CONTENTS

1 Important principles for financial ManNagEMENT ..........oeiiii e e e et e e s e e earreeeeeeeeeas 3
11 REVENUE .t e e e e s s a e e e e s s s e et e s s a e e s aa e e s 3
1.2 60 1) PP OOPPPPPTRO 3
13 (20 oY u uTa¥-a-Ta ol aloT ¢ Yot 1) ] o =PSRRI 4
1.4 Why measure costs using daycosts rather than inVOICES? .........coivciiiiiiiii e 4
1.5 How hard is it to forecast? HOW qUICK IS it? ....uuiiiiiieiiiiiie ettt e atae e e e 4
2 Creating @ NEW ProjeCt. ..ottt e e e et e e et e e e e e e e aeaeeaeaeaeaeeeeeeaeeeaaaaaaaasaaaaaaaaanann 5
2.1 ConNECtiNg t0 @ NEW AAtADASE ....eiiiciiie i e e et e e e et te e e e ate e e e s abe e e e e bte e e enataeeeeabeeeeenneeas 5
2.2 Fa T A=Y PdT o =dd o[l Y = | oI Y R STUR 6
2.3 (oY= =T Ye Mol g=F- | AT V7o 1N | gl o] o Lot oSSR 7
T o 1= [0 1= ) =T o T OO U RO UU PSRRI 9
3.1 Organizing YOUI SCREAUIE ...cccei e e e e ee et e e e e e e et be e e e e e e e s anteseeesesssnnsaanneeeeennnsees 12
T 0 B O =Y o= X T U PSPPSR 12
B COSt COUBS ...ttt ettt ettt ettt et et s et e bt e e sttt e s bt e e s bt e e b et e b te e e bt e e s aE e e st e e e bt e e Rt e e eh b e e eate e e bee e bae e bbeeeabeesabeesbeeeabaeennreenns 15
4.1 Creating ProjeCt COSt COUES ..ottt ettt e et e et e e e st e e s sbee e e sebteeessabeeeessteeesansaeessnseeessassenennnes 15
4.1.1 Cost Codes t0 MiIrror SChEAUIE ..........oocuieiiee et s s s 15
O N [ Yo Yo T = @ 1y f Yo LTSRN 16
4.2 Assigning Cost Codes t0 SChEAUIE IEEMS ...c...viiiiiieeecee e e e e ate e e et ae e e abree e eneeas 17
5 PUICNASE OFOEIS ...ttt ettt ettt ettt e bt et e et e e st e e at e e ab e e bt e bt e a bt e bt emteeateeabeeabe e bt enteeneeenneenneaas 21
5.1 Manual ENtry of PUIChase OFAEIS......occcuiiiieiee ettt sttt e e tte e e e eate e e e e bae e e ebte e e eateeeeennteeeenreas 21
5.1.1 Setting System Wide and Project Wide INformation...........cooccuiiiiiiiii ettt e 25
5.2 AN INTrodUuCtioNn tO USEIr @CCOUNTES ..co.evieiiiieiiie ettt sttt e e st e s e sar e sre e sbeeesaneesaneesanes 29
S.2.1  AQAING @ USEE ettt e ettt e e ettt e e e et e e e e ta e e e eetaeeeeatsaee e ssaeeeessbeaeeasssseeansseeasassseesanssesesnsaeeeansraeann 29
BTN 1Yo [ [T o = W EY =Y gl o] L= TSR 31
5.3 Importing Purchaser Orders Details from CSV ........oiiiiiiiiiciie ettt e 35
5.4 PUIChase Order APPIrOVAl......iucuee ettt et e e et e e e st ae e e s saeee e essbaeaesasteeeesabeaeesnseeeesnses 37

5.5 Purchase Order APProval REQUEST .....ccccuuiiiiiieie ittt e e e e stee e e e eatee e e sba e e e e nre e e ssnteeessanteeeensens 41

(SR B -1V oo ] PP PP PPPPPPPPPP 44
6.1 Y Y|l B E Yoo 1yl =g o Y 2SS 44

A (=TT =1 1 o1 ] o =SS PP PPPPPPPPPPPP 47
7.1 MaNUAL RECEIPT ENTIY oottt ettt e e e et e e e e bte e e e eate e e e eabaee e estee e e nbaeaeesteeeeaaseeeeanseeeeannrees 47

