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INTRODUCTION

Introduction

PROJECT TRACKING

Welcome to the Project Tracking with Advanced Analytics module. Project
Tracking gives you the power to oversee your business with instant access
to in-depth and accurate reporting of your company’s revenues, expenses,
and profits. Project Tracking gives you the invaluable knowledge you need
to analyze your business - pinpointing ways of streamlining workflow,
increasing profitability, reducing wasted time and improving the way your
company works.

Project Tracking projects are very flexible and easy to set up. Similar to a
traditional job-costing program, Project Tracking allows you to set up jobs
or “projects” to track your revenues and expenses. But, Project Tracking
provides much more than just a job-costing program because it is
customizable to any business. There are 48 optional user-defined fields
that can be used to customize Project Tracking. Using these customized
fields, Project Tracking can give you a detailed view of any aspect of your
operation. You can look at a portion of overall activity, a group project, a
single category within a project, or you can compare and contrast the same
category across a number of different projects.

Project Tracking Budgeting (an additional option for Project Tracking)
includes a powerful budgeting module that lets you revise and massage
your budgets for projects in countless ways — invaluable when creating
large, complex budgets.

Project Tracking Importer (another additional option for Project Tracking)
makes it easy to integrate with external systems or to import data from
another job cost system.

Project Tracking Lite is a scaled back version of Project Tracking w/
Advanced Analytics and is a great fit for an organization looking to track
transactions entered in the Microsoft Dynamics GP Payables Transaction
Entry window.

Project Tracking Budgeting and Project Tracking Importer are not available
with Project Tracking Lite.

Some companies use Project Tracking just to track costs. Other companies
use Project Tracking to track sales and cash receipts for sales analysis and
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commissions reporting. Project Tracking is simple, flexible and
configurable to your needs!

Project Tracking provides the following benefits:

Easy installation and setup

Compare and contrast multiple aspects of your business within a single
project and across multiple projects

Track revenue and costs separate from your general ledger account
structure

Distribute to projects from any transaction entry screen using one
distribution screen

When using Project Tracking Lite you will only be able to distribute from
the Payables Transaction Entry window.

Customizable to any business model

Create adjustment entries to your projects without affecting your
general ledger

Process mass change adjustments
Ability to process the mass close of projects

Get a quick snapshot view of any project at any point in time using
Project Tracking’s powerful reporting and inquiry features

Enhanced security—restrict access for each user on a per project basis
(by project or by user)

Grant separate permission rights for editing or viewing distributions,
making adjustments to projects or budgets, approving budgets, and re-
opening projects

Project Tracking Importer provides the following benefit:

PROJECT TRACKING 9
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e Easily import projects from another job cost system and/or import
transactions into projects from external systems with or without
general ledger entry using Project Tracking Importer

Project Tracking Budgeting provides the following benefits:

e Easily replicate budgets

e Control project budgets at both the revenue and cost level maintaining
multiple budget revisions with ease

@ Project Tracking Budgeting and Project Tracking Importer are not available
with Project Tracking Lite.

10 PROJECT TRACKING
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What’s In This Manual?

This manual contains a detailed description of Project Tracking, step-by-
step instructions to guide you through the installation and setup of your
Project Tracking module, and instructions for how to use and tailor Project
Tracking for your company.

This manual assumes that you are familiar with navigation principles in
Microsoft Dynamics GP and that you know how to operate the Microsoft
Dynamics GP accounting system. It also assumes that Microsoft Dynamics
GP2013 has been installed and configured on your computer.

You will need a working knowledge of each Microsoft Dynamics GP module
that you use with Project Tracking.

Project Tracking Lite gives you the ablity to distribute from the Payables
Management module only.

Project Tracking integrates with the following Microsoft Dynamics GP
modules:

e General Ledger

e Bank Reconciliation

e Sales Order Processing

e Invoicing

¢ Receivables Management
e Purchase Order Processing
e Payables Management

e Payroll

e |nventory

PROJECT TRACKING 1
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PROJECT TRACKING

Project Tracking is a job-costing and accounting system designed to be
used by accounting departments. Standard accounting terms are used
throughout to express concepts and functionality. A knowledge of
standard business accounting terms and concepts is necessary to use the
information in this manual.

This manual contains the following chapters:

The Introduction chapter lists the benefits and features of Project Tracking
and explains how the Project Tracking User Manual is organized.

The Installation chapter has step-by-step instructions that guide you
through the installation of your Project Tracking module.

The Design chapter explains how Project Tracking can be tailored for a
wide range of different businesses and provides an overview of job-costing
followed by examples of how Project Tracking can be used for both
traditional and non-traditional job-costing systems. It explains the specific
terminology used in Project Tracking and gives hints and templates to help
you configure Project Tracking to meet your specific business needs.

The Setup chapter explains how to implement your design decisions and
set up Project Tracking for your company.

The Setting Up Projects chapter describes how to start a project, enter
beginning balances, set project estimates, enter project dates, set up
numeric and checkbox user-defined fields and how to copy the basic
project setup from an existing project.

The Distributing Transactions chapter explains how to distribute
transactions, make adjustments to project distributions and how to close
and reopen projects.

The Inquiries chapter explains how to get information about projects and
describes the reports available to you in Project Tracking.

The Project Tracking Budgeting chapter describes how to maintain,
approve, and delete budgets. Special registration keys are required to
activate the Budgeting features.
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The Project Tracking Importer chapter describes how to bring data into
Project Tracking from either parallel or legacy systems. The Project
Tracking Importer requires separate registration keys.

The Utilities chapter covers three file handling utilities built into Project
Tracking: Purging Project History, File Maintenance, and Creating an
Export.

Appendix A: Advanced Reporting details how to add information from
Project Tracking to existing Microsoft Dynamics GP reports and to Project
Analysis reports.

Appendix B: Data Tables detailed charts of sales and system data tables.

What’s New in Project Tracking chapter describes all the changes made to
Project tracking with this release and includes any known issues.

The Known Issues section documents details of known issues. in Project
Tracking.

PROJECT TRACKING 13
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Symbols and conventions

PROJECT TRACKING

This manual uses the following symbols and conventions to make

information stand out.

Symbol/Convention

Description

A

The warning symbol indicates situations you should be
especially aware of when completing tasks. Typically, this
symbol includes cautions about performing steps in their
proper order, or important reminders about how other
information in Microsoft Dynamics GP may be affected.

'l

The light bulb symbol indicates helpful tips, shortcuts
and suggestions.

File >> Print

The ( >>) symbol indicates selections to make from a
menu. In this example, from the File menu, choose Print.
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Additional resources
Documentation is provided in hard copy format as an Adobe Acrobat PDF

file. Online help is available in this version of Project Tracking. Press F1 or
click the help icon to obtain online help.

PROJECT TRACKING 15
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Support Services

To obtain product support services:
Please refer to this quick reference table when you need to use Encore’s

Technical Support services.

Service

Contact

General Calls

Toll Free Number
(North America Only)

Fax
E-mail

Web

204.989.4330
888.898.4330

204.235.2331
support@encorebusiness.com

www.encorebusiness.com

PROJECT TRACKING

Before You Call Support:

You should have the answers for all of the following questions to help your
support specialist quickly narrow down the source of the problem you are

experiencing.

e Whatis the exact error message?

e When did the error first occur?

e What task were you attempting to perform at the time you
received the error message?

e Has the task been completed successfully in the past?

*  What is the name of the window you are working in?

e What have you done so far to attempt to fix the problem?

¢ Have you performed any of the table maintenance processes?

¢ If you have performed table maintenance processes and received
error messages, what were the messages?



http://www.encorebusiness.com/
[ /CropBox [54 144 612 783] /PAGE


INTRODUCTION

Does the problem occur in another company?
Does the problem occur on another workstation?
Does the problem occur for more than one user?
Have you imported any data?

What versions of software are you using?

Verify the version numbers for Microsoft Dynamics GP, your
database software, Encore product and Windows. Also note
service packs.

To locate the version number for Project Tracking version 2013,
2010 and 10.0 go to Microsoft Dynamics GP menu >> Tools >>
Setup >> System >> Encore Product Registration. The About
window for Project Tracking can be located by selecting your
Project Tracking product and expanding the Encore Product
Registration window. The About window link is located in the
bottom left hand corner of the window.

To locate the version number for Project Tracking version 9.0 and
8.0 go to Tools >> Setup >> System >> Encore Product Registration.
The About window for Project Tracking can be located by selecting
your Project Tracking product and expanding the Encore Product
Registration window. The About window link is located in the
bottom left hand corner of the window.

PROJECT TRACKING 17
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Chapter 1: Installation

This chapter explains how to install and register Project Tracking. You will
need separate registration keys to register Project Tracking, Project
Tracking Budgeting, Project Tracking Importer and Project Tracking Lite.

This chapter contains the following sections:

e System Requirements

e Upgrading from previous versions
e Installing Project Tracking

e Registering Project Tracking

e Table conversions

System Requirements
The hardware necessary to run Microsoft Dynamics GP is all you need to

run Project Tracking. Due to the size of some of the Project Tracking
windows, we recommend a screen resolution of 1024 x 768 or greater.

Upgrading from previous versions
If you are upgrading from a prior version of Project Tracking, be sure to

back up your data first, and then complete the installation, registration
and setup procedures described in this manual.

Installing Project Tracking
You will use the installation program to install Project Tracking.
Before you begin installing Project Tracking, do the following:

e Verify that Microsoft Dynamics GP 2013 has been installed on your
computer.

e Create a backup copy of your important data. If you have recently

upgraded Microsoft Dynamics GP, do a complete backup before
installing Project Tracking.

20 PROJECT TRACKING
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Verify that the PT12.00.01.xxx.exe file has been downloaded onto your
computer.
(The x’s in the file name will be replaced with numbers.)

Note the directory location of your Microsoft Dynamics GP installation
- you will need to know this during the installation.

Exit all applications.

To install Project Tracking:

1.

Start Windows Explorer and locate the PT12.00.01.xxx.exe file. The
location of this file will vary depending on how you acquired the
product.

(The x’s in the file name will be replaced with numbers.)

Launch the PT12.00.01.xxx.exe file by double-clicking it. The
installation program for Project Tracking will start.
(The x’s in the file name will be replaced with numbers.)

Follow the instructions in each window.

After installation is complete, start Microsoft Dynamics GP. The
message “Do you wish to include new code now?” will appear.

You must log in as System Administrator in order to complete the installation
and do initial system setups.

Select Yes. Information for Project Tracking, Encore Product
Registration and Encore Utilities will be copied to the Dynamics.set
file.

Registering Project Tracking

Before you can create Project Tracking transactions in your company data,
you must register your software. If you choose not to enter the registration
information, you will only be able to create sample transactions using
Fabrikam - the lesson company.

PROJECT TRACKING 21
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To use Project Tracking Lite in the test company add the following
statement to the DEX.INI file - EBS_PTLite=TRUE

Note: The DEX.INI file is locted in your Microsoft Dynamics Great Plains
Data folder

To register Project Tracking:

1. Open the Encore Product Registration window.
(Microsoft Dynamics GP menu >> Tools >> Setup >> System >> Encore
Product Registration)

-

l_;: Encore Product Registration -__1:_|_‘ & '_Sg_.
File  Edit = Toals  Help sa Fabrikam, Inc, 4/12/2017
& ok
Site Freviewkeys
Users 3 Company | Fabrikam, Ine
Databaze SOL Server
Platfomm Microzoft Dynamics GP 12.00
Products Wersion
tassz Billing for SOF 1.007 -
Project Tracking 1.0071
Project Tracking Budgeting 1.001
Project Tracking Importer 1.001
Project Tracking Lite 1000
REAP Dynamics GF Interface 0.000 I |
Recuring Contract Billing for S0P 100 |
Recuring Contract Biling Imparter 1.001 !—
S04 Voucher 0.000| |
Tax Distribution 1001 -
@ EPM:12.00.02.042

2. Choose the product you wish to register.
* Project Tracking
e Project Tracking Budgeting
e Project Tracking Importer
¢ Project Tracking Lite

3. Choose the show expansion button L O | to display the detailed view
of the registration window.

22 PROJECT TRACKING


[ /CropBox [54 144 612 783] /PAGE


6.

CHAPTER 1 INSTALLATION

-
\_;: Encore Product Registration .__EI = !_zg_,
File.  Edit  Toaols  Help sa Fabrikam,Inc, 4/12/2017
@ ok
Site: Freviewkeys
Users 3 Company | Fabrikam, Inc
D atabaze SOL Server
Platfarmn Microzoft Dynamics GP 12.00

Wersion
+

Project Tracking 1.001
Product ID 977
Product Key Sl b 5 i i
Statuz Mot Registered
About Support Product ‘wehsite  Check for updates 4 Previous
@ EPM:12.00,02.042

Enter the product registration key provided by Encore Business
Solutions Inc.

If you have purchased more than one Project Tracking product, repeat
steps 2 to 4 until all your purchased products are registered.

Select OK to close the window.

To register your product using a drop file:

1.

Copy or save the drop file to the directory location for your Microsoft
Dynamics GP..
For Example: C:\ Microsoft Dynamics GP\

Log in to Microsoft Dynamics GP as a system administrator.

The system will notify you that it has found a registration file, accept
the prompt.

The system will notify you when the product has been registered.

PROJECT TRACKING 23
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5. Open the Encore Product Registration window to ensure that it has
been registered.
(Microsoft Dynamics GP menu >> Tools >> Setup >> System >> Encore
Product Registration)

Table conversions

Whether you want to demo or run the product, you must run the Table
Conversion/Upgrade process to create tables—this will set up SQL
components and convert any existing data.

@ You must log in as System Administrator to initialize Project Tracking Table
Conversion / Upgrade process.

To create tables and run table conversions:

1. Open the Table Conversion window.
(Microsoft Dynamics GP menu >> Maintenance >> Project Tracking >>
Table Conversion)

;'_q Table Conversion

File Edt Tools  Help 4j1zj2017 >

Project Tracking Table Conversion / Upagrade

c,__/ .@] @ Erocess] [e Cancel ]

2. Select Process. Tables will be created, permissions will be set, and
existing data will be converted.

@ Every time you install Project Tracking, you must run the table conversion /
upgrade process for each company.

24 PROJECT TRACKING
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Chapter 2: Designing your Project Tracking system

26

PROJECT TRACKING

Project Tracking with Advanced AnalyticsAnalysis is a very flexible,
powerful program. This chapter will give you a strong conceptual overview
of how Project Tracking works, and will help you decide how to best
configure Project Tracking for your business. This chapter also will give you
a good understanding of the various user-defined fields available to you, a
description of Project Tracking’s built-in reports, some case study examples
and insights into features.

This chapter is divided into the following sections:

e How does Project Tracking work?

e Understanding procedure flows

e Understanding amount types and breakdown codes
e Understanding transaction-level user-defined fields
e Understanding project user-defined fields

e Blank Templates

e User-defined fields and user-defined field titles

It is important to understand the impact of each design decision you make.
Before designing your Project Tracking system, please also review Chapter
6, “Reports and Inquiries”in this manual. It will help you design Project
Tracking to ultimately obtain the reports you need.

Because Project Tracking can be implemented in so many different ways
across such a wide range of businesses, it is impossible to give step-by-step
instructions for designing every system. Specific instructions for using
Project Tracking’s various features are explained later in this manual.
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How does Project Tracking work?

Project Tracking is essentially a job-costing system designed for businesses
who want to analyze their costs, revenues, or both, for a job or a project.

Because of Project Tracking’s unique design, any key business indicator
you wish to analyze separately from your general ledger can be considered
a project. The following table shows various examples of business
indicators that could be configured as projects in the system:

Type of business Example of project
Housing developer Each house

Tour coordinator Each regular tour

Not For Profit Research Co. Each research project
Industrial Equipment Repair Each type of equipment piece
Mortgage broker Each mortgage

Event coordinator Each event

Furniture manufacturer Each type of furniture piece

Project Tracking can be used for more than simply reporting the overall
costs and revenues of each job or project. Project Tracking can give you
specific information about revenue and costs across a wide range of
projects.

A housing developer may want to see not only the profitability of each
house, but also how much is being spent on specific expenses, such as
paint or concrete, for all houses or, for all houses within a specific
development.

You can easily accomplish this type of reporting using a combination of
breakdown codes and transaction user-defined fields. For example, the
housing developer would define a transaction user-defined fields as
“DEVELOPMENT” with values such as Manhattan, Bronx, etc. and would
define breakdown codes called “PAINT” and “CONCRETE”. When
transactions are entered in the system, the transaction will be tagged with
a development code (for example, Manhattan) and one of the breakdown
codes (for example, PAINT).
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A unique feature of Project Tracking is the ability to keep information
across fiscal years. For example, a mortgage broker opened escrow on a
property in December but the escrow closed in January of the following
year and the broker’s fiscal year ends on December 31. Since Project
Tracking is not tied to any fiscal or calendar year, the mortgage broker can
close the project or the general ledger at any point in time. And yet,
reporting can be specified to an exact time frame by general ledger posting
date or document date range to create weekly, monthly or quarterly
reports. Many other reports and configurations are possible.

The level of detail you will be able to obtain from Project Tracking reports
depends on how you set up your user-defined fields and breakdown codes.
Not all Project Tracking user-defined fields are equal. There are seven
transaction-level user-defined fields tied to each transaction distribution
line that can be used for project analysis. You can pre-define a list of values
for each of the transaction-level user-defined fields. For example, a
housing development may have five general phases (Foundation, Framing,
Mechanical, Finishing, Landscaping) and the developer may wish to track
transactions by phases; the housing developer will set up a transaction-
level user-defined field for Phases and will enter the list of phases for that
field. After the field is set up, the user will be able to select the appropriate
phase when entering transactions.

Project level user-defined fields are much more restricted in their usage.
There are 41 project-level user-defined fields available which hold one
value per field per project. For example, a housing developer may want to
keep track of the square footage of each house (project) that is built. This
value will remain constant for the entire life of the project and applies to
the project not to individual transactions. Therefore, the developer will use
a project-level user-defined field (numeric value) to track square footage.
Project level user-defined fields can be in date, numeric, check box, or text
format.
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The following table describes how the two types of user-defined fields are
set up and some of the differences between them:

Transaction-level user-defined fields

Project-level user-defined fields

7 text fields (up to 15 characters)

7 date fields

7 numeric fields

7 check box fields

20 text fields (up to 60 characters)

Use to record information that will be linked to
transactions.

Use to record information that is not affected
by transactions.

Use as a variable for project analysis when
comparing and contrasting projects or specific
factors within a project.

Not available to compare or contrast for project
analysis.

Automatically included in reports.

Possible to include in custom reports as an
informational field.

Titles will be displayed in all Project Tracking
windows that reference transaction-level user-
defined fields.

Titles will display in the Project Maintenance >>
Project User-Defined Fields window only.

You may create a list of values for each field —
these values will be available to all projects in
Project Tracking

Only one value per field per project is allowed.
The values that you enter will be available only
to that specific project ID.

You may enter a default value for a specific
project in the Project Maintenance window if
applicable.

Only one value per field per project is allowed.

When processing transactions, you may either
accept the default value or select another value
from the pre-defined list.

Not available when processing transactions
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Understanding procedure flows

PROJECT TRACKING

This section describes the typical procedure flow during setup, daily and
ongoing use.

Setup

Complete design template.

Enter transaction user-defined field titles.

Enter Project Text field titles.

Enter Project Date, Check box and Numeric field titles.

Enter breakdown codes for each amount type.

Set data entry options.

Activate enhanced security.

Import projects from legacy system (if using Project Tracking
Importer).

Add Invoices, Vouchers and other transactions to the system. Use
the Project Distribution window to distribute them to projects and
add Breakdowns and Transaction User-Defined field values. When
the transaction is saved the project distributions are saved to the
Project Transaction Work file.

Prior to posting, run the Project Distribution Edit list from the
Batch Entry window of each module. Correct Project distributions
before posting.

Post your transactions. The Project transactions are now moved to
the Project Transaction Open file.

Ongoing

Add new projects to the system.

Project Tracking Budgeting Only: Create Project Budgets.

Run Project Analysis reports for Project P& L’'s and cross-project
cost analysis.

Run Project Variance Reports (Project Tracking Budgeting ONLY).
As projects are completed, close Projects to move the project and
all of its transactions to the Project Transaction History files.

At least monthly, run check links file maintenance to verify the
integrity of the project data.

Import Payroll and other data into projects.

If desired, purge old projects after several years, using Purge
Projects.

Make adjustments to project revenue or expenses.
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Understanding amount types and breakdown codes

Every distribution line of every transaction must be assigned an amount
type. Examples of amount types are Actual Cost of Materials, Actual Cost
of Labor, Sales and Freight. There are eleven amount types available for
selection that come pre-defined with Project Tracking. Each amount type is
designated as a revenue or an expense as shown in the following table:

Revenue Amount Types

Expense Amount Types

Sales

Estimated Cost Labor

Trade Discount

Estimated Cost Material

Freight Actual Cost Labor
Miscellaneous Charge Actual Cost Material
Sales Tax Adjust

Cash

You will use breakdown codes to further break down the eleven amount
types. Other systems often refer to these as cost or revenue codes. For
instance, the housing developer may create Actual Cost of Material
breakdown codes such as “PAINT”, “PLUMBING”, “CARPET”, “LUMBER”,
“HARDWARE”, etc. The same housing developer may have Actual Cost of
Labor breakdown codes named “ARCHITECT”, “PLUMBER”, “CARPENTER”,
and so on.

When you enter a transaction, you will assign the transaction to a project,
an amount type, and a breakdown code. This makes it possible to see not
only the total revenue or cost of each of your projects, but also how that
revenue or expense is allocated into amount types and breakdowns. The
amount types are pre-determined but you can define the breakdown
codes based on the details you wish to see about each pre-determined
amount type.

When designing your breakdown codes, remember that a single
transaction, even a single line item within a transaction, may be split
across several Project Tracking distribution lines and may have different
breakdown codes. In this way, a single invoice from a contractor may be
distributed to Actual Cost of Labor and to Actual Cost of Materials.
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rstanding transaction-level user-defined fields

There are seven transaction-level user-defined fields that come with
Project Tracking. Transaction user-defined fields are used when entering
project tracking distributions to record additional information. Each
project distribution (a single transaction may be split into several project
distributions) has a Project ID, an amount type, a breakdown code, a
description, an amount, and seven transaction user-defined fields. A
business might designate a transaction user-defined field as Department in
order to track each transaction not only to a project but also to a
department. They could then run reports that tell them how each
department performed within each project or how the departments
performed across all or a range of projects. Another business may use one
field for Department and another for Office Location. This would allow
transaction-based reporting by project, by Department, by Office Location
or by any combination of the three.

After creating a title for each transaction user-defined field that you will
use, you must enter values for each field. If you decide to use one of the
fields as City, for instance, you may enter the values “LOS ANGELES”, “NEW
YORK”, “CHICAGO”, etc. You must enter values in the Transaction User-
Defined Maintenance window before it can be used on a distribution line.

Transaction-level user-defined fields can be set to Active or Inactive. A
business may want to set this field to inactive because the field is only used
during one period or phase of the project.

Transaction user-defined fields can be used in conjunction with amount
types and breakdowns to achieve highly detailed reports. Sometimes
companies would like to track the cost of items like paint and plumbing as
a total cost not as separate labor and materials costs. It is possible to set
up the same breakdown code for Actual Cost of Labor and Actual Cost of
Materials. However, because the breakdown codes are subsidiary to
amount types, you will need to modify the reports provided by the system
in order to achieve the desired result. The Project Analysis reports can
show distributions with all breakdowns or be limited to a single
breakdown. Actual Cost of Labor Breakdown “PAINT” is considered a
different Breakdown code than Actual Cost of Materials Breakdown
“PAINT”. If the Project Analysis report is limited to a single breakdown
code, you will see one or the other, but not both. If you print the report for
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all breakdown codes, you will see distributions with each breakdown, but
even though both amount types have identical breakdown codes, they will
still be reported separately under each amount type. If you have a need for
this type of cross-project reporting consider using one of the transaction
user- defined fields to hold the cross-project amount type value. You can
set up default values for transaction user-defined fields on the Breakdown
Maintenance screen.
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Understanding project user-defined fields

PROJECT TRACKING

Project user-defined fields are used as labels for reporting purposes only.
There are 41 project level user-defined fields in total: 7 date fields, 7
numeric fields, 7 check box fields, and 20 sixty-character alpha-numeric
fields. You can enter values into any of these fields for each individual
project.

These 41 fields are distinguished from the transaction level user-defined
fields in two ways: they can hold only one value per project and Project
Tracking does not verify the accuracy of the information. If you want to
benefit from Project Tracking’s validity checking, use a transaction user-
defined field instead of a project user-defined field and mark the Constant
Value field on the Project ID Maintenance window.

These fields are useful for attaching additional information to projects.
When used with Report Writer, they also can be used to restrict the range
of projects that appear on certain reports.

Date

There are seven project date fields. They can be used to hold information
about projects such as phase completion dates, due dates, phase start
dates, etc. Each field can hold one date per project.

Numeric

There are seven project numeric fields. They can hold dollar amounts,
percentages or any other number. Each field can hold one number per
project.

Check box

There are seven project check box fields. Check box fields can hold an On
or Off or a Yes or No value. Examples of check box fields are: INTERNAL
PROJECT, OUTSIDE FUNDING, PRE-PAYMENT, etc. You would use a check
box field to answer a question, such as, “Is this an internal project?” or
“Does this project use outside funding?”. Each field can hold one value per
project.
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Text

There are 20 project text fields. Each field can hold up to 60 characters.
These fields can be used for specific purposes or to hold short,
miscellaneous notes about the project.
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Blank Templates

Use the following templates during your design sessions to keep track of
your design decisions.

Sales Actual Cost of Labor Actual Cost of Materials Cash

Sales Tax Freight Trade Discount Miscellaneous Charges
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User-defined fields and user-defined field titles

Adjust Estimated Cost of Labor Estimated Cost of Materials
UDF #1 UDF #2 UDF #3 UDF #4
UDF #5 UDF #6 UDF #7

PROJECT TRACKING
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Check box Fields

Date Fields

Numeric Fields

Text Fields
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Chapter 3: Setting up Project Tracking

This chapter covers the company-wide initial setup necessary before you
can start setting up your projects.

This section includes the following topics:

* Activating Project Tracking

e Deactivating Project Tracking

e Setting up user-defined fields

e Require full or partial distribution, breakdown codes and/or
descriptions

* Automatically calculating operating costs

e Automatically creating projects and project numbers

e Setting the next adjustment number

e Setting up breakdown codes

e Setting up default amount types and default breakdowns by
module

e Assigning Breakdown Codes for a Project

e Assigning Breakdown Codes for a Vendor/Vendor Class

e Project Tracking Dynamics GP Security

e Enhanced Project Security

e Activating and deactivating Enhanced Security

e Assigning security rights

e Changing your Enhanced Security password

e Project Tracking Budgeting Setup only

Activating Project Tracking

You must activate Project Tracking for each Microsoft Dynamics GP
company that will use Project Tracking.

To activate Project Tracking:

1. Open the Project Tracking Setup window.
(Microsoft Dynamics GP menu >> Tools >> Setup >> Project Tracking >>
Setup)

2. Select Enable Project Tracking.
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When using Project Tracking Lite the Payables Transaction Entry
module will be enabled and all other modules will be disabled.

3. Select OK to activate Project Tracking.

Deactivating Project Tracking

To deactivate Project Tracking:

1. Open the Project Tracking Setup window.
(Microsoft Dynamics GP menu >> Tools >> Setup >> Project Tracking
>> Setup)

2. De-select Enable Project Tracking
3. Select OK to deactivate Project Tracking.

In order to deactivate Project Tracking all transactions must be posted that
are assigned to projects.

Once Project Tracking is deactivated only To activate Project Tracking: and
Table conversions are available.

Setting up user-defined fields

If you have not already designed your Project Tracking implementation
and decided how you are going to use Project Tracking’s seven transaction
user-defined fields and 41 project user-defined fields, please refer to
Chapter 2, “Designing your Project Tracking system” before attempting to
set up these user-defined fields.

This section includes the following:

e Setting up transaction user-defined field titles
e Setting up project text fields
e Setting up user-defined project numeric, date and check box fields
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Setting up transaction user-defined field titles

There are seven transaction user-defined fields. Each transaction user-
defined field can hold a separate value for each project distribution. The
transactions distributed to any one project may hold many different values
in the transaction user-defined fields. When looking up projects
throughout the system, you may sort transactions by any of the
transaction user-defined fields.

The titles that you enter on the setup screen will show up wherever these
fields are used by the system. They are used to report on aspects of your
business, such as department, territory, salesperson, both within projects
and across a range of projects. Once you have determined what meaning
you would like to assign to your seven transaction user-defined fields, you
can assign titles on the Project Tracking Setup window.

To set up transaction user-defined field titles

1. Open the Project Tracking Setup window.
(Microsoft Dynamics GP menu >> Tools >> Setup >> Project Tracking >>
Setup)

£ AER)

sa Fabrikam, Lid, 4/12/201

Enable Project Tracking

Enable Usefor  Constant
Require Full Project Distribution; Quick Entry | Transaction User-Defined Field Titles: Budgets  Yalue
User-Defined Title 1 Department
lud] User-Defined Title 2 City
User-Defined Title 3 Phase
User-Defined Title 4 User Defined 4

Payables Transaction Entry
Receivables Transaction Entry
Irevoicing Transaction Entry

Sales Order Processing
Purchaze Order Processing
Pagrall

TserDefned THe & | User Detimed 5
User-Defined Title 6 User Defined &
User-Defined Title 7 User Defined 7

oogooono
oogooono

Cash Receipt Entry
Allocations out of Inventory Entry
Recuring Contracts

Post Actuals to Budasts based on:
(®) GL Posting Date ) Document Date
[[] Disable Cross-Froject Budget Reporting

OoooROoOOgd

[ Ma*Waming when Full Distibution not Required Automatically Caleulate Operating Cost:
Requie Breakdowns Revenue %
[ Fiequite Descriptions [except on tax and freight) Labor Cost %
aterial Cost %
[ Auto Create Project fram SOP Mumber
[ Auto generate Project Numbers

Next Adjustment Nurber | PPTO0000000000000005 Secuilty ][usg,.DgﬁnEdF‘E|d'[i||ggl[ Options ]
859
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Enter the title for each transaction user-defined field in the appropriate
field on the right hand side of the window. The titles you enter will
replace the User-Defined # field names on the User-Defined Tables
palette and the Project Tracking windows, including Project
Distribution and the Inquiry windows.

If you already have one of these windows or the User-Defined Tables palette
open, you will need to close and reopen it to see the titles you just entered.

Project Tracking Budgeting Only: If you would like to budget based on
the values in any of these fields, mark the Use for Budgets check box
next to that field. See the Project Tracking Budgeting Setup only on
page 68 for more information.

To require a constant value on a per project basis for any of the
transaction user-defined fields, mark the applicable Constant Value
check boxes.

To set up actual values for the transaction user-defined fields, open the
User-Defined 1 Maintenance window.
(Cards >> Project Tracking >> Trx User-Defined: UDF 1)

AEE
sa Fabrikam, Lked. 4j12j2017

E Save | & Clear | X Delete =]

Department ACCOUNTING | [ Inactive
Description ACCT

A H {re

The window and menu will no longer say “User-Defined 1”. The words “User-
Defined 1” will be replaced by the title you entered in step 2.

Enter a value and a description that is applicable to this user-defined
field and choose Save. Repeat until you have entered all possible values
for this field. When you are done entering values, close the window.
Mark the User Defined field as Active or Inactive

A user defined field cannot be set to inactive if it is a default user defined field.

An inactive user defined field cannot be used as a default user defined field.
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A user defined field can be set to inactive even though it is included in a Project
Tracking Budget.

8. Repeat steps 4 and 5 for the other user-defined fields that you want to
use.
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Setting up project text fields

There are twenty project text fields. They can hold any alpha-numeric
value up to 60 characters.

