
Certified Gross m 5/ Labour [Net] E00Z
Certified Dizcourt m S/ Materials [Met) 5000 | ™
Certified Retentian m 54T Taw Held [Net] 2150 -

Certified Met 4000 - S/C Labour [Gross) E002 | [
CITE Lewy - S/C Materials [Gross] 5000 | [

Tawrecoverable 1050 - 5/C Labour [Unmatched) BO0Z hd |
Carriage - S5/C Matenialz [Unmatched] A000 | [

5/C Tax Held [Unmatched] 2150 -
5/C Labour CIS Mone -| [

Sub Contractar's Irizh Tax

5/C Matenialz CIS None G002 | [
S/C Labour C2 gooe -l [
CITE Lewy -
i ~| [
5/ Materials C2 | 5000 5/C Retention 2160 -
5/C Labour BCT ~| [
St G002 S5/C Dizcount -
S/C Matenial: RCT | B000 ~| [ Cemege 100 -
Paost 5/C Retentions to Accounts v
Purchaze order uzes Ling B0 Mominal Code N

[ Save H Abandon ]

Choose the Nominal Code defaults.
Subcontractor’s Invoices will be posted to thesdesounless edited on the screen when posting

Invoices.

A different Nominal Code can be set for Labour avidterials and for different types of

subcontractor.
If ‘Use Suppliers Default’ is ticked then the NorainCode showing here is ignored and the

supplier’s default is used.
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Field

Notes

Labour Net

Code for labour which will be
subject to CIS Tax for net

subcontractor

Materials Net

Code for Materials from Ne
subcontractor

Labour Gross

Code for Labour for
Subcontractor ( not taxed )

Graoss

Material Gross

Material
subcontractor.
not be appropriate as this w
normally include supply and fi
SO a subcontractors Nomirn
Code may be applicable e
6002

element from Gross
Note 5000 may

al
g.

Labour Unmatched

As Net above

Materials Unmatched

As Net above

Labour None

As Gross Above

Materials None

As Gross Above

S/C Tax withheld

Nominal Code to post
subcontractors tax deduction tg
2150 is set up automatically by
Construction Manager 50 but
you can use an existing noming
if preferred.

|

CITB Levy

If you are making deductions fa
CITB Levy from your

subcontractors you will need to
set up a Nominal Code in Sage

-

for this.
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Paths ( Important )

Eenerall I:ustl:umersl Subcuntracturs] Mominals Paths l F'l:ustings] Ml:ul:uile] -J-:uurnall Maintenancel

[ b odity kMuSEL Connection Parameters ]

Reports Path CACISMANAGERVREFORTS

&/C Data Path |I::'\DEIELII'-1ENTS AMD SETTIMNGSMALL USERSMAPPLICATION DATAMS

Connect

Sage Payroll Path |E:"~F‘HDGH.-’-¥.M FILES [#86PM\SAGE PAYROLL 2000DEMODATA MDE

Sage Payroll MO |E:'\F'HEIEH.¢.M FILES [<86P\SAGE PAYROLL 200SECURE MO

Connect

]

Select Sage Uszer to zpecify your login details for Sage Line 50, M.B. Theze detailz ’ & a0e Lser ]
muzt be unique to this copy of Construction b anager. d

Select Payroll Usger bo gpecify your login detailz for Sage Payrall, ’ Paproll User ]
T ezt whether or not thiz machine haz zufficient access pivileges to wn ’ #ccess Rights ]
Congtruction b anager

Select Test Connections ta verify your path and login details. ’ Test Connections ]

[ Save H Abandan ]

This tab sets the path names for connections te,Fyroll and the Construction Manager Data.

Field Notes

Data Path This is the path name for the contradt.thalt
holds all the Construction Manager Data.
On a single user system normally

On a network installation the path name will link
to the server. E.g. Server\....\CISManager Data

SQL installations do not use a path name.
See SQL installation notes for details.

A/C Data This path should point to the Sage Data (Acc
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Path folder)

Sage Payroll | This path should point to the Sagedfay
Payroll.mdb file

Sage Payroll | This path should point to a file called Secure.mdw

MDW in the payroll folder.

Connect This button will connect the program to Siagie
Data. NOTE you must set up passwords for
background login to Sage. See Sage User below.
NOTE this button sets the version of Sage and
uses the password below.

Sage User In Sage Line 50 you need a user name and
password for each PC that users Construction
Manager. The normal convention for this is User
Name CISJohn for John's PC Password PW

Payroll User | For users connected to Sage Payratiag
timesheets Add a password to Sage for User CIS
Password PW Enter this in the Payroll user.

Job Costing | Only applies if linking to Sage Job Costing.

Path Needs to point to Jobcosting.mdb

Access Click here to test you have sufficient access sght

Rights for the program to work correctly.

Test Tests the above connections are set correctly

Connections
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Postings

General] Eustumers] Subcuntractursl Numinals] Faths Postings l Mu:ul:uile] .Ju:uurnall Maintenancel

Purchaze [nvoices

Fost Job Mumber To: [ Ref Fost RefInfo Ta: v Ref
| ExRef | ExRef
g o Post &/C Ref to Details for Tax
v Detals L' and CITE
| Dept

Job Cozting Cozst Codes

Labaur P aterials

Usze Usze

Suppliers Suppliers

Def Def
Net SUB03 = Net 5UB03 =
Gross SUB03 = Gioss  |SUBO3 -]
Unmatched | SUBO3 x| Unmatched | SUBOD3 =
Mane |5UBD3 = Mone |5UBD3 =
c2 NOME =~ c2 \NONE =
RCT \NONE =~ RCT \NONE =

[ Save ” Abandon ]

Post Job No to Option to post purchase invoices
with a job no in a specific field.
Tick Details recommend.

