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1 Important principles for financial management 

Financial management is one of the key priorities for project managers on any project. It is essentially the process of 
monitoring revenue vs. cost, including analysis of performance to date and forecasting the project to, and at 
completion. 

1.1 Revenue 

Revenue is created by submitting progress claims. A progress claim is created using the contract schedule of rates 
(even on lump sum contracts), which may be adjusted to account for variations. 

 

 

In Civil Pro this corresponds to; 

• Schedule Items (the contract schedule of rates) 

• Variation Register (project variations) 

• Progress Claim Register (claims for payment from the client) 

 

1.2 Cost 

In civil pro costs are monitored ENTIRELY through the daycosts. The Civil Pro daycost register is completed daily to 
record the resources used on the project. 

It is not always possible to precisely record the costs progressively because of things like; 

• Labour for which an approximate hourly or daily rate is used as it is not necessarily practical to adjust for 
overtime, allowances and oncosts each day 

• Additional costs which may not be completely locked down until invoices are issued such as freight, 
discounts etc. 

• Costs can be missed 

For this reason, the daycosts are reconciled against invoices. 

Prior to engaging a resource, the terms of the supply should be agreed. This is done using a purchase order. Then 
when goods or services are delivered, this can be progressively receipted and automatically added to the daycost 
register. 

 

 

In Civil Pro this corresponds to; 

• Purchase Orders (contracts for supply and the terms thereof) 

• Daycost Register (an audited estimate of costs on a daily basis) 

• Invoice Register (the actual costs paid to suppliers) 
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1.3 Reporting and Forecasting 

A project’s finances aren’t just retrospectively monitored. Good project management also involves reviewing these 
costs and predicting future performance. This is completed using a forecast. 

So that activities requiring attention can be identified, costs and revenue are broken down into cost codes. Cost 
codes can have a 1:1 relationship with the schedule (mirrored cost codes) or can be grouped and distributed. 

 

In Civil Pro this corresponds to; 

• Forecast register (a record of past and predicted revenue and cost) 

 

1.4 Why measure costs using daycosts rather than invoices? 

Daycosts have an advantage over invoices for calculating the true cost; 

• Daycosts are current. Invoices can take as long (or longer) than 45 days. If you have a process or supply that 
is blowing the budget – it is way too late 

• Daycosts can be estimated in the short term and their accuracy improved by reconciling against invoices 

• Daycosts provide much finer resolution of resource activity which is essential in auditing submitted invoices. 

• Daycosts can cover ALL project direct costs including internal labour and corporate cost distributions, these 
are not generally invoiced. 

 

1.5 How hard is it to forecast? How quick is it? 

It isn’t hard and it’s really fast. 

In civil pro, a forecast can be created completely automatically from the information you have already provided in 
preparing your progress claim and recording daycosts. The accuracy of a forecast is increased by the project team 
reviewing the forecast and making simple adjustments if required by; 

• Changing the method of forecasting individual cost codes 

• Providing cost to complete first principle estimates for individual cost codes 
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2 Creating a New Project 

2.1 Connecting to a new database 

When you open Civil Pro, you will see the login screen. Normally you will just enter your username and password 
and continue into your project – but you don’t have a project yet, so it is time to make one! 

 

1. Click on the Select Database button in the top right 

 

 

Figure 1 Selecting the Database 

 

2. Then click New Connection at the top of the list. 

 

 

 

3. Make sure the Civil Pro Data File option is selected then click on the New Standalone file link. 

 

 

Figure 2 Selecting a New Standalone File 
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4. Select the location you want the new file to be saved and type a new name for the file 

5. Click on Connect 

 

It is generally unnecessary to password protect the Civil Pro database itself UNLESS it contains 
especially sensitive data and is in an unsecure location. We set access security for civil pro in the 
next step. 

 

2.2 Initializing the database 

1. You will be prompted to initialize the database. Click Yes 

 

 

Figure 3 Initializing the Database 

 

The New Database Wizard will start. The first step is to create a system administrator who will manage and 
administrative tasks and set up users. Some of the fields will be filled in by Civil Pro - fields with a blue background 
are compulsory.  

 

 

Figure 4 Creating a Password 

 

2. The username is set by default as sysadmin.  Type in a password and email address. Click Next.  

REMEMBER THE USERNAME AND PASSWORD AS YOU WILL NEED THESE TO LOG IN 
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3. Click Finish 

 

2.3 Log in and create your project 

 

1. After creating your database, you will be returned to the login screen. Enter your username and password 
from the previous step. Click Log In 

 

As there is no project in our database yet, the new project wizard will begin. The first page in the wizard is the 
import page.  

When you start a new project, much of the information may be similar to a project you have previously worked on, 
or your company may have a set of standards you need to reuse. You can copy the setup from any previous.  

Simply select the type of connection (SQL Server or Civil Pro data file), or if you are not importing, or you prefer to 
import specific information later - select Do Not Import.  

In this case, we are going not going to be setting up QA registers so select Do Not Import 

 

2. Select the Civil Pro data file option and click Next 

 

 

Figure 5 New Project Wizard 

 

3. The next step is to collect key information about the project. This includes compulsory information (areas 
shaded blue) and optional information. When you are finished, click Next. If you don't have all the 
information needed at the moment, it doesn't matter, you can update it later. 

4. Enter information from the Project Information Tutorial handout, and click Next 

 

The date editor is very dynamic. When it is opened, if you click on the month then you can select a 
month directly. The same works for the year.  
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Figure 6 New Project Details 

 

On the next screen, you are required to select a user from your new database who will be assigned the records you 
create as part of the set-up process. In our case there is only the user we have created when we initialised the 
database (System Administrator). 

 

5. Click on the Create Project button then Finish. 

 

 

Figure 7 Assigning Records 
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3 Schedule Items 

The Schedule Items Register is a list of all of the payment items for a project. Here we will import the Schedule of 
Rates and format it.  

 

1. Open the Schedule Item Register by clicking on Financial Setup from the main menu to the left of the screen 
and then Schedule Items 

 

 

Figure 8 Opening the Schedule Register 

 

2. From within the Ribbon Menu of the Schedule Register, under the Schedule Operations heading, select 
Import schedule.  This function can also be accessed from the Context Menu – Import/Export=>Import 
Schedule 

 

 

 

3. The import Wizard will open. Choose Import data from a CSV. Click Next 
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Figure 9 Importing the Schedule 

 

 

 

 

 

 

4. A file selector will open. Select the file containing your schedule (Imports/B11-213 Schedule.csv) and it will 
open in the import preview. 

 

 

Figure 10 Import Preview 

 

Assign headings by using the right click Context Menu on each column header (where it currently says 
Column 0, column 1 etc.). Right click on the heading containing the Schedule Number (Column 0) and in the 
menu that pops up, select Schedule No. The heading of the column will change to reflect the selected 
description. Do this for all remaining columns. When you have assigned all of the necessary column headings 
your grid should appear something like Figure 11Figure 11 Headings Assigned 

Special characters (such as apostrophes) can be stored using many different formats. This can lead to 
strange substitutions when importing data especially when using Excel CSVs. When using "Save As" in 
Excel there is a "Tools" drop down Next to the cancel button. Selecting "Web Options" allows you to 
specify the encoding. If you find you get non-printing characters, we have had success selecting the 
UTF8 option when saving, then using the Windows 1252 import option in Civil Pro. 
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Figure 11 Headings Assigned 

 

5. Click the Import button. Click on the Finish button in the next page.  

 

You will be returned to the Schedule Register where the data has been imported. Your Schedule Register should look 
like Figure 12. 
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Figure 12 Schedule Register with Imported Data 

 

3.1 Organizing your schedule 

 

 Creating structure 

Multiple items in the tree view can be reordered above or below an item, or made into sub items of another. 