To set up project text fields:

1. Open the Project Tracking Setup window.
(Microsoft Dynamics GP menu >> Tools >> Setup >> Project Tracking >>
Setup)

2. To open the Project Text Field Titles window.
(Select Options >> Text Field Titles).

B Project Text Field Labels (=13}
File ~ Edit Tools  Help sa Fabrikam, Inc. 4/12/2017
Label 1 | Label 11
Label 2 Label 12
Label 3 Label 13
Label 4 Label 14
Label 5 Label 15
LabelE Label 16
Label 7 Label 17
Label & Label 13
Label9 Label 19
Label 10 Label 20

3. Enter the text you would like to appear in the field next to the
appropriate label number. The text you enter will appear on the
Project Text Field window and on reports.

Setting up user-defined project numeric, date and check
box fields

There are seven each project numeric, date and check box fields. They can
hold one value each per project.
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To set up user-defined project numeric, date, and check

box fields:

1. Open the Project Tracking Setup window.
(Microsoft Dynamics GP menu >> Tools >> Setup >> Project Tracking

>> Setup)

2. Choose the User-Defined Field Titles button to open the User-Defined

Field Titles window.

Bl User-Defined Field Titles (=13

Project Checkbos 1
Project Checkbox 2
Project Checkbox 3
Project Checkbox 4
Project Checkbox 5
Project Checkbox B
Project Checkbox 7

Project Date 1
Project Date 2
Project Date 3
Project Date 4
Project Date 5
Project Date 6
Project Date 7

D@

Fle Edt Tools Options Help

Lheckbox

Checkbox 2
Checkbox 3
Checkbox 4
Checkbox 5
Checkbox &
Checkbox 7

Date 1
Date 2
Date 3
Date 4
Date &
Date B
Date 7

sa Fabrikam, Inc. 4/12/2017

Project Murmeric 1 | Humeric 1
Pioject Mumeric 2 | Mumeric 2
Project Mumeric 3 | Numeric 3
Project Mumeric 4 | Numeric 4
Pioject Mumeric 5 | Mumeric 5
Project Mumeric & | Numeric 6

Praject Mumeric 7 | Numeric 7

3. Enter the title for each field in the appropriate field on the User-
Defined Field Titles window. This is the text that will appear next to the
field on the Project User-Defined fields window (accessed from the
Project Maintenance window) and on reports.

Require full or partial distribution, breakdown codes

and/or descriptions

Project Tracking gives you the option to distribute all your transactions to
projects or just the transactions you choose. You can distribute all or part
of a transaction. A distribution line may have values entered in all fields or
just in some. To ensure data integrity, some companies want all their
transactions completely booked to projects. Others may want all
transactions from a certain module, such as Sales Order Processing,

PROJECT TRACKING
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booked to projects. Project Tracking Lite is used by companies that want to
distribute only their Payables transactions.

Project Tracking has been designed so that every amount distributed
correlates with a general ledger distribution.

This correlation allows you to:

e Reconcile amounts distributed to projects to particular balances in
your general ledger

¢ Include general ledger accounts on project reports so that you can see
what general ledger accounts a particular project affected.

The system will always maintain a correlation—it will not allow a project
distribution to be posted if the general ledger account does not match one
of the accounts actually in use on the accounting transactions. The
correlation between Project Tracking and the general ledger will only be a
perfect one-to-one correspondence if you require full distributions for
each registered and integrated Microsoft Dynamics GP module. You can
require full distributions by marking the check box next to each Microsoft
Dynamics GP module on the Project Tracking Setup window. If one of
these check boxes is not marked, you will be able to distribute to your
project an amount that is less than the amount distributed to your general
ledger. It is never possible to distribute more than the general ledger
amount to a project.

Normally, whenever a transaction is not fully distributed to projects,
Project Tracking gives the user a warning before saving the project
distribution. The warning allows you to save the distribution or return to
the Project Tracking Distribution window to fully distribute the transaction
to projects. This is a courtesy warning for those installations not requiring
full project distributions. If you do not want this warning, you can turn it
off in the Project Tracking Setup window.

Project Tracking also allows you to require information that would

otherwise be optional. You can require breakdown codes, and descriptions
(except on tax and freight).
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To require full project distributions, breakdown codes
and/or descriptions:

1.

Open the Project Tracking Setup window:
(Microsoft Dynamics GP menu >> Tools >> Setup >> Project Tracking >>
Setup)

B Project Tracking Setup
File  Edit  Tools  Options  Help sa Fabrikam, Inc. 4/12/2017
Enable Usefor  Constant
FRiequire Full Project Distribution: Quick Entry [ Transaction User-Defined Field Titles: Budgets  Walue
UserDefined Tite 1 Machinery

UserDefined Title 2| Ciops
User-Defined Title 3 Buildings
UserDefined Title 4 User Defined 4
User-Defined Tite 5 User Defined 5
User-Defined Title B User Defined &
UserDefined Title 7 User Defined 7

Payables Trarsaction Entry
Receivables Transaction Entry
Invoicing Transaction Entry
Sales Order Processing
Purchase Order Processing

OooooEE
OO0O00EEE

Payroll
Cash Receipt Entry

Puost ctuals to Budgets based an:
Allacations out of lrventary Entry

(® GL Posting Date (O Document Date
[ Disable Cross-Project Budgst Reporting

NOROORORE

Recuring Contracts

[] Mo‘waming when Full Distibution not Required Automatically Calculate Operating Cost
Require Breakdowns Reverue %

[] Require Descriptions [except on tax and freight] Labor Cast %
Material Cost %

[ Auto Create Project from SOF Mumber

[] Autogenerate Project Numbers:

Next Adjustment Mumber | PFT00000000000000001 Secuily | (UserDefined Field Tes| [ Options |

00

Mark the windows that you want to require full project distribution. If
marked, 100% of the dollar amount of each transaction must be
distributed to one or more projects before the transaction can be
posted in the following windows:

e Payables Transaction Entry

e Receivables Transaction Entry

¢ Invoice Transaction Entry

e Sales Transaction Entry

e Purchase Order Processing (Purchase Order Entry, Receivings
Transaction Entry, Purchasing Invoice Entry)

e US Payroll—Payroll Transaction

e Cash Receipts Entry

e Item Transaction

e Encore’s Recurring Contract Billing—Contract Maintenance
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If you are using Intercompany Processing, you must turn off Require Full
Project Distribution for Payables Transaction Entry in order to post Payables
Management intercompany transactions.

Full Project Distribution is not available for General Ledger
transactions, because it would be unwise to force all lines in GL
Transaction Entry to be fully distributed to projects. However, you can
use the GL Transaction Entry window to create miscellaneous
adjustments for projects.

To turn off the warnings that will occur every time a transaction is not
fully distributed, mark the No Warning when Full Distribution not
Required check box. If you do not turn off the warnings, Project
Tracking will warn you even for windows specified as not requiring full
distribution.

To require a breakdown code on each project distribution line in all
modules, mark the Require Breakdowns check box. See Setting up
breakdown codes on page 56 for more information.

If you are using Project Tracking Budgeting, this option must be
marked. For more information, see Project Tracking Budgeting Setup
only on page 68.*

To require descriptions on each Project Distribution line in all modules
except on tax and freight distributions, mark the Require Descriptions
(except on tax and freight) option. Whenever descriptions are absent
when this option is marked, error messages will be given on edit lists
and you will not be able to post transactions that are missing
descriptions.

To distribute transactions from the Payables Management module
using the Quick Entry feature, mark the Enable Quick Entry check box.
This feature opens a small window directly below the Payables
Transaction Entry window that allows you to specify single project,
breakdown, amount type, description and transaction user-defined
values for each payables transaction. Please see the section Chapter,
“Using the Quick Project Entry window to distribute to projects
(Payables only)” for full information about this powerful feature.
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Automatically calculating operating costs

PROJECT TRACKING

Many businesses like to allocate a set percentage of material and/or labor
costs for overhead or operating costs. It is also possible to have operating
costs associated directly with revenue collection, such as credit card
processing company charges. These costs affect project profitability.
Ordinarily, these percentages are adjusted on a yearly or quarterly basis.

If you desire, Project Tracking can automatically account for these
operating cost percentages when reporting project profitability. You can
enter the percentages of material cost, labor cost and/revenue to use for
calculating operating costs on the Project Tracking Setup window. These
percentages will affect project reports, however, they will not affect the
Project Tracking distribution data or the General Ledger.

Because these are generalized percentages, you will set these up on the
company-wide Project Tracking Setup window. However, the percentages
you enter here are only defaults. If you feel it is appropriate, you may
override any or all of these numbers on a per project basis.

The calculated operating costs are not stored, but are only calculated
when the Project Inquiry Summary window is opened or when Project
Analysis reports are run. They are not calculated at the time of transaction
entry and are not stored with transactions. The percentages on this setup
screen are the system defaults that will be used as new projects are added
to the system. If you change them in the future, existing projects will retain
the percentages that they already have configured.

How the operating cost fields are used in reporting

The following formulas show how the operating cost fields are used in
reporting:

Original Estimated Operating Cost

(Estimated Selling Price * Revenue%) +
(Estimated Material Cost * Materials%) +
(Estimated Labor Cost * Labor%)
=Original Estimated Operating Cost
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Estimated Operating Cost after Invoicing

(Actual Selling Price * Revenue%) +

(Estimated Material Cost at Invoicing * Materials%) +
(Estimated Labor Cost at Invoicing * Labor%)
=Estimated Operating Cost after Invoicing

Actual Operating Cost

(Actual Selling Price * Revenue%) +
(Actual Material Cost * Materials%) +
(Actual Labor Cost * Labor%)

=Actual Operating Cost

To automatically calculate operating costs for project

reports:
1. Open the Project Tracking Setup window.

(Microsoft Dynamics GP menu >> Tools >> Setup >> Project Tracking

>> Setup)

=] Project Tracking Setup

Fie Edt Tools Options Help

Post Actuals to Budgets based on:

Allozations out of Inventory Entry e =

sa Fabrikam, Inc, 4/12/2017

Use for - Constant

Budgets

O0O0d0o0E®E

5

Require Full Project Distribution; nglleﬁtry Tranzaction User-Defined Field Titles:
User-Defined Title 1 Machinery

Payables Transaction Entry User-Defined Title 2 Crops
Receivables Transaction Entry User-Defined Tile 3| Buildings
Invaicing Transaction E ntry ] User-Defined Title 4 User Defined 4
Sales Order Processing User-Defined Title 5 User Defined 5
Purchase Order Processing ] User-Defined Title B User Defined B
Pyl O UserDefined Tile 7| User Defined 7
Cash Receipt Entry

O

FRecurring Contracts

[ Mo'waming when Full Distibution not Required Automatically Calculate Dperating Cost:

Frequite Breakdowns Revenue %
[ Requite Descriptions [except on tax and freight) Lahar Cost %
terial Cost %

[[] Disable Cross-Froject Budget Reporting

[ Auto Create Praject from SOP Number
Autogenerate Project Numbers
Hext Project |D PT00000000001

Walue

O000rEE

Next Adustment Number | PFT00000000000000001 Securty | [UserDefined Fitd Titles| [ Opiions |

s0e

2. Enter the percentage of revenue you would like allocated as operating

costs or overhead for each project.
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3. Enter the percentage of labor cost you would like allocated as
operating costs or overhead for each project.

4. Enter the percentage of material cost you would like allocated as
operating costs or overhead for each project.
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Automatically creating projects and project numbers

Project Tracking offers the following two options on the Project Tracking

Setup window for automatically generating project numbers:

e Auto Generate Project Numbers
e Auto Create Projects from SOP Number

Autogenerate project numbers

Mark this option to automatically generate sequential project numbers.
Enter the project ID in the Next Project ID field. Every time the Project

Maintenance window is opened or cleared, the value from the Next

Project ID field will be the default Project ID value. You can change this
value if necessary. If you enter the number of an existing project, that

project’s data will be displayed in the Project Maintenance window.

To automatically generate project numbers
1. Open the Project Tracking Setup window.

(Microsoft Dynamics GP menu >> Tools >> Setup >> Project Tracking

>> Setup)

m Project Tracking Setup

File ~ Edit Tools  Options  Help

Enable

Fiequire Full Project Distribution: Guick Entry

Papables Transaction Entry
Receivables Transaction Entry
Invaicing Transaction E ntry
Sales Order Processing
Purchase Order Processing
Payroll

Cash Receipt Entry

Allocations out of Inventory Entry

NOOOROEE

Recurring Contracts

[ Mo *Waning when Ful Distribution not Requirsd
Bequite Ereakdomn:

Fequire D escriptions (except on tax and fisight)

[ Auto Create Project from S0P Number
Autogenerate Project Mumbers
Mext Project ID PT0O00000000001

Nerramiostment-Humter— PPF aed

S @

EEX
55 Fabrikam, Inc, 471212017

Use for - Constant

Transaction User-Defined Field Titles, Budgets  Walue

User-Defined Title 1 Machinemy
User-Defined Title 2 Crops
User-Defined Tite 3 BEuildings (i
User-Defined Title 4 User Defined 4 O |
UserDefined Tile 5 | User Defined 5 0 0
User-Defined Tile 6 | User Defined 8 (il |
User-Defined Title 7 User Defined 7 (i |

Past Actuals to Budgets based on:
(® GL Posting Date © Document Date
[] Disable Cross-Froject Budget Reporting

Automatically Caleulate Operating Cost:

Revenue % 2002
abor Cost % 2.00%
terial Cost % 2.00%

Secury | [UserDefined Fikd Titles| [ Opiions |

2. Mark the Autogenerate Project Numbers check box.

PROJECT TRACKING
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3. Enter the initial project number from which you want to start auto-
generating project numbers.

The project numbers can have an alphabetic prefix, for example, PROJO0001,
PR0OJ00002, etc. Please note that the project numbers must end with digits if
you want the system to be able to automatically increment them. Also, please
put a sufficient quantity of zero’s in your number to create the maximum
number of projects that you need. The system cannot add digits at the
beginning to increment from PROJ99 to PROJ100. You need to define the
default value with leading zeros, such as PROJO000099.

Auto Create projects from Sales Order Processing number

This option automatically creates a project whenever you enter the Project
Tracking Distribution window from a Sales Order Processing Order
document. The new project number will match the order number. The
project will be assigned to the same customer as the order and the same
salesperson as the customer but you can change both of these fields on
the Project Maintenance window. The new project number will be used as
the default project in the distributions for this document.

This option is helpful to businesses who routinely start projects when they
receive an order and only book expenses to the projects after the order is
input into the system.
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To automatically create projects from SOP Orders:

1.

Open the Project Tracking Setup window.

(Microsoft Dynamics GP menu >> Tools >> Setup >> Project Tracking >>

Setup)

Fle Edit Took Options  Help

Require Full Project Distribution:

Payables Transaction Entry
Feceivables Transaction Entry
Inwoicing Transaction Entry
Sales Order Pracessing
Furchase Order Frocessing
Fayrol

Cash Receipt Entiy

Allocations out of Inventory Entry

HOROOROEE

Recuriing Contracts

Fequite Breakdowns

Mumber

Hext Adjustment Humber

e

] Mo W arning when Ful Distibution net Required

[] Require Descriptions [except on tax and freight]

PPT00000000000000007

Mark the Auto Create Project from SOP Number check box.

m Project Tracking Setup E‘Elgl

sa Fabrikam, Inc. 4/12/2017
Enable Usefor Constant
Quick Entiy  Transaction User-Defined Field Titles Budgets  Value
UserDefined Title 1| Machinery
User-Defined Title 2 Crops
User-Defined Tile 3| Buildings il
User-Defined Title 4 | User Defined 4 Fl F
UserDefined Tile 5 | User Defined § O O
UserDefined Tile 6 | User Defined B O B
UserDefined Tile 7| User Difined 7 O B
Post Actuals to Budgets based on
&) GL Posting Date () Document Date
[ Disable Cross-Project Budgst Reparting
Automatically Calculste Dperating Cost:
Revenue % 2.00%
Labor Cost % 2.00%
Material Cost % 2.00%
Secuily ] [Usel-Definad Field Tmas] [ Options ]

Setting the next adjustment number

Project Tracking allows you to make adjustments in transaction amounts
booked to projects. Each time you make an adjustment, the adjustment is
numbered for tracking purposes. Project Tracking automatically generates
a sequential number to make auditing easier. You can override the
adjustment number suggested by the system when you are creating a

project adjustment.

You can set up a beginning adjustment number of your choice.
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To set the beginning or next adjustment number:

1. Open the Project Tracking Setup window.
(Microsoft Dynamics GP menu >> Tools >> Setup >> Project Tracking
>> Setup)

m Project Tracking Setup E‘E‘E‘

File ~ Edit Tools Options  Help 53 Fabrikam, Inc., 471272017
Enable Use for - Comstant
Require Full Project Distribution: Quick Entry  Transaction UserDefined Field Titles: Budgets  Value
User-Defined Tith 1 Machinery
Payables Transaction Entry UserDefined Tile 2| Crops
Receivables Transaction Entry User-Defined Tile 3| Buildings O
Invaicing Transaction Entry ] User-Defined Title 4 User Diefined 4 (i ]
Sales Order Processing User-Defined Title 5 User Drefined 5 | Fl
Purchage Order Processing | User-Defined Title & User Defined & | Fl
Payroll ] User-Defined Title 7 User Diefined 7 (i ]
EazhieodblEnty Post Actuals to Budgets based on:
Allocations out of Inventory Enty ] @® 6L Posting Dats © Document Date
Recuring Contraots [] Disable Cioss-Project Budlget Reporting
[ Mo‘wamring when Full Distribution not Required Automatically Caleulate Dperating Cost:
Require Breakdowns Reverue % 200%
[ Fiequire Descriptions [except on tax and freight] Labor Cost % 2.00%

Material Cost % 200%
[ Auto Create Project from SOP Number

( Mext Project 1D PT 000000000001 )

Next Adjustment Number | PPT00000000000000001 [ Securty ] (UserDefined Fied Titles| [ Optionss |

=z

2. Enter the number you would like for the next Project Adjustment in
the Next Adjustment Number field.

@ The adjustment numbers can have an alphabetic prefix, for example,
ADJ00001, ADJO0002, etc. Please note that the adjustment numbers

must end with digits if you want the system to be able to automatically
increment them. Also, please put a sufficient quantity of zero’s in your
number to create the maximum number of adjustments that you need.
The system cannot add digits at the beginning to increment from
ADJ99 to ADJ100. You need to define the default value with leading
zeros, such as ADJO000099.
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Setting up breakdown codes

Project Tracking allows you to categorize all of your project distributions by
both an amount type and a breakdown code. The following table shows
the possible amount types and whether they are a revenue or an expense:

Amount Types Revenue/Expense
ADJUST Expense
ACTUAL COST MATERIAL Expense
ACTUAL COST LABOR Expense
EST. COST MATERIAL Expense
EST. COST LABOR Expense
SALES Revenue
SALES TAX Revenue
FREIGHT Revenue
TRADE DISCOUNT Revenue
MISC. CHARGE Revenue
CASH Revenue

Each amount type can be assigned breakdown codes—such as Paint and
Lumber—breaking down the amount types into specific categories. Setting
up breakdown codes allows you to analyze your profitability more closely.

Breakdown codes can have default values for each of the seven
transaction user-defined fields. If default transaction user-defined field
values are set for the breakdown codes, those values will populate the
transaction user-defined fields each time the breakdown code is used. The
default values will override any default values associated with the project.

PROJECT TRACKING 57


[ /CropBox [0 144 558 783] /PAGE


CHAPTER 3 SETTING

58

PROJECT TRACKING

UP PROJECT TRACKING

To set up breakdown codes:

1. Open the Breakdown Maintenance window.
(Cards >> Project Tracking >>Breakdown)

B Breakdown Maintenance

File Edit Tools Help sa Fabrikam, Lkd, /1242017
I Save | & Clear | ¥ Delete &

Amaunt Type: SALES

Breakdawn SALES R [ nactivel

Description sales

User Defined 1 TRUCK, o] User Defined 5 (9]

User Defined 2 CORN o] User Defined & (9]

User Defined 3 SHED i1 User Defined 7 (5]

User Defined 4 i1

44 r M L@

2. Select the amount type for which you would like to define breakdown
codes.

3. Enter the breakdown code you would like to define. If the breakdown
code has already been defined for that amount type, the description
and transaction user-defined field default values will appear in the
window. These fields may be edited.

4. Select either Active or Inactive

A breakdown code cannot be set to inactive if it is a default breakdown code.
An inactive breakdown code cannot be used as a default breakdown code. See
Understanding system default values for project distributions for more
information.

A breakdown code can be set to inactive even though it is included in a Project
Tracking Budget.

5. Enter a description for the breakdown code. Descriptions can be up to
60 characters long.

6. If desired, enter a default value in each of the transaction user-defined
fields. To override existing project values for the transaction user-
defined field, select the special value <none>.
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If you’ve also set up default values for the transaction user-defined
fields on the Project Maintenance window and if the field is marked as
constant value, the value associated with the project will be used. If
the field is NOT marked as constant value, the value associated with
the breakdown code will be used.

7. Choose Save.
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Setting up default amount types and default
breakdowns by module

PROJECT TRACKING

Amount types are used throughout Project Tracking to indicate how the
transaction amount should be categorized. For some modules, you can tell
Project Tracking which amount type to use as the default value. In the
Payables module, for example, you may specify a default value of Actual
Cost of Material or Actual Cost of Labor, depending on what types of costs
projects generally incur in your business. Also, for Sales modules, you can
specify a separate default amount type for costs. The amount type can be
changed, within limits, on each Project Distribution line.

The following table shows which modules can have their default amount
type set by the user and which amount types are available for that module.

Microsoft Dynamics GP Available Amount Types

Module

General Ledger ALL

Payables Management Actual Cost of Material, Actual Cost of Labor

Receivables Management Sales*

Invoicing Sales*

Sales Order Processing Sales*

Purchase Order Processing Actual Cost of Material, Actual Cost of Labor

U.S. Payroll Actual Cost of Material, Actual Cost of Labor

Cash Receipts Cash*

Inventory Actual Cost of Material

Costs in Sales modules Estimated Cost of Material, Estimated Cost of Labor,
Actual Cost of Material, Actual Cost of Labor
*cannot be set by user

Each breakdown code is associated with a specific amount type. If you
would like, you may set a default breakdown code to appear whenever its
associated amount type is used in a particular module. The default
breakdown code is available for all modules.
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To set up default amount types and breakdown codes:

1. Open the Project Tracking Setup window.
(Microsoft Dynamics GP menu >> Tools >> Setup >> Project Tracking
>> Setup)

2. Choose the Options button—the Options window will open.

2§ options (== =]
File  Edit  Tonls = Options . Help sa Fabrikam, Inc. 4/12/2017

Defaults Amount Types Breakdowns
General Ledger ADJUST - B
Payables Transsction Entr ACTUAL COST MATERIAL v p
Recsivables Transaction Entry SALES Is
Inevoicing Transaction Entry SALES P
Sales Order Processing SALES p
Purchase Order Processing ACTUAL COST MATERIAL - p
Fayroll ACTUAL COST LABOR - 2
Cash Receipt Entry CASH B
Inwventary ACTUAL COST MATERIAL p
Costin Sales Modules EST. COST MATERIAL - p
[ Suppress Distrution lire if Cost of Sales is $0.00
[T] Use AM Cost Entry Assists
Payroll Distributions from @ Gmss () Net
o i)

3. For each module, select the amount type you would like to use as the
default value for transactions.

4. If you want to use default breakdown codes, enter a breakdown code
for the selected amount types for each applicable module. If you
haven’t set up any breakdown codes, enter the new breakdown code
and the Breakdown Maintenance window will open for you to set it

up.

5. Select OK.

6. Mark the checkbox for Suppress Distribution line if Cost of Sales is
$0.00 to suppress Cost of Sales distributions for amounts of $S0.00 in

the Project Tracking Distribution window. (optional)

7. To use the Cost Entry Assist feature from the Receivables Sales Entry
window, mark the Use RM Cost Entry Assists check box (optional).
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You can use Receivables Management Cost Assist Codes to specify
how to split costs when entering them into the Receivables Sales Entry
window allocating the Cost of Goods Sold to multiple general ledger
accounts while at the same time allocating to multiple amount types in
Project Tracking.

Select the calculation method to distribute payroll transactions to
projects: Gross or Net. When you distribute payroll transactions to
projects, you allocate the number of hours a staff member worked on
each project. When the transaction is posted, Project Tracking will
convert the hours to a dollar amount based on the amount actually
paid to the staff member. The calculation may be based on Gross Pay
or on Net Pay. We recommend that you use Gross Pay because that is
more reflective of the actual cost incurred.

Assigning Breakdown Codes for a Project

PROJECT TRACKING

The Project Breakdown Maintenance window is used to assign
Breakdown Codes for a given project. You can create a restricted list of
breakdown codes that will be available for selection in the Project
Tracking Distribution window.

To Assign Breakdown Codes to a Project

1.

Open the Project Maintenance window.
(Cards >> Project Tracking >> Project)

Enter or select the Project ID that you want to create breakdown codes
for.
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3. Choose the Breakdown button. The Project Breakdown Maintenance

window will open.

r;;,' Project Breakdown Maintenance |
File : Edit : Tools: Help sa Fabrikam, Inc, 4/12/2017
Rd Save * Cancel
Project GPUG p GF Uszer Group
Amount Type  SALES - [ Display Selected Breakdowns
[ Assign Breakdown p Description
A REG Registration Revenue -
F
|
|
|
I
El
|l
£
|
|4
=
4 4 » Pl Iy

4. Select the Amount type.

5. Mark the Assign box beside each of the breakdown codes you want to

assign to the selected project.

6. Select save.

Assigning Breakdown Codes for a Vendor/Vendor Class

The Vendor Breakdown Maintenance window is used to assign a
restricted list of breakdown codes that will be available for selection

for distributions to projects in the Project Tracking Distribution

window. The breakdown codes that will be available in the Project
Tracking Distribution window will be displayed as per the vendor

selected for the transaction entry.
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To Assign Breakdown Codes to a Vendor or Vendor Class:

1. Open the Vendor Breakdown Maintenance window.
(Cards >> Project Tracking >> Vendor Breakdown)

5.;E\iendor Breakdown haintenance = _83_
File  Edit  Tools  Help sa Fabrikam, Inc. 4/12/2017
;d Save * Cancel
Wendaor Option  Vendor D -
Wendor I ACETRAVEDOO p A Travel Company
Amount Type  ACTUAL COST LABOUR -
[] Dizplay Selected Breakdowns
[T Assign Drefault Breakdown Description
] E KEYNOTE Keynote Speaker -
SETUP Setup Expenses |
TEARDDWH Teardown Expenzes
TRAVEL Travel Expenses
44> b @

2. Select the Vendor Option - Vendor ID or Vendor Class.

3. Select the Vendor ID or Vendor class that you want to create
breakdown codes for.

4. Select the Amount Type.

5. Mark the Assign box beside the breakdown codes you want to assign
to the selected project..

6. Select save.

Project Tracking Dynamics GP Security
By default every user has access to all Project Tracking windows and

reports. The security tasks that affect the Project Tracking windows can be
found by navigating to the Security Task Setup.
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1. Open Security Task Setup window.

(Microsoft Dynamics GP>>Tools>>Setup>>System>>Security Tasks)
2. SelectaTask ID.
3. Set Product to Project Tracking.

4. Set Type to Windows.

5. Set Series to 3rd Party

MM Security Task Setup

File  Edit  Tools  Help sa Fabrikam, Lkd, 4/12/2017
H Save |@ Clear |)( Delete | Copy | 5
Task ID DEFALULTUSER |Q| Categary System v
Task Mame Default User

Task Description Default User

Praduct: Project Tracking v

Tupe: windows W

Series: 3rd Party v

ccees i [ Makal ][ Ormark A

[] Display Selected Items
Operations &

D About Project Tracking

D Adjust Project Tracking Distributions —

D Breakdown Lookup

D Breakdown Maintenance

D Budget Period Lookup

D Budget Periods

D Budget Revision Lookup

D Budget Revision Mote

D Check work and open files

D Close Projects

D Copy Budget

D Copy Project b

M4 Iy @

-

6. Select the appropriate Tasks to add.
7. Assign the Task to a Security Role

8. Addthe Role to the User
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Enhanced Project Security

The Enhanced Project Security feature is available with Project Tracking.
Using Enhanced Project Security, you can control which users can view
projects, edit project setups, distribute to projects, create adjustments to
projects, approve and reopen budgets.

Using Enhanced Security is optional. By default, Enhanced Security is not
activated when you install Project Tracking. You can activate Enhanced
Security on a per company basis and you can set security permissions for
each user on a per project basis. It is easy to make some projects open to
all users while severely limiting access to others.

Enhanced Security hides projects from users without security access. If a
user does not have security rights to a project, that user will not be able to
access the project, and the project will not even be listed on the look-ups
for the user to see, keeping the project virtually hidden from the user.

Activating Enhanced Security will password protect the Project Tracking
File Maintenance window.

Activating and deactivating Enhanced Security

PROJECT TRACKING

By default, security is not activated when Project Tracking is installed.
Once activated, you must set security permissions for all current users. If
desired, you can disable security later.

To activate enhanced security:

1. Open the Project Tracking Setup window.
(Microsoft Dynamics GP menu >> Tools >> Setup >> Project Tracking
>> Setup)

2. Choose the Security button.
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3. You will be asked to enter a password. If this is the first time you are
activating Enhanced Security in the company, the password will be
“ACCESS” (all capital letters). To change the password, see Changing
your Enhanced Security password on page 67.

4. Choose OK. The Project Security window will open.

5. You will be asked if you want to activate (or reactivate) security.
Choose Yes.

To disable security:

1. Open the Project Tracking Setup window.
(Microsoft Dynamics GP menu >> Tools >> Setup >> Project Tracking
>> Setup)

2. Go to the Microsoft Dynamics GP menu bar, select Options >> Disable
Project Security.

3. Enter the current password.

4. Choose OK.

Assigning security rights

You will use the Project Security window to assign security permissions.
There are two ways to assign permissions. Both methods have shortcuts
available that can reduce data entry time - the default checkboxes at the
bottom of the window.

e Select the Project ID security type, select a project, and assign
permissions for each user who is to have access to the project. For
example, for PROJO01, you can assign View permission to
LESSONUSER1, LESSONUSER2, LESSONUSERA4, etc. The permissions for
each user do not need to be the same.

e Select the User ID security type, select a user, and assign permissions

for that user to each of a list of projects. For example, for
LESSSONUSER1, you can assign View permission to PROJO01, PROJ002,
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PROJ004, etc. The permissions for each project do not need to be the
same.

You can use one method or combine the methods to use what will be most
efficient for your immediate needs. For example, a company that has
several data entry personnel who can distribute to projects, but only a few
managers, each of whom control a different set of projects, may want to
combine the two methods. In this case, the easiest way to set these
permissions is as follows:

1. Using the Project ID Security type, bring up each project in the Project
Security window one by one. Use the default check boxes to grant
permission to all users.

2. Using the User ID security type, select the first manager’s User ID.
Select each project for which the manager has control. Use the default
check boxes to grant full rights to the manager for each listed project.
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The following table contains the explanation of each option:

Permission

Allow Access To

Project View

Project Reports
Project Inquiry windows
Copy Project window

Project Edit

Project Maintenance window
Close Project window
Reopen Project window
Purge History window

Project Distribute

Project Tracking Distribution window

Project Adjust Project Adjustment window
Budget View Variance Reports
Budget Inquiry window
Budget Edit Budget Maintenance window (for editing)
Budget Approve Budget Maintenance window (for approving)

Budget Reopen

Reopen Budget window

To assign security permissions:
1. Open the Project Tracking Setup window.

(Microsoft Dynamics GP menu >> Tools >> Setup >> Project Tracking

>> Setup)

2. Choose the Security button.
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3. You will be asked to enter a password. Enter the password you entered
when you activated security. If this is the first time you are opening the
Project Security window, please see Activating and deactivating
Enhanced Security on page 61. The Project Security window will open.