Post ref to Recommend tick Ref ( as per Sage )
Job Costing Cost These control default cost codes.
Codes Option for a Global default or tick

use supplier default and set up a
default in the supplier record
defaults.

Journal Application Journal.
Not normally required.
Contact Before using

Maintenance Setting for Maintenance Jobs. MJobs
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2.5 Access Rights
The Access Rights feature lets you set individwedspvords for each person who has access to

Construction Manager. You can even restrict windnus and windows each user can use and
hide your labour/pay rates information if necessary

Note: To add, delete or change user access rights, yst e logged on with the user Admin

From the Construction Manager menu bar, selecin§stt Access Rights. The User Access
Rights window appears

Use this window to create a new user, edit a upassword, delete a user (for example if the

user has left the company), copy a user and resthich options, menus and windows a user
has access to.
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Labour_access

The access to this part of the program is restrittethe payroll access rights. The Payroll
Manager normally sets this (see below for moreild¢taCare must be taken if a user can log
onto Construction Manager using another personsésx level, which is above that in the
Payroll, as they would have automatic access tovtiwe of the payroll.

Level 0 and 1 - Time sheet Access Rights

Additional control of pay rate access is providédotigh the payroll access levels in sage
payroll. The payroll user name and password iestan the settings/defaults/paths/payroll user.
It is important to set the Construction Manager payroll user withright access level otherwise
they will seeALL pay rates inc directors. This needs to be doreaah employee record in the
Access Level box on the screen below.

E.g. your payroll access level is 5. Then you séé employees with access levels 1-5 provided

you tick the ‘include lower levels’ check box in yeall To do this, go to
settings/defaults/paths/payroll user.

Page No 26



2.6 Company Preferences
Go to Settings> Company Preferences

Setting Up Company Preference Details in Conswadtlanager.

For CIS online
You need to fill your the NI no ( if applicable ) Gompany Registration No.

NI No — National Insurance No ( if applicable )
Reg No — Company registration no if applicable
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Now go to details tab and complete the boxes shown.

Accounts Office Ref —

PAYE Ref

Contractor Tax Ref or Tax Office Reference
Unique Tax ref

Organisation Type

Gateway Address - Leave as default
Gateway User Name - Complete by registering withR-G/
Gateway Password - Complete by registering wthR€

Useful numbers to call if you have any problems cal

On Line Services Help Desk 0845 6055999
Or NEW CIS help desk 0845 366 7899
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3 Opening Balances

Note these do not have to be entered before stargjrio use the system with the exception of
Subcontractor and Sales Applications and Certificags if applicable. We recommend that
you become familiar with the transactions first.

3.1 Sales Application Balances

These are required to bring forward a history déS&pplications and Certificate received up to
a given date.

Where a job is ongoing and there are existing apfdins and certificates already produced from
the previous system these can be entered in CatistttManager as follows.

To produce an Application for an existing Job ydll meed the following information: -
- Previous Application Cumulative
- Previous Certificate to date Cumulative

- Amount paid to date on the Job.

You will also need to refer to the section on Apations and Certificates if you require further
guidance on entering the transactions.

1. Enter the previous amount cumulative of the dggtiication and the date of the application.

You can also change the application no to matchistery. le App 4
E.g. this Job we have already applied for £14,888 £700 retention.

Page No 29



Certify this application for the amount certifienl date and choose the dot post option so the
invoice is not posted to Sage Accounts. This job haen certified for £12,000 less £600

retention and not posted to sage. DO NOT post@ipeat this stage.

Finally, to enter the cash paid on the job, go tigtGmers, Receipts, New,

Choose un-posted SI's, because the certificatenmaposted and enter the amount received as

payment to date on the job.
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Now we have a full history on the Applications,tderates and payments received of the job.
There is a very useful report available to viewhstory. This report should be used regularly
for information or checking queries or chasing mone
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Outstanding Application Reports.

Go to the application list and select all applicas you want to view
Customers>Applications> All dates

Choose reports

Then select Current Application Balances Outstag(ghith date)

This report shows a full history of each applicatieach certificate, each payment and the
outstanding figures.
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3.2 Subcontractor Application / Certificate Balances
These are done in the same way as Sales Applidastamces

You will need the last Application and the last ip@yt certificate for each subcontractor on
each job. This may involve a significant amouningiut work.

See section on Sub Apps about how to enter trangact

NOTE for opening balances no postings should beena&ageChoose no posbn the
certificate.

3.3 Subcontractor Certificate Balances

If subcontractors applications are not being ubed Certificate only balances can be entered

via Certificates > New. Enter the cumulative amguntay in the same way and do not post to
Sage. Date = date of last certificate. Then gaatorents and pay off the opening balance with
an historical date eg last month.

3.4 Job Costing Balances

Balances should be established at a given datélyiauaonth end and entered with that date.
After entering any subcontractor balances the gticg balances can be entered.

If you have entered subcontractor balance you prirst off the job management screen filtered
by the date of the balances and record the tostltoalate on each job.

You job cost balance figure will be the differerimdween the costs already recorded and the
cost to date from the previous system.

To enter the balances set up a supplier OBAL c&lpdning Balance
Go to Suppliers>Invoice>Invoice

Enter a balancing figure for each job against OpgBalance Supplier and choose
Do not Postat the end of the line. This will add this costhe job. If required a separate entry
can be made for each cost code or tender cod@ibwvill require more data entry.
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4 Supplier Transactions
4.1 Purchase Invoices.

Purchase invoices can be entered in batch mode3age Line 50 with the addition that they are
allocated to a Job and cost code if required.