To protect against accidental reorganization of your schedule, the ability to reorder is disabled by default. To 
reorder/rearrange - select the Unlock Schedule option in the Context Menu. You will also need to have editing 
enabled. 
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Figure 13 Unlocking the Schedule and Enabling Editing 

 

1. Select one or more schedule Items. The easiest way to do this is to select, and then grab them using the 
record selector - the grey rectangle at the left of the text as in Figure 14. 

 

 

Figure 14 The Record Selector 
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2. Drag the schedule Items over another item. Depending where on the other item you are positioned, you will 
see either a blue arrow (reorder) or a green arrow (make sub item): 

a. If you drop the selection when you have a green arrow, the items will be added as sub items. 

b. If you drop when the arrow is blue the items will be reordered above or below depending on the 
direction of the arrow. 

3. While drag and drop is useful, it is often quicker to use a keyboard shortcut. You can also indent/outdent a 
selection with the ctrl+[right arrow] / ctrl + [left arrow]. Try rearranging your items this way. When 
completed your schedule should look like Figure 15. 

 

 

Figure 15 Schedule Organised with Headings and Sub Items 
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Cost Codes 

4.1 Creating Project Cost Codes 

 Cost Codes to Mirror Schedule 

 

We are now going to create cost codes for our project. 

 

1. Select Financials Setup from the Main Menu and from there click on the Cost Codes. 

2. For a simple option you can use the project schedule as the basis of our cost codes. To do this select the 
Create Cost Codes to Mirror Schedule item from the Ribbon Menu. 

 

 

Figure 16 Creating Cost Codes to Mirror Schedule 

 

3. Your project cost codes will now appear in the Cost Code Register and you can see by looking at the related 
items panel to the right, that each code directly correlates to your previously created schedule items as in 
Figure 17. 

 

 

Figure 17 Newly Created Cost Codes in the Register 
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However, for this project we have cost codes already set up and saved which we are going to import.  

 

4. Delete the cost codes we just created by enabling editing (right click to bring up the Context Menu and 
selecting Enable Editing), selecting all the cost codes in the register (short cut = Ctrl + A) and pressing the 
delete key. 

 

 Importing Cost Codes 

We are now going to import the cost codes for our project. 

 

1. From the Ribbon Menu select Import 

 

 

Figure 18 Import Option from the Ribbon Menu 

 

2. You will then be taken to the Import Wizard screen. Make sure the Import data from CSV file option is 
checked then click Next 

3. A file selector will open. Select the file containing your schedule (Imports/B11-213 Cost Codes.csv) and it will 
open in the import preview. 

4. Assign headings by right clicking on each column header (where it currently says Column 00, column 01 etc.) 
and in the menu that pops up, select Cost Code. The heading of the column will change to reflect the selected 
description. Do this for all remaining column (heading name = Description). When you have assigned all the 
necessary column headings your grid should appear something like it does in Figure 19. 

 

 

Figure 19 Assigned Headings 
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5. Click the Import button. Click on the Finish button in the next page.  

 

You will be returned to the Cost Code Register where the data has been imported. The Register should look like 
Figure 20.  

 

 

Figure 20 Imported Cost Codes in the Register 

 

4.2 Assigning Cost Codes to Schedule Items 

We are now going to assign cost codes to our schedule items. 

 

1. Select the first cost code (101 Preliminaries and General) 

2. Double click on Schedule Items heading in the related items tree on the right of the screen - Figure 21. 
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Figure 21 The Related Items Tree 

 

3. The Shedule Items Selector screen will appear. Expand all the schedule items by clicking on the + at the 

bottom left of this screen. 

 

 

Figure 22 The Schedule Item Selector 

 

4. We now want to select then drag and drop schedule (as previously described) items 1.1, 2.1 and 3.1 (all those 

relating to ‘Preliminaries and General’) over to the Schedule Items heading in the related items tree. Once 

you have done this the register should look like . This now shows that Cost Code 101 is linked to Schedule 

Items 1.1, 2.1 and 3.1. 
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Figure 23 Schedule Items Allocated to a Cost Code 

 

5. Using the information from the Project Information Tutorial handout, link the remaining cost codes to the 

relevant schedule items using the same method.  

 

 

To check that the cost code have been allocated correctly you can run a report  

 

 

 

 

To see which cost codes have been assigned to which schedule items quickly you can simply run the Cost Code 

Allocations report from the Schedule Register: 

 

1. Open the Schedule Register and click on the Reports heading from within the Ribbon menu.  From the 

Registers button dropdown select the Cost Code Allocations Report.   

 

Rather than dragging and dropping one item at a time you can select multiple items by selecting the 
first item holding down 

• the Ctrl key and selecting additional items - this allows for multiple selection across different 
sections of the grid.  

• The Shift key and selecting another item – all items in between will be selected 

Then just drag and drop as usual. 
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Figure 24 Accessing the Cost Code Allocations Report 

 

From here you can print, convert to PDF, email and save using the options in the top menu bar of the report viewer. 

Your report should look like Figure 25. 

 

 

Figure 25 The Cost Code Allocation Report 
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5 Purchase Orders  

5.1 Manual Entry of Purchase Orders 

We will now create a purchase order for some materials required for the project. 

 

You are currently logged in as a sysadmin on this training database so you have permission to add 
suppliers. Depending on your user role in your company’s install, you may not have permission to add new 
suppliers. In this case you will need to have a new supplier added by a user with AddSupplier or Sysadmin 
permissions when using your company’s system. 

 

1. Select Cost Management from the Main Menu and from there click on the Purchase Orders. 

 

 

Figure 26 Accessing the PO Register 

 

2. Within the Ribbon Menu open the Operations heading and click on the Add PO button. 

 

 

Figure 27 Adding a PO 
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3. The Purchase Order details screen will now appear.  You will notice that the background of the purchase 
order is coloured red – this is because it is currently unapproved…more on this shortly. 

 

 

Figure 28 New PO Screen 

 

4. Using the information from the Training Supplement enter in the required data.  

a) You will need to add the new supplier when prompted. When you type in the supplier name the 
Unknown Supplier screen will appear .  Click on the New Supplier button at the bottom left of the 
screen.  

 

 

Figure 29 Unknown Supplier Dialog 
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b) This will bring up the Add Supplier screen. For the moment leave the information other than the 
name blank (you can add that detail later). Click Save & Close. 

 

 

Figure 30 Adding the New Supplier 

 

c) Choose the date from the drop down 

Type in the supplier contact 

d) The [Contact] field is for the person in your organisation who can provide additional information or 
correspond with the supplier regarding the order. For our PO, we will need to add a new contact. 
When you type in the contact name, the New Contact screen will appear. Click OK. You will then be 
bought back to the Purchase Order screen where you can now select the new contact from the drop-
down list. 