B Project Security |‘._||E|E|
Fle Edt Tooks Help sa Fabrikam, Inc. 4/12/2017
Type | Project 1D v Project Status ® Open (2 Closed
Proiect 1D Al 3 EE
Custorner Hame | |

Budgets
User D ‘Q Yiew Edit Digtib | Adjust | View Edit Approve | Reopen
~
v
Default values for Users:
[ view [ Distributions [ Budget Wiew [ Budget Apprave
[ Edit [ Adjustments [] Budget Edit [] Budget Reopen
PEY

4. Select the method by which you will assign security: by Project ID or
User ID.

5. If you are using Project ID as the method to assign security
permissions, select a Project Status. This will limit the list of available
project IDs in the lookup window.

6. Enter the Project ID or User ID for which you would like to assign

security permissions. The arrows on each side of the Project ID or User
ID field can be used to scroll through the available IDs.
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7. The following table explains how to grant permissions to users or

projects:

To grant permission to...

Do the following...

Some of the projects/users
listed

Individually mark the appropriate permissions next to
those Project IDs or User IDs.

All listed projects

Mark the Default values for Projects check boxes next to
the applicable permissions (Edit, View, Distributions,
etc.) at the bottom of the window. You will be asked
whether to grant this permission to All Projects, Listed
Projects or New Projects, choose Listed Projects.

All listed users

Mark the Default values for User check box next to the
applicable permissions (Edit, View, Distributions, etc.) at
the bottom of the window. You will be asked whether to
grant this permission to All Users, Listed Users or New
Users, choose Listed Users.

All projects

Mark the Default values for Projects check box next to
the applicable permissions (Edit, View, Distributions,
etc.) at the bottom of the window. You will be asked
whether to grant this permission to All Projects, Listed
Projects or New Projects, choose All Projects.Permission
granted to all projects will, by default, be granted to any
new projects added to the system.

All users

Mark the Default values for User check box next to the
applicable permissions (Edit, View, Distributions, etc.) at
the bottom of the window. You will be asked whether to
grant this permission to All Users, Listed Users or New
Users, choose All Users. Permission granted to all users
will, by default, be granted to any new users added to
the system.

8. Choose OK or enter the ID for the next project or user for which you
would like to grant permissions.
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Changing your Enhanced Security password

When Project Tracking is installed it comes set up with the default
password “ACCESS” (all capitals). You will need to enter this password to
be able to change it.

To change the Enhanced Security password:

1. Open the Project Tracking Setup window.
(Microsoft Dynamics GP menu >> Tools >> Setup >> Project Tracking
>> Setup)

2. Choose the Security button.

3. You will be asked to enter a password. Enter the current password.
The Project Security window will open.

4. Choose the Password button. The Password window will open.

Microsoft Dynamics GP.

Flease enter password

[ QK l [ Lancel

5. Enter your current password again. The Password Entry window will
open.

B Password Entry
File Edt Toaols Help 4/12f2017

2

Mew Password
Canfirm New Password

iy 0K l[ Cancel ]

6. Enter your new password in both fields. Passwords are case-sensitive.
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7. Select OK.

Project Tracking Budgeting Setup only

If you are using Project Tracking Budgeting, the following four important
steps are necessary in the Project Tracking Setup window:

Ensure that Require Breakdowns is marked. When budgets are set up,
each budget cell is based on a breakdown code. For accurate variance
reporting, breakdown codes are required on every distribution. If you
do not want a particular distribution to be assigned a breakdown code,
use the pre-defined breakdown code <none>.

1 Mo 'Warning when Full Distribution nat B equired
Require Breakdowns
] Require Descriptions [except on tax and freight]

To include transaction user-defined fields in budgets, mark the
applicable Use in Budgets fields. Project Tracking will then create a
budget structure for each transaction user-defined field value. For
more information about basing budgets on transaction user-defined
fields, see Setting up Project Tracking Budgets on page 156.

The setting for the Use in Budgets field in this window will be the
default values for any new projects that you create. However, you can
also change or set these fields for individual projects in the Project
Maintenance window.

Usze for - Constant
Transaction User-Defined Field Titles: Budgets  Walue

Uszer-Defined Title 1 M achinery
Uszer-Defined Title 2 Crops
Uszer-Defined Title 3 Buildings
Uszer-Defined Title 4 Uszer Defined 4
Uszer-Defined Title 5 Uszer Defined 5
Uszer-Defined Title 6 Uszer Defined B
Uszer-Defined Title 7 Uszer Defined 7

OO00O00OFE
OO000OFEE

Choose GL or Document Date as the date for posting to budgets. Since
budgets can be set up by period, you can choose to report budget
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variance based on when documents are entered (Document Date) or
when they are posted to the General Ledger (GL Posting Date). If you
want to reconcile general ledger accounts with the budget, GL is
recommended.

Post Actuals to Budgets bazed on:
(®) GL Posting Date () Documnernt Date
[] Dizable Cross-Project Budget Reparting

To disable cross-project budget reporting on all projects, mark the
Disable Cross-Project Budget Reporting check box on the Project
Tracking Setup window. This setting will determine the default value of
this field in the Budget Maintenance window.

For Project Tracking to perform accurate cross-project variance
reporting, all projects being reported must be set up with periods
matching the company’s fiscal periods. However, the projects do not
have to have the same duration.

[] Disable Cross-Project Budget Reporting

You can also disable cross-project budget reporting on a per-project
basis in the Budget Maintenance window. For example, if you want to
set up a budget for a single project according to periods other than the
company’s fiscal periods, mark the Disable Cross-Project Budget
Reporting check box on the Project Tracking Budget Maintenance
window for that project budget.
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Setting up projects is an ongoing function of using Project Tracking. After
you have finished your company-wide Project Tracking setup, you are ready
to set up your first project. Projects are set up and maintained from the
Project Maintenance window. Even if you automatically generate your
projects from Sales Order Processing orders (see Automatically creating
projects and project numbers) there are many items on a project you may
want to maintain individually.

This chapter will detail how to use all the features related to setting up and
maintaining an individual project. This chapter does not include
information about distributing transactions to projects or making
adjustments to distributions to projects. Those topics are covered in
Chapter 5, “Distributing transactions”.

This chapter contains the following topics:

e Starting a project and setting up transaction user-defined field
default values

e Entering a beginning balance

e Setting project estimates

e Maintaining project dates, numeric and check box field title
information

e Entering project text field titles

e Copying projects

Starting a project and setting up transaction user-defined field
default values

PROJECT TRACKING

Starting a project in Project Tracking can be as simple as opening the
Project Maintenance window, entering a Project ID, and selecting Save.
That is all you need to do to start distributing transactions to that project.
Of course, there are many other fields associated with a project, such as
Starting Date, Selling Price, Estimated Material Cost and transaction user-
defined field default values that you may want to set up with your project.
These fields can be set up when you initially create your project or edit
them later as required.
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To start a project:

1. Open the Project Maintenance window.
(Cards >> Project Tracking >>Project )

:: Project Maintenance = = "E‘g:
File  Edit  Tools  Options  Help sa Fabrikam, Inc. 471272017
Il Save Clear | 3 Delete @ﬁ)
Project ID }3 ) Project Open Date 0/0/0000
D escription Estimated Start Date /00000
Proposal Nurmber Estimated End Date 0/0/0000 [
‘wiork Drder Mumber Actual Start Date 0/0/0000  E5
Statuz Open - Actual End Date 0/0/0000 =
Customer 1D P
Salespersan s
Usein  Constant
Defaults for Transaction Lser Defined Fields: Budgets  Value
Redion 2 | ]
iy i3] E &
Project Manager i=l B =
User Defined 4 I3 ) [
User Defined 5 p [ =1
User Defined 6 = ] 1
User Defined 7 2 1 (]
[ Exclude from Repors [ Breskdown | [ ProiectUserDefinedFields | [ Costs |
[ ar m Project I - ]

2. Enter a Project ID. Once the Project ID has been entered it cannot be
changed without deleting the project.

If you have already distributed transactions to a project and you would

like to change the Project ID, do the following:

e Use the Copy Projects window. to create a new project

e Use the Project Adjustment window to “move” the transactions
from the existing project to the new one.

e Delete the misnamed project.

3. The following fields are optional:
e Description (short description of the project)
e Proposal Number (quote or proposal number given to client)
e  Work Order Number
e Status (Changing status does not affect your ability to distribute
transactions to the project. Status is a filter for reports. Completed
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status indicates projects that have completed work but might not
have completed billing or collections.)

e Customer ID (Entering a Customer ID here does not prevent
transactions for other customers being distributed to the project. It
is mainly used for reporting purposes.)

e Salesperson (Will default in if one has been setup with the
Customer ID.)

e Open, Start, and End dates

4. Ifyouwant, enter default values for the transaction user-defined fields.
You can override these values at the transaction level if necessary.

5. If you want the project to always use a transaction user-defined value,

mark the Constant Value check box.
@ You can create default transaction user-defined values specific to

breakdown codes using the Breakdown Maintenance window. See
Setting up breakdown codes for more information.
To reduce the number of budget cells you need to consider when
setting up a budget, mark the Constant Value check box. When you
mark the Constant Value check box for a field, budget cells will be
created for the designated value only. If the box is not marked, budget
cells will be created for each possible value listed in the system.

6. If you wantthe transaction user-defined fields to be used in budgeting,
mark the Use in Budgets check box.

@ You should decide which fields to use in budgets before starting a
budget for the project. If you change your mind after you have started
budgeting, you will have to delete your budget in order to change the
fields used in the budget.

7. To exclude this project ID from reports, mark the Exclude from Reports
check box.

8. Select Save.

Entering a beginning balance

If you already have existing projects when you install Project Tracking, you
may want to enter beginning balances for your projects. The easiest way to
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enter the beginning balance and other project information from an
existing system is to use the Project Tracking Importer utility. This utility

must be purchased separately.

You also can enter beginning balance information using the Add
Adjustments window. The beginning balance you enter on the Add

SETTING UP PROJECTS

Adjustments window is added to the Project Transaction file and combined

into the Project ID summary totals together with any transactions that

later occur.

To enter a beginning balance:

1. Open the Adjust Project Tracking Distributions window.
(Transactions >> Project Tracking >>Adjust Project Tracking

Distributions)

2. Enter the Project ID for the distributions you want to edit.

3. Choose the Add Adjustment button. A message will appear asking if
you are entering a Beginning Balance or an Adjustment. Choose the
Begin Bal. button. The Add Adjustment window will open.

B Add Adjustment
File  Edt  Tools

Project ID

Document Humber
Document Date
Description
Amount Type
Eireakdown
Amount

achinen

Crops

Buildings

User Defined 4
User Defined &
Uszer Defined 6
User Defined 7
“whork, Order Number

Proposal Mumber

Originating Master ID

Account Mumber
GL Posting Date

e

Options  Help
AGRO PROJECT 1

PPT00000000000000001
41252017

Adjustrment

SALES

TRUCK.
CORM
BARM 1

/0007
[alnij]
&3

4/12/2017

Save Cancel

4f1zf2017 "

B

felrelsreyrelrrsiare]

1
]

4. Enter the document number.
5. Enter the document date.
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Select an amount type.

Select a breakdown code if applicable.

Enter the beginning balance amount.

Enter the GL posting date

10. Enter any other fields as appropriate.
If you want to reconcile your project to the general ledger, we
recommend that you select an account.

11. Select Save.

12. Repeat steps 4 — 11 until you have entered beginning balances for all

applicable amount types.

O 0N

Setting project estimates

PROJECT TRACKING

There are several estimates you can set on a per project basis. You can set
an estimated selling price, an estimated material cost and an estimated
labor cost. You can even change the operating cost percentages for each
individual project from the Project Maintenance window. (For more
information about using percentages to estimate operating costs, see
Automatically calculating operating costs.)

The operating costs are not calculated at the time of transaction entry and
these calculations are not stored with transactions. If you change the
percentages on the setup screen, all transactions distributed to the project
will be recalculated. Existing projects will retain the percentages that they
already have configured.

The Project Tracking Inquiry Summary window uses these estimates to
calculate the estimated profit. If you have chosen not to use Project
Tracking Budgeting, these fields are useful for basic project budgeting. For
example, if you estimate operating cost at 5% of revenue. You can
compare your actual costs to the estimate.

To enter project estimates:

1. Open the Project Maintenance window.
(Cards >> Project Tracking >>Project)

2. Enter the Project ID.
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3. Choose Costs. The Project Maintenance Costs window will open.

m Project Maintenance Costs E\E\@
File ~ Edit Tools Options  Help 55 Fabrikam, Inc. 471272017
Project 10 AGRO PROJECT 1

Estimated Costs at Invoicing Time
Operating Cagt $0.00
Estimates Material Cost $8,290.00
Selling Price 3. U8 Labor Cost 30.00
Operating Cost % of Revenue 0.00%
Operating Cost % of Labor 0.00% Actuals
Operating Cost % of Materiaks 0.00% Selling Price $17.030.00
Trade Discount ($50.00)
Original Estimated Costs Freight $25.00
Operating Cost §0.00 Miscellaneous 30.00
Material Cost $0.00 Sales Tax $1,150.35
Labor Cost $0.00 Operating Cost $0.00
Material Cost $0.00
Labor Cost $0.00
Prajected Profit $0.00 Adjustments $0.00
Cash Received $100.00

4. Enter the project’s estimated selling price (revenue) (optional).

5. Enter operating cost percentages for this project (optional).

6. Enter the project’s original estimated material costs and labor costs
(optional).

7. Select OK.

Maintaining project dates, numeric and check box field title
information

Besides the document date and the posting date associated with each
transaction, there can be twelve dates associated with the project as a
whole. Five of these dates are predefined: Project Open Date, Estimated
Start Date, Estimated End Date, Actual Start Date, and Actual End Date. The
default value for the Project Open Date field will be the Microsoft
Dynamics GP user date when the project was first created. The other seven
dates are user- defined. You can change any of the project date fields any
time during the life of the project.

There are seven numeric fields and seven check box fields for projects. If,

during the setup phase, you set up the field titles, you are ready now to
enter values in these fields for a particular project.
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To maintain project dates, numeric and check box field

SETTING UP PROJECTS

title information:

1.

Open the Project Maintenance window.
(Cards >> Project Tracking >>Project)

Choose the Project User-Defined Fields button. This will open the
User-Defined Fields window. The titles you assigned to the fields
during setup should appear next to the fields. See Setting up user-
defined project numeric, date and check box fields for more

information.

B Project User-Defined Fields ngl@
Flle  Edit  Tools  Options  Help sa Fabrikam, Inc, 4/12/2017
Project Checkbo Fields: Praject Date Fields:
[} Checkbox 1 Daste: 1 o/n/onon
[] Checkbox 2 Date 2 0/0/0000 3§
[] Checkbox 3 Date 2 0/0/0000  EF
[[] Checkbox 4 Date 4 0/0/0000  EE
[] Checkbox 5 Date 5§ 0/0/0000 I
[] Checkbox & Date £ 0/0/0000 1§
[[] Checkbox 7 Date 7 o0/0/0000  EF
Project Numeric Fields:
Murneric: 1 0.0oo
Nurneric 2 0.000
Numeric 2 0.000
Mumeric 4 0.0oo
Nurneric & 0.000
Numeric & 0.000
Mumerie 7 0.0oo
@ Projsct Test Fiskds| [ 0K | [ Cancel

If you want to use any of the check box, date, or numeric fields, enter

the values for the project.
Choose OK.

Select Save on the Project Maintenance window.
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Entering project text field titles

There are twenty project level text fields available for you to use.

To enter project text field titles:

1. Open the Project Maintenance window.
(Cards >> Project Tracking >>Project)

2. Enter the Project ID for which you want to enter information.

3. Choose the Project User-Defined Fields button—the User-Defined
Fields window will open.

4. Choose the Project Text Fields button. The Project Text Field
Maintenance window will open. The titles you entered during setup

should appear on the window. See Setting up project text fields for
more information.

B Project Text Field Maintenance E|E|@
File  Edit Tools Help sa Fabrikam, Inc. 4{12/2017
Proiect ID Customer | ]
Label 1 |
Label 2
Label 3
Label 4
Label &

Label &
Label 7
Label &
Label 9
Label 10

Label 11
Label 12
Label 13
Label 14
Label 156
Label 16
Label 17
Label 18
Label 19
Label 20

e

5. Enter the text information.
6. Choose OK.

7. Select Save on the Project Maintenance window.
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Copying projects

PROJECT TRACKING

When you need to set up a new project that is very similar to an existing
project, you may want to use the Copy Project window to copy the basic
Project ID setup from one project to another. It will copy all of the
information that could be entered by the user, however, it will not copy
the display-only summary totals, since those are based on transactions.
Project text field information will not be copied either. You can also choose
to copy the budget information from the existing project to the new
project.

To copy a project setup:

1. Open the Copy Projects window.
(Microsoft Dynamics GP menu >> Tools >> Routines >> Project
Tracking >> Copy Project)

m Copy Project D‘E‘@
File Edt Tools Help 4j1zjz017 >
Project ID to Copy 3
Mew Project ID
End Date for New Budget
Perind Duration
Number of Periods

2. Enter the Project ID of the project you would like to copy.

Enter a new Project ID for the new project that will be created.

4. If desired, mark the Copy Budgets check box to copy the budget along
with the project setup. Enter a Start Date and a Revision Number to
Copy or accept the default entries.

It also is possible to copy budgets from a project to another already
existing project. For more information, see Chapter 7, “Project
Tracking Budgeting”.

w

5. Select Copy.
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A

PROJECT TRACKING

This chapter explains how to distribute transactions and how to adjust
project distributions. As well, this chapter covers closing projects and
reopening projects.

The following topics are covered in this chapter:
e Understanding system default values for project distributions
e Project Tracking Distribution window
® Creating project distributions
e Posting project distributions
e Troubleshooting posting difficulties
e Project Tracking Distributions Inquiry window
e  Module-specific processing notes
e (Correcting project distributions

e (Closing projects
e Reopening projects

During setup of your Project Tracking module, you choose whether to use
full or partial distribution on a per module basis. Transactions that require
full distribution cannot be posted until they are fully distributed. See
Require full or partial distribution, breakdown codes and/or descriptions
for more information about requiring full or partial distribution. The steps
to distribute a transaction to a project are the same regardless of your
setup choices.

There are three main ways to distribute transactions to projects:
e Accept the system defaults for each distribution line
e Use the Project Tracking Detail Entry sub-window to enter values
for each distribution line
e Manually set each distribution line

There is a fourth method which is available for only the Payables module—
the Quick Project Entry window (see Using the Quick Project Entry window
to distribute to projects (Payables only)).

Unit accounts are not supported in Project Tracking.

The Project Tracking Distribution window functions the same way from
each of the Microsoft Dynamics GP windows. The following sections
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explain how to distribute transactions to projects using the Project
Tracking Distribution window. Some modules have special processing
features; these are discussed in the Module-specific processing notes.

Understanding system default values for project
distributions

Creating proper system default values can make your data entry quicker
and more reliable. To understand when to take advantage of the default
values, it is necessary to understand where the default values originate. If
you are distributing the entire transaction to a single project and you do
not need to change any of the default values, you can accept the system
defaults. If you need to split a transaction across more than one project or
breakdown code or if you want to distribute a portion of the document
amount, please see Project Tracking Distribution window.

The distribution lines originate from the original transaction. For
transaction windows that can contain multiple line items, for example,
Sales Transaction Entry or Invoice Entry, there will be a distribution line for
each line item. For transaction windows that have only one line item, such
as Payables Transaction Entry, there will be one distribution for the SALES
or PURCHASES amount.

Project Tracking will create separate project distributions lines for any
Sales Tax, Freight, Trade Discount, and Miscellaneous Charges from all
windows except Purchase Order Entry. However, for Purchasing
transactions, the amount type specified on the Setup Options window will
be used for these lines. For Sales transactions, the amount types Sales Tax,
Freight, Trade Discount, and Miscellaneous Charges are available.

For Sales documents, there also will be distribution lines for costs and line
item markdowns.

Default Project ID values

You can set up default projects for each user in order to speed up data
entry. When a default project is set up, the Project Tracking Distribution
window will automatically open with the user’s default project. However, a
purchase order receipt will use the project ID that was assigned on the
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purchase order. The purchase order invoice will use the project ID from the
purchase order receipt.

If you do not set up a default project ID for each user, the system uses the
built-in default Project ID as the user ID for each person using the system.
The system maintains dummy project IDs for each user that can be used to
track line amounts that have not been properly distributed to projects. You
also can use these to track administrative expenses. In cases where the
amounts should have been distributed to projects, it is possible to know
who entered the data.

(Microsoft Dynamics GP menu >> Tools >> Setup >> Project Tracking >>
Default Project ID)

B Default Project ID
File Edt Tools  Help 4izfz017 >

User 1D 4| sa » [

Default Project

You can use the Default Project ID field at the bottom of the Project Tracking
Distribution window to set all lines to a single Project ID. If you have already
changed some of the project IDs, the system will ask whether to “roll-down” to
all lines or just to lines with the “User ID” project.
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Default field values on the Project Tracking Distribution

window
Field Transaction Type Default value
Project ID Default Project ID that was set up for the user on the
Default Project ID window, otherwise User ID
GL Account Based on the general ledger distributions associated

with the Microsoft Dynamics GP transaction

Amount type / Breakdown

To see which amount types are
available in the Setup Options
window, see Setting up default
amount types and default
breakdowns by module.

General Ledger transactions

As defined in the Setup Options window for General
Ledger

Payables transactions

As defined in the Setup Options window for Payables
Transaction Entry (all distributions even freight, etc., go
to this amount type and breakdown)

Sales (revenue)
Receivables Management,
Invoicing, and Sales Order
Processing transactions

As defined in the Setup Options window—SALES is the
only amount type where you can assign a default
breakdown.

Other AMOUNT TYPE / BREAKDOWN

SALES TAX / SALES TAX

FREIGHT / FREIGHT

TRADE DISCOUNT / TRADE DISC

MISC. CHARGE / MISC CHRGE

Sales (costs)

Receivables Management,
Invoicing and Sales Order
Processing transactions

As defined in the Setup Options window for Cost in Sales
Modules

Purchase Order Processing
transactions

As defined in the Setup Options window for Purchase
Order Processing (all distributions even freight, etc., go
to this amount type and breakdown)

US Payroll transactions

As defined in the Setup Options window for Payroll

Cash Receipt Entry window

As defined in the Setup Options window for Cash
Receipts—CASH is the only amount type available

Inventory transactions

As defined in the Setup Options window for Inventory

Bank transactions

For transactions: ADJUST / blank
For Receipts: SALES or CASH/ blank

Transaction User-Defined fields

As defined in the Breakdown Maintenance window. If
not specified or if the project value is a constant, then as
defined in the Project Maintenance window

Description

Inventory, Purchase Order
Processing, Invoicing

(Qty) + Item Description (for line items)

Payroll

(Hours) + Last Name, First Name, Middle Name

Proposal Number

Project Maintenance window

PROJECT TRACKING
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Field

Transaction Type

Default value

Work Order Number

Project Maintenance window

Project Tracking Distribution window

When you have a Microsoft Dynamics GP window (see list below) open
you can access the Project Tracking Distribution window.

(Additional >> Project Distribution) or by Ctrl+)

78

B Project Tracking Distribution

Fl= Edit Toals Options  Help sa Fabrikam, Inc, 4/12(2017
Document Humber STDINV2268 Document Dats 3/5/2017
Trarsaction Typs Sales Order Posting Date 3/5/2017 |
Diocument Amaurt $500.00 | Amount Femaining $0.00
Cost Amount | $0.00 | Cost Remairing .00
Project 1D | > | 6L Account 23] Amount Type | Breakdown  [Z4[ &
Description | Machinery 24 Crops |3 Amaunt 3
Buildings |2 User Defined 4 |4 User Defined 5 /2 User Defined 6 4] User Diefined 7 =
Proposal Mumber | “work Order Number
AGRO PROJECT 1 | ooo-4110-01 |saLEs v |SALES ~
(1) ethanol | TRUCK |caRm $500.00
AGRO PROJECT 1 | ooo-4s10-01 [EST. COST MATERIAL + [EST COSTS
[T] ethano | TRUCK [comn $0.00
[—— | ~|
[ | [ 30.00
I [ I ~
Total Dacument Amourt Distributed $500.00|  Total Cost Distributsd $0.00
£ @  Default Project 1D AGROPROJECT 1 |3 % [ o ] [ Delete ] [ Default ]

The Project Tracking Distribution window is available from the following

Microsoft Dynamics GP windows:

e General Ledger Transaction Entry
e Bank Transaction Entry
e Receivables Transaction Entry

e Receivables Transaction Distribution Entry

e Invoice Entry
¢ Invoice Distribution Entry
e Sales Transaction Entry

PROJECT TRACKING
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e Sales Distribution Entry
e Cash Receipts Entry
e Cash Receipts Distribution Entry
e Payables Transaction Entry
(Can also be used separately when Project Tracking Lite is activated)
e Payables Transaction Entry Distribution
e Purchase Order Entry
e Receivings Transaction Entry
e Purchasing Distribution Entry
e Purchasing Invoice Entry
e Purchasing Invoice Distribution Entry
e Payroll Transaction Entry
e |tem Transaction Entry
e Recurring Contract Entry (Encore’s Recurring Contract Billing module)

Creating project distributions

The same Project Tracking Distribution window is used to create project
distributions from all Microsoft Dynamics GP modules that Project
Tracking integrates with. Once you know how to distribute transactions in
one module, you can distribute transactions in all modules.

When using Project Tracking Lite, you can distribute only payables
transactions to your projects.

In most modules, a single transaction can be split into as many project
distribution lines as desired.

There are some important processing details specific to certain modules
which you should know. Please refer to Module-specific processing notes
for more information.
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To create project distributions:

1. Completely enter all information on the original transaction
document. If you want to check or edit general ledger distributions,
edit the distributions for each line item before opening the Project
Tracking Distribution window.

2. Open the Project Tracking Distribution window.
(Additional >> Project Distribution) or by Ctrl+)

- Project Tracking Distribution

File Edit Tools Options  Help ca Fabrikam, Inc. 4{12/2017
Diocument Mumber STDINY2268 Document Date 3/5/2017
Transaction Type Sales Order Fusting Date 34572017
Diacument Amaunt $500.00 Amount Remaining $0.00
Cost Amount $0.00 Cost Remaining $0.00
Project 10 24 | GL Account 24| Amount Type Bieskdown [ &
Diescription Machinery 3| Crops 24| Amount 5
Buildings 23| User Defined 4 23| User Defined 5 2| User Defined 6 3| User Defined 7 =
Fropesal Number Work Order Number
AERO PROJECT 1 000-4110-01 SALES ~ | 58LES ~
1) ethanel TRUCK, CORM $500.00
45RO PROJECT 1 000-4510-01 EST. COST MATERIAL & |EST COSTS
[T ethano TRUCK CORM $0.00
. _ ~
$0.00
~

Tatal Dacument Amount Distributed $500.00  Total Cost Distibuted $0.00
I @  Delault Project ID AGROPROJECT1 [ > 0k ] [ Dekete | [ Defaut

3. Enter the Project ID or accept the default entry.

To change the Project ID on all of the distribution lines in the scrolling window,
enter a Project ID in the Default Project ID field at the bottom of the window.

4. Enter the general ledger account or accept the default entry.

5. Enter an amount type or accept the default entry.

6. Enter a breakdown code or accept the default entry. This field will be
required if the Require Breakdowns check box on the Project Setup

window is marked.

7. Enter a description or accept the default entry.
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Enter values in your transaction user-defined fields or accept the
default values.

If you change a transaction user-defined field that has been set up to
have a constant value (in the Project Maintenance window) and try to
save your project distributions, Project Tracking will warn you that you
will not be able to post the transaction but it will allow you to save
anyway. You can split distribution lines containing fields set to
constant value, but those fields will have the same constant value on
each line.

To change the transaction user-defined fields, the Work Order
Number, or the Proposal Number on all the distribution lines in the
scrolling window, choose the expansion button next to the Default
Project ID field at the bottom of the window.

Default Praject 1D jnGRD PROJECT T[S

The Project Tracking Detail Entry window will open for you to make
changes to all the distribution lines at once. This can be very
convenient if you are distributing a document with a lot of items.

=] Project Tracking Detail Entry g|§|g|
»

File  Edit Tools  Options  Help

Project ID R0 PROJELT TSN
Machinery TRUCE i
Crops CORM i
Buildings BARM 1 i
Uszer Defined 4 i
Uszer Defined 5 i
Uszer Defined B i
Uszer Defined 7 i
Propozal Mumber oot

“whork Order Mumber w000

Status: Open e
e

Any transaction user-defined fields used for budgeting will be required fields.
If a transaction user-defined field or breakdown code is required for budgeting
and you don’t know which transaction-user-defined field value or breakdown
code to use, you can choose the special value <none> in order to post the
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transaction. However all transactions with the special value <none> will be
listed on Budgeting Variance Reports until defined values are entered in the
Project Adjustment window for these required fields.

Enter an amount or accept the default entry.

Enter a proposal number (optional).

Enter a work order number (optional).

Repeat steps 3 to 13 for any other distribution lines.

To change the general ledger account distributions on an Invoicing, Sales
Order Processing or Purchase Order Processing document, you must change
the account number at the line item level before opening the Project Tracking
Distribution window. Select the line item that you want to change, open the
Line Item Detail Entry window, and change the account number for that line
item distribution.

To add new lines, scroll to the bottom of the distribution scrolling window and
select the first blank line, then repeat steps 3-13.

Select OK.

Select Save or post the original transaction.

Posting project distributions

PROJECT TRACKING

The system automatically posts project distributions to a project when a
Microsoft Dynamics GP transaction is posted to the accounting system.

Before posting, always print an edit list of the project distributions to
ensure that your distributions and all the descriptive information, such as
breakdown codes, descriptions and transaction user-defined values are
specified correctly. The edit list also will indicate any errors that must be
corrected prior to posting.

The pre-posting verification will help you to ensure that all required fields
are entered. Also, if you require full distribution, the system will verify that
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the transaction is fully distributed. See section Project Tracking Edit List
Reports for details.

If the project distributions pass verification, the transaction will be posted.
The project distributions will be moved from the Work file for project
distributions to the Open file.

If the transaction is posted from a Transaction Entry window instead of a
Batch Entry window, the project distribution associated with that transaction
will not get removed from the Work file until the Transaction Entry window is
closed. Microsoft Dynamics GP does not complete transaction posting until
that time. Therefore, we suggest that if you use this method of posting that
you close your Transaction Entry window before running an inquiry or a
report. If your system ever crashes before closing the transaction entry
window, after you have used the Post button, it will be necessary to use the
Check Links procedure for Project Tracking to remove the project entries from
the Work file. See To run check links: for more information.

Troubleshooting posting difficulties

Editing a transaction after the fact and then forgetting to update the
project distributions can cause difficulties when posting. This is especially
true when the “Require Full Project Distributions” option has been
selected. Often, an easy fix is simply to choose the Default button on the
Project Tracking Distribution window or to manually change the project
tracking amount to match the actual amount.

Project distributions must correlate with general ledger distributions to be
posted. Project distributions correlate with Microsoft Dynamics GP
transactions as follows:

e Correlating to general ledger distributions
e Correlating to document line items (Invoicing, Sales Order Processing
and Purchase Order Processing)
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Correlating to general ledger distributions

The project distributions in Project Tracking have been designed so that
every amount distributed correlates with a general ledger distribution in
the accounting transaction. This correlation allows you to:

e Reconcile the amounts distributed to projects to particular balances in
your general ledger

¢ Include general ledger accounts on project reports so that you can see
what general ledger accounts a particular project affected

e Ensure accurate project distribution

The system will always maintain a correlation—it will not allow a project
distribution to be posted if the general ledger account does not match one
of the accounts actually in use on the accounting transactions. However,
the correlation will only be a perfect one-to-one relationship if you mark
the Require Full Project Distributions option in the Project Tracking Setup
window. If you do not mark this option, it is possible to distribute less to a
project than you distributed to your general ledger.