Select Suppliers, Invoice, Invoices

Field Notes

Supp Ref Enter the supplier

Job No Enter the job number

Cost Code Optional enter cost codes. (Set up coded in
Settings, Cost Codes)

Tender Optional enter tenders to book invoice against
(set up in contract, tenders)

Ref Normally invoice number posted to Sage Ref

Ex Ref Extra Reference posted to Sage Ex Ref

Department Sage Department

N/C Nominal Code

Date Invoice Date

Details Details

Net Net invoice amount before Vat

T/IC Vat Rate (will pick up suppliers default if set)

Post Option to post or not post invoice to Sage
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4.2 Supplier Purchase Order Processing

Purchase Orders can be created and printed in @otish Manager and used to provide
committed costs on each job. This function repisghe POP in Sage Line 50 and ensures that
orders are allocated to jobs. Construction Mangesuhe Sage Products to store standard items
and prices. (see the Settings, Defaults, Sub-Caotraf you tick the box for POP uses last cost
price, that's what you will get when you choose pineduct in POP — if you do not tick this box

Construction Manager will use Sales Price)

There are separate order types for suppliers dmebstractors. The supplier order will update to
a purchase invoice. The subcontractor order witlaie to a certificate and returns. See section

5.5.

Supplier Orders

Select Suppliers, Supplier POP

Enter the following

Field Notes
Supplier Select Supplier
N/C Nominal Code for the invoice.
Supplier Default will appear
Job No Select Job for the order
Job Per Line Tick if you want to raise an
order for more than one jo
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Note site address cannot be
printed with this option.

Details Header details of the order.

If left blank will show details of
1% line entry.

PO no Automatic Sequential PO
number. Start number set in
settings>PO Numbers

Date Date of Order

Order No Manual order no reference.

Ref Reference field. Often initials of

person raising order.

Product Code

Select S1 for a free text order
Select a product code for a
product
M= Message Line

Description Type in description. ( S1)
Click mouse at right hand end of
description to bring up long
description.

M-Job Only applies with
Maintenance Manager Option.
Enter M Job No

Cost Code Select Cost Code if applicable

Tender Select Tender Code if applicable

N/C Can change nominal code for
each line item if applicable

Quantity Quantity to order

Price Price

Unit Eg Each

Disc % Enter a % discount if applicable

Disc Calculated from above

Net Calculated from Price, Quantity
and discount

T/C Select Applicable tax code

VAT Vat amount calculated

Total Total inc vat

Branch Address Tab.
This enables different branch addresses to beegrriior a supplier. Branch addresses can be

entered in the order or into the supplier record.

Site Addresses

This enables different site addresses to be priioted supplier. Site addresses can be entered in

the order or into the supplier record.
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The Supplier PO List

Button Notes
New Create a new order
Record Open, edit and print an order
Order Set Order status to
ON ORDER. Must be set before GRN or
invoice can be entered.
GRN Enter Goods Received Note
Update Update order to an invoice
Details Displays each item line for orders selected
GRN List Shows list of GRNs for orders selected
Excel Output to Excel
Reports Print Order and reports
Filter Select a range of order nos
Order Activity Displays Ordered items by productieo
Paid Off Sets order outstanding to Zero
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4.3 Goods Received Note
A Goods received note must be entered before yowpdate to an invoice.

If no GRN is available enter it with a manual refto tell the system how many items have been
received.

Select Order and click on GRN

Field Notes
Supplier A/C Select Supplier
Supplier GRN Enter GRN no.
If not available use invoice
no or initials
Date received Enter date goods received
Grid entry Enter quantity of each item
received.
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4.4 Invoice Matching to Order ( Update )

To enter an invoice and match it to the originalesr

Select the order which the invoice relates to (NRD)

Double click and open the order to check price gunahtity agrees.

If there is a discrepancy the order can be ameatithds point to match the invoice.
Clearly the should be agreed by the appropriateqoer

If the discrepancies are not agreed then the sit®ild not be amended.

The invoice can still be entered and should beutespin Sage waiting resolution.
Not this may leave a negative outstanding balanbésh should be cleared later.

After order is checked.

Go to Order list suppliers>supplier POP

Highlight order relating to invoice

Select Update.

Select items to update and click update.

Note if no GRN has been entered no invoice wilpbeduced.

The invoice screen now appears with pre enteresdfdamn the order.
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Field Notes
Ref Enter customer invoice no or company ref
no.

NOTE if multi line invoice all lines must
have same ref no. F6 can be used to copy.

Ex Ref Optional as normal
Date Invoice Date
Details This has been filled in from the order but

can be edited. If you want to show the
supplier invoice just insert it at the
beginning on the first line only

Net Amount entered from the order. Can be
edited to match the invoice. NOTE if the
amount is edited then an outstanding
balance will be left against the order to be

cleared off.
See clearing order balances.
T/C Set Applicable Vat rate
Vat Can edit vat amount to match invoice

Clearing Outstanding Order Balances.

When an invoice does not match the order then &standing balance will be left which will
affect the job costing orders outstanding.

To clear a balance, go the Supplier PO list. Atfémeight end tick paid off. This will set any
outstanding figures to zero.
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5 Subcontractors

5.1 Invoices/Certificates

Four methods are available for entering subcordracinvoices/certificates

Batch Invoice/Certificate  — For general subcontractor invoices.

New Certificate — For subcontractor certifesatvith retention and discount
Subcontractor’s timesheets— For labour Subcontractors working on severas ehch week.
Applications — For subcontractors jmlong applications and self-billing.

Batch Certificates / Invoices

This facility enables subcontractor’s invoices &dntered and posted to Sage with all the
construction industry specific adjustments e.gS Téx, Retentions, CITB Levy.
You cannot enter Credit Notes using this facility.

Select

Subcontractors, Certificates, OK, Batch.

NOTE if you are missing columns for Cost Codes, N@hCodes, Tenders or departments go to
Settings>Defaults>Subcontractors and tick requikdds.
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The following data can be entered:

Field Notes

Supp Ref Select Subcontractor from
List

Job No Select Job no. Note if job no
does not appear click add
subcontractor to add this
subcontractor to the job.