 

 

Figure 31 New Contact Dialog 
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e) Enter in the remaining details (delivery address/billing entity & address/payment terms) 

 

You will have no doubt thought that having to enter in project details such as delivery address, billing entity, billing 
address and payment terms over and over for each new PO would get tedious. Civil Pro allows you to set this 
information project wide to avoid this – we will cover this shortly. 

 

5. To enter the purchase orders details simply click in a cell and type. When all entered the screen should look 
like Figure 32. 

 

  

Figure 32 Completed PO 

 

6. Click on Save & Close on the right of the PO screen. You will now be back on the Purchase Orders register. 
Your Purchase Order Register should look like .  NOTE: if your new PO does not appear in the register click on 
the Clear Filter button in the Ribbon Menu under the Filters heading then Apply. 
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Figure 33 Purchase Order Register after first PO created 

 

 Setting System Wide and Project Wide Information 

Civil Pro allows you to set system or project wide information such as billing entity, address and payment terms so 
that you don’t have to manually enter it repeatedly. These options are available in the System Settings and Project 
Settings sections accessed from the System=>Settings menu. We are going to set project settings, but the process for 
system settings is analogous 

 

Many civil pro settings can be set at both the project and system level. Where both a project and system 
value are set for the same setting, the project setting takes priority. 

 

1. Within the menu bar at the top left of the screen select System => Settings => Project Settings 

 

 

Figure 34 Accessing Project Settings 
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2. Within the Project Settings screen click on the Cost Control Tab. 

 

 

Figure 35 Cost Control Tab 

 

3. Enter the cost control project settings as outlined in the training supplement.  

➢ PO Default Payment Terms – 45 days from end of month invoice 

➢ Billing Entity – Blackbutt Utilities 

➢ Billing Address – 111 Wellington Road, Smithfield 4372 

 

When completed your screen should like that in Error! Reference source not found. 
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Figure 36 Cost Control Information Added 

 

4. While we are completing settings, we will also add a project logo to make our reports look better. Change to 
the Project tab, click on Get Logo and select the Blue Sky logo (or any other) from the training material (). 
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Figure 37 Setting the Project Logo 

 

 

5. Click OK. 

6. Now select Project from the System menu bar at the top left of the screen and click on Project Administration 

 

 

Figure 38 Accessing Project Administration 

 

7. The Projects screen will now appear. Enable editing and enter the project address as outlined in the training 
supplement into the Project Address cell on the right of the screen.  

➢ 13 Hillview Road, Wimborne 4555 

 When completed your screen should something like Figure 39. 

 

 

Figure 39 Project Address Added in Project Admin 

 

8. Close this screen  
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5.2 An introduction to user accounts 

You will notice in the previous purchase orders that the Raised By field has a value of System Administrator. This is 
because we are currently logged on with the sysadmin account that was created at the start of the project. Normally 
you will not be logged in with a sysadmin account. We will now create a new user account. 

 

In the following section we are going to be managing users and roles and. The reason this is possible is that 
you are currently logged in as a sysadmin on this training database. In your company’s database, you will 
need to get a sysadmin to change user levels and permissions. 

 

 Adding a user 

1. From the menu at the top of the screen select System=>Users 

2. The Users screen will appear.  At the bottom left of the screen click on Add User. 

 

 

Figure 40 Adding a User 
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3. In the new user dialog, enter your own details – blue fields are required.  

4. Click Next – enter in a username and password.  REMEMBER THESE – you will need these to log in shortly 

5. Click Next – you can enter any additional info but it is not required. 

6. Click Next and then Finish. The users register should now look like Figure 41. 

 

 

Figure 41 New User Added 
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 Adding User Roles 

While we have added a user, this user cannot currently log on to Civil Pro because they have not been assigned a 
role in a project. To assign a user a project role: 

 

1. Select your user name 

2. In the related items panel on the right, double click on your project. 

 

 

Figure 42 Adding a Users Role 

 

3. In the Role Selector popup, either double click the Project Administrator role, or drag it onto your project. 

 

 

Figure 43 Role Selector 
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You can also set Global roles so users have a role across all projects. This is beyond the scope of the 
tutorial, but you can read more about it in our support documentation online. 

 

4. You should now have the project administrator role for the B11-123 project listed in the Project Roles panel 
to the right of the screen. 

 

 

Figure 44 New Role Added 

 

Note: There are some functions that are set globally (as mentioned) and not project specific, (i.e. not accessible to 
project administrators) such as adding and editing suppliers.  However, for the purposes of this training we are 
going to give the project administrator (you) this access: 

 

1. Close out of the Users screen 

2. Open System=>Roles 

3. Select Project Administrator then click on Update Available Permissions for Role from the Ribbon Menu 
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4. The Permissions screen will appear.  Enable editing and scroll to the bottom to find Master Supplier 

5. Check the corresponding Add and Edit boxes 

 

 

Figure 45 Updating Project Administrator Permissions 

 

6. Close out of both of the Permissions and Roles screens. 

 

Now that we have a user account for ourselves (and have updated some permissions), log out (Ribbon Menu Project 
=> Change Database), and log in again using your newly created username and password. 

 

 

Figure 46 Selecting Change DB to Log Out 
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5.3 Importing Purchaser Orders Details from CSV  

We are now going to create a new PO but instead of manually adding in all the detail we will import it from a CSV 
file. 

1. Go back into your Purchase Orders Register (under Cost Management) 

2. Create a new PO by clicking on the New Order icon at the bottom of the screen. This will bring up the new 
Purchase Order screen and you will see that the project details we just entered are now prefilled. The screen 
should look like that in  below. You will also notice that the ‘Raised By’ is now set to our name. 

 

 

Figure 47 Prefilled PO 

 

3. Enter the new supplier details following the steps previous described: 

➢ Supplier – MCM Engineering Pty Ltd 

➢ Order Date – 7/4/20 

4. Once these details are added click Save (on the bottom right of the screen). 

5. From the Ribbon Menu click on Import from CSV 
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Figure 48 Importing PO details from CSV 

 

6. The Import Wizard screen will now appear. Make sure the Import data from CSV File option is checked and 
click on Next. 

 

 

 

7. A file selector will open. Select the file containing the PO detail information (B11-213 MCM PO Details Import 
April.csv). 

8. The import preview screen will appear. Assign headings as previously described (you will assign the 
Description; Qty; Unit and Rate headings – and check the First Row is Header box ) and click Next then Finish. 

9. The details will now appear in the PO details section. Your PO should look like Figure 49. 
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Figure 49 PO Details Imported from CSV 

 

10. You will notice that the information for the budget has not been imported.  Complete this now.  Enter in 
$20,790 into the Original Budget field then click on Save & Close. 

 

5.4 Purchase Order Approval 

When we print our purchase order to send to the supplier (Reports => Purchase Order in the Ribbon Menu of the 
PO), it is pretty hard to miss the big “Not Approved” watermark (Figure 50).  Obviously, we don’t want our 
purchase orders going out unless they have been approved by someone with the authority to make such a 
commitment on behalf of the company. 
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Figure 50 Report Viewer 

 

Approving a purchase order is easy. Just click on the Approve button in the PO Details screen. Only problem is that  
the Approve button in red says ‘Outside Limit’ and if you try to approve you the system won’t let you – the approve 
button in the Ribbon Menu is greyed out and inactive (). Only a user with sufficient approval limits can approval a PO 
by clicking on the Approve button. For the purposes of this exercise we are going to give ourselves an approval limit 
that will allow us to do this.  
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Figure 51 Cannot Approve PO 

 

In the following section we are going to be managing user roles and permissions. The reason this is 
possible is that we will log in as a sysadmin on this training database. In your company’s database, you will 
need to get a sysadmin to change user levels and permissions. 