Project distributions are created using the default general ledger accounts
that were set up in Microsoft Dynamics GP. If you need to change the
default general ledger distributions, edit the Microsoft Dynamics GP
Distributions window before accessing the Project Distributions window.

The general ledger account number lookup on the Project Tracking
Distribution window provides you with the general ledger account
numbers associated with the Microsoft Dynamics GP transaction. This
lookup is especially helpful if you have created project distributions and
then later change the general ledger account number. It will allow you to
change the general ledger account number, without recreating the entire
project distribution.

Correlating to document line items (Invoicing, Sales

Order Processing and Purchase Order Processing)

In addition to correlating to general ledger distribution accounts, the
Project Tracking system also correlates the project distributions with the
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line items on Sales Orders, Invoices and Purchase Orders. This feature is
particularly helpful when you want to distribute each line to a different
project and it also makes your reports more powerful.

To split a line among various projects or breakdown codes, you must split
the line item on the original Microsoft Dynamics GP document before
opening the Project Tracking Distribution window. Project Tracking will
then automatically create separate lines and you can select which Project
IDs to use. The Description field will display the item and the quantity
being ordered. You can override this description.

In the Sales Order Processing, Invoicing, and Purchase Order Processing
modules, each line item has its own general ledger account associated
with it. In Purchase Order Processing, you must open the Line Item Detail
window to see the line item accounts. In Sales Order Processing and
Invoicing, you must choose the Distributions button on the Line Item Detail
window to see the line item accounts. You must use the Line Item Detail
Accounts window to override the account rather than the General Ledger
Distributions Entry window. Although this isn’t required by Microsoft
Dynamics GP, Project Tracking requires it to form a clear correlation
between the general ledger account, the line item, and Project
Distribution.

If you edit accounts in the General Ledger Distributions Entry window
instead of the Line Item Detail window, problems will occur. Depending on
how complex your project distributions are, there are two ways to fix these
problems.

e Figure out what amounts or general ledger accounts are wrong and fix
them directly at the line level.

e Choose the Default button and then redistribute to the correct
projects.

If you are using many different user-defined fields and extensive
descriptions that are split among several projects, the first option may be
your best fit. However, if you have done a simple distribution to a single
project, the second option may be easier.
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For more detailed information about correcting project distributions, see
Correcting project distributions.

Project Tracking Distributions Inquiry window

PROJECT TRACKING

When you have a Microsoft Dynamics GP inquiry window open you can
access the Project Tracking Distributions Inquiry window which will allow
you to drill back to view work or posted transactions. See Project Tracking

Distributions Inquiry window on page 126 for more information.
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Module-specific processing notes

These processing notes contain very important information. Please review
the notes for each module which you use to distribute to projects.

e Bank Reconciliation processing notes

e General Ledger processing notes

e |nventory processing notes

e |nvoicing processing notes

e  Multi-Currency processing notes

e Payroll processing notes

e Payables Management processing notes

e Purchase Order Processing processing notes
e Receivables Management processing notes
e Sales Order Processing processing notes

e Recurring transactions processing notes

Bank Reconciliation processing notes

There are two basic kinds of bank transactions: cash withdrawals and cash
receipts.

e For cash withdrawal transactions, Project Tracking uses the default
amount type ADJUST enabling you to distribute the debit portion of
the bank reconciliation transaction as an expense on a project.

e For cash receipt transactions, Project Tracking uses the default amount
types SALES and CASH enabling you to distribute the credit portion of
the bank reconciliation transaction as a sale.

Project Tracking posts the credit entries for Bank Reconciliation as a sale or
as a negative expense based on the amount type used on the project
distribution. Debit entries are posted as an expense or as a negative sale
based on the amount type used on the project distribution.

The Bank Reconciliation module is the only module that does not support
batch processing. Therefore, there are additional rules to follow when
distributing a bank reconciliation transaction

(Transactions >> Financial >> Bank Transactions)
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e Distribution of Bank Reconciliation transactions is optional.

e |If you distribute a Bank Reconciliation transaction, the entire
transaction must be distributed.

e You will not be able to split the distributions on the Project Tracking
distribution window. If you want to split any amounts, do so in the
Bank Transaction window prior to opening the Project Tracking
Distribution window.

General Ledger processing notes

PROJECT TRACKING

It is possible to distribute both credits and debits to projects from the
General Ledger module. Debits will typically post as costs to projects, but
could be a negative revenue value as well. Credits can post to projects as
either cost or revenue depending on the amount type used on the
distribution. Unlike most other modules, all amount types are available in
the General Ledger module. For example, to post the credit as revenue,
use the SALES amount type. To post the credit as a cost, use either the
ADJUST, Actual Cost of Labor or Actual Cost of Materials amount type.

Project Tracking provides the ability to add Project Tracking distributions
for GL transactions such that distributions can be added for multiple lines
of a journal entry at the same time.

If you use Intercompany Processing, Project Tracking will allow you to
distribute to the source company only.

Copy General Ledger Documents

When Project Tracking distributions have been attached to a General
Ledger document it is possible to copy both the original document and the
attached distributions automatically.

To copy project distributions from a Copy Journal Entry

document:

1. Open the Transaction Entry window.
(Transactions >> Financial >> General)

2. Select a document with Project Tracking distributions.
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3. Select the Copy button.

4. When the Copy Journal Entry window opens, enter the required
details.

5. Choose the Ok button, a message will be generated asking if you want
to copy the Project Tracking distributions. Select Copy on the message.
The newly created document will have the same Project Tracking
distributions as the original document.

To copy project distributions from a Correct Journal Entry

document:

1. Open the Transaction Entry window.
(Transactions >> Financial >> General)

2. Select a document with Project Tracking distributions.
3. Select the Correct button.

4. When the Correct Journal Entry window opens, enter the required
details.

5. Choose the Ok button, a message will be generated asking if you want
to copy the Project Tracking distributions. Select Copy on the message.
The newly created document will have the same Project Tracking
distributions as the original document.

Inventory processing notes

Inventory adjustment transactions may be distributed to projects.
Inventory adjustment transactions may be positive adjustments
(adjustments “into” inventory) or negative adjustments (adjustments “out
of” inventory). Ordinarily, only adjustments “out of” inventory are
distributed to projects. For this reason, even if the Require Full
Distributions check box is marked for Allocations out of Inventory Entry on
the Project Setup window, Project Tracking will only force you to distribute
Inventory Adjustment Transactions “out of” inventory. You can distribute
transactions “into” inventory if you wish, but Project Tracking doesn’t
require you to do so.

PROJECT TRACKING 89


[ /CropBox [0 144 558 783] /PAGE


CHAPTER b

90

DISTRIBUTING TRANSACTIONS

Inventory adjustments are based on the Inventory Offset Account.
Therefore, when you distribute an adjustment “out of” inventory, it is
normally distributed as a cost to the project. A negative inventory
adjustment is a positive Project Tracking distribution to the Actual Cost of
Materials whereas a positive inventory adjustment is a negative Project
Tracking distribution to the Actual Cost of Materials.

You can enter an inventory adjustment with multiple line items and
distribute all of them to one or many projects. It is not possible to split a
single Inventory Adjustment line item between two or more projects. If
you are allocating the same item to more than one project, split the item
across the appropriate number of lines (one line per project) on the
Inventory Adjustment window before creating project distributions.

Invoicing processing notes

Multi

You can enter an Invoicing document with multiple line items and
distribute all of them to one or many projects. However it is not possible to
split a line item on an Invoicing document between two or more projects.
If you are allocating the same item to more than one project, split the item
across the appropriate number of lines on the Invoice Entry window before
creating project distributions.

-Currency processing notes

Project Tracking stores all distributions and summary totals in the
functional currency you have set up. Project Tracking does not allow you to
switch the display to distribute transactions in their originating currencies.

Payroll processing notes

PROJECT TRACKING

This section covers the following topics:

e Converting hours to dollars for project tracking
e Distributing salaried employee hours to projects
e Automatically distributing overtime

e Manually Distributing Overtime
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Converting hours to dollars for project tracking

When you distribute payroll transactions to projects, you allocate the
number of hours a staff member worked on each project. After you print
checks, the system will ask you to post. At posting, Project Tracking
converts the allocated hours to dollar amounts. Depending on your setup
in the Project Tracking Setup Options window, the conversion will be
based on the employee’s gross or net pay. The dollar amounts will be
allocated to projects in the same proportion as the hours you allocated.

Distributing salaried employee hours to projects

You will use the Payroll Transaction Entry window to distribute salaried
employee hours to projects. You cannot distribute to projects from the
Build Payroll Checks window.

To distribute hours worked by salaried employees to

projects:

1. Open the Payroll Transaction Entry window.
(Transactions >> Payroll >>Transaction Entry)

2. Enter the Employee ID, Trx Type, and the Pay Code. The Payroll Salary
Adjustment window will open.

3. Choose Reallocate Hours. This will allow you to distribute their salary
even though it is an “automatic” pay type. It will not reduce or add to
the total amount of their pay. In order to distribute to projects, you
must choose Reallocate Hours.

4. Enter the total hours that you want to distribute for the employee on
the Payroll Transaction Entry window.

Normally, you will want to make sure that the number of hours
entered on the Payroll Transaction Entry window is equal to the
number available for the payroll period being paid. Calculate this by
dividing the number of hours paid in a year by the number of payroll
periods.

For example, in “Fabrikam, Inc.”, BARROOO1 is set up as a salaried
employee working 2080 hours per year. The figure 2080 is found on his
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employee record. He is paid twice a month, hence 24 times a year.
2080 divided by 24 = 86.67. To fully distribute his salary, enter a salary
adjustment transaction for 86.67 hours and distribute that. (Minor
rounding differences might cause the Build process to give a warning
message such as “Salary reallocation or reduction exceeds salary
allocation”. In that case, the report will tell you how many hours
should be allocated, for example, 86.66 instead of 86.67.) Make sure
to include automatic pay types when you build the batch.

If you are doing a lot of repetitive distributions to the same projects for most
pay periods, set up the distributions in a recurring batch. Project Tracking will
use the distributions and have them available to be used the next time you
post the batch.
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Automatically distributing overtime

All hours distributed to projects (for the employee for the period) will
be converted from hours to dollars using an average wage paid for the
period. The averaging method divides the total amount paid for the
period by the total hours as shown in the following example:

e John B. works 50 hours—40 hours of regular time and 10 hours of
overtime

e His hourly rate is $10/hour and his overtime rate is $15/hour

e 25 hours were distributed to project 1 and 25 hours were
distributed to project 2

e The system will automatically calculate that the total amount paid
is ($§10*40)+($15*10)=5550. Then it will calculate $550/50 hours
to get an average rate per hour of $11. Then it will distribute
($11*25)=$275 to project 1 and the remaining $275 to project 2.

When the automatic overtime feature in Payroll Setup is marked, you cannot
use the same pay code twice when entering a payroll transaction for an
employee; Project Tracking errors will prevent you from building checks. You
must use a single pay code to enter all the hours including the overtime hours
or use separate pay codes for the regular and overtime hours.

If you want to distribute all of the overtime hours to a specific project,
use the manual method for distributing overtime described in the next
section.

Manually Distributing Overtime

The manual method is used to distribute all of the overtime hours to a
specific project. In the example discussed previously, you would enter
two payroll transactions:

Transaction 1: Regular pay, 40 hours, 25 to project 1 and 15 to project
2

Transaction 2: Overtime pay, 10 hours to project 2 (Note that the

Overtime pay should use a Pay Code that is set up with a Pay Type of
Overtime or Double-time).
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In this case, the system will allocate ($10*25)=5250 to project 1 and
(510*15+515*10)=5300 to project 2.

Using the Quick Project Entry window to distribute to
projects (Payables only)

The Quick Project Entry feature is available only in the Payables module.
Though it is possible with Project Tracking to split a single transaction
across several projects, many companies are careful not to combine
projects on a single order. If you ordinarily distribute Accounts Payable
invoices to a single project, breakdown code, and transaction user-defined
field, you can take advantage of Project Tracking’s Quick Project Entry
feature.

If the Enable Quick Entry check box is marked on the Project Tracking
Setup window, the Quick Project Entry window will open below the
Payables Transaction Entry window and all values will be automatically
distributed to Project Tracking. You can use this window instead of the
Project Tracking Distribution window to make your edits.

If, on occasion, you need to split a transaction across different projects,
breakdowns or transaction user-defined field values, you can do so by
choosing the Split button on the Quick Project Entry window or choosing
CTRL + J. This will open the regular Project Tracking Distribution window
where you can create your more complex distributions.

To use the Quick Project Entry window:

1. Completely enter your Payable Transaction Entry. Make any edits to
general ledger distributions before creating project distributions.

B Quick Project Entry Window
File Edit Tools  Addtional  Help sa Fabrikam, Inc, 4/12/2017

Praieet 1D AGROPROJECT [2)  Amount Type  [ACTUAL COST MATERIAL v & &

Breakdown Q Description

2. Enterthe Project ID, Breakdown and whatever other values you would
like on the Quick Project Entry window. To see the fields for the
Transaction User Defined fields, choose the yellow down arrow to
expand the window.
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B Quick Project Entry Window
File  Edit  Tools  Addtional Help sa Fabrikam, Inc. 4j12j2017

Prnisct ID AGRO PROJECT |23  AmountType  [ACTUAL COST MATERIAL v & &

Breakdown 4 Description

Machinery TRUCK 3| UserDefinedd 3| UserDefined 7 |
Crops CORN 2y UserDefined 5 (23|  Proposal Number 0om
Buildings BARN 1 24  UserDefined 6 3 work Order Number | w0001

3. Save or post the Payables Transaction Entry.

Payables Management processing notes

If you use Intercompany Processing, Project Tracking will allow you to
distribute to the source company only. You must turn off Require Full
Project Distribution in the Project Tracking Setup window for Payables
Transaction Entry in order to post Payables Management intercompany
transactions.

Purchase Order Processing processing notes

Project Tracking will automatically carry forward to Receivings all the
project distributions from the original purchase order. From the Receivings
Transaction Entry window, you can edit the project distributions. When
the invoice is matched to the receipts, Project Tracking will only create
distributions for new, undistributed amounts. Project Tracking details for
items with a purchase price variance will relate to the receipt. Freight,
trade discount, tax and miscellaneous charges will carry the project ID
from the first project distribution line on the Receivings document. If the
matching Receivings transaction was distributed to only one project, this
should not present a problem. However, if your Receivings transaction is
distributed to more than one project and you want to split the new
amounts accordingly, you will need to manually edit the project
distributions after entering the invoice.

Project Tracking supports the 4 types of purchase orders:

e Standard
e Drop-Ship
e Blanket
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e Drop-Ship Blanket

You can enter a purchase order with multiple line items and distribute all
of them to one or many projects. You can even split a line item between
two or more projects.

If you partially receive a purchase order line that has been split to two or more
projects, you will have to manually adjust the project tracking distributions.
This is because Project Tracking will not know which projects to allocate to the
partial receipt.

When distributing a purchase order to projects, you usually don’t have
amounts for Trade Discount, Freight, Miscellaneous and Sales Tax. Those
amounts are typically added when the vendor invoice is processed. Project
Tracking assigns the Project ID from the first project distribution line to
one distribution line for each of these categories. If your entire purchase
order is distributed to a single project, this should not present a problem.
However, if your invoice is distributed to more than one project and you
want to split the amounts accordingly, you must manually edit the project
distributions after entering the vendor invoice.

When entering a shipment/invoice receipt where the quantity shipped is
greater than the quantity invoiced, Project Tracking does not correctly
distribute to projects. To correctly distribute this type of transaction to
projects, you will need to enter one receipt for the quantity invoiced and
another receipt for the quantity shipped. For example, if you ship 10 items
but only invoice 4, you will need to create one shipment/invoice receipt for
the 4 shipped and invoiced items and you will need to create a separate
shipment receipt for the 6 shipped but uninvoiced items.

In order to close a project, all purchase orders distributed to the project
must be removed. Microsoft Dynamics GP provides a routine for removing
purchase orders that have been received, invoiced and/or cancelled. We
recommend running this routine regularly to remove any purchase order
that could block project closing. Please refer to the Microsoft Dynamics GP
documentation for more details about using these routines.

Purchase Order Processing Returns currently does not integrate with
Project Tracking.
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Receivables Management processing notes

When you enter a sale in the Receivables Sales Entry window, you can
enter the cost of the sale and Microsoft Dynamics GP allocates it to one
Cost of Goods Sold account. Using the Receivables Management Cost Entry
Assists feature, you can easily split this cost to multiple general ledger
accounts each with a specific amount type in Project Tracking.

This section includes the following:

e Setting up cost assist codes
e Entering cost assist codes

Setting up cost assist codes

In order to use Receivables Management Cost Assist Codes, you must turn
on this option and set up cost assist codes.

To set up cost assist codes:
1. Open the Project Tracking Setup window.

(Microsoft Dynamics GP menu >> Tools >> Setup >> Project Tracking
>> Setup)

2. Choose Options.

3. Mark the Use RM Cost Entry Assists check box.

4. Choose OK.

5. Choose OK on the Project Tracking Setup window.

6. Open the RM Cost Assist Maintenance window.

(Microsoft Dynamics GP menu >> Tools >> Setup >> Project Tracking
>> RM Cost Assist Codes)
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™ RM Cost Assist Maintenance
File  Edit Tools Help sa Fabrikam, Inc, 4/12/2017

I Save | & Clear | X Delate 5

Cost Assist Code Q
Description

Amount Type: N

Account Humber - - Q
Account Description

M4 @

Enter a Cost Assist Code. Choose a name that is meaningful to your
organization.

Enter a description of the cost assist code.
Select an amount type.

Enter an account number for this code.
Select Save.

Repeat steps 7 to 11 until you have entered all the cost assist codes
that you want to use.

Entering cost assist codes

While entering the cost of a sale in the Receivables Sales Entry
window, using the Cost Assist Expansion window, you can allocate the
Cost of Goods Sold to multiple general ledger accounts each with a
specific amount type in Project Tracking.

Cost Assist Code functionality is not available for Credit Memo or Return
document types on the Sales Entry window. You will have to manually create
the General Ledger and Project Tracking distributions for those document

types.
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To enter cost assist codes:

1. Open the Receivables Transaction Entry window.
(Transactions >> Sales >> Transaction Entry)

2. Enter the transaction.

3. Tab to the Costs field. The Cost Assist Expansion window will open.
The Cost Assist Expansion window will only be available if Cost Assist Codes
have been setup in the Project Tracking Setup Options window.

B Cost Assist Expansion Qlil@
Ele Edit Tmols Help sa Fabrikam, Inc, 4/12/2017
Dacument Number SALES00000007 005
Cost Assist Code Q Ciost Amaunt

$0.00 A
Total Cost Amourt $0.00
Mote: &ll Cost amounts are entered in Function Currency
e

4. Enter cost assist codes and cost amounts making sure that the total
cost has been allocated.

5. Select OK.

Sales Order Processing processing notes

Project Distributions can be created for any of the six types of documents
that can be created in Sales Order Processing:

Quote
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e Order

e Fulfillment Order
e Back Order

e Invoice

e Return

You can enter a Sales Order Processing document with multiple line items
and distribute all of them to one or many projects. However it is not
possible to split a line item between two or more projects. If you are
allocating the same item to more than one project, split the item across
the appropriate number of lines (one per project) on the Sales Transaction
Entry window before creating project distributions.

Project distributions created from a preliminary document (quote, order,
fulfillment order or back order) will follow the document when it is
transferred from quote to order and from order to invoice. Ordinarily, no
additional distribution steps are required.

When distributing to projects from an order, fulfillment order, back order
or quote, general ledger distributions are not created for: Trade Discount,
Freight, Miscellaneous, Sales Tax and Amount Received because Project
Tracking only distributes the line items. When the order is transferred to
an invoice, Project Tracking assigns the Project ID from the first project
distribution line to the distribution lines for Trade Discount, Freight,
Miscellaneous and Sales Tax. To capture the Amount Received when an
order is transferred make sure the Totals and Deposit option is marked.
You can create a CASH distribution for each deposit/payment amount
entered in the Sales Payment Entry window when an Amount Received has
been entered and the Project Tracking Distribution window is opened. The
Project assigned to the CASH distribution will be the first Project found on
the SOP invoice. If you click the GL Account lookup button, the Project
Tracking system will include all deposits entered together with the
associated deposit account. If your invoice is distributed to more than one
project and you want to split these amounts, you will need to manually
edit the project distributions after transferring the order.

Sales returns

When processing a Sales return document, Microsoft Dynamics GP will not
detect the original distributions automatically because there is no link to


[ /CropBox [54 144 612 783] /PAGE


For more information
about processing Sales
Order Processing
documents, see the
Microsoft Dynamics
GP Sales Order
Processing
documentation.

CHAPTER b DISTRIBUTING TRANSACTIONS

the original invoice. You must reverse the original project distributions
when you enter the return.

To reverse project distributions for a Sales return
document:

1.

Open the Project Tracking Inquiry-Distributions by Document window.
(Inquiry >> Project Tracking >> Distributions by Document)

Print a report of the original document distributions. The report will
show you the user-defined fields, proposal number and work order
number set on the original distribution.

Complete the Sales Order Processing return document.

Open the Project Tracking Distribution window (CTRL +J).

Using the report you printed in step 2, match the project distributions
on the return document to those on the original invoice.

Choose OK.

Post or save the return.

Copy Sales Documents

When Project Tracking distributions have been attached to a Sales
document it is possible to copy both the original Sales document and the
attached distributions automatically.

To copy project distributions from a Sales document:

1.

Open the Sales Transaction Entry window.
(Transactions >> Sales >> Sales Transaction Entry)

Select a document with Project Tracking distributions.
Select copy from the Actions drop down menu.

When the Copy a Sales Order window opens, enter the required
details.
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5. Choose the Copy button, a message will be generated asking if you
want to copy the Project Tracking distributions. Select Copy on the
message. The newly created document will have the same Project
Tracking distributions as the original document.

Recurring transactions processing notes

The Payables, Receivables, General Ledger and Payroll systems allow
recurring transaction batches to be created. Project Tracking does not
support recurring Inventory batches. If a transaction is recurring, then the
project distribution will not be deleted from the work file when the
transaction is posted—it will be left there so that it may be used again the
next time the batch is posted.

When you post a general ledger batch with recurring postings the final
transaction will not be distributed to projects. You can work around this by
manually creating a Project Tracking Adjustment after the final transaction
has been posted.

Project Tracking can be used with Encore’s Recurring Contract Billing
module. When using Project Tracking with Encore’s Recurring Contract
Billing module, project distributions are entered with the contract. When
an invoice is created from that contract, all the project distributions
entered on the contract are recreated with the invoice. The project
distributions can be edited before the invoice is posted.

If the Recurring Contract Entry window is used the specific currency for
document or transaction, all distribution amounts will be displayed as
0.00. The Project Tracking Distribution window will display the functional
currency only.

When entering project distributions for a contract, you will access the
Project Tracking Distribution window from the Additional menu. Or you
can use the shortcut keys, Ctrl+].

To close a project that has distributions entered in Recurring Contract
Billing, you must first delete the contract or any project distributions
associated with the contract.
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Correcting project distributions

Where you go in Project Tracking to change project distributions depends
on the nature of the change. This section explains the following ways to
change project distributions:

e Adding a distribution to a posted transaction
e Editing unposted transaction distributions

e Editing posted transaction distributions

e Voiding transactions

e Mass project adjustment

For information about project distributions for Sales Returns see Sales
returns.

Adding a distribution to a posted transaction

When a transaction is created and posted in a supported module but has
not been distributed to Project Tracking, open up the Project Tracking
adjustment window to distribute it.
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To add a distribution to a posted transaction

1. Open the Adjust Project Tracking Distribution window.
(Transactions >> Project Tracking >> Adjust Project Tracking
Distributions)

M add Adjustment E||:|[X|

>

File  Edit Tools  Options  Help 4112/2017

Froject 1D LSTEST |

Trangaction Type Project Tracking Adjustmer
Document Mumber FPPTO0000000000000003 ;l
Document Date 44122007 H
Drescription B eginning B alance

Amount Tope SeLES R
Breakdown
Arnount $0.00
Uszer Defined 1

Uszer Defined 2
Uzer Defined 3
Uzer Defined 4
Uzer Defined 5§
Uzer Defined &
Uzer Defined 7
whark, Order Mumber
Propozal Humber

9

rojfefvjieifjielre

Originating 4 aster 1D £a |
Hours “warked
Account Number - - |Q|
GL Posting Date 4124207 ﬁl

iy X7 [ save J[ Cancel l

2. Select a Project ID

3. Enter the document number for the transaction that the distribution
will be added to.

4. Click on Add Adjustment.
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5. Enter data.
6. Save adjustment

The GL, PO, Bank Rec, and Payroll GP modules are not supported.
Encore’s Recurring Contract Billing module is also unsupported.
However once an invoice has been created and distributed, an
adjustment can be applied .

The only SOP documents that are supported are Invoices and Returns.

Editing unposted transaction distributions

If the project distribution you wish to change is attached to an unposted
transaction, the easiest way to adjust it is to open the original transaction
and use the regular Project Tracking Distribution window (Ctrl+J) to edit
the project distributions.

To edit unposted transaction distributions:
1. Open the original transaction.

2. Open the Project Tracking Distribution window.
(CTRL +))

3. Edit the project distributions.
Whether you can change the amount type and how it can be changed

depends on the module. For more information, refer to Setting up
default amount types and default breakdowns by module.

4, Select Save.

Editing posted transaction distributions

If the transaction has already been posted, you will use the Adjust Project
Tracking Distribution window to change the following fields: Project ID,
Description, Breakdown, Transaction User-Defined fields, Proposal
Number, or Work Order Number.
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You cannot change the amount or amount type of a posted transaction. If
there is an error with the amount or amount type, you can correct it by
adding an additional adjustment or adjustments in the Add Adjustment
window. For example, if you allocated $50.00 to a project instead of the
document amount of $75.00, you would add an adjustment record for
$25.00. If the wrong amount type was used, you can add an adjustment to
reverse the original transaction, then add a second adjustment to create a
distribution with the correct amount type.

You can use the Add Adjustment window to make miscellaneous
adjustments to projects, such as beginning balance entries or entries
required for reconciliation to the general ledger.

(Transactions >> Project Tracking >> Adjust Project Tracking Distributions
>> Select Add Adjustment button)

Normal distributions are entered with positive transaction amounts.
Therefore, a distribution corresponding to an amount booked as a credit to
a revenue account in the general ledger would be given an amount type of
Sales and a positive transaction amount. A distribution corresponding to
an amount booked as a debit to an expense account would be given an
amount type of Actual Cost of Labor or Actual Cost of Materials and a
positive transaction amount.

If the distributions correspond to a reversal, for example a debit to a sales
account or credit to an expense account, then the transaction amount
would be entered as a negative amount.

When entering a miscellaneous adjustment with the amount type of Trade
Discount, think carefully about whether the transaction amount should be
positive or negative. Normally, you would enter trade discount as a negative
number opposite to the way the sale would be entered. But if you’re entering
a trade discount for a reversed sale, you will enter it as a positive number.

Based on the field or fields you wish to change, there are two procedures
for correcting posted transactions:

e To correct posted transaction distributions (Project ID, Description,

Breakdown, or Transaction User-Defined Field Values):
e To correct posted transactions (Amount or Amount Type fields):
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The Master Id display’s the Vendor ID, Customer ID, Employee ID or Item ID
depending on which module the transaction was created in.

To correct posted transaction distributions (Project ID,
Description, Breakdown, or Transaction User-Defined

Field Values):

1. Open the Adjust Project Tracking Distribution window.
(Transactions >> Project Tracking >> Adjust Project Tracking

Distributions)

m Adjust Project Tracking Distributions

File Edit Tools ©ptions  Help

v~ 0K | Clear Add Adiustment

44 F P Project ID -

Project 1D AGRO PROJECT 1 Q

Customer

Description agriculture

Froject ID 4 Amourt Type
Erealdonn 3] Machinery 2| Craps
UserDefined 5 |74 UserDefined & <3 User Defined 7
Document Humber Master 1D Aecount Number
AGRO PROJECT 1 ADJUST
ADJUST TRUCK CORM

3450 000-1200-00 000 -1200-00
AGRO PROJECT 1 ADJUST
ADJUST TRUCK CORM

3450 000-6730-00 000 -6730-00
AGRO PROJECT 1 CasH

CasH TRUCK CORM

FAYMNT 000000000274 | A4R0MFIT0001 000-1100-00

[SEIES)

sa Fabrikam, Inc. =/12/2017
Description Amourt =
3| Buildings .4 User Datined 4 4| Doc. Date ¥
3 Proposal Mumber “whork Order Mumber Pasting Date
Transaction Type Hours
[$50.00) ~
BARN 1 4/12/2m7
0001 w0001 4/12/2017
GL Adjustrment 0.00
$50.00
BARNM 1 4/12/2017
0001 w001 4/12/2m7
GL Adjustrment 0.00
$100.00
BARN 1 4/12/2m7
0001 w0001 4/12/2017
Cash Receipt 0.00
AddFiters [ Mass Change ]
e

2. Enter the Project ID with the distributions you want to edit.

3. Locate the distribution line you want to edit.

4. Edit the project ID, description, breakdown code or transaction user-
defined field values in the scrolling window.

5. Select OK.
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To correct posted transactions (Amount or Amount Type
fields):
1. Open the Adjust Project Tracking Distribution window.

(Transactions >> Project Tracking >> Adjust Project Tracking
Distributions)

BM Adjust Project Tracking Distributions (9[[=1].3]
File Edt Tools Options  Help sa Fabrikam, Inc. 4{12j2017
v Ok | & Clear | AddAdustment |

Project ID AGROPROJECT1 [0
Customer |
Description agriculture
Project 1D .1 Amount Tupe Diescription |Amount | kS
Breskdown 4] Machiner 23 Ciops 24 Buildings |4 UserDefined s | Z4/Doc. Date | ¥
UserDefined 5 |3 UserDefined 6 |, UserDefined 7 '3 Proposal Mumber |wiork Order Number | Posting Date
Document Murnber Master ID Account Numbsr | Transaction Type Hours
AGR0 PROJECT 1 ADJUST [ ($50.00) A
ADJUST TRUCK CORN BARN 1 | 4202017

0001 |'wiooom 412/2017
3450 000-1200-00 000-1200-00 | GL Adiustrent 0o
AGRO PROJECT 1 ADJUST $50.00
ADJUST TRUCK CORM BARM 1 [ 412/2017

0001 | wooy 4202017
3450 000-6730-00 000-6730-00 | GL Adjustrent 0.00
AGR0 PROJECT 1 CasH $100.00
CasH TRUCK CORN BARN 1 [ 41202017

0001 |'wiooom 412/2017
PYMNTO00000000274 | AARONFITO00T 000-1100-00 | Cash Receipt 000 +

[__AddFikers || MassChange |

R e

2. Enter the Project ID for the distributions you want to edit.
3. Choose Add Adjustment. You will be asked if you are entering a

Beginning Balance or an Adjustment. Choose Adjust. The Add
Adjustment window will open.
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B Add Adjustment EEx

Fle Edit Tasls Options  Help ajizfz017 7
Project ID AGRO PROJECT 1

Document Number FPT000000000000000071

Document Date 412/2M7 |

Description Adjustment

Amount Type SALES -
Breakdown Q

Amount

M achinen TRUCK. )

Crops CORN [

Buildings BARN 1 (1

User Defined 4 ]

User Defined 5 [»Y

User Defined § 3

User Defined 7 =

“w/ork Order Mumber w0001

Propozal Mumber 0o

Originating Master 1D 58

Account Mumber - - )
GL Posting Date 4125207 iisi]

Enter the document number, document date, and description.

