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Chapter 1Introduction to Job costing for TimeSousge

Now you may add Job costing to Icon Time Systems popular TimeSource Time and Attendance
software. Compatible with TimeSource Full or Lite, version 5.00 and later, job costing is written in
Microsoft's Accessand offers these outstanding features:

Job Numbers

Tasks

Piece counts

Material handling

Estimates

Reports

Easy to use

Non-priority Job setup

Select up to 9 digits! Employees are prompted to confirm each job number,
accuracy is ensured.

User definable, your third level of labor tracking. Define this field as a cost
center or type of work being performed on each job. Assign an hourly value for
the task and it will be added to the employee’s hourly rate for accurate costing.

Select this feature in lieu of tasks, track true quantities produced, no more
guessing! Simplifi es tracking bonus payments, quotas, etc.

Include the cost and quantity of materials used in your jobs. Manual entry at the
PC allows you to add these allimportant costs anytime during a job's progress.

Enter your estimates for labor and material andTimeSource’s job costing
module will tell you if you're ahead or behind schedule, by percentage,
anytime!

The very heart of TimeSource , the job-costing module employs the same
reporting parameters to produce a coprehensive variety of reports. Limited
only to the reporting scale of your particular TimeSource version, the dynamics
of these powerful reports will enable your management team to make reatime
decisions.

Like all ICON products, job costi ng is user friendly. Employees are prompted
to enter job numbers, tasks, or piece counts automatically. Additional prompts
to confirm values entered mean fewer mistakes, ensuring accuracy.

With this feature your employees may erter new job numbers before you have
installed them in the system. Then, when it is convenient your system
administrator can enter the new jobs. WheneveiTimeSource detects new job
data it automatically assigns it to the correct job or flags it with the warning
symbol W. This is posted to the exception report and is treated the same as an
other exception. Editing is accomplished at the punchediting screen.
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Chapter 2 Installing the TimeSource job costing modu

Prior to installing the job costing module you must already have installedTimeSource , version 5.00 or
higher. If need be, your ICON dealer can provide you with upgrade information. The job-costing module
is serial number sensitive and will not operate without matching theTimeSource serial number.

Activating Job Costing in TimeSource

B Enable Dptions [ x|

Please enter your Option Code in the boxes below.

ISDFD _| FSLE _| DEFD _| KIFS _| FEIZ _| IEDD

Launch TimeSource and at the main menu select

Eile and|nstall Module . You will be asked to
enter your Enable Option code. This code is
unique to your job cost software and should be

provided by your dealer when you receive your job

Cancel | below.

Harve Disk |

Setting up Data Fields

[T1J0BS o (1

Find Jah HEMO

= OATAFZELDO SETLF
@ ‘% Tk ROSTER

cost package. An example of this code is shown

Once your job costing is activated you should proceed tdedit J obs and continue the setup below. This
will display the job costing main menu. You will need to set up your datafield structure before entering
jobs. Click on the DATAFIELD SETUP  button to begin.

SetupDATAFIELD #1 as follows:

NAME - Type in the name of the data field as you wish
it displayed at the clock and in your reports.

COLL ECT This determines when the employee is

ON prompted to enter job numbers- on the In
punch or the Out punch. Click thed button
and select your choice.

INPUT This determines the number of digits you will

FORMAT use for your job numbers. Click the @ button
and select from the list.

TOTALS If this box is selected the data field values will

be totaled up on your reports. Normally this is
not done if you define your data field as a job
number.

2-2

Datafld Setup
DATA FIELD #1
NAME: NG
COLLECT ON: [

INPUT FORMAT: [Tl 2]
TOTALS: M

DATA FIELD #2
MAME:
COLLECT ON:
INPUT FORMAT:

TOTALS: |
USE AS:

Usze Material Tracking: v

TASK ROSTER ||




Setup DATA FIELD #2 _as follows:
NAME - Type in the name of the data field as you wish
it displayed at the clock and in your reports.

COLLECT This determines when the employee is

ON prompted to enter tasks or piece counts; on the |

In punch or the Out punch. Click thed button
and select your choice.