 

1. Log out and log back in as sysadmin (you need to be sysadmin to manage roles) 

2. Click on the System icon at the top right of the screen and select Roles 

3. The Roles details screen will appear. Enable editing and next to Project Administrator in the top grid enter in 
the approval limit amount of $30,000 (see Figure 52). 

 



39 | P a g e  
 

 

Figure 52 Setting a PO Approval Limit 

 

4. Close the Roles dialog box. 

5. Log off and back on using your personal user name and password. 

6. Return to the Purchase Orders screen and open the Knight Engineering purchase order.  You will now see 
that at the top right of the screen it says ‘Not Requested => Can Approve’.  To approve directly rather than 
first sending an approval request (more on this shortly) click on the Approve button in the Ribbon Menu. 

7. The approved purchase order will now have a green background and will now look like Figure 53. 
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Figure 53 Approved PO 

 

8. Click on Save & Close. 

 

5.5 Purchase Order Approval Request 

 

Sometimes you will not have the authority to approve certain PO’s directly as we have just done above.  For this 
you will need to request someone else to approve the PO for you.  To do this you must create an approval request 
to alert them to the fact that they need to approve your PO.  

 

Normally in a project you will have multiple users to whom you might send a request.  In this case, we will need to 
add someone.  As done previously, log out and back in as sysadmin and create a new user and give them a role 
using these details: 

 

James Smith Password: jamess 

jsmith@bbu.com Username: jamess 

Blackbutt Utilities Role: project administrator 
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Log back in as yourself and open the PO register. 

 

We are going to create an approval request for the MCM Engineering PO. 

 

1. Open the MCM Engineering PO 

2. From with the Ribbon Menu select Approvals=>New Approval Request. 

 

 

Figure 54 Accessing the New Approval Request 

 

3. A New Approval request form will open.  ‘Click in the Req To’ cell and select James Smith from the drop-
down options. 

4. We are going to publish this request.  This makes the request visible to users in the system and allows the 
relevant person/s to open the request and approve it.  The other option is to email the request.  This not 
only publishes the request as above but also emails it to the addressee/s. To publish click the Publish button 
at the bottom left of the screen (Figure 55). Then click Save & Close. 

 

 

Figure 55 New approval request 
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5. The PO screen will reappear and you will see now that it is shaded orange to indicate the approval is request 
but it is not yet approved (Figure 56). 

 

 

Figure 56 Requested PO 

 

Normally James would then go into the system and approve the PO much like we did with the Knight Engineering PO.  
But for our purposes here we will approve directly.  Using the steps described previously approve the MCM PO.  
After this is done your PO register should look like the below (Figure 57). 

 

 

Figure 57 Approved PO 
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6 Daycosts 

6.1 Manual Daycost Entry 

We will now enter some daycosts. 

1. Select Cost Management from the Main Menu and from there click on the Daycosts icon 

2. Once in the Daycosts Register click on New Report Period at the bottom of the screen (Figure 58) 

 

 

Figure 58 Daycost screen – new report period button 

 

3. In the next screen enter the reporting period end date – in this case 30/4/17. Click Create (Figure 59). 

 

 

Figure 59 New report period dialog 

 

4. You will be bought back to the Day Cost Register which will now show April 2018 in the top part of the screen 
(Figure 60) 
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Figure 60 New report period created and appearing in Daycosts register 

 

5. We are now going to manually enter the daycosts for this new report period in the daycost detail part of the 
screen (bottom half), using the information presented in the Project Information Tutorial handout.  

To enter the data for each cell first make sure editing is enabled as previously described then simply click in 
the cell and enter the information required or select from the dropdown. As you type in new suppliers, you 
will be asked to enter their details – to do this follow the steps previously described.  

 

Civil Pro has heaps of functions to make data entry easier such as the ‘ditto’, copy/paste selected and 
‘split’ functions. Try the ditto function out – after you have entered the first daycost for Eastcoast 
Asphalt, select it and press Ctrl+”. The selected row will be duplicated in the new item row – just 
change the resource, qty and rate! 

 

Once you have entered the data your screen should look like that in Figure 61. 
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Figure 61 Completed Daycost Register for April  

 

 

You can use the tab key to move across cells within a line and to move to the next line. 
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7 Receipting 

7.1 Manual Receipt Entry 

We are now going to receipt the items we entered in the purchase orders. 

1. Select Cost Management from the Main Menu and from there click on Purchase Orders. 

2. Open the purchase order for Knight Engineering from within the Purchase Order grid by double clicking on it. 

3. click on the Receipts button at the bottom of the screen as in Figure 62 below. 

 

 

Figure 62 Purchase order receipt button 

 

4. This will bring up the New Receipts screen. In the Receipt Date field select 4/4/17 and click OK (Figure 63). 

 

 

Figure 63 New receipt dialog 
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5. You will now be taken to the Receipts screen. Enable editing and within the Receipt Details section of the 
screen enter 6 in the ‘Qty (this)’ cell for the field survey item and leave the office calcs item as 0. This 
indicates that on the 4th April, 6 of the 10 items regarding the field survey were ‘received’ while office calcs 
items are still outstanding. If you look at the Receipt summary section of the screen at the top, you will see 
that the total of the receipt comes to $690 (Figure 64) 

 

 

Figure 64 Receipt details entry 

 

While this is tracking the purchase order’s delivery progress, we also need to update our Daycosts Register with the 
cost we have just receipted.  

 

6. To do this select the Daycosts button at the bottom of the currently open Receipts screen. 

7. The Update Daycosts for Receipt dialog box will open. Make sure the ‘Summarize receipt to a single daycost’ 
circle is checked then click OK (Figure 65). 

 

 

Figure 65 Updating daycosts for receipt 
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8. You will now see that the PO receipt total now also appears in the ‘DC Total column’ in the Receipt summary 
section at the top right of the Receipts screen (Figure 66) 

 

 

Figure 66 Updated daycost showing in receipt DC Total column 

 

9. Click Save & Close out of the receipt screen then click Save & Close out of the PO details screen. You will now 
be back in the Purchase Order Register. If you look at the Receipted section of the register you will see that 
the receipt value will reflect the value of what has been receipted to date (in this case $690 out of a total of 
$2,300).  See Figure 67 below. 

 

 

Figure 67 Purchase order register showing receipted value 
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If you want to receipt a purchase order in its entirety, or receipt everything remaining for a PO, then 

use the Receipt All Remaining context menu option from the Purchase Order Register.  

A similar function is available within the purchase order detail. Select the lines you want to receipt, 

right click and select Receipt Selected. 

 

10. Now go into the Daycosts Register. As we took the opportunity to use the ‘Update Daycosts’ function when 
we created the receipt just now, you will see that the PO we just receipted has been added to the register 
automatically as in Figure 68. 