If you are reducing an existing distribution amount or changing the
amount type, choose the amount type that matches the amount type
on the existing distribution. If you are adding an adjustment to
compensate for a transaction that was missed, set the amount type to
an appropriate type based on the module of the transaction you are
correcting.

Enter the amount of the adjustment. If decreasing an existing
adjustment enter a negative amount for the amount of the decrease. If
adding a distribution, enter a positive amount.

To change the amount type, enter a negative amount for the entire amount of
the original distribution, then enter a positive adjustment with the correct

amount type.

Enter any other information applicable to the adjustment such as user-
defined fields, work order number, proposal number, general ledger
account, etc.

Select Save.
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Voiding transactions

From most modules, Project Tracking will automatically detect the project
tracking distributions associated with a voided Microsoft Dynamics GP
document and void them automatically. This applies to the following types
of voids:

e Sales Voids — Invoices from Receivables, Invoicing or Sales Order
Processing

e (Cash Receipt Voids

e Payables Void Historical

e Payables Void Open

e Payroll Voids

e Bank Reconciliation Voids

When a transaction is voided in Project Tracking, the transaction still
appears in the Project Transaction OPEN file. However, all the transaction
amounts associated with the distributions for the voided document will be
set to zero. Project Summary totals and Actual amounts posted to the
project tracking budgeting system are automatically decreased as well.

AV’ flag will show in the column after the Transaction Amount column on
the Project Tracking Inquiry - Distribution by Inquiry window to indicate
that the original transaction was voided.

Voiding a voucher that originated in Purchase Order Processing doesn't
void the inventory receipt—you must manually decrease your inventory in
Microsoft Dynamics GP. To adjust the Project Tracking distributions for the
inventory transaction, add an adjustment distribution to reverse the
original project distribution.

project adjustment

In addition to being able to change existing project tracking distributions
one at a time, Project Tracking also allows you to make these changes to
multiple distributions at the same time. This makes it easier for you to
change your system setup, or to correct errors.

For example, if you decide to start using a new transaction user-defined
field or to make one of those fields constant, you can use the Mass
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Adjustment feature to update that field on every record with just a few
keystrokes.

To process a mass change:

1. Open the Adjust Project Tracking Distribution window.
(Transactions >> Project Tracking >> Adjust Project Tracking
Distributions)

BM Adjust Project Tracking Distributions ([[=1].3]
Fil=  Edit  Toals Options  Help 53 Fabrikam, Inc. 4f12/2017
v 0k | Clar | AddaAdustment |

Projsct 1D AGRO PROJECT 1 [0}
Customer |
Description agriculture |
Project 1D 23] Amount Type Deseription | Amount [a
Breakdawn <24 Machiner 4| Crops |24 Buidings |4/ UseiDefined 4 |23 Doc. Date | ¥
UserDefined 5 |3 UserDefined 8 || User Defined 7 |4 Proposal Number |work Ordler Nurber | Pasting Dats
Document Number Master ID Aceount Mumber | Transaction Type Hours
AGRO PROJECT 1 ADJUST | ($50.00) ~
ADJUST TRUCK CORN BARN 1 | 412/2017

0001 | waom 412/2017
3450 000-1200-00 000-1200-00 | GL Adiustment 000
AGRO PROJECT 1 ADJUST $50.00
ADJUST TRUCK CORN BARM 1 [ 412/2017

0007 | woom 412/2017
3450 000-6730-00 000 -6730-00 [ 5L Adjustment [iXis]
AGRO PROJECT 1 CASH $100.00
CASH TRUCK CORN BARN 1 | 412/2017

0001 | wiooom 412/2017
FYMINT 000000000274 | A&ROMFITO00T 000-1100-00 [ Cash Receipt 0.00 +

[ AddFiters ][ MassChange |

2. Enter a ProjectID.

3. Choose Add Filters to filter your view. The Filter Viewing Options
window will open.

PROJECT TRACKING 111


[ /CropBox [0 144 558 783] /PAGE


CHAPTER b

112

PROJECT TRACKING

DISTRIBUTING TRANSACTIONS

™ Filter Viewing Options gli‘@

Fle Edt Tools Options  Help sa Fabrikam, Inc, 4/12/2017

Wigw only Matching Match Blank
Amount Type SALES
Breakdown Code

or Urspecified

<D

Trangaction Type

Or in Fiange From To
Fropasal Mumber
Machinery

Ciops

Buidings

User Defined 4
User Defined 5
User Defined 6
User Defined 7
“wiork Order Mumber

Document Date

E| [2loDopoD
B |00 00 0 0 0
00 OOOC0OOoOoOo

Master ID
Document Number
GL Posting Date i)

B

e [# e | [ addriters ] [ Fulview |

Enter the fields that you want to use to filter. You may filter for
distributions with a specific transaction user-defined field. In this
screenshot, we are filtering for only those Actual Cost Materials
distributions with the Breakdown code Concrete in the city of NEW
YORK (user-defined field).

To filter for all distributions that do not have a particular transaction
user-defined field or breakdown code entered, mark the Match Blank
or Unspecified check box.

If you do not want to limit the view, then leave all fields blank and choose Add
Filters.

After setting up the filter criteria, choose Add Filters and close the
window.

Examine the Adjust Project Tracking Distribution window to verify that
the distributions are filtered correctly.

Choose Mass Change to open the Mass Change window.
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Fle Edit Tools Options Help 4ftzf2017 >

Project ID
Breakdown Code

Proposal Mumber

Machinery TRUCK
Crops CORN
Buildings BARM 1
Uset Defined 4

Uset Defined §

User Defined B

Uset Defined 7

\wiork Order Mumber

Desoription

[SIsysiIsisysiisimrsis

Freview || Mass Change || Cancel

L
g

Enter the values that you want to substitute in the records that are
displayed in the scrolling window. Any default values from the project
will automatically populate the Mass Change window.

If there is a transaction user-defined value or breakdown code that you would
like to set to blank for all the transactions, choose the <none> button on the
lookup window.

Choose Preview to see a report of the records as if the changes have
been applied.

To apply the mass change, choose Mass Change.
To regain a full view of your distributions without losing your filter
selections, reactivate the Add Filters window and choose Full View.

Choosing Clear will also give you a full view of your distributions but
your filter selections will be cleared.
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For more information
about removing
purchase orders,
please refer to the
Microsoft Dynamics
GP Purchase Order
Processing
documentation.

114 PROJECT TRACKING

Closing projects

When a project is Closed, all distribution records associated with the
project are moved to History files. At that point, transactions can no longer
be distributed to the project. Closed projects always have a status of
Completed. However, open projects can have either Open or Completed
status. You can optionally use the Completed status for reporting purposes
to indicate projects that have completed work but might not have
completed billing or collections and are still active. Do not confuse project
status with the three types of project distribution files: Work, Open, and
History. The following table shows how the project tables, status, and files
relate to each other:

Tables Status Project Distribution
Files
Open Open Open/Work
Completed Open/Work
History Completed History

A project cannot be closed if it has any records in the Work file. All
transactions distributed to the project must be posted. Fully received
purchase orders and recurring batches will need to be removed from the
system before projects attached to them can be closed. If a purchase order
has been partially received, you must either remove the project
distributions from the purchase order or cancel the unreceived portion
and then remove the purchase order. If you should need to distribute a
transaction to a project after the project has been closed, you will have to
reopen the project.

It is a good practice to regularly close all finished projects to control the
size of the Open file and to maximize system performance.
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To close single projects:

1. Open the Close Projects window.
(Microsoft Dynamics GP menu >> Tools >> Routines >> Project
Tracking >> Close Projects)
B Close Projects (=3

Fle  Edt Tools Help sa Fabrikam, Inc. 4/12j2017

Clase Dptior: Single Project v

Froject Close Date | 4/12/2017 ]

Single Project

Preject ID ]
Mass Close
=
=
e

2. The close option will be defaulted to Single Project.

3. Enter or select a project close date. This will be the date that the
system will use to identify the project was closed.

4. Enter or select a Project ID.

5. Select OK.

To close mass projects:

1. Open the Close Projects window.
(Microsoft Dynamics GP menu >> Tools >> Routines >> Project
Tracking >> Close Projects)

B Close Projects E”E\El
Fle Edit Tools  Help <5 Fabrikam, Inc. 4{12{2017

Clase Option: Mass Close ~

Froject Close Date | 4/12/2017 ki)

Single Project

Mass Close

Close By Project ID v
Fiom Project )
To Project (9]

s

2. Change the close option to mass close.
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3. Enter or select a project close date.
4. Choose a Close By option of Project ID or End Date.

5. Enter arange for the selected close by option. (Either Project ID or End
Date)

6. Select OK.

Handling transactions still in the Work file

In order to close a project, there cannot be any project distributions
remaining in the Project Distribution Work file. If the system claims that
Work file transactions exist, there are several things you can to do identify
them and delete them:

To identify and delete transactions still in the Work file:

1. Open the Project Inquiry-Distributions by Project window to view the
distributions associated with the project.
(Inquiry >> Project Tracking >> Distributions by Project)

2. Enter the Project ID.

3. Work transactions will be identified by an ‘*’ in the column after the
Transaction Amount column.

Or select Work to display work transactions only.

4. If the distributions are associated with Purchase Order Processing
documents, run the Microsoft Dynamics GP PO Remove Routine,
cancel the purchase order, or remove the Project Tracking
distributions from the purchase order.

5. For other types of documents, confirm whether the documents still
exist in the system. If so, post or delete them. If no documents remain
in the system, run Project Tracking checklinks to clean up the Project
Tracking distributions.

Note: Checklinks process must be run by the system administrator.
(Microsoft Dynamics GP menu >> Maintenance >> Project Tracking
>>File Maintenance)
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Reopening projects

In case you need to enter transactions for a project after it was closed, a
window is available to reopen the project. The project records will be
moved back from the History files to the Open files. The transactions may
then be entered and the project can be re-closed.

To reopen a project:

1. Open the Reopen Projects window.
(Microsoft Dynamics GP menu >> Tools >> Routines >> Project

Tracking >> Reopen Project)

m Reopen Project

File  Edit  Tools  Help sa Fabrikam, Inc. 4/1z/z017

Project ID i

L7 @ [Project D v

2. Enter the Project ID.

3. Choose OK.
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120

This chapter will discuss the reports and inquiries available with Project
Tracking. The Project Inquiry window and the Project Analytics reports are,
by far, the most commonly used of the available inquiry windows and
reports. The Project Tracking Distribution Inquiry window allows you to
drill back to Project Tracking while inquiring on Microsoft Dynamics GP
transactions.

For information about customizing existing Project Tracking reports and
adding project information to Microsoft Dynamics GP reports, please refer
to Appendix A: Advanced Reporting Adding Project ID to Microsoft
Dynamics GP Reports.

This chapter contains the following sections:

e Project Inquiry
e  Project Inquiry Summary

e Document Inquiry

e Budget Inquiry
e Project Tracking Distributions Inquiry window

e Reports

e Project Analysis Reports

e Project Tracking Edit List Reports

e Budget Variance Report

e General Ledger Reconciliation Report
e Project Outstanding Balance Report
e Security Reports

e Maintenance Reports

e Summary Reports

Project Inquiry

PROJECT TRACKING

You can use the Project Tracking Inquiry - Distributions by Project window
to get a quick overview of a project and to quickly review which
transactions are booked to a project. You can’t change transactions or
information about a project in the Project Tracking Inquiry - Distributions
by Project window but you can drill down to the original Microsoft
Dynamics GP Entry or Inquiry window.
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To view or print the Project Inquiry report:

1. Open the Project Tracking Inquiry - Distributions by Project window.
(Inquiry >>Project Tracking >> Distributions by Project )

£ Proje acking Ing D butio by Proje O
sa Fabrikam, Ltd, 4/12/2017
/ oK | Summay | =
Piojest |0 PROJ00T ™ Fraject File Open History |
Customer ‘ | Display: O wok @ Posted (O Both ‘
[ Display GL Pasting Date
Document Number Tranzaction Type |Amuunt Type | Tranzaction Amount Ii‘
Date Proposal Mumber “wiork Order Mumber Description |¥
Breskdown Department Phage | User Defined 4
User Defined 5 User Defined 6 User Defined 7 GL Account Number
CADD1000 Sales Order SALES $60.00) =~
CADDT000 Sales Order EST. COST MATERIAL $25.00
CADD000 Sales Order SALES Téol 43.00
CADD 000 Sales Order SALES Tax $0.50
STDINV2262 Sales Order SALES $60.95
STDINV2262 Sales Order EST. COST MATERIAL $55.50
STDINV2262 Sales Order SALES Tax 4360
STDINV2262 Sales Order SALES Téx $0.80
~
War v [Feen Legend: * - Wark hansactions, V - Vaid transactions 7@

2. Enter a Project ID.

3. Mark the project files you want to include: Work (unposted
transactions), Posted, or Both.

4. To see the General Ledger posting date instead of the document date
in the scrolling window, mark Display GL Posting Date.

5. To print the Project Inquiry report, choose Print.

6. To view projects that are in closed and moved in to History, select the
Project Lookup.
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7. Choose History to change the view to only projects that are closed.

M Project Lookup

B STES|

File Edt  Tools  Help sa Fabrikam, Ltd, 4/12/z017
| Display: © Open @ History |

Find by Project ID PROJO0T

Wiewr Al Projects; by Prajsct 1D A a
Froject ID Description | Custorer bumber
Departmert City |Phase |User Defined 4 |User Defined 5
User Defined 6 User Defined 7 |Propasal Humber | \work Ordler Humber
FABPRO. Fabrikam Test Project ~
~
e

8. Select a project. The lookup window will close and the project
transactions will displayed.
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Project Inquiry Summary

The Project Tracking Inquiry Summary window, accessed from the Project
Tracking Inquiry - Distributions by Project window, provides a snapshot of
how your project is doing in broad categories, such as Actual Labor Cost
and Actual Material Cost and how your project is holding up to its original
estimates.

To view or print the Project Inquiry Summary report:

1. Open the Project Tracking Inquiry - Distributions by Project window.
(Inquiry >>Project Tracking >> Distributions by Project)

2. Enter Project ID.
3. Mark the type of records to include: Work, Posted, or Both.
4. Choose Summary. The Project Tracking Inquiry Summary window will

open displaying original estimates from the Project Maintenance Costs
window compared to actual revenue and costs.

£ il
24 - |5 x]
sa Fabrikam, Lid. 4/12(2017
Project ID SA Customer
Driginal Estimates tctuals
Selling Price $0.00]  Seling Frice $0.00
Labior Cost $0.00  Trade Discount $0.00
Material Cast #0000 Freight $0.00
Dperating Cost F000  Miscelanenus $0.00
Sales Tax $0.00
E stimatess st rveicing Tims
Labor Cost $0.00]  Laber Cost $0.00
Material Cost B000  Msherisl Cost $0.00
Dperating Cost $000  Operating Cast $0.00
Cash Ascaived B000]  Adiustments $0.00
Driginal Actual Profit $0.00
E stimsted Profit $0.00]  WVarincs $0.00
59 . » @ [POSTED TRANSACTIONS ONLY ARE DISPLAYED

To view the summary information for a different project, change the Project ID
on the Project Tracking Inquiry window and the project on the Project Tracking
Inquiry Summary window will change too.

PROJECT TRACKING 123


[ /CropBox [0 144 558 783] /PAGE


CHAPTER 6 REPORTS AND INQUIRIES

5. To print the Project Inquiry Summary report, choose the Printer icon,
(CTRL + P), or File >> Print.

Document Inquiry

The Project Tracking Inquiry - Distributions by Document window displays
project distributions organized by Microsoft Dynamics GP document
number. You can see either Open or Historical transactions. Each project
distribution line is listed separately so a single Microsoft Dynamics GP
document may be represented by several lines on the Project Tracking
Inquiry - Distributions by Document Tracking window. The window shows
only a few, limited fields for each line but the report will show you more
detailed information for each distribution line. You also can zoom from
each line in the window to an inquiry for the original Microsoft Dynamics
GP document.

To view or print the Document Inquiry report:

1. Open the Project Tracking Inquiry - Distributions by Document
window.
(Inquiry >>Project Tracking >> Distributions by Document)

The scrolling window will automatically display all Open (posted)
transactions.

I Project Tracking Inquiry - Distributions by Document

Start Document Humber 00000000000000460

End Document Murnber +ales 00000007 002 Display ® Open O History

D ocument Mumber Amaunt Type Praject 1D Date Amount

GL Accaunt Number Account Description

00000000000000460 ACTUAL COST MATERIAL  |PROJOOO0000000Z  |12/04/2007 37500 A
Travel - Service/Installation

00000000000000460 ACTUAL COST MATERIAL | PROJO000000000Z 12/04/2007 [$20.00)
Purchases Trade Discounts

00000000000000460 ACTUAL COST MATERIAL | PROJOOO0000OO02 12/04/2007 $25.00
Postage/Freight - Service/Installation

00000000000000467 ACTUAL COST LABOR PROJO0000000002 12/04/2007 $5,000.00
Travel - Service/Installation

00000000000000461 ACTUAL COST LABOR PROJ00000000002 12/04/2007 $25.00
Miscelaneous Expense

SALES 00000001002 SALES PRO.O0000000002 09/05/2007 $150.00
US Sales - Retail/Parts

SALES00000007002 SALES TaxX PROJO000000000Z 09/06/2007 $9.00
IL State Sales Tax Payable ~

=X ok ][ cea | [ Redsply
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2. To restrict the view, enter the range of document numbers that you
want to view and select which project files you want to view: Open or
History (closed projects).

3. Choose Redisplay to view your restricted selection.

4. To print the Document Inquiry report, choose the Printer icon.

Budget Inquiry

All budget information can be viewed from the Budget Inquiry window,
but no changes to budgets are allowed.

When Project Tracking Lite is activated you will not have access to any
budget reports.

You may view both working and approved budgets in the Budget Inquiry
window. You can view budgets for a project along with the actual
expenditures and variance. You can view this information for any version
of any budget and for any or all periods.
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To view a budget in the Budget Inquiry window:

1. Open the Project Tracking Budget Inquiry window.
(Inquiry >> Project Tracking >> Budget)

m Project Tracking Budget Inguiry - @

sa Fabrikam, Ltd. 4/12/2017
v Ok | )

Proiect 1D =
Department
Revizion Mumber | -

Budget Status

Fh:
Budget Start Date: | £ aseD —
Budget End Date | ser Defire

User Defined 5§
Period Duration Single Period e

User Defined &
HNumber of Periods il ser Define

User Defined 7

L_:E_'

[« [v]

Perind

[ End Amount Type Breakdown ) Budgsted Amount | € [ Actual Variance Amourt | N[E]
~

171 [T ] | [eno fiters v AlBreakdown v | [al vH

TR I | e

2. Enter a ProjectID.

3. Todisplay a different budget revision, enter the revision number that
you want to view.

The display on the Budget Inquiry window is controlled the same way
as the display on the Budget Maintenance window. For more details,
see Restricting budget views on page 158 in the Budgeting chapter.

Project Tracking Distributions Inquiry window
When you have a Microsoft Dynamics GP inquiry window (see list below)

open you can access the Project Tracking Distributions Inquiry window
which will allow you to drill back to view work or posted transactions.
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(Additional>>Project Distribution) or by Ctrl+)

M Proje acking D b 0
sa Fabrikam, Lkd, 4/12f2017
D ocument Mumber INWS3014 Dacument Date 9/26/2018
Transaction Type Sales Order Fosting Date anzem7 |
Document_Amount $3.096.52 | Amount Fremaining $0.00]
Cost Amount | $0.00 ‘ Cost Remaining $0.00 ‘
Froject 1D |Q| - ‘ GL Account |Q| Arnount Type | Ereakdown ‘Q k3
D escription ‘ Diepartment |Q| LCity |Q| Amount ¥
Phase ‘Ql User Defined 4 |Q‘ User Defined § |€),I User Defined & |Q| User Defined 7 3
Propinsal Mumber | whork Dirder Mumber
5, | ooo-4120-00 |saLEs v |5aLES A
1] 2432844 [TRUCK. [carn $3.333.30
s [ oon-4s10-01 [EST. COST MATERIAL v
1) 2-432844 [ [ $0.00
54 | noo-as10-m1 [EST. COST MATERIAL |
(1) 4833514, [ [ [ $0.00
54 | ooo-4510-01 [EST. COST MATERIAL |
1) 4-E59306 [ [ [ $0.00
) | oo0-4510-01 [EST. COST MATERIAL v | =
1) 4-A36E66, | | [ $0.00
54 | ooo-41z0-00 |saLes v |saLES
1] £ 20944 [ TRUCK. [coRn $308.30
Total Document Amaunt Distributed $3.896.52 Total Cost Distributed $0.00
L7 @  Default Project ID |5 [Z=+] [ ok ][ Dpeete | [ Defaur |

Purchasing Transaction Entry Zoom

Payables Transaction Entry Zoom

Receivables Transaction Inquiry Zoom

Cash Receipts Inquiry Zoom

Checkbook Register Inquiry (posted transactions only)
Receivables Distribution Inquiry Zoom
Journal Entry Inquiry (posted transactions only)

Inventory Transaction Inquiry
Invoice Inquiry
Invoice Distribution Inquiry

Receivings Transaction Inquiry Zoom

Purchasing Invoice Inquiry Zoom

Receivings Distribution Inquiry Zoom
Purchase Order Inquiry Zoom (Purchase Orders that are ‘Open’ only)

Sales Transaction Inquiry Zoom
Sales Inquiry Distribution
Payroll Check Inquiry

PROJECT TRACKING

INQUIRIES

The Project Tracking Distribution window is available from the following
Microsoft Dynamics GP windows:
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Reports

Project Tracking with Profit Analysis comes equipped with several pre-
configured reports:

e Project Analysis

* Project Tracking Edit List

* GL Reconciliation

e Qutstanding Balances

e Project Inquiry Report

e Project Summary Reports

e Project Tracking Budgeting Only: Budget Inquiry Report

e Project Tracking Budgeting Only: Variance Reports

* Project Tracking Budgeting Only: Budget Maintenance Report

Many companies like to customize the pre-configured reports to include
information specific to their company, eliminate fields they are not using,
add calculated fields or just rework the look of the report. Most of these
customizations can be accomplished successfully using Report Writer.
Project Tracking includes several pre-compiled Report Writer functions to
help you customize your report. For more information about customizing
existing Project Tracking reports, adding project information to Microsoft
Dynamics GP reports and other reporting questions not covered in this
chapter, please refer to Appendix A, “Advanced Reporting,”.
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Project Analysis Reports

The Project Analysis report is the most frequently used Project
Tracking report and it is most commonly used as a project profit and
loss statement. You can include all transactions booked to the project
or just posted transactions. You also can use the Project Analysis
report as a cost analysis report across a range of projects.

The Project Analysis report always displays subtotals for each project
and within each project, totals for each amount type and breakdown
code. You can choose to group by Customer, Salesperson or user-
defined field. If the Detail Report check box is marked, the Document
Date, and Description for each transaction line also will be shown.

You can obtain valuable cross-project information by grouping your
report by one of the transaction user-defined fields. For example, if
you choose DEPARTMENT (one of your transaction user-defined fields)
as the Group By field, the report will show a sub-total for each
department for each project, for each amount type and for each
breakdown.

The Project Analysis report also can be configured to show
transactions of a specific amount type only, such as Actual Cost of
Labor or Cash. If you combine restrictions on breakdown code or
amount type with Grouping By DEPARTMENT, for example, you can
get detailed information about how each department performs in
specific cost categories.

Project Tracking comes equipped with seven copies of the Project
Analysis report that can be modified using Report Writer. To make
your reports easier to read, you can use Report Writer to create
separate layouts for different Project Analysis reports such as project
profit and loss and cost code reporting.

You will use the Project Analysis Report Options window to print and
to configure the Project Analysis report. There are options for
restricting and grouping the information that can be used to create
different types of reports. Once you configure a report’s set of options,
you can save it for later reuse. You can save an unlimited number of
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Project Analysis Report options making it easy to produce slight
variations in reports you run frequently.

To set up a Project Analysis report:

1. Open the Project Analysis Report Options window.
(Reports >> Project Tracking >> Project Analysis)

B Project Analysis Report Options

File Edit Tools Help sa Fabrikam, Ltd, 4/12/2017
K Save | & Clea | ¥ Delte | &% Fint |
Report Option | 52 Report Layout |PrU\ECtAna\}lSis Report 1 w ‘
Group by Field |Sslesperson 1D ~
Include Project Files: [] work  [] Open [ History
Detail Report
Project Status Open - [[] Force &l Projects In Report
Show Amounts All dmaunts > [ Cash Received Only
Include with Revenue;
Transaction Type ‘“‘\‘Lb v‘ Trads Discount
Freight
Ranges: ‘FrmectlD V| From: ‘ |Q‘ Mise.
To 3 [ Sales Taw
Destination
[PEFEESN T i

2. Enter a name for this Project Analysis report.

3. Ifyou’ve created varying layouts for this report in Report Writer, select
the appropriate Report Layout.

4. Choose a Group by Field.
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If you group by Salesperson ID or Customer ID, any records that have a
blank Salesperson ID or Customer ID will be assigned the default value
assigned for these fields in the Project Maintenance window for this

project. There will be a sub-total for each Salesperson or Customer ID.

If you group by...

your report will be grouped by...

Salesperson ID

Salesperson ID first
Project ID

Amount Type
Breakdown Code

User-Defined Field1

User-Defined Field1 first
Project ID

Amount Type
Breakdown Code

24/06 /2004 Fabrikam, Inc. Pag:
Project Analysis Report
Grouped By: salesperson ID Customer Range: ALL
Date Range: ALL Salesperson Range: ALL
Project Range: ALL Document. Date Range:  ALL
Direct o
Doc. Date  Description Breskdown Description Revenue Expense
Zalespersen ID  Unspecified Salespersem ID
Project:  PROJOOOOOD0000Z
Anount Type: ACTUAL COST LAEOR
Breakdown. CONTRACT -- contracted labor
12/04/2007 labor site 123 $5,000.00
12/04/2007 labor site 123 $25.00
Total for CONTRACT -- comtracted labor $5,025.00
Total for ACTUAL COST LAEOR $5,025.00
Amount Type: ACTUAL COST MATERIAL
Breakdown: CONCRETE -- comcrete
120472007 site 123 preparstion $75.00
12/04/2007 site 123 preparstion ($30.001
12/04/2007 site 123 preparstion $25.00
Tatal for CONCRETE -- comerete $70.00
Tatal for ACTUAL COST MATERIAL $70.00
Total for Project: PROJO000000000Z $5,095.00
Net Profit:

The Grand Total at the end of the report summarizes revenue, direct
cost and net profit (loss) for the projects included in the report. If you
choose Detail Report, you will see transaction-level detail beneath
each breakdown code. Estimated costs do not appear on the report.
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Select which project files you want to include on your report: Work,
Open, or History.

To print transaction details, mark the Detail Report check box.

To include all projects in this report, even those that have the Exclude
from Reports option in the Project Maintenance window marked,
mark the Force All Projects in Report check box.

To view profitability of a project based on cash received only (not
including invoiced amounts), mark the Cash Received Only check box.

To include Trade Discount, Freight, Miscellaneous, and Sales Tax as
revenue associated with Sales transactions in your report, mark these
options. When associated with Payables transactions, Trade Discount,
Freight, Miscellaneous, and Sales Tax will be reported as costs whether
you mark these options or not.

Select a Project Status restriction (based on the Project Status field in
the Project Maintenance window). Your report will be restricted to
data from projects with the selected project status.

If you’ve included the History project file, you must select the project status
Completed or Both.

Select which amounts you want to show: All Amounts, Selected
Amount Type, or Selected Breakdown.

If you choose Selected Amount Type, enter the amount type that you
want to report.

If you choose Selected Breakdown, enter the amount type and the
breakdown code that you want to report.

Choose a transaction type. This option allows you to limit the report to
a single transaction type. For example, you may limit the report to
transactions from the Payables system.
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The Project Tracking Adjustment transaction type can be very useful. It
will, in effect, provide a type of Edit List for all adjustments made to a
project.

Enter range restrictions as follows:

e Select the field for which you will set a range.

e Enter the beginning and ending values for the range.

¢ Choose Insert to insert the selected range into the Ranges scrolling
window.

If you choose a Project ID range from A-B and a customer range from
CUST0001-CUST0005, then only data pertaining to both projects A-B
and CUST0001-CUSTO0005 will be displayed on the variance report.

You can enter only one restriction for each restriction type but you can
include up to 15 different ranges in your report.

If you do not select ranges for Customer ID, Salesperson ID, and
Completion Date in the Project Analysis Report Options window, any
default values set in the Project Maintenance window will determine
the values reported.

The built-in report format shows the transaction date of each
transaction, rather than the GL Posting Date. If you want to display the
GL Posting Date, you can modify the report using Report Writer.
Choose a destination for the report. If you set the report destination
now, you will not be asked for the destination each time you print the
report.

To save this report as a Report Option, select Save.

To print the report, select Print.

PROJECT TRACKING 133


[ /CropBox [0 144 558 783] /PAGE


CHAPTER 6 REPORTS

134

AND INQUIRIES

Project Tracking Edit List Reports

PROJECT TRACKING

Project Tracking Edit List reports are designed to help you verify the
accuracy of project distributions so you can correct errors before posting
transactions. The Project Tracking Edit List report contains a listing of the
transactions in the batch along with the details of their Project Tracking
distributions.

You can print Project Tracking Edit List reports from the batch entry
windows for each module that integrates with Project Tracking. Project
Tracking Edit List reports are available from the following windows:

e Batch Entry (General Ledger)
e Payables Batch Entry

e Receivables Batch Entry

e Invoice Batch Entry

e Sales Batch Entry

e Purchasing Batch Entry

e Inventory Batch Entry

e Payroll Batch Entry

Using Report Writer, you can modify the Project Tracking Edit List report to
give you the same information you would get from a regular Microsoft
Dynamics GP Batch Edit List. If you don’t modify the report this way, you
will need to print both the regular Batch Edit List and the Project Tracking
Edit List report and reconcile the two.

To print a Project Tracking Edit List:
1. Open the applicable Microsoft Dynamics GP Batch Entry window.

2. Go to Extras >> Additional >> Project Distribution Edit (or CTRL+J).

Alternate Payables Batch Edit Report

There is an alternate batch edit report (PM Transaction Posting Journal) for
the Payables module that may eliminate the need to print two edit
reports. This alternate report already contains project information. If your
project distributions are limited to one per Payables transaction, you can
use this alternate report instead. Only users given security approval for this
report can access it. If you already have security access to the report,
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follow the same steps you use to print the regular Payables Batch Edit
report and the Project Tracking alternate will print in its place. The
following procedure explains how to set up security for users that will
access the alternate Payables Batch Edit report.

To set up security for the alternate Payables Batch Edit

report:

1. Open the Microsoft Dynamics GP Security window.
(Tools >> Setup >> System >> Security)

2. Enter the User ID that you want to be able to access the alternate
report.

3. Select the correct company.

4. Inthe Product list, select Project Tracking.

5. Inthe Type list, select Alternate Dynamics Reports.

6. Inthe Series list, select Purchasing.

7. Alist of reports will appear in the scrolling window. Double-click the
PM Transaction Posting Journal report and the MC PM Transaction

Posting Journal. Be sure there is an asterisk beside these reports.

8. Select OK to save the user access information.

Budget Variance Report

A variance report allows the user to see, at any moment in time, how their
actual costs and revenues compare to their budgeted costs and revenues.

The difference is expressed as an actual dollar amount, as a variance
amount, and as a variance percentage. A variance is calculated as the
actual amounts less the budgeted amounts. A variance percentage is
calculated as follows: (Actual Amounts — Budgeted Amounts)/Budgeted

Amounts. If there are budgeted amounts and no actual amounts, that will
be reported as a 100% variance.
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Variance reports can be run for a single project or across projects if they
have fiscal budgets.

When Project Tracking Lite is activated you will not have access to any
budget reports.