Cert No Automatically generated
certificate no

Mat C/C Cost code for material
element of invoice. Check
defaults settings

Lab C/C Cost code for labour
element of invoice. Check
default settings

NCode Mat Nominal Code for materials
element of invoice. Check
default settings

NCode Lab Nominal Code for labour
element of invoice. Check
default settings

Cont Tender Tender Cost Code if used

Ref Invoice Ref field as used in
Sage.

Ex Ref Ex ref field as used in Sage

Date Invoice Date

Total Total Invoice amount before
VAT

Labour Labour element subject to
CIS Tax

T/IC Vat rate — Default set in
suppliers defaults

VAT Vat amount

Pay Due Amount due to be paid after
CIS Tax and vat

Post Option to post/ not post to
Sage

Contras Facility to make contra

charges
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Any deductions due for CIS TAX, Retentions, Discoand CITB Levy are displayed at the
top right and are controlled by defaults in supglieontracts or system settings.

Click save and the batch of invoices is saved arstigol to Sage. A screen appears to
display the invoices and credits that have beeergeed.
The Sage Audit trail number is shown (also the SiaipeCosting ID number if applicable).

Additional fields can be displayed on the batclesorif required.
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5.2 Certificates
An alternative to the batch screen is also avalédyl subcontractor invoices/certificates.
This is suited to larger subcontract paymentsiti@iide retentions and discounts.

Select Subcontractors, Certificates, New.

This form enables additional functions to be caroat which are not available on the batch
screen.

View previous and cumulative amounts.
Enter retentions and discounts
Release of Retention (Using the retention releiate) f

When saved, this will produce the same transactisrtbe batch form.
Note the labour element box for Net tax is on thtdm left.

| You can enter a due date from within the Repontstion, preview, enter date, view, choge
| payment certificate, this will save the date youehaput but you can also change it next
| time you want to print these certificate details.
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Credits

To raise a credit for a subcontractor, the scredovbis used.

Simply enter a negative amount in the current gotam.

If labour element applies enter the negative amotitgbour.

If subcontractors are a Net then the tax adjustwdhbe made and a tax invoice is
created to net off the tax amount.

When saved a credit is raised and posted to Sage.

This can then be netted off against the next paytodoe made in payments.
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5.3 Subcontractors Work sheets

Subcontractors - work sheets can be used wherbaismactor is working on several jobs
in a week. It is the fast method of recordingth# costing details and posting a single
certificate to Sage for payment.

Select Subcontractors, Work Sheet

Set Up.

Before using work sheets it is important to setaugummy job for subcontractor. Suggest
Job no:SUB as the name you give for Subcontractor work she&# Subcontractors
should then be added to this job. Next, go to bepgefaults and select this dummy job as
the default work sheet job for each supplier. Tgrscess ensures that costs are not booked
twice to a job. The dummy job is to be ignoredjtdr costing. After this there is no need to
add Subcontractors to all the other jobs. Youusmthis option for opening balances too —
set up a job called opening balances — enter isdahee way.

Next step is to select the following details:

Subcontractor A/C

Select Dummy Job no (should come up automaticbdlypplier default set)
Details of work sheet — as required

Ref and Ex Ref — will be posted to Sage with cesdte.

Department — will be posted to Sage with certiicat
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Enter work sheet

Field Notes

Job No Enter Job No.

Cost Code Enter Cost Code

Date Enter date. Can be either day
of the week or week ending

Details Any relevant details

Labour Choose Labour or Materials

Quantity Quantity of hours

Unit Cost Enter pay rate

Total Quantity x rate

Save This will save the worksheet.
It can be edited at this point
until it is certified.

Certify Produces a payment
certificate for the weeks work
to post to sage and pay

Save Saves certificate
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5.4 Subcontractor Applications

Applications can be entered prior to certificatidhey will show on-the-job progress screen
as outstanding applications for each job.

The application is not posted to Sage.

When certified the process is the same as above.

Select Subcontractor, Applications, New.

To enter an application enter the following

Field Notes
A/IC Select subcontractor.
Job No Select Job no. If not showing

click add subcontractor. This
gives you the option to set
default retention and discount %

Date Date of Application

Date due Date the application is due to be
paid

Ref Reference field

Ex Ref Extra Reference Field

Details Details
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VAT

Set vat rate as applicable

Disc% Enter the discount %. Provides
option to retain this % for next
application

Ret % Enter the retention %. Provides

option to retain this % for next
application

Ret Release %

Enter ret release. Normally 50 or
100%. Will calculate amount of
retention to release

CITB% Enter the % in
settings>defaults>Subcontractors

Dept Sage department field. Used by
the certificate when certified
optional

CCode Mat Cost Code for Material Element

CCode Lab Cost Code for Labour Element

Tender Tender Cost Code if applicable
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5.5Subcontractors Orders.

Subcontract Orders are raised on different scresnpplier’'s orders.
This enables the application, certificate, reteniad CIS functions to operate.

If a subcontractor order / invoice is processedugh suppliers then it will not appear on the
CIS return.

Field Notes

Supplier Select Subcontractor

Job no Select Job No. NOTE if not showing clickaial
subcontractor to add to a new job

N/C Nominal Code

TC Tax code

Cost Code Select Cost Code for order

Dept Optional

PO No Automatic No. Same sequence as supplier PO No

Date Date of order

Delivery Date| Date of delivery

Order no Manual order no ref if required

Ref Reference no if required

Tender Tender code if applicable

Product Code Sl for free text order.

Description Enter description
Long description available click on right hand end
of description field

Quantity Quantity

Price Unit price

Print To print the order
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The Subcontractor PO List — To update an order.

The update process is slightly different for sultiastors. The order is converted to applications
or certificates. There is no delivery note.