 

 

Figure 68 Receipt showing in Daycosts Register 

 

11. Go back into the Purchase Orders Register and enter the remaining receipts for April for MCM and Knight 
Engineering Surveys using the information from the Project Information Tutorial handout and following the 
steps above. 

12. When you are done the Purchase Orders screen and the Days costs screen should look like those in Figure 69 
and Figure 70 respectively. 
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Figure 69 Post receipting Purchaser Orders Register 

 

 

Figure 70 Post receipting Daycosts Register 
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8 Invoices 

8.1 Manual Entry of Invoices 

Usually your invoices will be imported in bulk from your accounting software (e.g. MYOB), but individual invoices can 
be manually entered.  For the purposes of the training, we are going to manually enter our invoices for April. 

1. Click on the Invoices icon from within Cost Management 

2. Within the Invoices register click on the New Invoice option at the bottom of the screen (Figure 71) 

 

 

Figure 71 New Invoice button in the Invoice register screen 

 

3. The New Invoice dialog will now appear. Enter the first invoice details (Knight Engineering) from the Project 
Information Tutorial handout then click OK (Figure 72). 

Note: you can link invoices to POs in the system using the drop down and selecting the relevant PO reference 
but we won’t in this case 

 

 

Figure 72 New Invoice dialog 
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4. Enter the remining invoices using the same process as described. When done the Invoices screen should look 
like that in Figure 73 below. 

 

 

Figure 73 Post manual entry Invoices Register 

 

8.2 Invoice Reconciliation 

At the end of each reporting period, it is critical to ensure that our daycosts agree with the invoices. If they don’t this 
will usually result in: 

• Requests to the supplier to correct inaccurate invoices 

• Corrections to daycosts to account for approximations and omissions 

 

1. Within the Invoice Register either double click on the Usafe Pty Ltd in the Invoices register details screen or 
click on the Daycost link in the Reconciliation summary panel (Figure 74). 
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Figure 74 Daycost link in Reconciliation panel 

 

2. The Invoice Reconciliation screen will appear. At the bottom of this screen will be all of the unassigned 
daycosts that match the Usafe supplier. Select the green chevrons to assign this invoice to this daycost 
(Figure 75)  

 

 

Figure 75 Assigning daycosts to an invoice 
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It should now look like this with a misclose of $0 (Figure 76). 

 

Figure 76 Invoice reconciliation after assigning a daycost resulting in no misclose 

 

3. You will see to the right of the screen there is no misclose as the invoice received perfectly matched the 
amount in the Daycost register. Click OK. 

4. Reconcile the invoice for MCM Engineering following the steps above. This invoice reconciliation also has no 
misclose. 

5. Now reconcile the invoice for Knight Engineering following the steps above. You will see to the right of the 
screen there is a misclose of $52.50 (Figure 77) 

 

 

Figure 77 Invoice reconciliation with daycost showing a misclose 
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This is because the invoice is $52.50 more than the cost recorded in the Daycosts Register. In this case when we 
review the itemised invoice, we determine that it is because of a daycost we missed that is included in the invoice. 
We need to update the Daycosts Register to reflect this invoice amount (i.e. the actual cost incurred). This can all be 
done from within the reconciler: 

 

1. At the bottom left of the screen click on Auto Correction to open the Daycosts Correction screen. It will 
automatically calculate how much adjustment is necessary to correct the daycost It will also distribute across 
cost codes to reflect the allocation of any assigned cost codes (Figure 78) 

 

 

Figure 78 Daycost correction 

 

6. Click Save. 

7. You will be taken back to the Invoice Reconciliation screen. If you look at the summary on the right of the 
screen you will now see an adjustment of $52.50 (the correction we just made) added to the reconciliation 
summary details and now the misclose value is $0. Click OK (Figure 79) 
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Figure 79 Invoice reconciliation showing daycost correction resulting in no misclose 

 

8. If you now go back into your Daycosts Register you will see the Invoice correction we just did in the details 
screen (Figure 80). 

 

 

Figure 80 Updated Daycosts Register including the invoice correction. 
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8.3 Approving invoices 

Now that you have reviewed your invoices and accounted for any miscloses, you can approve them for payment. 
Approving an invoice records the amount to be paid for the supplier, and the details of the approver. 

To approve invoices: 

1. Open the Invoice Register 

2. Select the invoices to approve 

3. Select Approve Invoice from the context menu (Figure 81). You will be prompted if any of the invoices have a 
misclose, as they will not be approved. 

 

 

Figure 81 Invoice approval 

 

 

Invoices that have zero misclose and can therefore be approved are coloured blue.  Invoices that 

are approved are coloured green. 

Civil pro generally has a lot more information for each record than is shown in the grid. This 
additional information can be viewed by selecting different views from the context menu, or by right clicking on the 
grey grid column headings and selecting the column chooser. These can then be dragged onto the grid to see them. 
Try using these techniques to view approval information. 
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9 Progress Claims 

At set periods during the project (usually monthly), you will want to claim payment for the work completed under 
the contract. You can create a progress claim automatically from your lot records, or simply use Civil Pro to track 
your claims from month to month by entering the claim values manually. In this tutorial we are using claims NOT 
backed by QA – if you are interested in learning more about claims backed by QA please refer to the Civil Pro QA 
tutorial. 

Why use Civil Pro QA backed claims? 

1. Recording quantities helps keep track of them and make sure you are paid for all of the work you do. Survey 
or quantity survey is excellent for quantification of the majority of your project, but it often misses directed 
work such as  

a. remove and replace unsuitable – which has no net impact on quantities 
b. daywork 
c. changes to reinforcement 

2. It is required under some contracts (e.g. TMR) 

Why use Civil Pro claims manually – e.g. when you don’t need it to be backed by QA? 

1. Civil Pro’s claim provides a disciplined accurate record of progress claims where you will not get 
mathematical errors 

2. Civil pro can (optionally) track the certification of your claim 

3. Civil Pro’s claims are consistent in appearance 

4. Data capture enables this information to be used for other purposes – e.g. Civil Pro’s reporting and 
forecasting modules 

9.1 Creating the claim 

1. Select Payment from the Main Menu and from there click on the Progress Claim icon 

2. You will now see that our April reporting period appears in the Progress Claims register (Figure 82). This is 
because when we entered our daycosts we initialised this report period. Double click on this report period to 
show the new claim dialog (Figure 83). 
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Figure 82 Reporting period within Progress Claim register 

 

 

Figure 83 New Claim dialog 

 

3. As this is the first claim, you can leave the previous report period blank. You can also deselect the ‘Match QTD 
to previous’ checkbox, although it will make no difference as there is no previous claim. Click Create. 

 

The Progress Claim Items Details screen will now be shown as in Figure 84. below. 
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Figure 84 The automatically built progress claim 

 

9.2 Entering Claim Quantities 

We are now going to enter our claim quantities for April using the information in the Project Information Tutorial 
handout.  

1. Enable editing then find the column heading ‘To Date – Qty’ column by using the scroll bar at the bottom of 
the screen. 