S 110 T PP OTRPP 52
8.1 ManUal ENTrY Of INVOICES coeeeeeee ettt e e e e e et te e e e e e e e snbtae e e e e e e s nnbaaneeeesenansees 52
8.2 INVOICE RECONCITATION c..veeieee ettt et ettt s e st e s bt e e st e e sabeesabeesabeeeanenesnneenns 53
8.3 AP PIOVING INVOICES ...ettteeeeeeeititeee e e eeet ettt e e e s sttt e e e e s sa st rteeeeesesausbeaaeeesesaanseraeeeeesaaasssaeaeeseessasneaaeeesssansrnneeas 58

S B S o <4 T @ =11 o TSP SPP 59
9.1 Creating the ClaiM ... e e e e et e e e e bt e e e seateeeesbteeesantaeeesnteeessseneaesnns 59
9.2 ENtering Claim QUAaNTIIES .ueee i ieee ettt et e et e e e e e e st te e e s sate e e e sabaee e e nteeeesaseeeeenseeeeannees 61

1|Page



9.3 Updating Quantities at ComPletion..........uiiiii it e e e e e e e e e s e e e e e e e snnreaneeeeeesnnnnes 62
9.4 Printing @ Progress Claim REPOIt .......couiiiiiie ettt e e et e e e e e e e st te e e e e e e e s nnteeeeeesesnssasneeeaeessnnes 64
10 PaXe [o [T oY= ar Y T4 = o o o USRSt 66
10.1 Creating @ NEW Varialion ..o ittt et e e e ettt e e s s e s abbe e e e e e s e sabbebeeeeessanssaaeeesesasnnee 66
10.2 Manually Entering Variations Details .........cocueiiiiiiiiiiiie et e 70
10.3 Importing Variation Details from CSV.......oii it eee e e e e e saae e e e sarae e e enres 71
10.4 Creating Schedule Item and Cost Code for a New Variation ........ccccceeiieiieciiic i 72
11 FOIBCASTS ittt ba e s ar s 76
11.1 Creating @ NEW fOreCast fOr APIil ... e e e e bae e e s eate e e e s bre e e sentaeeeenes 76
11.2 Updating UnassiZNed AMOUNTS ......cciiiiiiiiiiieeeeecciitee e e e s ssetetee e e e s sesantreeeseesssanssteeeessssssstnneesssesssssnneessssnansnes 77
11.3 Updating Cost Code Start & End Dates for Forecasting Cashflow..........ccceeiiiiieicciei e, 79
12 Entering May FINaNCial DAta.........cceiii oottt e e e e e ettt e e e e e et a e e e e e e s eansnteeeeeesennnrteneeaeaans 81
12.1 Creating @a New Report Period fOr IMAY ........ceieiiiiciiiiieee ettt ettt e e e e ettt e e e e e s esabaae e e s e e s nnbaaeeeeaeennnnnns 81
12.2 IMporting PUrchase Orders fOr IM@Y .........uieiie i i cciiieeee ettt e e e ecree e e e e e e s e e e e e e e e e sastaeeeeeeesnsraaaeeeaeeensnns 81
12.3 Approving PUrchase Orders fOr IMAY ... ettt e s e e e e s s sate e e s s bae e s s sbaeessabeeeesnreas 82
12.4 Receipting PUrchase Orders fOr IMAY .......ueiiicieii ettt et stee e e sbee e e s ree e e e abe e e e sasteeeenreas 82
12.5 IMPOIting DAYCOSES fOr IMIAY ....cviiiiiiie ettt e e e e s e e e e saba e e e s abaee e s bteeeesabeeeeenseeeeenneens 83
12.6 IMPOILING INVOICES FOIr MY ... iiiiii ettt e e e e e st ae e e e et e e e e s abaeeessteeeesabeeesanseeeeennees 85
12.7 RecoNCIliNG INVOICES FOr IMIAY ....oeiiiiiee ettt e e e e e bae e e st e e e e e ba e e e sbte e e e sabeeeeaanteeeenneeas 86
12.8 APProving Variation D001 ... ...ttt eeeeeeeeeeeeeeeeaaaeaeeasesaeaeeeseeseesesesesesssssssssssssssssssnnns 86
12.9 Certifying Claim fOr APFil......oee e et e e et e e e et e e e e ebte e e seateeeeentaaeesantaeeesbenessassneananes 88
12.10 Creating Progress Claim fOr IMIAY ........uii ittt e et e e e e tt e e e e eata e e e sbteeesntaeeeensteeesensanananns 91
12.11 Creating @ FOr@CAST fOr IMIAY .. ... .uiii ettt ettt e e e et e e e e ebte e e eeateeeeebaeeesntaeeesbeseesssenananes 92
12.11.1 Changing Cost to Complete Calculation Methods.............uviiiiiioiiii e 93
12.11.2  Changing to Rate to Date Method......cocuiiiiiiiie et e s s bre e e e sbaeae s 93
12.11.3 Changing to Manual Cost to Complete Method..........ccuiiiiiiiiiiiii e e 93
12.12 Manually forecast with a detailed cost bUild-Up ......ccociiiiiiiii e 94
12.13 Forecast Reports & CashflOW Charts .........ueeiiiiiiiiiiiieee ettt e e ertrree e e e e e e sttreeeeeeeesatraaeeeeeeeennnnns 96