You should be consistent in updating either to Agapions or Certificates.
We normally recommend using certificates rathen tiyaplications with POP, as there is one less
step to process.

Applications

Select order and click applications.
Then fill in the details of the application. Sedsontractor applications

Certificates/ Invoice

Select order and click certify.
Then fill in the details for the certificate or ioice. See subcontractor certificates.
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5.6 Payments Subcontractors

Payments to subcontractors must be made througbkt@ation Manager and will be posted to
Sage. This enables the program to produce CIS Retmsed on the payments and payment
dates. If they are paid in Sage and not in Coostma Manager then payments are not recorded
in Construction Manager and returns cannot be mediu

Other payments for materials are entered in Sagermsal.
Select Subcontractor, Payments, New

The following data can be entered

Bank Account Default set in Settings, Defaultsn&al
Sub-Contractor Select from Drop down the subcottrao pay
Posted PI's Choose Posted PI's (Purchase Invadicgsy invoices that have been

posted to Sage.

Choose Un-posted PI's to pay invoices that havebaeh posted to Sage.
Date Date of Payment
Cheque No Enter cheque no for manual cheque

Leave blank to use Sage Cheque Printing

Enter BACS as a BACS reference

Set supplier record to on line payments if wislise Sage E-banking.
Amount Not for data entry but display of totalypsent amount
Payment Enter amount to pay off against each imvdise Pay in Full button

for full payment
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5.7 On Line Returns
Construction Manager has been designed to dirsabiynit your monthly return to HMRC
To produce the monthly return.

Go to Subcontractors > Returns
Select month and set display mode to Payments.

Click on New For new return
And OK for the current tax month
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The next screen will have added any multiple paysap and produced a returns list.
Click the save button to save your return.

The return list has now been produced
Save and close.
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Open the returns list again for the month just cetegl.

There are three methods for submitting this retlihe program has been designed to provide
direct on line submissiomethod 1

1/ Click on E- Submission and this will extract tregalon the screen and submit it to the
HMRC. A correlation ID no is saved indicating theta has been successfully submitted.
(displayed on the return list) You will need toktibe first 3 declaration boxes for the
submission to be valid.
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Alternative Options if submission has failed or Inernet connection not available.

2/ Use the returns list to print list or excel output
These figures can be input into the HMRC link saitev

3/ Use the returns list to print list or excel outpat write the figures onto the paper return
supplied by the revenue

Page No 56



6.1 Labour Timesheets

The labour function enables direct labour cost YEA to be allocated to a job. This function
can be used in one of three ways.

1.

Not connected to Sage Payroll. Employees andgiag need to be set up in
construction manager. No postings are made to fhayro

Connected to Sage Payroll. Employees and pey ase loaded directly from Sage
Payroll.

Posting Timesheets to Payroll. As number 2 applus posting timesheets back to
payroll as input for the weekly/monthly pay run.

If you are posting to Sage Payroll you are able to have an employee called NONE

which you can use to
Allocate Labour costs to a job that will not pasiSage Payroll.

Not Connected to Sage Payroll

In this case you will need to set up employeespaydrates

or use the default NONE employee type.
To set up new employees go to Labour > Employeldew and complete the following screen

In practice the address and telephone detailsanequired.
You can if preferred only enter the name details

To set up pay rates go to Labour > Pay rates > Net
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Field Notes

Employee Select Employee

Descriptions Rate Description

Rate Rate value

Factor Adjustment to allow for
the cost of employment.
Eg 1.25 = 25%

Hours Default no eg 1

Charge Out Rate Rate to charge customer

Make Default Means this is the default
rate eg Basic Pay

In use This pay rate is in use

Connected to Sage Payroll

See set up to connect to Sage Payroll —

To update employees and pay rates select File\em&nte\payroll\update all.
This will load payroll employees and pay rates.
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To enter timesheets
Select Labour\Timesheet\New

Field Notes

Header

Employee Select employee from list

Details Header details for timesheet. Often left
blank

Ref Header ref for timesheet often left blank

Date Header date of timesheet. Should be week
ending. Date does not directly affect Sage
payroll date.

Grid Entry

fields

Job Select Job No

Tender Select Tender Cost Code if applicable

Date Transaction date for job costing. Either
week ending or day of the week

Week No Automatic from date. If week no not
correct check start date in
settings>default. This does not affect the
Sage Payroll Week.

Details Details of what has been done to show|in
Job Costing

Rate Description| Select Pay rate

Rate Value Value of rate can be edited if a vagabl
rate

Hours No of hours

Page No 59



Pay Calculated from Rate x Hours
Factor Adjustment to allow for the cost of
employment eg NI and Holiday time.
Typical Factor 1.25 =25%

Cost Calculated Pay x Factor. This figure is
used for Job Costing

Charge Out Option to set up charge rates to catula
sales value

Posting Timesheets to Payroll

To post timesheets to payroll select the timeshieetthe required period and click post. This
will add up the hours and rates for each employeesand them to payroll. This data is now in
payroll waiting to be processed. It can still batextiin Construction Manager or Sage Payroll

prior to running payroll update.

Update Costs

A function is provided to adjust costs to exactlgtam actual costs in payroll. Select timesheets
for the period and click update costs. This wilbwhthe current cost of those timesheets
including the factor. Enter the actual cost (frpayroll) for the same period and click update.

The Construction Manager costs are automaticajlyséeld to match the actual payroll cost.
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7 Customers
7.1 Invoices

Construction Manager provides 2 methods for raistagdard sales invoices. This is in addition
to the Sales Application and Certificate procedsctvmust be used if retentions are involved.

Batch invoicing
Select Customers, Invoice, Invoices

Enables sales invoices to be entered quickly arsdbatch if required. They are posted to the job
and to Sage. A printed invoice is not producedcitis method. Use Invoicing for printed
invoices (Select Customers, Invoice, Invoices).