DATA FIELD #1

INPUT This determines the number of digits you will NAME
FORMAT use for your tasks or piece counts. Click thed COLLECT ON
button and select from the list. INPUT FORMAT
TOTALS: |
TOTALS If this box is selected the data field values will
be totaled up on your reports. Normally this is DATA FIELD #2
used with piece counts. Select by clicking the
box. X MAME:
COLLECT ON:
USE AS This determines how or whether you wish to INPUT FORMAT:
use data field #2. Click thed_button to display TOTALS: |

your choices. Task is generally used with job
numbers; Quantity is used with piece count
applications. Select DoNot Use if you do not
require data field #2.

USE This selection determines if you will use

MATERIAL material tracking as part of your system. With

TRACKING this feature you will be able to enter material
estimates plus quantities and costs for each job
Data entry is at the PC, not at the clock. You
may choose to activate material tracking at a
later date if you do not wish to do so now. To
activate this feature, click the box. x

USE AS:

iUl ze Material Tracking: : v




Chapter 3- Managing your jobs

Adding Jobs

il

Begin by clicking the Insert Record button located at the top of the screen. This will display theAdd New

Job window.
Enter the job number you wish to use in theJOB# window. If you are using
Enter a rumber for this new Job a PIN entry clock and do not care if job numbers are sequential, thé&ind
lup o 3 dits) One For Me button will assign one on a random basis. This feature
JoBi: minimizes keypad wear due to repeated use of the same numbers — 001, 002,
003, etc. When you are satisfied with the number, click the OK button to
| 0K I ‘ Cancel I save.

Find One For Me |

Note: Job numbers cannot be changed other than by deletion, so be sure you

assign them correctly.

.JOBS Em Iﬂlﬂ il E S EEE || TOE ROSTER |

LR ED T OLLY ROGER SHIPFING CO Jobit: 1515 TASK

LT ol ntermational 30 ft. van PAINT 'WORK

DATAFIELD SETUP I

TASK, ROSTER

. ELECTRICAL
PO H070290FQ1 Fred Quimby ES5.0345  05/07/98 GEM LABOR

1. Replace driver's side paneling METAL FAR
2 Check wheel alignment TIRE WORE

Current:
Budget %:

|_uroATE: (BN[CEORTEHESIMN M| 4 | Fecord:|1

This is the basic job setup screen, shown without material tracking. We’'ll go over each setup step, and then
address material handling in the next section.

Job
Name

Active

Task

Enter the name of your job here.Jobs are listed alphabetically on reports, and are posted to loek
up screens the same way. If you require your jobs to be listed in a numeric order, enter the
number as the first part of the job name.

Job reports may include only active jobs if you desire. Jobs may have the active button toggled or
or off, as required. Select by clicking the box. x

Enter the names of your tasks or cost centers here. The tasks you create will be available to all
your jobs; therefore you need only enter thermon the list one time. The ID number you assign
tasks will be included on regular and job cost reports. Should an employee input an incorrect tasl
number it will generate a W warning symbol and be treated as an exception. Corrections may be
performed at the Edit Punches screen.

If you wish you may assign an hourly rate to each task. This amount will be included with the
employee’s hourly rate to establish a true cost picture. Task hourly rates are not subject to



overtime rules and always charged at their established rate. Thus, if an employee were working at
a rate of $10.00 per hour, plus a task rate of $25.00 per hour, the effective job cost rate would be
$35.00 per hour. If the employee then qualified for overtime — fixed at 1.5 x — the effective job

cost hourly rate would be $40.00. Use the arrow buttons on the right to move through your list.

Deleting Tasks

If you wish to delete a task you may do so. It should be noted that if you choose to delete a task
that has been referenced in your database, it would cause an exception to be posted. If you wish to
continue, click the OK button, if you do not, click the Cancel button.

Delete Task [ ]

You have selected to DELETE this task. Reports will no longer

@ be able to reference this task. Punches using this task will stay
in the system, but will be reported in JobCost exception reports
as having invalid task numbers.