2 |Page



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;

e Schedule Items (the contract schedule of rates)
e Variation Register (project variations)

e 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;

e 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

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

e 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;

e Purchase Orders (contracts for supply and the terms thereof)
e Daycost Register (an audited estimate of costs on a daily basis)

e Invoice Register (the actual costs paid to suppliers)

3 |Page



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;

e 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;

e 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

e Daycosts can be estimated in the short term and their accuracy improved by reconciling against invoices
e Daycosts provide much finer resolution of resource activity which is essential in auditing submitted invoices.

e 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?

Itisn’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;

e Changing the method of forecasting individual cost codes

e 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

Log In (Version: 10.66.1.127) b4

Select Database
=

< Civil Pro

User

Password

Figure 1 Selecting the Database

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

+ New Connection

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

= Connection - O X

Select Source ®) Civilpro Data File

SQL Server

Standalone File

= Open File

Protected

Password

Cance! Connect

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

Connection

o The selected database has not been initialized. Would you like to initialize the database now?

Yes No

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.

New Database Information
New Database

You are creating a new database for Civil Pro, either as a file or on a Database
Server. To complete this task, Civil Pro needs to assign a sysadmin role. This
user ha: s to all of Civil Pro’s functions and is used for setting up key
elements of your project.

It is generally
password and emai
address if you wan!

o leave 'sysadmin’ as the username and provide the
tails. Your username can just be the same as your emai
ted if you need.

e other information can be v

Firet Name System

Last Name Administrator
Username sysadmin
Password

Confirm Password

Email

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

Import Setup from existing project

When creating a new project, it may be easiest to set up some of your registers by imparting them from
sir . IF you want to do this, select the type of database below and dlick next. Otherwise,
I it b th t the t fatat bel d cli t

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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New Project

@ New Project Wizard

Project Details

Contract No: B11-213 Start Date 1/04/2020 -
Project Name: Black Swamp Reservoir End Date: 30/09/2020 v
Contractor Proj No.|4565-1 Superintendent: George Reid

Client Company: Transport and Main Roads Principal:

Client Project No:  |B11-213 Division: i

Project Location: | Wimbornel

Project Team:

Next > Cance

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.

MNew Project
@ New Project Wizard
Initialize Project

Records imparted by;

You have completed the new project wizard. Click ‘Create Froject’ to proceed. Create Project

Figure 7 Assigning Records
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3 Schedule Items

The Schedule ltems 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

A % A~ X~ - B11-213: Black Swamp Reserv - u] X

Quality Assurance v

9 Spec and o
Conformance

M Field v
€| Payment v

E'E_. Cost Management

Document
Management

@ QA setup v

Financials Setup ~
Schedule Items

Project Suppliers
Resources
Cost Codes

Other setup v

i
o

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

— A S A Ky - Schedule - B11-213: Black Swamp F
= Schedule Operatio code operations Views Reports
=5 i v ? "
=3 Qua“ty Assurance o New Schedule Jfr H Dpefine headings 12 Force re-order .
- i7" Set DIC by Markup

Spec and =% Insert item (offove —A Prepend characters 4y Remove work links
O v E Import xport B2 Delete structure Mark tems  Enable /

Conformance = Insert tem (b&ow)  schedule v schafiule (csv) ¥ ...A Strip lead characters #; Remove ITP links - o . Disable v
M Field v

Schedule

e
s Payment v

Related Data
[F&¢ Cost Manacement

3. Theimport Wizard will open. Choose Import data from a CSV. Click Next
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Import

Import Wizard

Welcome to the import wizard

This wizard will guide you through the process of importing data and verify that all necessary
information is present.