Enter the details in the usual batch method asge $a printed invoice is not produced with this
method).

Field Notes

Account Select the customer A/C

Job Select the Job

Date Enter invoice date

Ref Ref posted to Sage. Normally your invoicg
no.

Ex ref Extra Reference

N/C Nominal Code

Dept Department in Sage

Details Description of Invoice

Net Net Amount

T/C Vat Code

Vat Vat Amount

Post Option to post or not post to Sage
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Invoicing

To produce a printed invoice to send to the custome

Select Customers, Sales, Invoicing.

Please note that should the invoice address bereliff to the one on the customer records you
can alter when completing the details as in Sage.

The following fields can be entered.

Field Notes

Header

Section

Customer Select Customer

Job No Select Job

Date Invoice date

Order No Order No reference

Header Header line for invoice. Defaults to firaelof
description if left blank

Sl SI/SC = Sales Invoice or Sales Credit

Pay by Can enter a payment due date. The headappiar

in Sage and Construction Manager as details
Sage Inv | Automatic invoice no from Sage. Start no can berset

No Sage.
Only generated when invoice posted to Sage.
N/C Nominal Code
T/C Select Tax code
Dept Sage Department
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Ex Ref Extra Reference Posted to Sage

Ref Ref posted to Sage. Recommend setting optipogb
auto invoice no to Ref. (as Sage does)
See settings>defaults>customers

Post to Option to save invoice and preview before postong t

Sage sage and committing final invoice. SI no given when
posted to Sage.

Grid Entry

Section

Description| f'line of invoice description

Long Click on right corner of description box to bring u

Description | long description

Net Net Amount of invoice line

Vat Vat Amount

Preview To preview invoice and print
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7.3 Applications for Payment

Applications for payment can be created and pritdeskend to the customer as a request for
payment without raising a VAT invoice. When a pa&ymis agreed the application can be
certified and an invoice is posted for the net amida Sage. The application is not posted
to Sage but held in Construction Manager as a mamaoim account.

To create a New Application select:

Customers — Application - OK

This will display the Application List.

Select: New and enter the Job number in the box

The Application window appears. Enter the figurgs ithe Cumulative field as
shown in the example below.

The following details can be entered. You can eimeeither the current or the
cumulative column and the previous amounts willabeled or deducted to calculate
the other column.
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Field Notes

Header

App App no is automatic. Can enter a different star¢ no

No eg for opening balances)

Details Details for information

Ref Reference field

Ex ref Extra Ref

Due Date payment is due

Date

Vat Vat rate applicable. No vat posting at thigsta

Current Disc Current Disc %. Select Default talshlange

Current Current Ret %. Select default tab to change

Ret

CiTB Select default tab to change. Works on Labour

levy element.

Value

Field

Contract Claim | The cumulative gross amount for this application

Cumulative

Day works The cumulative value of any day works

Variations The cumulative value of any variations

Retention The cumulative value of retention. Carcalculated
from default %

Discount The cumulative value of discount

Can be calculated from default %

Retention release

Enter the amount of retentidetreleased

Contras

Enables a contra charge to be included

Labour Element

For Net subcontractors only enteddbour element
and the tax deduction will be calculated after
retention.

Save

Saves the application. Note the last appicdtr a
job can be edited and amended at any time.

The Application is ONLY a request for payment ttiere an invoice is not produced

until certified.
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Printing an Application

The Application can be printed after saving by cthg it from the Application List and
choosing

Reports, Customise Application This list is in ardégeneration you can sort this list if
required.

A screen appears to add some additional detaisjifired.

Contact Name Default from supplier record can heddor the application

Customer Name Can be edited

Address Can be edited

Cust Reference Normally order number. Contract Ondewill appear by
default

Our Ref Additional Reference

Description Contract Description can be edited

Date Due Date Due

Footnote Additional comments

Choose view and select a layout and click the dqeton.
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Application Schedule Option

If you want to show more details on the applicatiom schedule can be used as an alternative to
attaching a spreadsheet with the valuation detalils.

From the application details form tick use scheduld choose cumulative or current. The claim
is now updated by the schedule, which can be cuorecumulative figures

Enter the following

Field Notes

Description Enter description item. Click at rigt&nd end to
bring up long description

Type Choose type of claim

Field 1 User Defined field. Typically the contraetce for
this element

Field 2 User Defined field.
Typically the % complete

Quantity Quantity

Rate Value

Total Quantity X Rate

Save Saves the schedule and application

Preview Preview application schedule

Details Return to details tab to edit ret etc.
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7.4 Certificates
When a payment certificate is received the appboatan then be certified to produce a
sales invoice and sales receipt which are postSage.

To certify this Application, highlight the Applidah in the Applications List.
Select Certify from the toolbar

The current or the cumulative figures can be edtare the previous is added or deducted
to calculate the other column.

Initially the current column is filled with the fubpplication figures. These can be edited to
match the actual payment certificate.

Header Fields Notes
Date Date of certificate and Vat date
Val Date Date of valuation for reference
Set Vat Select Vat rate
Nominal Code Nominal code
Data Fields Notes
Gross Cumulative Enter Gross Cumulative amount
certified
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Day works Cumulative Amount of Day works

Variations Cumulative Amount of Variations

Retention Cumulative Amount of retention held
cumulative

Discount Cumulative Amount of discount taken
cumulative

Retention release Amount of retention released
cumulative.

CIS Tax Tick if tax is being deducted and
enter amount

Calculate Un tick to prevent any automatic
calculations. Enter figures in each
box

Current Note current figures can also be
entered if cumulative figures not
provided.

Save Save and post invoice to sage

Confirm you wish to post invoice.

There is an option to post the receipt now or lateyou have received the payment for
the full amount of the certificate you can chooss.Y If not choose No and you can post
the receipt later.
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Certificates/Receipts for multiple applications

When one certificate is received for say 3 applices the process should be as follows:

E.Q.