I | CanceII

Description  Use this field to post important job data in. It is a good idea to create a general layout form
to follow for all jobs. In other words, always post the same information in the same place,
that way you will find referencing information easy. Important items such as purchase
order numbers, contact person’s name and telephone number, the date you establisl the
job, etc., are typical description field entries. This is a very large field; data lines
automatically wrap, alloning you to enter as much data as needed. Use the up/down arrow
on your keyboard to scroll through the data.

Ref PO # 4565789 BobWwhite 2345678 04419/98

Bt e M1 Flebuild flatbed surface

2. Paint with nes company colors, see attached color chart.

3. Rewire tallights
4. Rebuild brake systems.

Labor Enter your estimated cost value and the number of hours you expect the job to require.
These values may be changed anytime you need to make an adjustmentTo post the
Current and Budget % values, click the UPDATES$ button and the UPDATE HRS button.

Each time you do sothe new values will reflect any changes your system detects. These

new values always refer to the estimated values to determine their percentages. For this

L abor
E stimated: $4.000:00

Current: AR T T b

Budget %: i FHEE

|_UrCATEs IS{EORTERES]

reason, when you leave the a job’s editing screen the Current and Budget % fields
automatically clear.

TR0 Frs

Using Job Memos E

Memos for each job may be recorded and later
1234 - FREDS TRUCKING reviewed. To enter data click on the memo button
Mema: [10/29/33 RECOVER FRONT SEAT ASAP at the top of the screen and type in the data. When
11/02/93 MATERLSL NOT AVAILBBLE, SUBSTITUTE COMPARABLE 0K, you are finished click the OK button to exit. If
you wish to include memo data on a report you
must select the Job # (datafld) as level #1. You

may include additional data following the Job #,
such as Task for level #2, etc.Note: If you do not select Job # (datafid) as level #1 the memo data will not
be included in the report.



Chapter 4 Materid Tracking

Use Material Tracking: [V

The material tracking feature is activated if you selected it under DATAFIELD SETUP. If you did not
select it, go to that screen via Hlit jobs and do so. You may toggle this feature on and off anytime, without
loss of data. Whenever you call for a job cost report and have it enabled, material costs will be included
with report.

JOBS ] | il 1S o FoTer_|
. 4 (10 (2] -l I TRSK ROSTER
Job Hame: Jobtt: EEE TASK

x| WELDING

PO #07083007 Fred Quimby 5552345 05/07/2000 PAINTING
Description: |[REEE RN AE ASSEMBLY

1. Replace driver's side paneling ELECTRICAL

2. Check wheel alignment FABRICATE

SETUP

DATAFIELD SETUF I

Achive:

M aterial L abor
E stimated: ET I E stimated: $400.00

Current: $182.10 Cumrent:
Budget %: K:xvrd Budget =

] 4 Hecord:|'| |0f E
| I | -
Date Item Quantity i Unit Cost | Total Cost

B/8/2000 | # 25-67 74 Sheat Aluminum - 24" = 48
5/8/2000 | # 55-3028 Bullet Faztener

B/8/2000 | # 34-9812 wWeather stip - 1/4 oval zlat
B/8/2000 | # 55-3024 Bullet Fastener - receiver

g $38.00 $114.00
75 $0.25 $18.75
12| ft. 3255 $30.60
73 $0.25 $18.75
$0.00

(1 B B B E

B 25-E774 Sheet Alurninum - 24"« 48
# 34-9812 Weather strip - 1/4 oval zlat
# 55-3024 Bullet Fastener - receiver

# £5-302B Bullet Fastener

Material handling is strictly a manual entry feature and is maintained in the_Hlit jobs section of
TimeSource . Setup each field as follows:

Material Enter your estimated material costs in this field. As in labor, material costs follow the same
rules with one exception: It is not necessary to update material costs; updates occur
automatically. Each time you make a new entry theCurrent and Budget % fields are
recalculated and posted. As in labor, if you change the estimated values, either up or down,
the Current and Budget % fields will reflect the new value.