#) Import data from a comma-separated values (csv) file

Read data from the dlipboard that has been copied from a spreadsheet or a similar table format

Specify Encoding
®) Standard text {Default)

Windows 1252 (excel csv)

Unicode

Figure 9 Importing the Schedule

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.

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

Import
@ Import Wizard

Describe Data Source

First row is header

y o1 Access Roa... 0 0 0
1.1 Preliminarie... 1 Lump 5617 6850
1.2 Investigatio... 1 ump 11808 14400
1.3 Detailed De... 1 Lump 5018.4 6120
1.4 Construct a... 1 Lump 20002 25600
1.5 Supplyand .. 1 ump 9118.4 11120
1.6 Commissio... 1 Lump 2093 3650
1.7 Final docu... 1 Lump 18204 2220
2 Refurbish R... 0 0 0
21 Preliminarie... 1 Lump 4346 5300
2.2 Investigatio... 1 Lump 9184 11200
2.3 Detailed De... 1 ump 5100.4 6220
24 Construct r... 1 Lump 80360 98000 -

Import Cancel

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
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Import

@ Import Wizard

Describe Data Source

First row is header

Schedule No. | Description | Qty Unit Sell Rate Column 5
Pl Access Roa... 0 0 0 |~
1.1 Preliminarie... 1 Lump 5617 6850
1.2 Investigatio... 1 Lump 11808 14400
1.3 Detailed De... 1 Lump 5018.4 6120
1.4 Construct ... 1 Lump 20992 25600
1.5 Supply and ... 1 Lump 9118.4 11120
1.6 Commissio... 1 Lump 2993 3650
1.7 Final docu... 1 Lump 1820.4 2220
2 Refurbish R... 0 i) i}
2.1 Preliminarie... 1 Lump 4346 5300
2.2 Investigatio... 1 Lump 9184 11200
2.3 Detailed De... 1 Lump 5100.4 6220
2.4 Construct r... 1 Lump 80360 Q8000 -

Impart Cancel

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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A % oA K - Schedule - B11-213: Black Swamp Reservoir - Blue Sky Contracting Civil Pro 11

Schedule Operations Cost code operations Views Reports
i v
U Quality Assurance o Hew Schedule Rem
Spec and =< Insert item (above) = =2
0 A - Import Export Operations ~ Mark Rtems Enable /
Conformance = Insertitem (below) ~ schedule v schedule (csv) ¥ v v Disable v
. Add/Tnsert Import/Export -
" Field v
Schedule =
t, Payment v Sched. No. | Tot... | Description Qty Schedu... | Unit Sell Rate Sell Total
» 1 Access Road to Water Reservoir -
Ehs Cost Management v 11 Preliminaries and General 1 $5,617.00  $5,617.00
- Document 1.2 Investigation, detailed site inspection and measuremant 1 $11,808.00 $11,808.00
|y Management hd 1.3 Detailed Design For Construction drawings 1 $5,018.40 $5,018.40
1.4 Construct access roads to service water reservoir 1 §20,992.00  $20,992.00
‘ QA Setup hd L5 Supply and install safety barriers 1 $9,118.40  $9,118.40
) ) 16 Commiissioning 1 $2,993.00  $2,992.00
FlnanC|aI5 SEtUp o~ 1.7 Final documentation 1 $1,620.40 $1,820.40
schedule Ttems 2 Refurbish Road in Front of Processors 1 and 2
2.1 Preliminaries and General 1 $4,346.00 $4,346.00
Project Suppliers 2.2 Investigation, detalled site inspection and measurement 1 $9,184.00 $9,184.00
23 Detailed Design For Construction drawings 1 $5,100.40 $5,100.40
Resources 2.4 Construet roadway in front of processor 1 1 $80,360.00  $80,360.00
c 25 Supply and install safety barriers 1 $15416.00 $15,416.00
ost Codes
26 Commissioning 1 $2,706.00 $2,706.00
ﬁ Other setup “ 2.7 Final documentation 1 $34,768.00  $34,768.00
il G b Feme N EE At "
$304,130
Description
arrace Dnad tn Wiater Bacgeene o e