App 1 10k gross
App 2 10k gross
App 3 10k gross

Certificate for 25K for app 1, 2 and part of 3

Certify app1l in full, post the invoice do not posteipt
Certify app2 in full, post the invoice do not posteipt
Certify app 3 for 5k gross, post, the invoice do past receipt

Go to Receipts, New, and select customer

Pay in full invoice for certl

Pay in full invoice for cert2

Part pay invoice for cert 3 so that receipt amanatches cheque received.

In this way app 1 and 2 will have no outstanding dad app 3 will be 50% outstanding.

Contras produce a Sales Credit — this is useddiaceea receipt to you and VAT can be recorded
— when looking in Sage the details will show a tiHich represents the contra information
nothing is posted to the job this is a paymentstdpent only.
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7.6 Receipts

To enter the cash received if not already donkeatertificate stage then go to
Customers > Receipts > New

As in payments.

The following data can be entered

Bank Account Default set in Settings, Defaultsn&al
Sub-Contractor Select from Drop down the subcotdrao pay
Posted PI's Choose Posted SI's (Sales Invoicgsayanvoices that have been posted
to Sage.
Choose Un-posted SlI's to pay invoices that havebaeh posted to Sage.
Date Date of Receipt
Cheque No Enter cheque no for manual cheque

Leave blank to use Sage Cheque Printing
Enter BACS as a BACS reference
Set supplier record to on line payments if wislise Sage E-banking.
Amount Not for data entry but display of totategt amount
Payment Enter amount to pay off against each imvdise Pay in Full button
for full payment
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8 Job Costing
8.1 Job Management Screen

All the job costing information for Sales, Cost dPibfit is displayed in one place.
Go to Contracts

Highlight the jobs you want to report on. We recoemuh selecting all jobs ( ctrl A) rather than
one job as it avoids going in and out of the screen

You can use job status to mark jobs complete aisdniiti hide them from the active job list.

( Select Show All at bottom of this screen to bringm all back )

Select Job Management.
Use the date filter to control the date range.
Eg All Dates = All costs and sales to date

Month = Cost for a month
Date Range allows a cut off at the end of the mdagh01/01/01 to 30/11/09
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8.2Job Management Summary

The first screen that appears is the job managesuemtnary screen. This provides a
comprehensive overview of sales, cost and profiafiothe selected jobs and the selected date
range.

The following columns are displayed

Job No Job No

Customer Name Customer for that job

App Gross Gross Sales Application amount to date

App Gross - Discount | Gross Sales Application less discount to date

App Net Sales Application Net of discount and retention to
date

Sales Net amount certified to date by customer after

discount and retention.
Also shows sales invoices raised against the job
The sales figure represents the value posted to
Sage Accounts.

Outstanding Difference between App Gro- Discount anc
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Sale.
This shows the total outstanding for the job
including retention.

Sales Ret Retention held by the customer.
Certified retention

Purchase Purchase invoice cost

Labour Direct (PAYE) labour cost including the factor
uplift

Stock Stock cost booked to job

Sub Worksheet Sub Contract Worksheet cost

Sub Materials

Sub Contract Materials
Certified less discount inc retention

Sub Labour

Sub Contract Labour
Certified less discount inc retention

Retention Sub

Retention held on subcontractors
Certified retention

Total Cost

Total Cost (invoiced) including sub contract
retentions

Profit / Loss

Sales — Total Cost

% Margin

(Profit / Sales )*100%

Sub App Outstanding

Subcontractors Applications that have not bee
certified.

Orders Outstanding

Order value that have not been invoiced or
certified (sub)

Tender Budget

Total value of Tender Budget Cost

Cost of Sale Costs allocated to Sales using WIP matching
function.

WIP Total Cost — Cost of Sale. ( Only applicable when
using WIP matching function )

Valuation Internal Valuation from Valuation function

Sales Value Cost of sales plus mark up from cost codes

WIPOH WIP plus mark up from cost codes
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8.3Job Management Activity

The job management screen provides a drill downtfan to view the Activity of each job.
Click on Activity button then

Choose Activity OK

The Activity form appears

The tabs on the activity form allow you to seeeliint types of transaction for this job
Eg Summary

Labour
Purchases etc
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8.4 Tender or Cost Code details

If you are using Tenders or Cost Codes you carctsigtam the drill down on the previous page
Tenders or Cost Codes.
This will bring up a new summary screen broken déwithe codes you have set up

lick here to see the activity for each TendeCost Code.
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8.5 Work in Progress

The WIP by Value function enable Work in Progresbé calculated by entering a month end
valuation figure for each job. This also providgzafit by value figure.

To enable this function go to settings/ defaultd sack WIP by value if not already ticked.

To enter WIP go to

Contracts/ Job Management/

Highlight all jobs or jobs you wish to calculate ®VI
Click on WIP button

This brings up the WIP entry form.

To use WIP you will need to enter a valuation (clative), a description or details note for
reference and a date, usually month end, for edxh jThe WIP and profit by value is then
calculated and displayed on this screen and oddhévlanagement Screen (needs to be
refreshed after entry)

The next month you can enter a new valuation atel #80TE it is the total valuation to date
that should be entered (cumulative) not the vabudhfat month.

The previous values are stored in the databasetsoan filter and go back to a prior month
using the date filter for Job Management.

The valuation amount is saved each time with thie dad can be viewed by clicking on the
valuation icon above the job management reporesciEhe figures shown are current for each
entry.
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Go to Contracts/ Job Management/ select job/ Valnat

List of valuations entered for one job.

Cost Adjustment

You can also enter a cost adjustment plus or mimadow for costs that do not yet show in the
job costing invoices or timesheets. The next mgothcan enter a new cost adjustment and date.
NOTE it is the total valuation to date that shooddentered (cumulative) not the value for that
month.