Most companies are interested in seeing Sales, Actual Cost of Materials,
Actual Cost of Labor and Adjustments amounts, whether or not they’ve
created a budget for these categories. The variance reports are designed
to do this. For example, if a budget has been created for a project, any
actual sales amounts will show up on the variance report even if sales
budgets are not specified.

However, other amount types available in the system will not be included
on the variance report unless the budget has values set up for them. The
following amount types will not be included in the variance report unless
they have amounts budgeted:

e TRADE DISCOUNT

e FREIGHT
e MISC. CHARGE
e SALES TAX

e EST. COST LABOR
e EST. COST MATERIAL
e CASH

If you need to include these amount types on the variance report, you can
change the budget by inputting at least one cell with a budget value (even
S.01 will do). The cell can be for any budget view, for any period and for any
breakdown.

You will use the Variance Report Options window to print and to configure
Variance Reports. There are options for restricting and grouping the
information that can be used to create different types of reports. Once you
configure a report’s set of options, you can save it for later reuse. You can
save an unlimited number of Variance Report options making it easy to
produce slight variations in reports you run frequently.
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Using Report Writer, you can add, delete, and rearrange the fields on the
reports creating 14 different physical layouts: seven versions of the detail
reports and seven versions of the summary reports.

To set up variance reports:

1.

2.

3.

Open the Variance Report Options wind

Oow.

(Reports >> Project Tracking >> Variance Reports)

LM Varia e Repo Optio |
sa Fabrikam, Ltd. 4{12/2017

B Save | & Clear | X Delete | S Pint

Report Option # Report Layout ‘Variance Report 1 v
|© Cross Project Reporting O MuliProiect (3 Single Project Reparting | |}

Revision & | Latest Revision fworking or Approved] v ]

Detail Report

Peiiod Selection Prior Period v [ Force All Projects In Rieport

Period Range Fls| F]

Amount Type ~|

Breakdown [ Include Project Files: ] Work [] Open [ History
Available Groupings Selected Giroupings

Amount Type -~

Bedonn

erio

Department F——

City || ([ Fomovs

Phase

R Al

Ut Defined 1

Llser Mafined & b

Flanges: Department ~|  From =

To | =
44 r M e

Enter a name for this variance report.

If you've created varying layouts for this report in Report Writer, select

the appropriate Report Layout.
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4. Choose one of the following:

For more information .
about cross-project

reporting, see

Understanding the

Project Tracking budget

process on page 155.

Mark Cross-Project Reporting if you want to report on the
performance of one key business indicator across multiple
projects. This can answer questions such as, “How did the X
department do across all projects?” or “How did X salesperson do
across all projects?” and so on. Cross-Project Reporting also allows
you to see how different projects perform together in the same
time frames. All projects that will be combined into this type of
report must have Project Tracking budgets based on fiscal periods.
A project with a budget with a period duration of weekly or
quarterly, for example, will not appear on the cross-project report.

Mark Multi-Project if you want to print many single project reports
at the same time.

Mark Single Project Reporting if you want to print information
about a single project. If you choose this type of report, the blank
field to the right will be enabled for you to enter the Project ID.

5. Select the revision version that you want to include. You can specify to
include only the latest approved budget revision, the latest revision
(whether working or approved), or, if you’ve marked Single Project
Reporting, a specific revision number.

6. To include transaction details, mark the Detail Report check box.

7. Toinclude all projects, even those that have the Exclude from Reports
option in the Project Maintenance window marked, mark the Force All
Projects in Report check box.

8. Select which period or periods you want to report.

138 PROJECT TRACKING

If you select a period range and if you are using Cross-Project
reporting, enter the beginning and end dates for the range.

If you select a period range and if you are using Single or Multi-
Project reporting, enter the beginning and end period numbers for
the range.
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If you enter an end date that is after the last fiscal period in Microsoft
Dynamics GP, Microsoft Dynamics GP will substitute the date 12/30/9999.

When Period is selected as a grouping for cross-project reporting,
actual transaction amounts booked to fiscal periods outside the
budget range of the project will be reflected on the variance report in
the actual period in which they occurred. For single and multi-project
reporting, actual transaction amounts booked outside the budget
range of the project will be reported on the variance report as Pre-
Project period or Post-Project period as appropriate.

The variance report contains period totals—when Project is selected
as a grouping—and project-to-date totals for Actual amounts,
Budgeted Amounts, Variance and % Variance. The period totals will
equal the system amounts for the periods you have limited the report
to, for example, current period or periods 1-3. The project-to-date
totals will be based on the last period selected for the report. For
example, if your report is limited to period 3 and your project has five
periods, the project-to-date totals will have all pre-project amounts
plus all amounts booked to periods 1, 2 and 3.

If you choose to report All periods, the period totals and the project-to-date
totals will always be exactly the same. To make your reports look better, you
may want to create designated “All periods” report layouts for both the
detailed and the summary reports and then modify the report layouts in
Report Writer by removing the project-to-date totals field from the reports.

To restrict your report to a specific amount type, select the applicable
amount type.

To restrict your report to a specific breakdown code, select the
applicable breakdown code.

For cross-project or multi-project reports, select a Project Status
restriction (based on the Project Status field in the Project
Maintenance window). Your report will be restricted to data from
projects with the selected project status.

To include the History project file, you must select the project status
Completed or Both.

PROJECT TRACKING 139


[ /CropBox [0 144 558 783] /PAGE


CHAPTER 6

140

PROJECT TRACKING

12.

13.

14.

15.

REPORTS AND INQUIRIES

Mark the project files you want to include in the variance report:
Work, Open, or History. You must mark at least one type.

To determine how your report will be grouped, complete the following
steps for each report grouping that you want to create. You can specify
up to seven groupings for any single report option. If you want to
group by Project ID only, you can omit this step and leave the scrolling
window blank.

e Select the category that you want to group by from the available
choices in the Available Groupings scrolling window.

¢ Choose Insert to insert the selected item into the Selected
Groupings scrolling window.

The order in which you select the categories is the order in which
they will be sorted on the report.

To remove an item from the list, choose Remove to remove one item or choose
Remove All to remove all selected items.

Enter range restrictions as follows:
e Select the field for which you will set a range.
e Enter the beginning and ending values for the range.

e Choose Insert to insert the selected range into the Ranges scrolling
window.

If you choose a Project ID range from A-B and a customer range from
CUST0001-CUST0005, then only data pertaining to both projects A-B
and CUST0001-CUSTO005 will be displayed on the variance report.

You can enter only one restriction for each restriction type.
Choose a destination for the report. If you set the report destination

now, you will not be asked for the destination each time you print the
report.
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16. To save this report as a Report Option, select Save.

17. To print the report, select Print.

General Ledger Reconciliation Report

Reconciling your project distributions with your general ledger to ensure
that all applicable transactions have been distributed to projects is
essential. Since you can only require full distributions on a per module
basis in Project Tracking, you will need another way to confirm that a
particular general ledger account was fully distributed to projects. To help
you, the General Ledger Reconciliation report has two variations:

e General ledger distributions by project
e Project distributions by general ledger account

The General Ledger distributions by project report will show each project
and totals for transactions distributed to each general ledger account.
Choose Complete Details and you will see a list of transactions for each
general ledger account within each project.

The project distributions by general ledger account report will show the
total amount distributed to each general ledger account in the project
system. The Partial report will show each general ledger account and
under it the total distributed in each project for that general ledger
account. Lastly, you can choose Complete to see the individual
transactions for each of the projects booked to that general ledger
account.

You can tailor the general ledger reconciliation reports for your needs
using the GL Account Report options window. By saving various report
option configurations, you can then easily recall whichever set is
appropriate each time you want to print the report. You will use the same
window to print general ledger reconciliation reports.

If you want to use the Project Tracking GL Reconciliation Report to reconcile
project information to general ledger accounts, we suggest that you set the
level of posting for general ledger accounts to Detail instead of Summary in
the Account Maintenance window. If general ledger account posting is set to
Summary, your trial balance will show a summary amount only; the Project
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Tracking Reconciliation Report will show detail and you will not be able to
reconcile Project Tracking.

To set up general ledger reconciliation reports:

1. Open the GL Reconciliation Report Options window.
(Reports >> Project Tracking >> GL Reconciliation)

B GL Reconciliation, Report Options E‘E‘E‘
File  Edt Tools  Help sa Fabrikam, Ltd, 4/12/2017
H Save | & Clexr | X Delete | &p Print

Rieport Option GLROOO [
Fieport Layout Praect Distributions by GL Account 1 -

Include Project Files: work  [] Open [ Histow

Dietail Level (® Complete ) Partial © Summary
Project Status Open ~ [[] Foice &l Projects In Report
Ranges Praject |D - Fram (]
Tor (9]
Froject ID From PROJO01 To PROJODT
44 b r @

2. Enter a name for this General Ledger Reconciliation report.
3. Ifyou've created varying layouts for this report in Report Writer, select
a Report Layout. You can use Report Writer to add, delete, and

rearrange the fields on any of these layouts.

4. Mark the project files you want to include in the reconciliation report:
Work, Open, or History. You must mark at least one type.

5. Select a detail level for the report:
e Mark Complete to print all transaction level detail
e Mark Partial to print the total booked to each general ledger

account for each project. This option is only available for “by
account number” reports.
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e Mark Summary to print the total booked to each general ledger
account.
6. Select a Project Status restriction (based on the Project Status field in
the Project Maintenance window). Your report will be restricted to

data from projects with the selected project status.

If you’ve included the History project file, you must select the project
status Completed or Both.

7. Toinclude all projects in this report, even those that have the Exclude
from Reports option in the Project Maintenance window marked,

mark the Force All Projects in Report check box.

Forcing all projects in reports is helpful when running reconciliation type
reports.

8. Enter range restrictions as follows:
e Select the field for which you will set a range.
e Enter the beginning and ending values for the range.

¢ Choose Insert to insert the selected range into the Ranges scrolling
window.

If you choose a Project ID range from A-B and a customer range from
CUST0001-CUST0005, then only data pertaining to both projects A-B
and customers CUST0001-CUSTO005 will be displayed on the variance
report.
You can enter only one restriction for each restriction type.

9. Choose a destination for the report. If you set the report destination
now, you will not be asked for the destination each time you print the
report.

10. Select Save to save the report option.

11. Select Print to print the report.
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Project Outstanding Balance Report

The Project Outstanding Balance report gives you a quick snapshot of
invoices vs. payments for selected projects. You will use the Project
Outstanding Balance report to manage your receivables by project. You
also can use this report to provide an alternate statement for customers.
The amount of information on the report is kept to a minimum to make it
easy to see which payments have been received and how much is still
outstanding for each project. You can print the report for all projects or for
a selected range of projects.

You will use the Project Outstanding Balances Reports window to set up
options for and to print the Project Outstanding Balances report. Once you
configure each report’s set of options, you can save it for later reuse. Using
Report Writer, you can add, delete, or rearrange the fields on this report to
create seven different layouts for the report.

To set up Project Outstanding Balance Reports:

1. Open the Project Outstanding Balances Reports window.
(Reports >> Project Tracking >> Receivables Outstanding Balances)

I | Project Outstanding Balance Reports g@@
B save | & Clea | X Dekte | 5 Fint
Report Option FROJOBOOT 4 Report Layaut Dutstanding Balance Report 1 A
Giroup by Field Salesperson D -
Include Project Files: [ wark fpert [ Historw [ Force All Projects In Repart
Project Status Open v Detail Report
Fanges Project D ~|  Fiom )
To: Q
44 » M (7]

2. Enter a name for this Outstanding Balance report.

3. Ifyou’ve created varying layouts for this report in Report Writer, select
the appropriate Report Layout.
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Choose a Group by field. The grouping you choose will show you sub-
totals for that group.

If you group by Salesperson ID or Customer ID, any records that have a
blank Salesperson ID or Customer ID will be assigned the default value
assigned for these fields in the Project Maintenance window for this

project. There will be a sub-total for each Salesperson or Customer ID.

If you group by one of the transaction user-defined fields, projects will
be grouped according to the value assigned to each transaction line.

Mark the project files you want to include in the Outstanding Balance
report: Work, Open, or History. You must mark at least one type.

To include transaction details, mark the Detail Report check box.

To include all projects in this report, even those that have the Exclude
from Reports option in the Project Maintenance window marked,
mark the Force All Projects in Report check box.

Select a Project Status restriction (based on the Project Status field in
the Project Maintenance window). Your report will be restricted to

data from projects with the selected project status.

If you’ve included the History project file, you must select the project
status Completed or Both.

Enter range restrictions as follows:
e Select the field for which you will set a range.
e Enter the beginning and ending values for the range.

e Choose Insert to insert the selected range into the Ranges scrolling
window.

If you choose a Project ID range from A-B and a customer range from
CUST0001-CUST0005, then only data pertaining to both projects A-B
and customers CUST0001-CUSTO005 will be displayed on the variance
report.
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You can enter only one restriction for each restriction type.

10. Choose a destination for the report. If you set the report destination
now, you will not be asked for the destination each time you print the
report.

11. Select Save to save the report option.

12. Select Print to print the report.

Security Reports

PROJECT TRACKING

A security report will list the security rights for Projects (View, Edit,
Distributions, and Adjust) and Budgets (View, Edit, Approve, Reopen). You
can print this report by project to see all the users who have security rights
on a project by project basis. You also can print this report by user to see
all the projects that an individual user can access. The report can be limited
to a single project or single user.

To print a security report:

1. Open the Project Setup window.
(Tools >> Setup >> Project Tracking >> Setup)

2. Choose Security.
3. You will be asked to enter a password. Enter the password you entered

when you activated Security. This will open the Project Security
window.
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B Project Security, E”E|@
Fle Edt Tools Help sa Fabrikam, Inc. 4/12/2017
Type | Project D v Project Status @ Open O Closed
Proiect ID ] v
Customer Name

Budgets
User ID (2 Wiew Edit Distrib | Adjust | Wiew Edit Approve | Reopen
~
~
Default values for Users:
] view [ Distributions: [] Budget View [] Budget &pprove
[ Edit [ Adustments ] Budget Edit [] Budget Reapen
aoe

4. Select a type to sort the report by: User ID or Project ID.

5. To limit the report to a single project or user, enter the project ID or
user ID.

6. Choose the Print button, CTRL+P or File >> Print to print the report.

Maintenance Reports

You can print maintenance reports from the following Project Tracking
windows:

e Project Maintenance

¢ Breakdown Maintenance

e Each of the Transaction User-Defined Field Maintenance
e Project Tracking Budget Maintenance

e Project Tracking Budget Inquiry

The Project Maintenance report prints most of the fields on the Project
Maintenance window and the Project Maintenance Costs window.

PROJECT TRACKING 147


[ /CropBox [0 144 558 783] /PAGE


CHAPTER 6 REPORTS

148

PROJECT TRACKING

AND INQUIRIES

The Breakdown Maintenance report prints a listing of each amount type
following by its assigned breakdown codes and descriptions. For Project
Tracking Budgeting, the report also will list any transaction user-defined
overrides associated with each breakdown code.

The Transaction User-Defined Maintenance report prints the codes and
descriptions set up on the Transaction User-Defined field maintenance
window that you printed the report from.

The Budget Maintenance report prints all of the fields on the Budget
Maintenance window. You can print this report from the Budget
Maintenance and the Budget Inquiry windows. Because of the large
number of potential budget cells, Project Tracking allows you to restrict
the report in various ways. When you go to print the report, the Budget
Maintenance Report window will open.

To print the Budget Maintenance report:

1. Openthe Project Tracking Budget Maintenance or the Project Tracking
Budget Inquiry window.
(Cards>> Project Tracking >>Budget) OR
(Inquiry>> Project Tracking >>Budget)

2. Select a Project ID.

3. Choose the printer icon button. The Budget Maintenance Report
window will open.

E CE)
4f12jz007 ™
Maintenance Report Restictions
Project 1D PROJOOT
Department DEPARTMENT >
City orr ey
Phase PHASE w1
Period 14| 4] <al> by
Amourt Type <no filker> v
Breskdown Status All Breakdown v
Confimation Status Al v
Exclude $0 Amaunts
“» @ [Pt 11 ol
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4. Select any restrictions you want to include. You can restrict the report
to:

e Single period

¢ Single amount type

¢ Single amount type and breakdown code

e A combination of user-defined fields (available only if you have
default values set up for the project)

e Confirmed or unconfirmed cells

5. If you want to exclude all $0 cells from the report, mark this option.

6. Select Print.

Summary Reports

You can use the Project Tracking Report Options windows to print the
following summary reports:

* Margin Reports—quick look at how profitable each project was. See
Margin Reports on page 149 for more information about these reports.

¢  WIP Reports—report work in progress

* Variance Reports—report differences between estimated and actual
transaction amounts

* Project Summary Report—report the gross profit for each project. The
gross profit is calculated as the actual revenue less actual cost,
operating costs and adjustments

Margin Reports

If you include open project files in Margin reports, these reports will be
based on estimated values rather than actual values. An asterisk* next to
these totals on the report indicates that this total is based on estimated
revenue and costs as set up on the Project Maintenance Costs window
(Cards >> Project Tracking >> Project >> Costs). When you print a Margin
report using open projects, it is a “Projected” Margin report, not an actual
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Margin report. The following table shows how revenue and cost is
calculated for Margin reports:

When you choose...

Revenue is based on

Cost is based on

Open project in Open file

Estimated revenue

Original estimated cost

Completed project in Open
file

Actual revenue

Estimated cost at invoicing
time

Completed project in History
file

Actual revenue

Actual cost

If the total cost has an asterisk* showing that it is based on estimates, both
the Labor and Materials Cost columns are based on estimates as well.

Margin Reports include the invoice numbers for any projects that have

been invoiced. If there is more than one invoice on a particular project, the
second and subsequent invoices will appear on a line by themselves, after
the project line. No margin totals will be shown on these invoice-only lines.

Each of these reports can be customized, saved and reused as needed.

To set up summary

reports:

1. Open the Project Tracking Report Options window.
(Reports >> Project Tracking >> Summary Reports)

PROJECT TRACKING

2.

Include with Revenue: Trade Discount Freight

Ranges Project ID . From:
Ta:

Insert 3>

£ - [B]x)|
sa Dextordinary Inc. 01/08/2009
I Save | & Clear | ¥ Delete | S Print
Report Option PTO001 ) Report Layout Margin Feport 1 v
Report Type Margin Repart hd Group by Field Salesperson 1D -
Praject Status Both ~ [ Force All Prajects In Report
Include Project Files: Open History

Misc:

Enter a name for this Summary report.

[ Sales Tax

)
1



[ /CropBox [54 144 612 783] /PAGE


CHAPTER 6 REPORTS AND INQUIRIES

Select a Report Type: Margin (quick look at how profitable each
project was), WIP (report work in progress), Variance (report
differences between estimated and actual transaction amounts), or
Project Summary (report the gross profit for each project).

Select a Project Status restriction (based on the Project Status field in
the Project Maintenance window). Your report will be restricted to
data from projects with the selected project status.

If you’ve included the History project file, you must select the project
status Completed or Both.

Select a Report Layout. Unlike the other reports, these seven layouts
are not identical—each one contains a column for a different user-
defined field. To choose a report layout with user-defined field 1,
choose Report 1. If you wish you can define these reports more using
Report Writer.

Select a Group by Field. The reports can be grouped by Salesperson ID,
Customer ID or any of the User-defined fields.

Grouping the reports this way enables you to see subtotals for each of
those groups. So, for example, to report profitability of projects by
Salesperson, choose the Margin Report type and group by
Salesperson. To see work in progress by department, define a user-
defined field called Department and then choose the Work In Progress
report type and group by that user-defined field.

These reports will not give you detailed breakdowns of your
transaction amounts by breakdown code or user-defined fields. To get
reports based on the transaction detail, see the Project Analysis
Reports on page 129, or the General Ledger Reconciliation Report on
page 141.

If you group by a user-defined field, the reports will separate the
projects based on the user-defined values associated with the project
without considering any overrides you may have done at the project
distribution level (on a per transaction basis). If you override these
fields on the project distribution screen, the Breakdown report may be
better suited for your analysis.
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To include all projects in this report, even those that have the Exclude
from Reports option in the Project Maintenance window marked,
mark the Force All Projects in Report check box.

Mark the project files you want to include in the report: Work, Open or
History.

Work option only applies to Project Summary type of report.

To include Trade Discount, Freight, Miscellaneous, and Sales Tax as
revenue associated with Sales transactions in your report, mark these
options. When associated with Payables transactions, Trade Discount,
Freight, Miscellaneous, and Sales Tax will be reported as costs whether
you mark these options or not.

Enter range restrictions as follows:

e Select the field for which you will set a range.

e Enter the beginning and ending values for the range.

e Choose Insert to insert the selected range into the Ranges scrolling
window.

If you choose a Project ID range from A-B and a customer range from
CUST0001-CUST0005, then only data pertaining to both projects A-B
and customers CUST0001-CUSTO005will be displayed on the variance
report.

You can enter only one restriction for each restriction type.

Choose a destination for the report. If you set the report destination
now, you will not be asked for the destination each time you print the
report.

Select Save to save the report options.

Select Print to print the report.
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This chapter explains how to use Project Tracking Budgeting and contains
the following sections:

e Setting up Project Tracking Budgets

e Understanding the Project Tracking budget process
e (Creating new budgets

® Restricting budget views

e Adding notes to a budget

e Entering budget amounts when creating budgets
e Shortcuts for entering budget amounts

e Copying an existing budget

e Getting information about a budget

® Budget approval process

e Approving a budget

e Reopening approved budgets

e Revising a budget

e Deleting a budget

Setting up Project Tracking Budgets

PROJECT TRACKING

Before you can use Project Tracking Budgeting, there is specific setup
required. Please see Project Tracking Budgeting Setup only on page 73.

Project Tracking Budgeting is a very flexible and very powerful budgeting
module. It is designed to allow you to budget by breakdown code. Project
Tracking Budgeting gives you the flexibility to set a single budget for each
breakdown code for each project or to set different budgets for each
breakdown code.

For even more granular budgeting, you can tie your budgets to specific
combinations of transaction user-defined field values. For instance, if you
have defined one of the transaction user-defined fields as DEPARTMENT,
you can set up one set of budgets for the Accounting department and
another set for the Human Resources department.

You may combine transaction user-defined field values giving you even
more control over your budgets. If you had defined another one of the
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transaction user-defined fields as LOCATION, you could set up budgets for
the Los Angeles Accounting department, another for the New York
Accounting department, one for the Los Angeles Human Resources
department and another for the New York Human Resources department
and so on. All of these budgets would contain a separate amount for each
breakdown code for each reporting period covered by the budget.

Understanding the Project Tracking budget process

Every Project Tracking budget is attached to a project. A project must be
open to create a budget for it. If you would like to enter a budget for a
closed project for historical reporting purposes, you must reopen the
project using the Reopen Project window, before creating the budget.

Budget Periods

Before you start a project budget, you must indicate the beginning and
ending dates of your budget and the period duration. If you want to
compare this project with other projects, you must accept the default
period duration—fiscal period.

However, you also may decide to change the period duration to daily,
weekly, monthly, bi-monthly, quarterly, half-yearly and yearly periods or to
a single period—one single period budget for the project, regardless of the
project’s duration. To use a period duration other than fiscal period, you
must mark the Disable Cross-Project Budget Reporting option in the
Project Tracking Budget Maintenance window.

Transaction user-defined fields in budgets

You must specify which, if any, transaction user-defined fields will be used
in budgets. If, for instance, you have defined one of the transaction user-
defined fields as DEPARTMENT you may want to set up different budgets
for each department. When you click the Start Budgeting button, one
budget cell will be created for each breakdown code for each reporting
period for each possible value in the DEPARTMENT field.

If you have set up another transaction user-defined field as CITY and you
choose to use the CITY field in budgets along with DEPARTMENT, budget
cells will be created for each breakdown code for each reporting period for
each possible combination of values in the DEPARTMENT and CITY field. If
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there are 10 departments in four cities, there are 40 possible
combinations. For example, if you had a total of 25 breakdown codes
across all your amount types (not an unusually high number) and you set
up a fiscal period budget for12 fiscal periods, the Project Tracking
Budgeting module would create 12 x 25 x 40 budget cells or 12,000 budget
cells.

Since there are seven transaction user-defined fields, each with an
unlimited number of possible values and no limit on the number of
possible breakdown codes one may create, the number of budget cells for
a single budget can quickly become unwieldy. Fortunately, the Project
Tracking Budgeting module provides some shortcuts to make managing
your budget cells easier.

Limiting and managing the number of budget cells
There are a few ways to limit and manage the number of budget cells.

e Use the Constant Value option on the Project Maintenance
window. If this option is marked for one of the transaction user-
defined fields for the project, transactions distributed to that
project can have only one possible value in that field. Though there
may be many possible values for the field entered in the system, all
transactions distributed to that project will have the same constant
value in that field. In the above example, if the constant value
option was marked for the DEPARTMENT field, then there would
be only four possible combinations, one department for each city.
The possible combinations would be 4 x 1 or 4 instead of 40 cutting
the number of budget cells from 12,000 to 1,200 (12 x 25 x 4).

e Create asingle period budget for your project. For each breakdown
code only one cell will be created for each combination of possible
transaction user-defined field values. In the above example, that
would cut the number of cells to 100 (1 x 25 x 4). However,
although single period budgeting is the simplest way to set up a
budget, budgets set up this way cannot be included in cross-
project variance reporting.

To use cross-project reporting, you must budget by fiscal period. Cross-
project variance reporting is one of the most powerful features of the
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budgeting module. Using cross-project reporting, you can report on the
performance of one of your key business indicators across multiple
projects. This can answer questions, such as: “How did department X fare
across all projects?” or “How did salesperson X do across all projects?” etc.

When you choose the Start Budgeting button, Project Tracking Budgeting
creates a pre-budget period and a post-budget period to account for
transactions that occur outside the budget period. The pre-budget and
post-budget periods will not display on the Budget Maintenance window
but can be seen on the Budget Inquiry window.

If you would like to base your new budget on an existing budget, see
Copying an existing budget on page 168.

Creating new budgets

You will use the Project Tracking Budget Maintenance window to create
new budgets.

To create a new budget:

1. Open the Project Tracking Budget Maintenance window.
(Cards >> Project Tracking >> Budget)

= HEE)
sa Fabrikam, Ltd. 4/12/2017
H Save | & Clear | X Delete =]

Amount Type; SALES

Breakdown SALES 53 [ Inactive

Description sales

User Defined 1 TRUCK [#] User Defined § [#

User Defined 2 CORN [#] User Defined & [#

User Defined 3 SHED [#] User Defined 7 [#

User Defined 4 @

M4y e
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'l

Enter a Project ID.

You must have a project set up before you can create a budget because each
budget is attached to a project.

If you are setting up the project budget by period durations other than
your regular fiscal periods, mark the Disable Cross-Project Budget
Reporting option. If you are matching the budget periods to your fiscal
periods, be sure this option is unmarked.

Once a budget has been created, the Disable Cross-Project Budget Reporting
option cannot be changed. To change the option, you must delete the budget ID
and recreate it.

Enter the Start and End Dates for your budget.

If you match your budget’s periods to your company’s fiscal periods, you can
obtain budget variance reports for specific breakdown codes across a range of
projects.

If you are not matching budget periods to fiscal periods (Disable Cross-
Project Budgets is marked), choose a period duration from the drop-
down list.

Choose Start Budgeting. Empty budget cells will be created for each
combination of period, breakdown code and transaction user-defined
field value used in your budget.

Enter amounts in each budget cell. See Entering budget amounts when
creating budgets on page 166 for more information.

The Budget Maintenance window contains some shortcuts you can use
to fill in multiple cells automatically. You will need to know how to

create subset budget views in the Project Tracking Budget Maintenance
window if you want to use shortcuts when entering budgeted amounts.

Restricting budget views

It is important to understand the difference between a budget and a
budget view. A budget is all the cells for all breakdown codes for all periods
for all possible combinations of transaction user-defined field values. A
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budget view is restricted to the budget cells shown in the Budget
Maintenance scrolling window, generally a subset of the entire budget.

This section will explain how to create different budget views using filters.
When a filter is employed, only those cells that quality for the filter are
displayed as part of the budget view.

These filters are found at the bottom of the Project Tracking Budget
Maintenance window.

144 <al> [ » | pI[ZY | |<nofiter v all ~ || [ Confim Al

44 r b Budget View: Y

Budget views are based on combinations of transaction user-defined field
values. If you are using two transaction user-defined fields in budgets and
each has four possible values, there will be 4 x 4 or 16 basic budget views
for the budget. If one of those transaction user-defined fields was, instead,
held to a constant value for the project, there will be 4 x 1 or four basic
budget views. Each of these budget views is independent and cells from
one will never appear on another.

On top of basic budget views, other filters can be added. Each of these
filters is additive, that is, a cell must qualify under all filters to be part of
the view. When afilter is in use, only those cells that qualify for the filter
will display as part of the budget view.
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To restrict a budget view:

1. Open the Project Tracking Budget Maintenance window.

(Cards >> Project Tracking >> Budget)

E

sa Fabrikam, Ltd, 4{12{2017
I Save | & Clear | X Delete =5

Amount Tope: SALES
Breakdown SALES 54 [ Inactive
Description sales
User Defined 1 TRUCK. ) User Defined 5§ [#1
User Defined 2 CORM (%] User Defined & [#
User Defined 3 SHED (9] User Defined 7 (]
User Defired 4 [
44 » b e

2. Select a project ID.

3. Torestrict your budget view by period, select a specific period. The
budget view in the scrolling window will be restricted to the period you
select. Use the browse buttons to page forward or backward one
period at time or to jump directly to the first or last period.

You can sort the lines in the scrolling window by any of the displayed fields. To
change your sorting method, click the column heading you want to sort by.
Clicking the Period column heading changes the display from period numbers
to period dates and vice versa. Clicking the Amount Type column heading

groups the data by amount type.

4. To restrict your budget view by amount type, use the amount type

filter.
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5. To further restrict the budget view to a specified breakdown code,
select a breakdown code. You must set the amount type filter before
you can set a breakdown code filter.

6. To restrict your view to cells that are confirmed, unconfirmed, or both
(ALL), select the desired option at the bottom of the Budgeted Amount
column.

There are two sets of scrolling arrows, that is, browse buttons, on the Budget
Maintenance window. You can use the browse buttons in conjunction with the
window filters to create specific budget views that can then be manipulated
together. The transaction user-defined browse buttons move sequentially
through the basic budget views. Each possible combination of transaction
user-defined field values is brought up one by one.

The Auto-Fill feature, Confirm All button and Confirm None button all rely
on budget views. Each of these features only affect the cells that are
currently part of the budget view. When using these features, the browse
buttons are very handy for quickly paging through various budget views.

See the following example for more information.
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Example:
-
(-
- [B]x)|
sa Fabrikam, Ltd, 4/12/2017
¥ Delete | & Clear Redisplay. =]
Froject ID PROLIO0T Fievision Number ] 1
Y
Department MACHINE ™
City NEW YORK 2 =
Phase INITIAL o
e Murnber of Periods E
User Defined 4 -
Le=Deredd = Auto-Fill Increment Percentage of entered amount v
User Defined B " 0 o 000
mount Increase/Decrease 3
User Defined 7 Base Period 5 Fill Period
850.00
 Fd ) Base Amount 3
[ st [ End ][ Amount Type |[ Breakdown | [ Budgeted fmourt | | Aewal [ Variance smount | N (E]
1 2018; Period 1 ACTUAL COST MATERIAL | CONCRETE $0.00 ] 50.00 3000 A
2 2018: Period 2 ACTUAL COST MATERIAL | CONCRETE $0.00 ] $0.00 $0.00
3 2018 Period 3 ACTUAL COST MATERIAL | CONCRETE $0.00 ] $0.00 $0.00
4 2018; Period 4 ACTUAL COST MATERIAL | CONCRETE $0.00 ] 50.00 30.00
5 2018: Period 5 ACTUAL COST MATERIAL | CONCRETE $0.00 ] $0.00 30.00
§ 2013 Period 5 ACTUAL COST MATERIAL | CONCRETE $0.00 ] $0.00 $0.00
v
|44 |<all> | » pl[d ACTUAL COST MATERIAL & | € Active Breakdown v | Al v | [ Confimal
4 4 » » |BudgetView: Legend: * - Inactive Breakdown L @)

In this example, the user wants to enter a budget for concrete for each
department. The Amount Type filter is set to Actual cost of Materials and
the Breakdown filter is set to CONCRETE limiting the budget view to only
those cells for the breakdown code CONCRETE.