Date Enter the date you used the material. This date will be printed on reports.
ltem Enter a brief description of the material — part number, etc.Note: once you have entered an
item it is automatically saved to a materials database. This allows you to recall materials

instead of reentering each time. To recall the list click on thearrow at the right end of the
Item field. Double click the item you wish to select.

Quantity Enter the quantity of the item used. This field may be changed as needed; the new value wil
be reflected in the total cost field.

Unit Enter the unit of measue for the item; ea., doz., gal., ft., etc.
Unit Cost  Enter the cost of each unit.

Total This field is automatically updated each time you change either the unit cost or quantity field
Cost values. Values may be increased or reduced to reflect changes our job requirements.



Chapter 5 Roster reports

P |

@ =

OATAFIELD SETUP

TOB ROSTER

A

TASK ROSTER

You may abtain a roster report, or list, of jobs and tasks currently installed in your system. Click on either
button located on the tool bar and the roster will be displayed. If you wish to print the report, click on the

printer icon.

JOB ROSTER

JOB ID JOB NAME

123 ABC IRON WDRKS
1816 JOLLY ROGER SHIPPING CO

TASK ROSTER

TASK 1D

TASK NAME

10

=N =

ELEZTRICAL
GEM LABOR
METAL FAE
PAINT WO RE
TIRE WORK




Chapter 6 Job cost reports

EE Report Selection E3

Saved Reports: [« last ieport 1an > [2] | Save I ‘ Save As I | Delete I
Type Time Frame Select Style

¢ Time Card 0 Today Employee: Al 2| Detai

Department: Al I :I

= Emploves . Ye.sterday & ort Field: NDHE—E £ Summany

0 Department 0 ThisWeek Walue: . T show \wagss

0 ha's In © This Pay JOB MO, Active Only 21| Use Page Braaks

* .
¢ Tardy I:”:l & Last Pay TASK Al = r p tothe Minuke
= Exception ¢ Custom Ordered by Shaw
Show Totals . ;

 Personnel #1: OB T, v & Preview

% Job Cost Date: [ 2725793 || #2: [TASK x v € Frint Directly

= Custorn Tar E2098 [ f3 [Mone [ r £ Saveto File

FeportN ame: Time: #4: [None 2 r A [ASCN - dphanumenc] 2]

[JOECOST | Ta: File [export.dat |

Run Report Cancel

TimeSource job costing provides two separate avenues to obtaining job cost information:

Time &Attendance These reports are enhanced to include all jok individual jobs, active or

reports inactive, and tasks, all or individual. With these reports you may answer
guestions such as “Who worked on job #1234 last pay period?”, or “Which
jobs did Fred work on yesterday?”, etc. Another might be “What did each
department’s labor cost for job #1212 last month, and what were the total
costs?” All of these and more may be answered by the standard reports
available. Standard reports are configured to print in the default portrait
style. Labor costs include employee’s wages only.

Job cost reports Use this report whenthe job or task is of primary importance, and material
costs may be included. Distribution of labor is posted to demonstrate a cost
picture easily understood. The format of the report is unique to job costir,
however you may define the time & date range and choose whom to include,
sorted by class, etc.

You may also select the order in which the report is organized; in other
words, you may be most interested in departments, then employees, then
tasks, etc. Additionally, each of the ordered selections may be totaled. Labor
costs include the hourly rate of the tasks added to the employee’s wages.



Chapter 7 Sample Reports

The following reports illustrate a few of the many forms you may choose from. Keep in mind reports will

vary as you change parameters, therefore if you like a particular format you should assign it a name and
save it.

DETAIL EMPLOYEE REPORT FORLAST PAY: 4/26/98 - §/2/98

EMPLOYEE: 004 -- Carlsan, Satch

DATE TIME IN TIMEOUT LUNCH DEPARTMENT DEFTHRS JOB NO. ST OT1  OT?2  WAGES
427AG  Mon G0a Mon 530p Hmin SERVICE Al 1212 ga0 a5 00
42685 Tue &3a Toe &05p Mmin  SERVICE a0 1212 g0 &0 00
42985 Wed AF5a Wed 235p N SERVIZE a0 1242 aa0 a5
485 Thu &a T S0p Mmin - SERVICE a0 1o &0 &0
sAME R EM0a R OS00p Wmin SERVICE Ga0 1o oo &0 82 A0
Employes Tokals: (5 days workad) 4 50 400 150 422 50
Grand Totals: (5 days workad) 450 2000 150 472 50

What jobs did this employee work on last pay
period and how much did his labor cost?