The previous values are stored in the databasewsoan filter and go back to a prior month

using the date filter for Job Management.

The cost adjustment history can be viewed and @ditdob Management/ Adjustments.
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8.6 Job Cost Reports
Contracts > Job Management > Reports

There are a wide range of reports with provideedéht breakdowns of cost for different user
requirements.

The three main types are

Transaction Reports which breakdown cost by traiwsatype eg purchase invoice, labour,
subcontractors.

Cost Code and Cost Category breakdown cost-byeoaks and category.

Tender Report breakdown cost by tender code amddedudgets.

Transaction Reports

Activity : This report is ideal if you need to see exaathat's happening on a job/s it
shows Applications, retentions, certificates anadasts are listed culminating in a
profit and loss figure for the contract.

Activity (Gross): This report shows Job Cost Analysis by Cost Cedésgross
amounts calculation for the cost code totals eadgoclearly shown.

Activity (With Labour Charge Out & S invoices): This report shows Materials,
Labour, Subcontractor Work Sheets and Certificetegctions. Labour hours and
subcontractors hours are displayed as well as 8aleges listing, with all totals for
activity of each job as per the Activity report ¢l no: 1).

Activity (With Labour Charge Out) : This report shows Materials, Labour,
Subcontractor Work Sheets and Certificates in @esti Labour hours and
subcontractors hours are displayed and totalscliority of each job as per the Activity
report (above no: 1).

Cost Code and Category reports.

Activity by Category: This report give you detailed Category and CasdeC
information using net subcontractor cost beforemgébdn and shows clearly the total for
Cost Code and Category on each contract then st@axkob Number Total as well as
the Grand Total for all Jobs listed on this report.

Activity By Category (Charge Out): This report has the same details as above ito: 4
uses Gross Amount and Charge Amount figures.

Activity By Category (Gross): This report is the same astivity by Category above
but with gross subcontract cost including retention

Activity By Category (Gross): as above but on portrait.

Activity By Category (inc, applications and PO): This report is the same as above
but includes outstanding applications and outstapgurchase orders in the cost
breakdown.
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Activity By Category (Gross, inc, applications): This report is the same as above
but includes outstanding applications in the cosakdown

Activity By Category (inc, applications): This report is shows subcontractor cost net
of retention and includes outstanding applications.

Activity By Cost Code: This report has net amount and shows totals fot Code
then Job Number and a Grand Total for Jobs listed.

Activity with mark Up: This report is as no: 1 above but also shows Casthead,
Material overhead and Labour overhead. Certifibagakdown is also shown

1) Activity By Individual Tender: This report shows you all values and includes a
total column for Cost and Cost overhead.

2) Activity Detail and Summary By Tender: This report shows a detailed analysis
of Budget, Total Cost and variances for each jsied.

3) Activity Detail and Summary By Tender (inc applicaions and PO): This report
shows a detailed analysis of Budget, Total Costvami@dnces for each job listed.

4) Job Progress List: This is a summary of totals on contracts showirggitdloss on
jobs highlighted. It is in lineage format.

5) Job Progress report JPB —

6) Job Summary List — All Jobs:

7) Job Summary List — Selected Jobs:
8) Job Summary Report by Category

9) Job Tender grouped by Description This is a list by Job Number showing values
for 7 columns — Sales, Materials, Labour, Sub-naerSub-labour, Sub-timesheet
and stock.

10)Outstanding WIP — this report is compiled by entering a date vdeiab

11) Sales Summary by Tender Sales Invoice by Tender — shows Budget, Total Carstl Variances with
Total group and Total Job values.

12) Subcontractor Tender Progress (Portrait): This is a detailed report in three- column laydtidget,
Total Cost and Variations, giving totals for eadhis sub divided into the sections as in yourd&mtree.
Added to the bottom of the report is a further kdeavn of:
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. Application Gross, Application less Discount, Sal@ststanding, Contract Value, Total

: Budget, Total Cost, Variance and profit/Loss iummative form.

13) Subcontractor Work Sheet by Tender Details:This report shows Cost Code, Quantity and Costroné
by tender Total and Job Total.

14) Subcontractor Work Sheet by Tender Summary:As no: 15 above but does not show Cost Code, Tende
replaces this column.

15) Summary by Cost Code Category:This report shows the Job and each category vasiscfor the
categories you have set up finishing with a Cate@awst Total, Job Number Total and then a Totalbf
contracts listed.

16)Summary by Cost Code Category (Gross, inc, applicains and PO): as no: 24 above but are gross and
include application@ndPurchase Orders

17)Summary by Cost Code Category (Gross, inc, applic&ns): as no: 24 above but are gross and include
applications

18) Summary by Cost Code Category (inc, applications as no: 25 but are net

19) Summary by Tender: This is a three-column report for Budget, TotakCand Variances: it is drawn up
from your Tender Superstructure Tree and givestaler Superstructure for each of these colunids.
jobs highlighted will also be included in a finiabi Job Total. Added to the bottom of the reporthis
same costing information as displayed in the badiéext as no: 14 above.

20) Summary by Tender (inc. Applications and PO): as No 28 above but also includes totals for
applications and purchase orders

21) Summary of Balances of Jobs in Job Number orderThis is a list of summary balances on each job
culminating in a Grand Total for all.

22) Total Summary by Cost Code Category:This shows your entire category costs breakdowrngiv
Category Totals and then a Total of all Categorigdas three main columns, Cost Code, Descripdiah
Cost.

23) Work In Progress (Fees Only):
It is a list of jobs, Customer, Details, TotaleBeBooked, Fees
Invoiced and Un-invoiced Fees information with @gatdor Total Fees Booked, Fees invoiced and Un-
invoiced Fees.
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