Since the City and Phase fields (Transaction User-Defined Fields 2 & 3) are
set to constant values, the only field with multiple possible values is
DEPARTMENT (Transaction User-Defined 1). Using the browse buttons next
to the Transaction User-Defined fields, the first development in the list is
brought up in the window.

Because the Breakdown filter is already set, only those cells for CONCRETE
for the shown development are included in the budget view. The first
period is used as the base period and you can use the Auto-Fill button to fill
all CONCRETE cells for the first development. You can use the single down
arrow to bring in the next development. Set the Auto-Fill period and
amount if different and choose the Auto-Fill button again. Using the down
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arrows, repeat this sequence until all CONCRETE cells for all development
have been entered.
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Adding notes to a budget

PROJECT TRACKING

The Project Tracking Budgeting Notes feature is very useful. You can add
notes to a budget as a whole and to each cell. When new revisions of a
budget are opened, all previous notes are carried forward along with the
revision number. Additionally, if the note is attached to a budget cell, the
cell amount from each revision is displayed alongside its note. You will
know that a budget cell has a note if an asterisk* appears in the N column
on the budget maintenance scrolling window.

Notes from previous revisions may not be edited, but new notes can always
be added. Notes are a powerful feature for tracking revisions and other
modifications to an original budget.

To add notes to an entire budget:

1. Open the Project Tracking Budget Maintenance window:
(Cards >> Project Tracking >>Budget)

2. Enter the Project ID.

3. If thisis a new budget, complete all steps necessary to start the
budget. See Creating new budgets on page 157.

4. Choose the Note button next to the Revision Number field. If this is the
first version of the budget, the Budget Revision Note window will open.

-] Budget Revision Note Q@lz‘

Fle Edt Toos Help sa Fabrikam, Inc, 4/12j2017

Project ID AGRO PROJECT

Revision Number 1

Revision Comment

v

i@ oK Cancel
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If this is a subsequent revision, the Revision Comment Lookup window will
open. Double-click on the line next to the latest revision. The Budget
Revision Note window will open.

5.

6.

Type your note in the window.

Choose OK.

To add notes to a budget cell:

1.

In the Budget Maintenance window, bring up the budget containing
the cell to which you would like to add a note.

Click the Budgeted Amount field of the line containing the budget cell
to which you wish to add a note.

Click the Notes button in the upper right of the scrolling window (or
select Ctrl+L on the keyboard). If this is the first revision, the Budget
Cell Comment window will open.

m Budget Cell Comments g@|ﬁ|
File Edt Tools Options  Help sa Fabrikam, Inc, 4{12(2017
Project ID AGRO PROJECT Budget Amaount $0.00 User Defined 4 <none
Period Number 1/ Revision Murber 1 Machinery TRUCK User Defined 5 <nones
Amount Type SALES Crops CORM User Defined B <none>
Breakdawn SALES Buildings <none User Defined 7 <none
Budget Cell Comment
~
v
ve

If this is a subsequent revision, the Budget Cell Comment Lookup
window will open. Only notes attached to the current revision may be
edited. Notes from prior revisions will appear in the window, but they
may not be edited. Choose Edit Latest Comment to open the Budget
Cell Comment window.

Enter the new note in the window.
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5. Select OK.

Entering budget amounts when creating budgets

Now that you have learned how to create different budget views and to
add notes to budgets, you can enter the budgeted amounts in your budget.

To enter budgeted amounts:

1. |Ifthisis a new budget, complete all steps necessary to start the
budget. See Creating new budgets on page 157.

2. Choose the budget view that you want to work with. If you have many
periods or breakdown codes, apply some filters to narrow the range of
budget cells. See Restricting budget views on page 158 for more
information.

3. Enter the Budget Amount in the desired cell or cells. To fill in multiple
cells automatically, you can use the Fill Period button. See Shortcuts
for entering budget amounts on page 166.

An amount type will not show on the budget maintenance scrolling window

@ unless there is at least one breakdown code configured in the system for that
amount type. So, for example, to create a budget for Cash, you will need to
create at least one breakdown code for the amount type Cash.

Shortcuts for entering budget amounts

If some of your breakdown codes have constant budget amounts across
each period or if the budget amounts increase or decrease at a constant
rate, you can use the Fill Period button to quickly fill multiple cells.

The Fill Period process can only be used when the budget display is limited
to a single amount type and breakdown code.

There are three type auto-fill increments available: Entered Amount,
Percentage of entered amount, and Compound percentage of entered
amount. Entered Amount and Percentage of entered amount auto-fill
types are similar. They both will fill budget periods starting in the base
period with the base amount, and then automatically increase or decrease

166 PROJECT TRACKING


[ /CropBox [54 144 612 783] /PAGE


CHAPTER 7 PROJECT TRACKING BUDGETING

each subsequent budget period by a set amount. The percentage amount
is converted to a set amount by multiplying the percentage amount by the
base amount. For example, if the base amount is $300,00, and the
increment amount is $10.00, the first budget period will be filled with
$300.00, the second with $310.00, the third with $320.00 and so on.
Periods prior to the base period will not be affected.

The Compound percentage of entered amount auto-fill type is a little
different. It will fill budget periods starting with the base period with the
base amount, but then it will automatically increase or decrease each
subsequent budget period by a percentage of the previous budget period.
For example, if the base amount is $300,00, and the increment percentage
is 10.0%, the first budget period will be filled with $300.00, the second
with $330.00 ($300 + $300 * 10%), the third with $363.00 ($330 + $330 *
10%) and so on. Periods prior to the base period will not be affected.

To automatically fill budget cells with the same amount:

1. Open the Budget Maintenance window.
(Cards >> Project Tracking >> Budget)

2. Enter the Project ID.
3. Select the auto-fill increment method Entered Amount.

4. Enter the base period - the earliest period that is to be budgeted with
the base amount.

5. Enter the amount to auto-fill.

6. Choose Fill Period. All periods, starting with the base period, will be
filled with the base amount.

7. Ifany period needs to have a different budget amount, individually edit
the amount in that cell.

Though the Fill Period button will only fill the budget cells for one combination
of user-defined fields at a time, it is easy to quickly fill periods for other
combinations using the scrolling arrows. Simply click the top arrow button
next to the user-defined field to bring up the first possible combination of user-
defined values. Follow the steps to auto-fill the budget cells for that
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combination. Use the single down arrow button to scroll to the next possible
combination of user-defined values. Now just click the Fill Period button. The
Breakdown, Base Period and Base Amount will remain the same. Repeat the
arrow click/Fill Period sequence for each combination of user-defined values.

To automatically fill budget cells with increasing or
decreasing amounts:

1.

Open the Budget Maintenance window.
(Cards >> Project Tracking >> Budget)

Enter the Project ID.

Choose an Auto-Fill increment type: Entered Amount, Percentage of
Entered Amount or Compound Percentage of Entered Amount.

To increase the budget cells, enter the amount or percentage. To
decrease the budgeted amounts, enter a negative amount or
percentage.

Enter the base period - the earliest period that is to be budgeted with
the auto-fill amount.

Enter the starting budget amount in the Base Amount field.
Choose Fill Period. All periods, starting with the base period, will be
filled with the base amount plus or minus the increase/decrease

amount or percentage.

If any period needs to have a different budget amount, individually edit
the amount in that cell.

Copying an existing budget

PROJECT TRACKING

After you have created a few original budgets, you may find several of your
projects have similar budgets or, budgets that share many elements in
common. Using the Copy Budget feature, it is easy to copy an existing
budget to a new project. This budget can then be modified before it is
confirmed and approved.
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When you copy a budget, you can choose to copy any revision of the
budget. All budget cells will be copied, but the cell notes will not be copied.
You also will need to enter a new start date for the copied budget. After the
budget is copied, the budget is a working budget and you can modify it as
desired using the Budget Maintenance window.

To copy an existing budget:
1. Open the Copy Budgets window:

(Microsoft Dynamics GP menu >> Tools >> Routines >> Project Tracking
>> Copy Budget)

] Copy Budget E‘E‘@

Fie Edt Tools  Help 41zfz017 >

Copy Budget From Project | | ¥
Copy Budget To Project iy

New Budget Start Date i
Mew Budget End Date

Revision Number to Copy

Period Duration

Nurnber of Periods

oe S

2. Select the Project ID with the budget you wish to copy.

3. Enter the Project ID to which you will copy the budget.

4. Enter a start date for the new budget.

5. Choose the revision number to copy.

6. Choose the Copy button.

If the Use in Budgets options in Project Maintenance for the transaction
user-defined fields do not match, you still will be allowed to copy the
budget; the Use in Budgets options on the new budget will be those of the
budget you are copying.

However, if the constant values in Project Maintenance for the transaction

user-defined fields do not match, then you will not be allowed to copy the
budget.
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Getting information about a budget

You can view budget variances in the Budget Maintenance window. The
Budget Maintenance window shows variance amounts for budget cells
with valid budgets only. Use the Budget Inquiry window or the Budget
Variance report to see transactions posted prior to or after the project
budget. For more information about these reports, see Budget Variance
Report on page 135.

The Budget Maintenance report prints all of the fields on the Budget
Maintenance window. You can print this report from the Budget
Maintenance and the Budget Inquiry windows. Because of the large
number of potential budget cells, Project Tracking allows you to restrict the
report in various ways. See Maintenance Reports on page 147 for more
information.

Budget approval process

PROJECT TRACKING

The budget approval process is an optional component of the budgeting
process. If you are not using the budget approval process, you will keep
your budget at Revision 1 throughout the life of the project. You can revise
this budget whenever you want.

Using the budget approval process adds security to your budgets. With this
process in place, it is not possible for someone to go in and make an
arbitrary change to a budget revision without the appropriate authority.
The budget approval process works in conjunction with project security.

The process works as follows:
* Abudget is created.
¢ The budget cells are confirmed.

* The budget as a whole is approved. Revision 1 will be your baseline
budget.
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® There are two ways to change the budget at this point:

e Create a new budget revision. This is the normal way of making
changes. The system maintains a history of all revisions. When
changes are complete, the budget is approved again as a whole.
For more information, see Revising a budget on page 175.

e Reopen the prior revision. This option is only available if you have
Budget Reopen permissions set in the Project Tracking Security
window. This allows you to tweak your most recent revision, even
if you closed it. Unlike some other systems, the system does not
force you to create a new revision unless you want to. For more
information, see Reopening approved budgets on page 175.

The following security checks exist in the budget revision process on a per
project basis:

e Budget Edit or Budget Approval permission is required to start a
new budget.

e Budget Edit permission is required to enter or change the amount
in an individual budget cell.

e Budget Edit or Budget Approval permission is required to confirm
individual cells in a budget.

e Budget Approval permission is required to approve a budget.

e Budget Edit or Budget Approval permission is required to start a
new revision.

e Budget Reopen permission is required to reopen an approved
budget.

It takes some planning and coordination to set up this budget approval
process and maintain the appropriate security settings within your system.

Approving a budget
Approving budgets is a two-step process:

e Confirm budget cells
e Approve budget
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All budget cells must be confirmed before a budget can be approved. Once
the budget is approved, the only way to edit the budget is to reopen the
latest revision, see Reopening approved budgets on page 175.

The purpose of confirming cells is to ensure that the amounts contained in
each cell have been reviewed and are accurate. You can confirm cells
manually or automatically. The manual method is, theoretically, the
“safest” way to confirm cells as it requires the user to individually mark
each cell. However, since there can easily be several hundred individual
budget cells, manually confirming each one can be somewhat impractical.
When confirming automatically you have three choices:

e Confirm all cells in a particular budget view
e Confirm all SO cells
e Confirm all cells for the budget

Manually Confirming Budget Cells

When confirming manually, you will need to ensure that each budget view
is brought to the window and that all cells in the budget have been marked
as confirmed. See Restricting budget views on page 158.

To manually confirm budget cells:

1. Open the Budget Maintenance window.
(Cards >> Project Tracking >> Budget)

2. Enter the Project ID of the project to whose budget cells you wish to
confirm.

3. Open the budget view containing the cells you wish to confirm.

4. Mark the confirm check box under the ‘C’ column heading for each cell
you wish to confirm. A check mark will display in the confirm box.
Repeat this step until you have confirmed all cells you wish to confirm.

Confirming All Cells for a Budget View

The Confirm All button at the lower right of the Budget Maintenance
window will mark all cells from the current budget view, or in the scrolling
window, as confirmed. Please remember that the scrolling window can
extend below the visible range of the monitor.
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To confirm all cells in a particular budget view:

1. Open the Budget Maintenance window.
(Cards >> Project Tracking >> Budget)

2. Enter the Project ID whose budget cells you wish to confirm.
3. Open the budget view containing the cells you wish to confirm.
4. Review the budget cell amounts to ensure they are correct.

5. Choose Confirm All. A check mark will display in the confirm check box
beside each cell.

6. Repeat steps 3 - 5 until you have confirmed all cells you wish to
confirm.

Confirming SO Cells

Project Tracking Budgeting will create empty budget cells for all amount
types for all breakdown codes for each possible combination of transaction
user-defined fields. However, you may not want to create individual
budgets for all the combinations such as Sales Tax, Miscellaneous Charges,
Trade Discount. After you have entered the budget amount for all cells you
want budgets for, you can use the Confirm All SO Cells option to confirm all
remaining cells. The Confirm All $0 Cells option is not dependent on the
current budget view. All 50 cells will be confirmed for the entire budget
regardless of which cells are currently on display.

To confirm all SO cells:

1. Open the Budget Maintenance window.
(Cards >> Project Tracking >> Budget)

2. Enter the Project ID of the project whose budget cells you wish to
confirm.

3. From the Options menu, choose Confirm All SO Cells.
(Options >> Confirm All SO Cells)
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Confirming All Budget Cells

The quickest and simplest way to confirm budget cells is the Confirm All
Cells option. This option will mark all cells in the entire budget as
confirmed, regardless of the current budget view.

To confirm all budget cells:

1. Open the Budget Maintenance window.
(Cards >> Project Tracking >> Budget)

2. Enter the Project ID of the project to whose budget cells you wish to
confirm.

3. From the Options menu, choose Confirm All Cells.
(Options >> Confirm All Cells)

Approving Budgets

PROJECT TRACKING

Under normal circumstances, once a budget has gone through the
approval process, it cannot be edited. You can create a new revision of the
budget, but the approved budget will remain in the system. You will
approve budgets from the Budget Maintenance window using the Options
menu. Before a budget can be approved, all cells must be marked as
confirmed.

To approve a budget:

1. Open the Budget Maintenance window.
(Cards >> Project Tracking >> Budget)

2. Enterthe Project ID for the project whose budget you want to approve.
3. Choose Approve from the Options menu. Choose Approve on the
message.

(Options >> Approve)

4. Project Tracking will ask you to confirm your choice. Select Yes.
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Reopening approved budgets

Approved budgets can be reopened using the Reopen Approved Budgets
window. To reopen an approved budget, no current working budget for
the project may exist. Only the latest revision can be reopened. If you
would like to reopen an earlier revision, you will need to delete all
revisions subsequent to the revision you wish to open. For more
information about deleting budgets, see Deleting a budget on page 177.

To use the Reopen Approved Budgets window, you must have security
rights to the window.

To reopen an approved budget:

1. Open the Reopen Approved Budgets window.
(Microsoft Dynamics GP menu >> Tools >> Routines >> Project
Tracking >> Reopen Budget)

2. Enter the Project ID whose budget you wish to reopen.

3. Select OK.

Revising a budget

You will use the Budget Maintenance window to revise working budgets.
Until a budget has been approved, it may be changed at will. Once a
budget has been approved, changes are generally made by opening a new
revision. You may open previously approved budgets for revision, but there
are considerations when doing so. The following sections discuss ways of
revising your budget.

Opening a new budget revision

You only can open new revisions for budgets that have been previously
approved. If a project currently has a working budget, revisions can be
made directly to that working budget.
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To open a new budget revision:

1. Open the Budget Maintenance window.
(Cards >> Project Tracking >> Budget)

2. Enter the Project ID.

3. You will be asked whether to open a new budget revision. Choose Yes.

Changing budget dates

You can change budget dates after a budget has been started, adding more
periods to the beginning or end of a budget or starting the budget at a
different time. You will use the Revise Budget Dates window to change
budget dates. The only thing you may not do is shorten an existing budget.
If you accidentally create a budget with more periods than you need, you
will need to delete that budget and create a new one from scratch. For
more information, see Deleting a budget on page 177.

To change budget dates:

1. Open the Budget Maintenance window.
(Cards >> Project Tracking >> Budget)

2. Enter the Project ID.

3. Select the expansion button next to the Budget Start Date field. The
Revise Budget Dates window will open.

4. To change budget dates, choose Change Budget Dates in the Date
Change Desired field. Enter a new budget start date in the New Start
Date for Budget field. The amounts in all existing budget periods will be
shifted forward or back according to the new Start Date. If you are
budgeting by fiscal periods, the budget start date will automatically
revert to the first date of the period that contains the date you enter.

5. Toadd periods to a budget, choose Add Periods to Budget in the Date
Change Desired field. You can add periods to either the beginning or
the end of the budget. Enter the number of periods to add. New
budget periods will have $0 amounts in all cells.

6. Select Save.
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Deleting a budget

You will use the Budget Maintenance window to delete a budget
revision. Only the current working budget revision may be deleted. If
you want to delete an earlier revision or approved budget, you must
first delete the current working budget, re-open any subsequently
approved revisions (please see Reopening approved budgets on page 175)
and delete them as well. To delete the entire budget, delete all revisions,
including revision 1.

To delete a budget revision:

1.

If your latest budget revision has already been approved, open the
Reopen Approved Budget window, otherwise skip to step 4.
(Microsoft Dynamics GP menu >> Tools >> Routines >> Project Tracking
>> Reopen Budget)

Enter the Project ID of the project to whose budget you wish to delete.

Choose the Reopen button.

Open the Budget Maintenance window.
(Cards >> Project Tracking >> Budget)

Enter the Project ID of the project to whose budget you wish to delete.

Select the Delete button.

To delete a budget:

1.

Repeat steps 1-6 above until all revisions have been deleted.
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Chapter 8: Project Tracking Importer

Project Tracking Importer is an additional module used to bring outside
information into Project Tracking. You need separate registration keys to
use Project Tracking Importer. The information that you import can come
from a variety of different sources. Typical uses for Project Tracking
Importer are:

e Bringing in data from a legacy system

e On-going Payroll import for outsourced payroll

¢ On-going sales import from a point-of-sale system

e On-going import from any other tracking system to projects

Project Tracking Importer is useful for companies that create their projects
in an outside sales system or other system. These companies can use
Project Tracking Importer regularly to transfer new projects to Project
Tracking. Project Tracking Importer also can be used to update project
information for existing projects.

Before being brought into Project Tracking, the data is exported from the
originating system to a simple text file. The text file is then brought into
Project Tracking. You can import projects into Project Tracking creating
project masters and you also can import transactions into projects. This
chapter contains the following topics:

e Importing projects (project master imports)
e Setting up a project master import

e Running a project master import

e Importing transactions into projects

e Setting up project transaction imports

e Running a project transaction import

Importing projects (project master imports)

You will use the Project Tracking Import window to create new projects in
Project Tracking.

Information can be imported into the fields on the following windows:
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® The Project Maintenance window
* The Project Maintenance Costs window
e The Project User-Defined Fields

It is not necessary to import into all fields. Only the Project ID is a required
field. You do not need to configure the import each time you bring in data.
You may set up and save various import structures. One structure may
include only the Project ID, others may include the Project ID and any
combination of the other listed fields. If you would like to import
transaction information into your projects, please see Importing
transactions into projects on page 184.

Setting up a project master import

Once you configure the import’s set of options, it can be saved for later
reuse. This makes it easy to run regular imports.

To set up a project master import:

1. Open the Project Tracking Import window.
(Transactions >> Project Tracking >> Project Importer)

m Project Tracking Import
File  Edt Tools  Help sa Fabrikam, Inc, 4/12{2017
Import Setup 1D = Importing Into File:
Import File =
File Type B File Update Type v
Include Existing Projects a3 Exceptions on Report
Batch Number 3 Batch Date i
Source Document | GJ 2
Relerence Project Impart
Last Import Date Last Imported by User
Mumber of Transactions
J @ | mport 1 l Cancel ] l Clear

2. Select the Import Setup ID link. The Project Tracking Import Setup
window will open.
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B Project Tracking Import Setup: E|§\@

Fle Edt Tooks Help sa Fabrikam, Inc. 4/12j2017
Import Setup 1D | 4
Description
File to Import Into v
File Type hd
File Hame =)
Import Fields 4 Tope Format 4 Width
-~
v
ir @ Save ] [ Delete ] [ Report

Enter a name for this Import Setup ID.
Enter a description.

In the File to Import Into field, choose Project Master.

To import transactions into a project, please see To set up a project
transaction import: on page 189.

Specify a file type. You can change this if necessary when you run the
import.

Specify a complete file name and path. You can change this if
necessary when you run the import.

Choose the Import Fields lookup. Select the field that will appear in the
text file you are importing and choose the Select button.

If the field is a Date or Currency field, enter the format of the field in
the text file. If you choose a delimited date, the delimiter may be any
character you choose, it is not limited to the </> character. (For
example, if you choose the date format DD/MM/YYYY, the following
date would be legal: 31.01.2002. Currency values may be blank or zero
padded on the left. A minus sign indicates a negative value. If you
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choose <no decimal>, the numbers in the import file do not have a
decimal but the system will assume 2 decimal places. For example, the
number 1234 will import as 12.34.

If this is a Fixed Field Width text file, specify the number of characters
for the field. The default number is the maximum allowable length.

Tab to the next line and repeat steps 8 and 9 until you have selected
each field you want to import. The fields must be entered in the order
they will appear in the text file.

If there is a field in the import file that you don’t want to import, choose Skip
Field to skip over that field.

To view a report of the fields that you have chosen to import, choose
the Report Button on the Project Tracking Import Setup window.

Select Save.

Running a project master import

After the import’s set of options have been configured and saved for later
reuse, it is easy to run regular imports.

To run a project master import:

1.

Open the Project Tracking Import window.
(Transactions >> Project Tracking >> Project Importer)

m Project Tracking Impont glﬁ'@

File Edit Tools Help sa Fabrikam, Inc. 4/12/2017

Import Setup 1D | Imparting Inta File:

Import File =]

File Type ~ | File Updste Type v
Include E xisting Projects as Exceptions on Report

Batch Number | Batch Date i

Source Document | GJ )

Reference Froject Import

Last Import Date Last Imported by User

Number of Transactions

i@ Import__| [ Cancel ] [ Clear

PROJECT TRACKING 183


[ /CropBox [0 144 558 783] /PAGE


CHAPTER 8

184

PROJECT TRACKING IMPORTER

2. Enter the Import Setup ID for the import you wish to run.
3. If necessary update the file name, path and type.

4. Inthe File Update Type field, indicate whether you are only adding
new projects or are also updating existing projects.

5. If you would like to be notified of Project ID’s in your import file that
already exist in Project Tracking, mark the Include Existing Projects as
Exceptions on Report check box.

6. Choose Import.

7. The Report Destination window will open. Choose a destination for the
Exceptions report.

8. Select OK.

Importing transactions into projects

PROJECT TRACKING

Depending on their company’s setup, a company may choose to bring the
data only into their projects, or they may want to also create entries in the
general ledger. Project Tracking Importer uses two methods to bring
transactions into projects:

e Project Adjustments with GL Entries
¢ Project Adjustments without GL Entries

A company using Project Tracking Importer to create projects out of a
Point-of-Sale program may want to create journal entries to track the
original sale recorded in the outside software. They would use the Project
Adjustment with GL Entries method. Another company may prefer to
make large, single entries for the period in their general ledger. In that
case, they would use the Project Adjustments without GL Entries method.

The processes of setting up and running both types of Project Adjustment
import methods are similar. Depending on which import method you
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following table displays the differences.

Project Adjustment with GL Entries
available fields

Project Adjustment w/o GL Entries
available fields

*Account Number
Amount Type
Breakdown
Description

Hours Worked
Originating Master ID
Project ID

Proposal Number
Transaction User-Defined values 1 -7
Work Order Number
*Credit Amount
*Debit Amount
Transaction Date

Account Number
*Amount Type
Breakdown
Description

Hours Worked
Originating Master ID
*Project ID

Proposal Number
Transaction User-Defined values 1 -7
Work Order Number
*Transaction Amount
*Document Date

GL Posting Date
Document Number

* indicates required fields

IMPORTER

For Project Adjustments with GL Entries, if you don’t import the Project ID
field, transactions will be written only to your general ledger and will not
be associated with Project Tracking.
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Notes about the import file

Before you import a file that contains transactions, you should be aware of
the following information.

Amount Type field
If you are including the Project Tracking Amount Type field in your file, the
integer values must correspond to the following table:

Integer Amount Type

SALES

TRADE DISCOUNT

FREIGHT

MISCELLANEOUS CHARGE

SALES TAX

ESTIMATED COST OF LABOR

ESTIMATED COST OF MATERIALS

ACTUAL COST OF LABOR

IO (N V|| WIN|F

ACTUAL COST OF MATERIALS

=
o

ADJUST

[ERN
=

CASH

If no amount type is specified, the amount type ADJUST will be used.

Check box fields
For any of the check box fields, a value of 1 results in the check box being
checked. A value of zero or blank leaves the check box unmarked.

Debit and credit amount fields

When processing a Project Adjustment with GL entries, both the debit
amount and credit amount fields are required as part of your file
definition. If your file only contains one amount column (containing both
debits and credits), you can still use Project Tracking Importer for general
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ledger entries by creating an extra column as described in the following
table:

If in your existing Amounts | Then...
column...

A positive amount (for Rename your existing Amounts column as Credits and
example, $5.00) is considered a | create a second column named Debits entering $0.00 for
debit and a negative amount all the values in this new Debits column.

(for example, -$5.00) is
considered a credit, then...

A positive amount (for Rename your existing Amounts column as Debits and
example, $5.00) is considered a | create a second column named Credits entering $0.00
credit and a negative amount | for all the values in this new Credits column.

(for example, -$5.00) is
considered a debit

This method will make it possible for you to import the file using Project
Tracking Importer.

If your file already contains two columns, be sure each row has an amount
in only one of the columns. Project Tracking Importer will automatically
combine all rows with the same transaction date into a single, balanced
journal entry.

GL Posting Date field
If no GL Posting Date is specified in the import file, the Document Date will
be used instead.

Hours Worked field

If Hours Worked are included on a line of the import file, the amount type
for that line must be set to either 8 (ACTUAL COST OF LABOR) or 6
(ESTIMATED COST OF LABOR).

Project Status field
If Project Status is specified in the import file, enter a value of 1 if Open or
a value of 2 if Completed.

Breakdown Status Checkbox

If a breakdown code is included in the file, the breakdown code must be an
active breakdown. An error message will display if the breakdown code is
currently set to inactive.
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Transaction/Document Date field
The Transaction or Document Date field is required and must be specified.
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Setting up project transaction imports

Once you configure the import’s set of options, you can save it for later
reuse. This makes it easy to run regular imports.

To set up a project transaction import:

1. Open the Project Tracking Import window.
(Transactions >> Project Tracking >> Project Importer)

B Project Tracking Import

File  Edit Tools  Help sa Fabrikam, Inc. 4/12{2017
Import Setup ID ] Impaiting Inta File:

Import File I =]
File Type | ~|  FileUpdate Type ~|

Include Existing Projects as Exceptions on Report

Batch Number = Batch Date i
Source Document | GJ [

Reference Project Import

Last Import Date Last Imported by Lser

Mumber of Transactions
J @ [ Irnpuart } [ Cancel ] [ Clear

2. Choose the Import Setup ID link. The Project Tracking Import Setup

window will open.

B Project Tracking Import Setup: glﬁ\@

Fle Edt Todls Help sa Fabrikam, Inc, 4/12{2017
Import Setup ID_ | | 21
Description ‘
File to Impart Inta ~
File Type hd
File Name | =)
Impart Fields |Q, Type Format ‘Q ‘width
A
v
J @ Save ] l Delete ] l Report
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Enter a name for this Import Setup.
Enter a description.

In the File to import into field, choose the import method that you
want to use: Project Adjustment w/GL Entry, or Project Adjustment w/
o GL Entry.

Please read the information about Importing transactions into projects
on page 184 and the Notes about the import file on page 186 before
setting up a Project Adjustment import.

Specify a file type. You can change this if necessary when you run the
import.

Specify a complete file name and path. You can change this if
necessary when you run the import.

Choose the Import Fields lookup to select the field that will appear
next in the text file you are importing.

If the field is a Date or Currency field, enter the format of the field in
the text file. If you choose a delimited date, the delimiter may be any
character you choose, it is not limited to the </> character. (For
example, if you choose the date format DD/MM/YY, the following date
would be legal: 31.01.2002. Currency values may be blank or zero
padded on the left. A minus sign indicates a negative value. If you
choose <no decimal>, you will not include a decimal in your numbers
but the system will assume 2 decimal places. For example, the number
1234 will import as 12.34.

If this is a Fixed Field Width text file, specify the number of characters
for the field. The default number is the maximum allowable length.

Tab to the next line and repeat steps 8 and 9 until you have selected
each field you want to import in the order they will appear in the text
file.

10. Select Save.
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Running a project transaction import

After the import’s set of options have been configured and saved for later
reuse, it is easy to run regular imports.

To run a project transaction import:

1. Open the Project Tracking Import window.
(Transactions >> Project Tracking >> Project Importer)

2. Enter the Import Setup ID for the import you wish to run.

3. If necessary update the file name, path and type.

4. If this an import without GL entries, skip to step 8. If this is an import
with GL entries, enter a batch date.

5. Enter a batch number for the general ledger entries.

6. If desired, edit the source document.

7. If desired, edit the Reference field.

8. Choose Import.

9. The Report Destination window will open. Choose a destination for the
Exceptions report.

10. Select OK.
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Chapter 9: Utilities

Project Tracking comes with the following three utilities to help you
maintain your Project Tracking tables.

The following topics are covered in this chapter:
e Purging history

e Running Check Links

e Exporting a project file

Purging history

The Purge History routines are available to help maintain the size of your
database. These routines function by allowing you to delete all Project
Tracking records associated with any projects that were closed before a
date you specify. All records associated with the projects, both setup and
transaction records, will be permanently deleted. Your regular Microsoft
Dynamics GP tables will not be affected.

To purge project history:
1. Open the Purge Project History window.

(Microsoft Dynamics GP menu >> Tools >> Routines >> Project
Tracking >> Purge History)

m Purge History

File Edit Tools Help sa Fabrikam, Inc. 4/12/2017

Purge all projects and associated

transactions closed prior to LI s

@ [ Preview ][ Purge ” Cancel ]

2. Enter the date before which you would like to remove project files.

3. Select Preview. You can review or print a report that will list all
projects that were closed prior to the date specified.
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4. Select Purge. You will be able to review or print a report that will list
the projects that will be deleted. All records associated with projects
closed before the date specified will be removed. Projects closed on or
after the specified date will not be affected.

5. After the projects have been purged you can print a report of the
purged projects.

6. Select OK.

Running Check Links

You will use the file maintenance window to clean up and correct errors in
your Project Tracking tables.

Check Links

Check Links is a very important and involved procedure.

Ensure that you have a good backup of your data before running Check Links
as Check Links transfers and deletes records.