 

There are custom views specifically for different progress claim tasks. When entering quantities to 
date, it is often useful to select the “Min” view. To do this, right click and select the Views=>Min 
option 

 

2. In the cell type in  

a) 0.5 against schedule item 1.1,  

b) 0.75 against schedule item 1.2 and  

c) 0.2 against schedule item 1.3 

 

3. Do the same for the remaining schedule items using the Project Information Tutorial handout. When 
completed your Claim Items Detail screen should look like Figure 85 below. 
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Figure 85 Progress Claim after April Quantities Entered 

 

9.3 Updating Quantities at Completion 

When the first claim is created, Civil Pro uses the schedule quantities as the QAC (Quantity at Completion) for each 
schedule item in the claim. As the project progresses these quantities will most likely change. While this is obviously 
true of schedule of rates contracts, it is also true for lump sum contracts which usually have provisional items and 
variations.  

The quantities at completion should be revised for each claim for several reasons, most notably: 

• The client is generally wanting the contractor to provide their best estimate of the project’s final completion, 
and in fact this requirement can form part of the contract 

• Civil Pro uses the QAC to generate the estimated revenue at completion for the monthly reporting process 
and the forecast. As a result, absolutely no additional user input is required to generate revenue data for the 
claim 

 

1. Within the April claim details screen we are in, right click to bring up the Context Menu and select 
Views=>Forecast (Figure 86). 
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Figure 86 Accessing progress claim forecast view 

 

2. This view brings in the ‘To Complete’ figures including the ‘Forecast at Completion’ figures that we need to 
change.  

Scroll across to find these columns and enable editing.  

Update the ‘Forecast at Completion’ column – ‘Qty at Compl’ figures for item 3.8 b and 3.8 c using the 
information in the Project Information Tutorial handout.  

Note: Updating these figures in the Forecast at Completion section automatically updates these figures in 
the To Complete section. When done your claim should look like Figure 87 below. 
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Figure 87 Qty at Completion amounts updated 

 

If even after enabling editing you still can’t update these figures it could be that your progress claim 
is locked. Go back to the Progress Claim register and using the Context Menu to Toggle Claim Lock to 
unlock the claim. 

 

9.4 Printing a Progress Claim Report 

Civil Pro allows you to create a selection of reports regarding progress claims. 

 

1. At the bottom of the Progress Claim screen there is a drop down for selecting reports. Click on this and select 
Claim Presentation=>Progress Claim 

 

 

 

The report viewer will open showing the Progress Claim report. From here you can print, convert to PDF, 
email and save using the options in the top menu bar. Your report should look like that in Figure 88 below. 
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Figure 88 Progress Claim Report 
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10 Adding a Variation  

Now suppose that during the course of the activity we came across work that was not in the original schedule but 
the client directed you undertake. This is a variation to the schedule and we will want to record this so that when we 
do the work, we can add it to a future claim and get paid for it. 

 

10.1 Creating a New Variation 

1. Within the Payment section (you should already be here) click on the Variation icon.  

2. The Variation register will now appear. At the bottom of the screen click on New Variation (Figure 89). 

 

 

Figure 89 New variation button 

 

3. The New Variation wizard will now appear. Enter in the required details using the information in the Project 

Information Tutorial handout. Click Next (Figure 90). 
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Figure 90 Variation details screen 

 

4. In the next screen enter the required quantity and rate amounts in the Submitted section and click Next 

(Figure 91). 

 

 

Figure 91 Variation Valuation and EOT screen 

 

5. In the Waypoint screen enter in the date identified and date notified details and click Next then Save & Finish 

(Figure 92). 

 



67 | P a g e  
 

 

Figure 92 Variations waypoints screen 

 

When done your Variation Register should look like that in Figure 93 below.  

 

 

Figure 93 Updated Variation Register  

 

6. On the great register heading right click and select Column Chooser from the context menu options (Figure 
94). 
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Figure 94 Accessing the column chooser 

 

7. From the options in the Customization dialog select DJC submitted and drag and drop it into the register 
heading. Close the Customization dialog. 

 

 

 

8. Enable editing and enter in the DJC submitted rate of $8036 directly into the register.  When completed 
your register should look like that in Figure 95 below. 
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Figure 95 New variation within the Variation register 

 

10.2 Manually Entering Variations Details 

Now that we have created our variation, we need to add the details to it. We can do this in two ways – manual entry 
or importing via CSV file. To manually enter: 

 

1. Within the Variation Register right click on the variation to bring up the Context Menu and select 
View/Change Estimate (Figure 96). 

 

 

Figure 96 accessing View/Change estimate  
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2. The Variation Estimate screen will now appear. Enable editing and enter the details using the information in 
the Project Information Tutorial handout. Use tab to move between cells and to start new lines. When 
finished your screen should look like Figure 97. 

 

Figure 97 Manually Entered Variation Estimate Details 

 

Add formatting to your estimate details by either: 
➢ highlighting the text then right clicking to bring up formatting options or 
➢ double clicking to open the rich text editor 

 

10.3 Importing Variation Details from CSV 

The data we have entered in the estimate is only part of the variation, but this is not a typing tutorial, so we will 

import the remainder. Staying within the Variation Estimate details screen we are now going to import the 

remaining items from a CSV file. 

1. Right click to bring up the Context Menu and select Import/Export => Import from CSV 
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2. The Import Wizard screen will now appear. Make sure the ‘Import data from CSV file’ option is checked and 
click on Next. 

3. A file selector will open. Select the file containing the Variation detail information (B11-213 VAR0001 
Variation details Import.csv) and it will open in the import preview. 

4. Assign headings as previously described and click Next then Finish. 

5. The details will now appear in the Variations Estimate details section. If you can’t see the data you just 
imported scroll down as it may just be off screen. If this is the case delete the blank lines to tidy up. 

Your screen should look like Figure 98 

6. Close out of this screen to go back to the Variation Register. 

 

The export/import functions in the variation estimate can be useful where you use a common build-
up format for different estimates. Just perform the estimate in one variation and export it, then 
import into another. This will work across projects too. 
 

 

 

Figure 98 Variation Estimate after details entered and imported 

 

10.4 Creating Schedule Item and Cost Code for a New Variation 

While we have created a variation, it won’t be included in any progress claims. The variation register is for recording 

variations of all statuses – even including those which are rejected or abandoned. In order to include a variation in 

our claim we need first to create a schedule item for it. Further, if we want to track cost and revenue, we will want 

to create a cost code. 

1. Within the Variation Register right click to bring up the Context Menu and select New Schedule from VRN 
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The New Schedule Item details screen will appear. Click Save & Close (Figure 99). 

 

 

Figure 99 Creating a new schedule item from a variation 

 

2. You will then be asked if you would like to create a new cost code for this variation – click Yes. 

3. The New Cost Code detail screen will now appear – click Create (Figure 105). 
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Figure 100 Creating a new cost code from a variation 

 

This can also create a link assigning 100% of the schedule item to the cost code. 

You will now be back in the Variation Register. If you now look to the Related Item tree to the right of the screen you 

can see that our new variation VRN0001 has a related schedule Item (Figure 101). 

 

 

Figure 101 Variation register related items tree showing new schedule item link 
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Now go to into your Cost Code Register and scroll to the bottom. You will see there the newly created cost code 

relating to our new variation (VRN0001). If you can’t see it click on refresh (the two blue arrows at the bottom of the 

grid) as per Figure 102 below. 

 

 

Figure 102 Cost code register showing new variation cost code 
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11 Forecasts 

Now that we have cost and revenue data for April we will be able to run some forecasts. 