Report Setup:
- Type - employee
Time Frame - last pay period
Employee - selected employee by name
Department— All
Sort Field — None
Job. No. — All
Details - selected
Show wages- selected
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SUMMARY EMPLOYEE REPORT FOR LAST PAY: 4126198 - 512198

EMPLOYEE: 004 - Carlson, Satch
DEPARTMENT DEPFT HRS JOB HO. =10 oTi oT2? WAGES
SERVICE 1650 1650 165.00
[2 days warksad) 16.50 1650 165 100
EMPLOYEE: 005 - Shirley, Benjamin
DEPARTMENT DEPTHRS  JOB NO. 5TD o1l T2 WAGES
SERWIZE 27 oo 27 oo FAr.a0
[ 4 days worksad) 2rm 2 m I A0
EMPLOYEE: 002 -- Spade, Sam
DEPARTMENT DEFTHRS  JOB NO. 5TD oTi oT? WAGES
SERWICE 2440 2440 F52.80
[ days worksad) 2550 2550 32 50
GRAND TOTALS: 160 00 160 00 i

Report Setup:

Employee — All

Type - employee
Time Frame — last pay period

Department— All
Sort Field — None
Job No. - selected name- ABC Iron Works
Summary selected
Show wages— selected

Who worked on ABC Iron Works last pay
period and what did employee labor cost?




Note: This job cost report is normally printed in the “Landscape” format.
“Portrait” for display purposes only.

It has been reformatted to

JOB NO. 1212 -- FREDS TRUGCKING Active [
Descripiorc |PO #ES  FredRice - owner BER-1212 044343
1334 Ferworth 443
1. Rebuild brakes
2. Refurbish trailer surface
3. Replace m tires
Matesial Date| Hem [Quantity [Unit [UnitCost | Total Cost
Estimated: 20000 || 42548 [ #2347-A Surface compound 5| nd $£5.00 $175.00
Budgd - 4971% 545488 | H0095 G Eﬂdr'Ea 4| ea $225|j|:| $3]D|:|E|
Esbmated PY oject Labor: $5,000.00 2%.00 hrs
Labor For This Job:
TASK DEPT HRS JOB ND. TASK STD OT1 OT2 COSTS
ELECTRICAL 1200 1200 556,25
GEN LABOR FAD FGAD 1262.50
PAINT WOREK 2500 2500 1210.00
METAL FAE ] a00 44000
FREDS THUCKING &350 8350 68 75

What is the status on job # 1212- Fred’s Trucking.
Include material plus a summary of task labor & costs.

Report Setup:
- Type — Job Cost
Time Frame - custom — begin date to current date
Employee — All
Department — All
Sort field — None
Job No. — selected by job name — Fred's Trucking
Task — All
Summary - selected
Show wages — selected
Ordered by #1 — Job — Total selected
Or dered by #2 — Task — Total selected




Note: This job cost report is normally printed in the “Landscape” format. It has been reformatted to
“Portrait” for display purposes only.

JOBCOST REPORT FOR YESTERDAY: 5/7/98 - 57198

JOB RO, DEPTHRS  JOB HO. TASK 5T OT1  OT2 COST
FREDS TRUCKING 440 440 22400
ARG IRDN WO RKS ga0 440 25500
JOLLY ROGER SHIPPIMG OO 1240 1240 G625

2650 2650 111625

Job Gost Grand Totals

What jobs were worked on yesterday, how much time was
spent on each one, and what did the labor cost include task
labor.

Report Setup:

- Type — Job Cost
Time Frame — Yesterday
Employee — All
Department— All
Sort field — None
Job No. — All
Task— All
Summary — selected
Show wages— selected
Ordered by #1— Job No.