Check Links will take the following actions:

e Checks every transaction in the Project Tracking Transaction History
file to be sure there is an associated Project Maintenance record in the
Project Maintenance History file. If not, checks for the maintenance
record in the Project Maintenance Open file. If it is there, Check Links
moves the transactions from the Transaction History file to the
Transaction Open file. If no Project Maintenance record exists at all
(Open or History), Check Links removes the transaction records.

e Checks every transaction in the Project Tracking Transaction Open file
to be sure there is an associated Project Maintenance record in the
Project Maintenance Open file. If not, checks for the maintenance
record in the Project Maintenance History file. If it is there, Check Links
moves the transactions from the Transaction Open file to the
Transaction History file. If no Project Maintenance record exists at all
(Open or History), Check Links removes the transaction records.
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Checks every transaction in the Project Tracking Transaction Work File
to be sure there is an associated Project Maintenance record in the
Project Maintenance Open file. If no open project is found, Check Links
removes the Transaction Work Records. If open projects are found,
Check Links checks if the original transaction is still in the Microsoft
Dynamics GP work tables. If no original transaction exists in the work
records, Check Links checks whether the original transaction is posted.
If it finds a posted transaction, Check Links moves the work
transactions to the Project Tracking Transaction Open file.

This procedure does not currently run full validity checking on the work file
transactions before posting them to the open file. Therefore it is possible it will
post distributions that are not fully distributed when they should be or that are
otherwise invalid. All posted distributions will be reported in the check link log
and should be reviewed carefully.

For every transaction in the Project Tracking Transaction Open file,
Check Links calculates the summary for that transaction type then
compares all the newly calculated summaries to the ones maintained
in the Project Maintenance Open file. If any don’t compare, Check
Links updates Project Maintenance Open file.

For every transaction in the Project Tracking Transaction History file,
Check Links calculates the summary for that transaction type then
compares all the newly calculated summaries to the ones maintained
in the Project Maintenance History file. If any don’t compare, Check
Links updates Project Maintenance History file.

While checking transactions, Check Links may make additional
corrections, as follows:

e If the original transaction is a voided Sales Order Processing or
Purchase Order Processing transaction, Check Links removes the
project postings.

e |If the transaction does not originate in Payroll, General Ledger or
Project Adjustment, Check Links makes sure that the Hours
Worked field is 0.
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e Check Links also recalculates the Budget actual amounts for every
project in the system.

e Check Links recreates a cache file that is maintained in order to
support recurring Journal Entries.

e Check Links verifies the key field of the Budget detail table.

e Check Links verifies that projects in a closed status have been properly
closed.

Check Links will provide you with a complete report detailing every record
that was affected along with the action taken. If, upon reviewing the
report, you find an action taken by Check Links that you would like to
reverse, you can restore from backup, make whatever corrections are
necessary to the record, and run Check Links again.

In addition to the Check Links report, a tab-delimited export file will be
created in your Microsoft Dynamics GP launch directory called
“pptscink.log”. You can export this file to a spreadsheet, sort the results by
“Action Taken” and isolate any transactions that you may want to check
further. If Check Links did not correct a problem, you can use the Project
Adjustments window to make further corrections.

Before running any file maintenance procedure, make sure you have a reliable
backup of your data.

To run check links:

1. Open the File Maintenance window.
(Microsoft Dynamics GP menu >> Maintenance >> Project Tracking >>
File Maintenance)

=4 Project Tracking File Maintenance E|§|@
File Edit Tools Help +12f2017 P

Check Links: ]

[Mote: Thess routines will affect all project-related files)
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You must be logged in as System Administrator to open this window.
2. Choose the checklinks checkbox to run the routine.

3. Select OK.

Exporting a project file

PROJECT TRACKING

The Export Project routine dumps the records for most of the fields in
either the Project Transaction Open or the Project Transaction History file
into a tab-delimited text file. The resulting report can be sorted and
totaled in a spreadsheet or other program to create additional reports as
needed.

To export a project file:

1. Open the Export Project window.
(Microsoft Dynamics GP menu >> Tools >> Routines >> Project
Tracking >> Export Project)

B Export Project

File Edit Tools Help 4j12jz017 >
File To Export [Project Transaction OPEM w
J @ I Ok l ’ Cancel ]

2. Choose a file to export: Project Transaction OPEN file (default) or
Project Transaction HISTORY file.

3. Select OK.
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Appendix A:Advanced Reporting

All reporting originates from the transaction file (Project Transaction Open
or Project Transaction Work). These are the key fields that tie the data
back to the originating document:

e Document Number — Receivables Document, Invoicing Invoice,
Payables Voucher or Journal Entry Number.

¢ Document Type — for example, Invoice, Credit Memo, Debit Memo.

e Sequence Line — to allow multiple line distributions in Journal Entries.

These are the other fields available in the transaction file:

¢ Line Item Sequence — to number all the project distribution lines
associated with one document.

e ME_Module_LI_Index — Module Line Item Sequence to correlate to a
line item sequence number in Invoicing, Sales Order Processing or
Purchase Order Processing.

e ME_Job ID — Project ID

e ME_Amount_Type
The following chart displays valid amount types and their values:

Amount type Internal Name Value
SALES ME_AMTTYPE_SALES 1
TRADE DISCOUNT ME_AMTTYPE_TRADEDISC 2
FREIGHT ME_AMTTYPE_FREIGHT 3
MISC. CHARGE ME_AMTTYPE_MISCCHARGE 4
SALES TAX ME_AMTTYPE_SALESTAX 5
EST.COST LABOR ME_AMTTYPE_ESTCOSTLABOR 6
EST. COST MATERIAL ME_AMTTYPE_ESTCOSTMATERIAL 7
ACTUAL COST LABOR ME_AMTTYPE_ACTCOSTLABOR 8
ACTUAL COST MATERIAL ME_AMTTYPE_ACTCOSTMATERIAL 9
ADJUST ME_AMTTYPE_ADJUST 10
CASH ME_AMTTYPE_CASH 11
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e ME_Breakdown_Code — Breakdown Code

e ME_User_Defined_1 through ME_User_Defined_7 — User-Defined 1-
7

e Description

e ME_Work Order_ Number — Work Order Number

e ME_Proposal_Number — Proposal Number

e ME_Trx_Type — Accounting Document Transaction Type
The following chart displays valid transaction types:

Module Internal Name Value
Payables Transaction Entry ME_TRX_AP 1
Receivables Transaction Entry ME_TRX_AR 2
Invoice Entry ME_TRX_IVC 3
Journal Entry ME_TRX_OPERATING COST 4
PPT Adjustment ME_TRX_PPTS 5
Sales Order Processing Entry ME_TRX_SOP 6
Purchase Order ME_TRX_POP 7
Payroll Transaction Entry ME_TRX_PAYROLL 8
Cash Receipts Entry ME_TRX_CASH 9
Purchase Order Receivings Entry ME_TRX_POP_RECEIPT 10
Inventory Transaction Entry ME_TRX_INVENTORY 11
Bank Transaction Entry ME_TRX_BANKREC 12
Purchase Order Entry/Match Invoice Entry | ME_TRX_POP_MATCH 13
(future use) ME_TRX_TIME 14
Encore’s Recurring Billing ME_TRX_CONTRACT_BILL 15

e Document Date

e Originating Master ID—Customer Number, Vendor ID, Employee
Number, Item Code or GL Account Number, depending on transaction
source.

¢ Transaction Amount

e Hours Worked — associated with Payroll transactions and certain
types of adjustments.

e Account Index — for the GL Account Number associated with the
transaction.

e GL Posting Date
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e ME_GL Distribution_LI_Index—The distribution sequence number for
the GL distribution in the originating transaction that corresponds to
this project distribution.

e Voided — aflag to indicate if the originating transaction was voided.

For reporting, amounts will be grouped based on projects and amount

types in order to calculate specific columns on the reports.

Whether the amounts in the project transaction file will be negative or
positive amounts depends on the type of transaction that is posted to the
system. Project Tracking distributes the amounts based on the module and
the type of document that is posted to Project Tracking. The following
chart shows how this is done.

Type of Document | Amount Type Distributed to
Posted ProjectTracking
as...
Sales Invoice Sales, Freight, Miscellaneous, Sales Tax, positive
Estimated Cost Labor, Estimated Cost
Materials, Cash
Sales Invoice Trade Discount negative
Sales Return or Credit | Sales, Freight, Miscellaneous, Sales Tax, negative
Memo Estimated Cost Labor, Estimated Cost
Materials, Cash
Sales Return or Credit | Trade Discount positive
Memo
Payables Voucher/ Actual Cost Labor, Actual Cost Materials positive
POP Receipt or
Invoice
Payables Credit Actual Cost Labor, Actual Cost Materials negative
Memo
Payroll Check Actual Cost Labor positive
Adjustment out of Actual Cost Materials positive
Inventory
Adjustment into Actual Cost Materials negative
Inventory
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Type of Document
Posted

Amount Type

Distributed to
ProjectTracking
as...

Reconciliation Credit

Materials, Actual Cost Labor, Actual Cost
Materials, Adjust, (expense types)

General Ledger/Bank | Sales, Freight, Miscellaneous, Sales Tax, Trade | negative
Reconciliation Debit | Discount (revenue types)
General Ledger/Bank | Cash (revenue type) positive
Reconciliation Debit
General Ledger/Bank | Estimated Cost Labor, Estimated Cost positive
Reconciliation Debit | Materials, Actual Cost Labor, Actual Cost

Materials, Adjust (expense types)
General Ledger/Bank | Sales, Freight, Miscellaneous, Sales Tax, Trade | positive
Reconciliation Credit | Discount (revenue types)
General Ledger/Bank | Cash (revenue type) negative
Reconciliation Credit
General Ledger/Bank | Estimated Cost of Labor, Estimated Cost negative

This method of storing project amounts assists in reporting. The total sales
on the projects are simply the sum of all the amounts posted to the
Amount Type SALES. The same is true for each of the amount types.

The profitability of projects is calculated as follows:

Total Sales

+Total Trade Discounts

+ Total Freight

+ Total Miscellaneous

+ Total Sales Tax

- Total Actual Cost Labor
- Total Actual Cost Materials

+ Total Adjustments

-(Total Sales * Operating Cost% of Revenue/100)
- (Total Labor * Operating Cost% of Labor/100)
- (Total Materials * Operating Cost% of Materials /100)



[ /CropBox [54 144 612 783] /PAGE


CHAPTER A ADVANCED REPORTING

Adding Project ID to Microsoft Dynamics GP Reports

To add the Project ID to a Microsoft Dynamics GP report, Project Tracking
supplies a Report Writer function called rw_Project_Number. The
parameters to the function are the Document number, Document Type
and, if applicable, the Line Sequence Number from the document for
which you want to print a project number.

There is a limitation on the use of this function—it will only return the first project
number associated with a particular transaction. So, if you have split a transaction
between several projects, you will not be able to include all of the project numbers
in your report using the Microsoft Report Writer and this function. Due to this
limitation, do not add this function to edit lists, posting journals or the GL trial
balance. Project Tracking does not support those Microsoft Dynamics GP reports.

To add Project ID to Microsoft Dynamics GP reports:

1. Open the Report Writer window.
(Tools >> Customize >> Report Writer)

2. When the Report Writer starts, a window will open displaying a list of
products. Choose Project Tracking. Choose OK.

3. Choose the Reports menu. The Report Writer window will open
displaying all the accessible reports on the left-hand column.

Project ID has already been added to the following reports:

e All of the POP Purchase order forms

¢ All of the SOP Quote, Order, Invoice, Back Order, Return, Order
Fulfillment, Packing slip and Picking Ticket forms

e All of the Invoicing Invoice and packing slip forms

e RM Detail Aged Trial Balance Reports

e RM Statement Report

¢ RM Unapplied Documents Report

e RM Customer Sales Summary

¢ Invoicing Inventory Sales Register

e SOP Inventory Sales Register

e PM Detail Aged Trial Balance Reports

e PM Transaction Posting Journal
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10.

11.

12.

13.

14.

15.

16.

17.

ADVANCED REPORTING

Choose the Report you want to modify and click Insert to Modify it.
The report will be displayed in the right-hand column.

Choose Open or double-click the report you inserted in the right-hand
column. The Report Definition window will open.

Choose Layout.
If the Toolbox is not open, select Layout >> Toolbox.

From the Toolbox drop down menu, select Calculated Fields and
choose the New button.

Name the calculated field Project Number and select the Result Type
String.

Depending on which module you are working with, pattern your
calculated field after one of the entries in the Calculated Fields
Examples chart following this procedure.

Choose the Functions tab.

Choose the User-Defined radio button.

Select System from the Core drop-down list.

Select rw_Project Number from the Function drop-down list.
Choose Add.

Choose the Fields tab.

Select the file you want to use from the Resources drop-down list.
Refer to the chart after this procedure for a list of available files.

Select the field you want to use from the Fields drop-down list. Refer
to the chart following this procedure for a listing of fields for the
selected Resource.
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Choose Add. Repeat steps 16 and 17 until you have selected all the
fields listed for the specific resource you are adding in the chart
following this procedure.

If there is no Line Item Sequence required for the report you are
modifying, you must add a zero for the Line Item Sequence parameter
as follows:

e Click the Constants tab.

e Tab to the Constant field. A zero will display in the field.

e Click Add. A zero will be displayed in the script.

Make sure that your calculated expression is correct according to the
Script column in the chart following this procedure.

Choose OK to close the Calculated Field Definition window.

Select the field and drag it from the Toolbox scrolling window to where
you would like it displayed on your report.

Close the Report Layout window. Choose Save to save the report.

Return to Microsoft Dynamics GP.
(File >> Microsoft Dynamics GP).

Give security access to the report to the users and companies that will
be using it, as follows:

Choose Setup >> System >> Security from the Setup menu.
Select the user you want to give access.

Select the company you want to give access.

Select Product: Project Tracking.

Select Type: Alternate Reports.

Select Series: Sales or Purchasing depending on the report.
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32. Double click the report you want to give access to. An “*” should
appear to the left of all reports for which the user has access.

33.

34,

35.

Choose Type: Alternate Dynamics GP Report.
Choose Series: Sales or Purchasing depending on the report.

Double-click the report you want to give access to. An “*” should

appear to the left of all reports for which the user has access.

36. Test the report!

Calculated Fields Examples Chart

Module To print Resource Fields Script
Purchase Order Project Number in PO | Purchase Order Work | PO Number FUNCTION_SCRIPT
Processing Header, prior to posting | file (POP_PO) PO Type (rw_Project_Number
POP_PO. PO Number
POP_PO.PO Type
0)
Purchase Order Project Number in PO | Purchase Order Line file | PO Number FUNCTION_SCRIPT
Processing Line Item, prior to (POP_POLine) PO Type (rw_Project_Number
posting Ord POP_POLine.PO Number
POP_POLine.PO Type
POP_POLine.Ord)
Invoicing Project Number in Invoicing Transactions | Invoice Number FUNCTION_SCRIPT
Invoice Header, prior to | Work file Document Type (rw_Project_Number
posting (IVC_HDR_WORK) IVC_HDR_WORK.Invoice
Number
IVC_HDR_WORK.Document
Type
0)
Invoicing Project Number in Invoicing Transactions | Invoice Number FUNCTION_SCRIPT
Invoice Line Item, prior | Amounts Work file Document Type (rw_Project_Number
to posting (IVC_LINE_WORK) Line Item Sequence IVC_LINE_WORK.Invoice
Number
IVC_LINE_WORK.Document
Type
IVC_LINE_WORK.Line Item
Sequence)
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Module To print Resource Fields Script
Invoicing Project Number in Invoicing Transactions | Invoice Number FUNCTION_SCRIPT
Invoice Header, after History file Document Type (rw_Project_Number
posting (IVC_HDR_HIST) IVC_HDR_HIST.Invoice
Number
IVC_HDR_HIST.Document
Type
0)
Invoicing Project Number in Invoicing Transaction Invoice Number FUNCTION_SCRIPT
Invoice Line Item, after | Amounts History file Document Type (rw_Project_Number
posting (IVC_LINE_HIST) Line Item Sequence IVC_LINE_HIST.Invoice
Number
IVC_LINE_HIST.Document
Type
IVC_LINE_HIST.Line Item
Sequence)
Sales Order Project Number in any | SalesTransactions Work | SOP Number FUNCTION_SCRIPT
Processing document Header, prior | file SOP Type (rw_Project_Number
to posting (SOP_HDR_WORK) SOP_HDR_WORK.SOP
Number
SOP_HDR_WORK.SOP Type
0)
Sales Order Project Number in any | Sales Transactions SOP Number FUNCTION_SCRIPT
Processing document Line Item, Amounts SOP Type (rw_Project_Number
prior to posting (SOP_LINE_WORK) Line Item Sequence SOP_LINE_WORK.SOP
Number
SOP_LINE_WORK.SOP Type
SOP_LINE_WORK.Line Item
Sequence
Sales Order Project Number in any | Sales Transactions SOP Number FUNCTION_SCRIPT
Processing document Header, after | History file SOP Type (rw_Project_Number
posting (SOP_HDR_HIST) SOP_HDR_HIST.SOP Number
SOP_HDR_HIST.SOP Type
0)
Sales Order Project Number in any |Sales Transaction SOP Number FUNCTION_SCRIPT
Processing document Line item, Amounts History file SOP Type (rw_Project_Number

after posting

(SOP_LINE_HIST)

Line Item Sequence

SOP_LINE_HIST.SOP Number
SOP_LINE_HIST.SOP Type
SOP_LINE_HIST.Line Item
Sequence
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Module To print Resource Fields Script
Receivables Project Numberin any |[RM_OPEN file Document Number FUNCTION_SCRIPT
Management document (RM_OPEN) RM Document Type-All | (rw_Project_Number
RM_OPEN.Document
Number
RM_OPEN.RM Document
Type-All
0)
Payables Project Numberin any |PM_Transaction WORK | Voucher Number FUNCTION_SCRIPT
Management document file Document Type (rw_Project_Number
(PM_Transaction_ PM_Transaction_WORK.
WORK) Voucher Number
PM_Transaction_WORK.
Document Type
0)
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CHAPTER APPENDIX B:

DATA TABLES

The following charts list all related data tables created in Project Tracking
and their descriptions.

Financial Series

Display Name Physical Name Technical Name Description
ME_User_Defined_1_Maint ME97701 ME_User_Defined_1_Maint Contains user defined values
and their descriptions (first)
ME_User_Defined_3_Maint ME97702 ME_User_Defined_3_Maint Contains user defined values
and their descriptions (third)
ME_User_Defined_2_Maint MES7703 ME_User_Defined_2_Maint Contains user defined values
and their descriptions (second)
ME_Job_Cost_TRX_HIST MES7704 ME_Job_Cost_TRX_HIST Contains posted project
distribution transactions after
Project is closed
ME_Job_Cost_TRX_OPEN MES7705 ME_Job_Cost_TRX_OPEN Contains posted project
distribution transactions
ME_Job_Cost_TRX_WORK ME9S7706 ME_Job_Cost_TRX_WORK Contains unposted project
distribution transactions
ME_Job_Cost_HIST ME97707 ME_Job_Cost_HIST Contains closed projects
ME_Job_Cost_OPEN ME9S7708 ME_Job_Cost_OPEN Contains open projects
ME_User_Defined_4_Maint ME97709 ME_User_Defined_4_Maint Contains user defined values
and their descriptions (fourth)
ME_Job_Cost_SETP MES7710 ME_Job_Cost_SETP Contains the setup information
for Project Tracking
ME_Job_Cost_Begin_Bal_ ME97711 ME_Job_Cost_Begin_Bal_OPE | Contains beginning balance
OPEN N record for an open Project ID
ME_Job_Cost_Begin_Bal_ ME97712 ME_Job_Cost_Begin_Bal_HIST | Contains beginning balance
HIST record for a closed Project ID
ME_Job_Cost_Code ME97713 ME_Job_Cost_Code Used for RM Default Assist
ME_RM_Cost_Expansion_ ME97714 ME_RM_Cost_Expansion_WOR | Used for PT Distribution
WORK K
ME_User_Defined_6_Maint ME97715 ME_User_Defined_6_Maint Contains user defined values
and their descriptions (sixth)
ME_User_Defined_7_Maint MES7716 ME_User_Defined_7_Maint Contains user defined values

and their descriptions
(seventh)
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CHAPTER APPENDIX B:

DATA TABLES

Display Name Physical Name Technical Name Description
ME_User_Defined_5_Maint ME97717 ME_User_Defined_5_Maint Contains user defined values
and their descriptions (fifth)
ME_Project_Report_Options ME97718 ME_Project_Report_Options Used to set up Project Tracking
reports
ME_GL_TRX_Snarf ME97721 ME_GL_TRX_Snarf Used in File Maintenance
ME_Distribution_Expanded MES7722 ME_Distribution_Expanded To store the setup expand for
PT windows
ME_Breakdown_ ME97723 ME_Breakdown_ To store the information about
Maintenance Maintenance breakdown fields
ME_Breakdown_Report_ MES7724 ME_Breakdown_Report_ Used to set up Breakdown
Options Options Report options
ME_Import_SETP ME9S7725 ME_Import_SETP To store the setup for import
ME_Import_SETP_DTL ME97726 ME_Import_SETP_DTL Used for import
ME_Error_Status MES7727 ME_Error_Status Used for import (errors for
import)
ME_Industry_Specific_ OPEN ME97728 ME_Industry_Specific_OPEN Contains project text field
values for open projects
ME_Industry_Specific_HIST ME97729 ME_Industry_Specific_ Contains project text field
HIST values for closed projects
ME_Import_Fields MES7730 ME_Import_Fields Used for import
ME_CM_Distribution_TEMP_Cop | ME97732 ME_CM_Distribution_
y TEMP_Copy
ME_Project_Security ME97733 ME_Project_Security Contains the PT security
password for each company
ME_Project_Users_Security ME97734 ME_Project_Users_ Tracks user level global
Security permission information
ME_Project_User_Projects ME97735 ME_Project_User_Projects Tracks which users have
permission to projects, and
what level of permission they
have
ME_User_Defaults ME9S7736 ME_User_Defaults Tracks the user’s default
project
ME_Outstanding_Balance_ ME97737 ME_Outstanding_Balance_Rep | Used to set up Outstanding
Report_Options ort_Options Balance report options
ME_GL_Report_Options ME97738 ME_GL_Report_Options Used to set up GL Reports
options
ME_Budget_Maint_HDR ME9S7739 ME_Budget_Maint_HDR To store the header

information for a budget
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CHAPTER APPENDIX B:

Display Name Physical Name Technical Name Description

ME_Budget_Maint_DTL ME97740 ME_Budget_Maint_DTL To store the information for
every period for a budget

ME_Budget_Maint_DTL_ ME97741 ME_Budget_Maint_DTL_ To store the actual amount per

Actuals Actuals period for a budget

ME_Project_Project_Security MES7742 ME_Project_Project_Security | Tracks project level global
permission information

ME_Budget_Periods ME9S7743 ME_Budget_Periods To store budget period

ME_Time_Entry_ WORK ME97745 ME_Time_Entry_WORK *

ME_Time_Entry_OPEN ME97746 ME_Time_Entry_OPEN *

ME_Employee_Rates MES7747 ME_Employee_Rates *

ME_Void_Activity ME97748 ME_Void_Activity To store void activity

ME_GL_TRX_HDR_WORK_ ME97749 ME_GL_TRX_HDR_WORK_Cac | Temporarily stores GL

Cache he transaction header information
so PT can handle batch posting

ME_Variance_Report_Options ME97751 ME_Variance_Report_Options | Used to set up Variance Report
options

ME Advanced Analytics Favorites | ME97752 ME_Advanced_Analytics_Favor | Save favorites for Advanced

ites Analytics

ME Vendor Breakdown ME97754 ME_Vendor_Breakdown_Maint | Default breakdowns for each

Maintenance enance vendor

ME Project Breakdown MES7755 ME_Project_Breakdown_ Default breakdowns for each

Maintenance

Maintenance

project

*Not used in this release (Time sheets)

System Series

Display Name Physical Name Technical Name Description

ME_Registration ME977001 ME_Registration To store registration
information

ME_PPTS_ACTIVITY ME97731 ME_PPTS_ACTIVITY

PT Product Version MSTR ME9S7753 PT_Product_Version_MSTR Stores the version number of

PT thats installed
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CHAPTER APPENDIX B:

Sales Series

DATA TABLES

Display Name Physical Name Technical Name Description
ME_CC_Batches_For_ ME142701 ME_CC_Batches_For_ Integration with Credit Card
Request Request Processing
ME_Batch_Invoice_ MSTR_ ME50403 ME_Batch_Invoice_MSTR_DTL | Integration with Contract
DTL Billing

ME_Batch_Invoice_ MSTR_ ME50405 ME_Batch_Invoice_MSTR_HDR | Integration with Contract
HDR Billing
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What’s New in Project Tracking 2013

Project Tracking has been upgraded to be fully compatible with Microsoft
Dynamics GP 2013. The Project Tracking installer has been enhanced to
include the Advanced Analytics module.

What’s New in Project Tracking 2010 SP3

The following changes have been included to Project Tracking to enhance
your user experience:

e Added Originating Master Name Field to the Project Tracking
Transaction Report Writer tables.

¢ Added the Vendor Breakdown Maintenance window to default and
assign Breakdown Codes for Vendor/Vendor Class.

e Added the Project Breakdown Maintenance window to assign
Breakdown Codes for a Project.

e Modified the functionality of the Project Tracking Distributions window
to add Project Tracking distributions for GL transactions such that
distributions can be added for multiple lines of a Journal Entry at the
same time.

e Added an option in the Project Tracking Setup - Options window to
suppress the project distribution line if ‘Cost of Sale’ is $0.00 and
suppressed the addition of zero ‘Cost of Sales’ distribution line in the
Project Tracking Distributions window.

¢ Modified the functionality to add Project Tracking distributions to

other source documents instead of ‘GJ’ from the GL Transaction
window.

What’s New in Project Tracking 2010 SP2

Project Tracking Lite is a scaled back version of Encore’s Project Tracking
w/Advanced Analytics and is a great fit for an organization looking to track
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transactions entered in the Microsoft Dynamics GP Payables Transaction
Entry window.

Project Tracking Lite provides the following benefits:

e Easy installation and setup

e Customizable to any business module

e Suitable for organizations with simple project requirements

e Will provide the ability to tag project information to your payables
invoices at the time of transaction entry

e Distribute to projects from the Payables Transaction Entry window
using the Quick Project Entry window

e Track project expenses separate from your general ledger account
structure

¢ Create adjustment entries to your projects without affecting your
general ledger

*Get a quick snapshot view of any project at any point in time using Project
Tracking Lite’s powerful reporting and inquiry features

What’s New in Project Tracking 2010 SP1

PROJECT TRACKING

The Project Tracking SP1 release includes several functionality and fixes
which improves Project Tracking functionality.

e The ability to add project distributions to posted transactions.

e The ability to activate or deactivate Project Tracking for individual
companies within Dynamics GP.

e The ability to in-activate user-defined fields at the transaction
level. This features allows organizations to inactivate user-defined
fields as needed.
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e The ability to give a breakdown code a status of Inactive. This new
status can be used as a filter in other Project Tracking windows
and reports.

e Lookup windows have been updated to the same look and feel as
Dynamics GP lookup windows.

e Breakdown Description fields have been lengthened to include up
to 60 characters.

e Multicurrency support for Journal Entries has also been added.
Note that multicurrency project distributions are displayed and
posted in the company's functional currency.

Whats New In Project Tracking 2010

Project Tracking has been upgraded to be fully compatible with Microsoft
Dynamics GP 2010 and Windows 7.

What’s New in Project Tracking for 10.0 SP3

Project Tracking 10.0 SP3 release provides the ability to print a Project
Summary Report showing the gross profit for each project. The gross profit
is calculated as the actual revenue less actual cost, operating costs and
adjustments. You can also select whether the gross profit will be based on
work, open or history project files.

GL series posting processing time has been improved when Project
Tracking is registered and the transactions are not distributed to any one
project.

Note for users of Recurring Contract Billing & Project Tracking:

When the Project Tracking Distributions window is opened from the
Recurring Contract Entry window and the contract uses non-functional
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currency, all distribution amounts will be displayed as 0.00. The Project
Tracking Distribution window will display the functional currency only.

What’s New in Project Tracking for 10.0 SP2

Functionality has been included in Project Tracking to allow deposits made
on a SOP Order to be distributed and assigned to a project.

What’s New in Project Tracking for 10.0 SP1

The Project Tracking SP1 release includes a new feature for purchase order
functionality and several fixes which will improve Project Tracking
functionality.

* Project Tracking inquiries and reports have been enhanced so that the
Project Tracking distributions related to purchase orders will reflect
when a purchase order has been received, cancelled or voided.

e The rounding issue has been resolved that occurred when a Sales
Order invoice is created using the Recurring Contract Billing invoicing
process and the contract was distributed to Project Tracking.

e The Project Tracking issue has been resolved when saving a recurring
general ledger transaction that has previously been posted.

e The Project Tracking posting issue has been resolved where the project
transactions are posted but there is an error in Microsoft Dynamics GP
that prevented the transaction from posting.

e The issue has been resolved where Project Tracking functionality was
occurring even when a company wasn’t registered to use Project
Tracking.

e Project Tracking is compatible with the .NET version of Recurring
Contract Billing.
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What’s New in Project Tracking for 10.0

1. Provide the functionality in the Sales Order Processing module to copy
Project Tracking distributions together with the original Sales
document.

2. Provide the functionality in the General Ledger module to copy Project
Tracking distributions together with the original General Ledger
document.

3. An additional project ID filter of Description has been added to the
Find/Sort list in the Project Lookup window.

4. The Close Project window has been enhanced to include functionality
to mass close projects.

5. The Variance report now includes the breakdown description field.
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Known Issues
1. When using the Project Tracking Importer to update existing Project
Master Records, existing values will be cleared if they are not specified

in the import file.

WORKAROUND: Ensure that the import file specifies all values in the
project master table.
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About Encore Business Solutions

Encore Business Solutions Inc. is part of a worldwide network of independent partner
organizations that sell, implement, and support the award-winning products of Microsoft®
Business Solutions. Encore is also an authorized Solution Developer for Microsoft Business
Solutions developing and marketing industry-specific software worldwide that tightly
integrates to core modules of Microsoft Dynamics GP. We are 100% dedicated to developing
client-focused, reliable, industry-specific solutions and companion applications providing
total end-to-end solutions that meet the operational and reporting needs of our customers.

The Encore Business Solutions Inc. suite of products include:
Project Tracking Solutions:

e Project Tracking with Advanced Analytics

e Project Tracking with Budgeting

. Project Tracking Importer

e  Project Tracking Lite

Billing Solutions:
e Recurring Contract Billing
e Recurring Contract Billing Importer

Bank Reconciliation Solutions:
e Auto Reconciler
. Account Reconciler

Bio-fuel Solutions:
. REAP
e REAP Auto Delivery
. REAP Integration
. REAP eConnect

Additional Encore Products:
e Advanced SmartList
. Investor Relationship Manager
e Inventory I/O Control

If you have questions regarding any Encore product or service, feel free to contact us.

Toll Free:  888.898.4330
(North America only)

Phone: 204.989.4330
Fax: 204.235.2331
E-mail: encore@encorebusiness.com
Internet: www.encorebusiness.com
Mail: 467 Provencher Blvd.
Winnipeg, MB, Canada
R2J 0B8

Microsoft® Gold Certified Partner 2003 - 2012

Microsoft® Business Solutions Inner Circle Member 2000, 2002 - 2005
Microsoft® Business Solutions President’s Club Member 1996 - 2010
Microsoft® Business Solutions Organizational Excellence 2002

Microsoft® Business Solutions Partners’ Choice Developer Award 1999 & 2000

Micresoft Partner Encore

Entarprise Resource Planning

Indepandant Software Vendor (15 BUSineSS SOlUﬁOﬂS
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