11.1 Creating a new forecast for April 

1. Select Cost Management from the Main Menu and from there click on the Forecasts icon.  

We are going to create a new forecast for April. Each forecast is recorded against a reporting period so it can 
automatically calculate revenue, budget and cost from the Progress Claims and Daycosts for the current and 
previous periods. Double click on the April report period.  

2. The New Forecast dialog will appear. As this is the first report period leave the ‘Previous Report Period’ drop 
down blank but be sure to enter the Forecast Completion Date of 30/9/18. Click Create (Figure 103). 

 

 

Figure 103 New forecast dialog 

 

3. You will now be in the newly created April forecast detail screen which should look like Figure 104 . 

 

 

Figure 104 April forecast details 
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11.2 Updating Unassigned Amounts 

The forecast detail screen will show a row for each cost code in your project, with an additional row at the very top 
for unassigned items. Where a cost is not assigned to a cost code, or a schedule item does not distribute its revenue 
through a cost code allocation, these values are lumped into a single ‘unallocated’ cost code. Try to avoid this 
wherever possible as it is of limited functional use in determining the profitability of your project. It should be used 
only as a bucket for low risk/value trivial items, or as a prompt that some records need to be updated with an 
allocation – as we are going to do now. 

 

1. Close the April forecast and go into the Daycost Register. 

2. Select the April report period to bring up the April daycost details in the bottom half of the screen. 

3. Enable editing and using the Cost Code column dropdown, update the items with the relevant cost codes 
using the information provided in the Project Information Tutorial handout. When updated your screen 
should look like Figure 105. 

 

 

Figure 105 Correcting unassigned activity in Cost Code Register 

 

4. Now go back into your forecast for April and double click on it to bring up the Forecast Detail screen. 

5. Once in this screen right click to bring up the Context Menu and select Update Forecast Data. 
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6. The Update Forecast dialog box will now appear – click Update  

 

 

7. You will now be back in your forecast detail screen and you will see now that the Unassigned line item at the 
top of the grid now has $0 in all the cells. This is because any amounts that were in there have now been 
assigned and transferred to the correct cost code. Your forecast should now look like Figure 106. 

 

 

Figure 106 Updated unassigned activity in April forecast 
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At this point Civil Pro has created a forecast at completion for your project without any additional input whatsoever. 
On the revenue side, there is literally nothing more to do, Civil Pro has used the claim to date and at completion to 
calculate the revenue to date and at completion at cost code resolution. The “to complete” is simply the difference. 

On the cost side, Civil Pro has the cost to date from your daycosts. By default, Civil Pro calculates the cost to 
complete by applying the original budget (DJC) rate from when you imported the schedule to the QTC (Qty to 
Complete). If it is unlikely that this accurately reflects the cost to complete, you can change the forecast method to 
use either the cost rate to date, a manually entered rate or a manual build up. 

 

11.3 Updating Cost Code Start & End Dates for Forecasting Cashflow 

In addition to forecasting the final position of the project, Civil Pro can create a cashflow. In order to generate the 
expected cashflow over the life of the project we need to update the start and end date of each cost code.  

 

1. From within the forecast detail screen you are in, right click to bring up the Context Menu and select 
View/Change Cashflow Timing 

 

This brings up the Report Period Details screen. Enable editing and update the start and end dates for each 
cost code using the information in the Project Information Tutorial handout. When done your screen should 
look like Figure 107 below. You will see that as you update the dates for each cost code, the blue (forecast) 
section is updated.  If it does not appear automatically hit refresh at the bottom left of the screen. 

 

 

 

Figure 107 Cost code start and end dates updated 
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If you now select the Forecast Cashflow Chart from the Reports dropdown, you will be able to see the revenue, cost 
and margin forecast (Figure 108) 

 

 

Figure 108 April cashflow chart 
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12 Entering May Financial Data 

12.1 Creating a New Report Period for May 

Within the Daycosts Register, create a new report period for May following steps outlined in 6.1 (Figure 109). 

 

 

Figure 109 New report period for May  

 

12.2 Importing Purchase Orders for May 

We now need to import our purchase orders for May. You will remember that previously we imported purchase 

order details from a CSV file. However, this time we are going to import entire purchase orders from a CPX file (Civil 

Pro file).  

1. Select Cost Management from the Main Menu and from there click on the Purchase Orders icon 

2. Within the Purchase Orders Register detail, right click to bring up the Context Menu and select 
Import/Export=>Import Purchase Orders 

 

 

 

3. A file selector will open. Select the file containing your schedule (B11-213 May POs Import.cpx).  
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4. You will now be taken back to the Purchase Order Register where the imported May POs will now be 

included. Your screen should look like Figure 110. 

 

 

Figure 110 May Purchase Orders in Register 

 

12.3 Approving Purchase Orders for May 

1. Using steps outlined in 5.4, approve the Purchase orders for May you have just imported.  

 

12.4 Receipting Purchase Orders for May 

1. Using steps outlined in 7, receipt the Purchase orders for May you have just imported making sure you 

update Daycosts as you go. Use the receipting information for May POs in the Project Information Tutorial 

handout. 

2. After receipting May POs your screen should look like Figure 111. 
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Figure 111 Purchase Order Register after May approving & receipting 

 

12.5 Importing Daycosts for May 

We now need to import our daycosts for May. You will remember that previously we entered the daycosts manually. 

This time we will save time by importing the daycosts from a CSV file. 

1. Select Cost Management from the Main Menu and from there click on the Daycost icon 

2. Select the report period for May. Then from within the daycosts details section on the bottom half of the 

screen, right click to bring up the Context Menu and select Import Costs. 
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3. The Import Wizard screen will now appear. Make sure the Import data from CSV file option is checked and 
click on Next. 

 

 

 

4. A file selector will open. Select the file containing your schedule (B11-213 May Daycosts Import.csv) and it will 

open in the import preview.  

5. Click the Import button.  

6. The Import Wizard will now pick up that there are new suppliers in the data that it needs to add to the 
system. The Unknown Supplier dialog box will come up. Make sure the Add as New Supplier is selected, check 
the ‘Do this for all missing suppliers’ (Figure 112). 

 

 

Figure 112 Unknown supplier dialog 

 

7. Click OK then Finish. You will be bought back to the Daycosts Register. Your screen should look like that in 

Figure 113. 
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Figure 113 Daycosts Register after May Daycosts Import 

 

12.6 Importing Invoices for May 

We now need to import our invoices for May. You will remember that previously we manually entered the invoices. 

However, this time we are going to import them from a CSV file. 

1. Select Cost Management from the Main Menu and from there click on the Invoices icon 

2. Select the report period for May. Then from within the Invoices details screen on the bottom half of the 

screen, right click to bring up the Context Menu and select Import Invoices 

3. The Import Wizard screen will now appear. Make sure the Import data from CSV file option is checked and 
click on Next.  

4. A file selector will open. Select the file containing your schedule (B11-213 May Invoices Import.csv) and it will 

open in the import preview.  

5. Apply headings as previously described in 3.1. 

6. Click the Import button. You will then be taken back to the Invoices Register screen which should look like 
that in Figure 114 below. 
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Figure 114 Invoices for May Imported 

 

12.7 Reconciling Invoices for May 

We now need to reconcile the May invoices we just imported as per process outlined in 8.2. When completed your 
Invoices Register should look like that in Figure 115 below. 

 

 

Figure 115 May invoices register 

 

12.8 Approving Variation 0001 

Next, we need to approve the variation we created (VAR0001) earlier. 

1. Select Payment from the Main Menu and from there click on the Variations icon 
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2. If you look to the right of the screen at the Related Items tree you will see that there are two waypoints 

associated with this variation – identified and notified.  

 

 

 

3. We need to add another waypoint – ‘Approved’. To do this right click to bring up the Context Menu and 

select New Waypoint 

 

 
You can add a waypoint at the current date by double clicking the waypoints heading in the related 
items list. Waypoint dates can be edited by double clicking them in the related items list. 

 

 

4. The Update Waypoint dialog will appear. From the status drop down select ‘Approved’ and then choose the 

waypoint date (the approval date of 30/5/18). Click Update (Figure 116). 

 

 

Figure 116 Updating waypoint 
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You will then be taken back to the Variations Register. If you look to the right of the screen at the related items tree 

you will now see that there is a new waypoint – Approved including the approval date of 30/5/18 (Figure 117). 

 

 

Figure 117 Updated waypoint appearing in Variations register related items tree 

 

5. The last step is to update the Approved Valuation Rate. In the variation detail screen (double click variation to 

open) on the Valuation & EOT page, select the Approved Valuation rate of $9,800 (the same as the submitted 

amount). 

 

12.9 Certifying Claim for April 

We have had word from the client who has certified the April claim amounts we entered previously so now we need 

to go back into the April Progress claim and enter these certified figures. 

1. Select Payment from the Main Menu and from there click on the Progress Claim icon. 

2. If you open the April Claim Detail screen now you won’t be able to make any change or updates EVEN if you 

enable editing. This is because it is locked as indicated by the large padlock image in the background. If you 

close this screen and return to the Progress Claim Register you will be able to see a ticked ‘Lock’ box next to 

the April report period – see Figure 118 below. 
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Figure 118 Progress claimed locked 

 

To unlock, right click on the April report period to bring up the Context Menu and select Toggle Claim Lock. 

This unlocks the claim so you can make changes. 

 

 

 

3. Now double click on the April claim to open it. Using the scroll bar at the bottom at the screen find the 

‘Certification Qty’ column and, using the information in the Project Information Tutorial handout, enter the 

April certified quantities. You will notice that all the April claim quantities have been certified as submitted -

EXCEPT for item 1.1. The client has certified less than what was claimed (0.4 rather than 0.5). When 

completed your screen should look like that in Figure 119 below. 
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Figure 119 April certified quantity entered 

 

4. Close the claim and return to the Progress Claim Register 

5. Click on the refresh icon at the bottom of the screen (the two blue arrows) and you will see now that in the 

bottom part of the screen the certification total is now included in the various summaries as in Figure 120. 

 

 

Figure 120 Progress Claim with certified totals included in summaries 

 



90 | P a g e  
 

12.10 Creating Progress Claim for May 

We now need to create a new claim for May.  

1. Double click on the May report period. 

2. The New Claim dialog will appear. In the Previous Report Period drop down select April then double check 

that the ‘Match Claim QTD to previous’ box is ticked. This copies the claim quantities from April as a starting 

point for the new claim. 

 

 

 

 
You can use the Import from Previous function to import quantities and some metadata from other 
claims. This can be copied to either certified or claimed quantities. You can also copy at completion, 
under/over claims. 

 

3. Enter in the ‘Quantity – To Date’ amounts using the information in the Project Information Tutorial handout 

using steps outlined in 9.2.  Also, if you scroll down to the very bottom of the claim you will now see that the 

variation we created (VAR0001) is now included in the progress claim. When you are done your Progress 

Claim should look like that in Figure 121 below. 
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Figure 121 May claim with quantities updated 

 

4. Close the claim detail screen to return to the Progress Claim Register. Click the refresh button in order to 

update the summaries on this page. 

 

12.11 Creating a Forecast for May 

Now create a forecast for May using the steps described above. You will need to refer to the Project Information 
Tutorial handout for updating the unassigned amounts as per step 11 previously described. Remember to update 
your forecast data once your assigning has been done by selecting ‘Update Forecast Data’ from the context menu 
options.  When you are done your forecast detail screen should look like Figure 122 below.  

 

 

Figure 122 May forecast detail 
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 Changing Cost to Complete Calculation Methods 

 

There are three ways the cost to complete can be calculated on a cost code by cost code basis – the first two are 
automatic and require no manual cost to complete calculations 

1. Revised budget – Automatically calculates the cost to complete by assuming the remaining work will be 
completed on budget (this is the default method on newly created forecasts) 

2. Rate to date – Automatically calculates the cost to complete by assuming the remaining work will be 
completed at the same rate as any work completed so far 

3. Manual CTC – The cost to complete is specified by either; 

▪ Directly entering the expected cost to complete for the cost code; or 

▪ Creating a build-up of the cost 

 

 Changing to Rate to Date Method 

To change to the rate to date method, enable editing and change the third column to the ‘Rate to date’ option. 

In the screenshot below (Figure 123), the forecast method for 103 has changed to Rate to Date. The consequence of 
this are visible in the MargTC% (Margin to complete) column. All of the other items are forecast at 18% - this was the 
original budget margin. 

The 103 cost code is forecast at 3.98%. If you look at the MargTD% (Margin to date) column, then it too is 3.98%. 
This is because the new forecast method forecasts the item at the same margin as you have achieved to date. 

 

 

Figure 123 Changing forecast method 

 

 Changing to Manual Cost to Complete Method 

While you can forecast at cost to complete by changing the method as per above and then updating the value in the 
cost to complete column, it is actually not necessary to change the method. As soon as you enable editing and 
change the CTC for a cost code, civil pro is smart enough to figure out that this means you want to manually update 
it. 
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If you enable editing and update the figure directly in the cost to complete cell for the relevant line item, 
the method will automatically change to Manual CTC. 

 

Figure 124 shows that cost code 104 has a manual forecast of $18,000. You might enter a single number into a cost 
code forecast when you have a subcontract and know the expected cost, or for a small item where detail isn’t 
important. For anything of any complexity, a manual forecast should be undertaken using a detailed cost estimate. 

 

 

Figure 124 Using a manual cost to complete 

 

12.12 Manually forecast with a detailed cost build-up 

To create a build-up for a cost code’s CTC (cost to complete), you can just double click it, or select the view/change 
forecast estimate function from the context menu as in Figure 125. 

 

Figure 125 Using the context menu to view/change a forecast estimate 
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Enter the detail of your build-up – it should look something like Figure 126 below and close the forecast form. The 
forecast cost to complete will be updated to reflect the total of the estimate. If you haven’t already, you will be 
prompted to change the forecast method to ‘Manual Cost to Complete’. Click Yes. 

 

Figure 126 Cost estimate detail 
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12.13 Forecast Reports & Cashflow Charts 

To generate forecast reports: 

1.  Select the report type from the Reports drop down at the bottom of the screen.  To generate a forecast 
chart, select the ‘Forecast Cashflow Chart from the Reports drop down at the bottom of the screen 

 

The following chart will appear. To print this chart simply select Print Chart from the bottom of the screen (Figure 
127). 

 

 

Figure 127 Forecast cashflow 
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