Figure 12 Schedule Register with Imported Data

3.1 Organizing your schedule

3.1.1 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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— A % B K- - Schedule - B11-213: Black Swamp Reservoir - Blue Sky Contracting Civil Pro 11 - o x
Schedule Operations Cost code operations Views Reports
u Quality Assurance v o New Schedule Tem — —
= Insert item (above) =
o SpEC and W - Import Export Operations ~ Mark tems  Enable /
Conformance = Insert item (below) ~ schedule > schedule (csv) > - - Disable ¥
m Fleld Add/Insert Import/Export -
© Schedule x -
:ﬂ Payment W Sched. No. Tot... | Description Qty Schedu... | Unit Sell Rate Sell Total
- 24 |  Construct roadway in front of processor 1 1 $80,360.00  $80,360.00 * |
EE Cost Management N 25 sl . 1 $15,416.00 00
26 com =# Enable Editing (Cerl+E) 1 £2,706.00  $2,706.00
men! : X ,706.
s Document o . fina =5 Insert item (above) 1 $34,766.00  §34,768.00
Management . 768.00| 4,76
2.8 Guat wo Insert item (below) 0 $159.90 $0.00
@ QA Setup ™ 3 ] |Vrg Schedule operations 4
. . 31 Prai Costcode Operations 3 1 M550 $4,583.60
€ Financials Setup ~ ~ i i
32 P Mark ltems » 1 $2,72240 $2,72240
| Deta
Schedule Items 33 Ef  Impor/Export ' ' o060 900260
34 Con Sh . - 1 $58,056.00  $58,056.00
oW Inactive
Project Suppliers s Supy 1 $0.00 £0.00
e com T Restore default order . 270000 $2.750.00
Resources 37 Fina B4 Unlock schedule 1 $1,804.00  $1,804.00
1.8 Hol @\ Views b
Cost Codes R st 1 $4,280.40  $4,280.40
1 Grid Options 3 ' ’
F ] b ] High 80 196.80 15,744.00
T Other setup ~ royi B Show schedule detail - = ¢ e
airi a5t pressure dean [ |
c (ifre %= Show related items 0 s s -
$304,130
SuppTy-ar TS SoneyDorTeTs DI RaE

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.

— A 2 A N - Schedule - B11-213: Black Swamp Reservoir - Blue Sky Contracting Civil Pro 11 - | X
Schedule Operations Cost code operations Views Reports
] Quality Assurance v
Show inactive (@ [@ show schedule detail
Spec and
° Conformance v b Lock schedule Tz Show related items
w FIe'd “ Related / Detail -
© Schedule x .
:ﬂ Payment A4 Sched. ... & |Tot... | Description Qty Schedu... | Unit Sell Rate Sell Total
2.4 [7] Construct roadway in front of processor 1 1 $80,360.00 $80,360.00 * I
E§ Cost Management v 25 [[] Supply and install safety barriers 1 $15,416.00  $15416.00
Document 2.6 [7]  Commissioning 1 $2,706.00  $2,706.00
™ Management e 27 [] Final documentation 1 $34,768.00  $34,768.00
2.8 Guardrail install (per m) if additional required 0 $159.90 £0.00
‘ QA Setup hd 3 || Upgrade Storage and Delivery Area
9 . . 3.1 [] Freliminaries and General 1 $4,583.80  $4,583.80
~ = ) "
Financials Setup 3.2 [ detailed site and 1 $2,72240  $2,722.40
Schedule Ttems 1.3 | Detailed Design For Construction drawings 1 $4,903.60 $4,903.60
3.4 Construct delivery area and upgrade of storage area i $58,056.00  $58,056.00
Project Suppliers 35 [7] Supply and install safety barriers 1 £0.00 £0.00
3.6 [[]  Commissioning i $2,788.00  $2,788.00
Resources 37 Final documentation 1 $1,804.00  $1,804.00
Cost 1.8 | Holding tank works
Codes —
a [ 1] Structural inspection, leak test and report 1 $4,280.40  $4,280.40
% Other setup o N b [ ] |High pressure clean, coating of walls and floor 80 £196.80  $15,744.00
r [Fairing of walls and base for bony/deg post p dean -
c O tfrecuied 0 $172.20 $0.00 —
$304,130
% O omnewscedderem + - 1)

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. Ifyou 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.

— A S A K - Schedule - B11-213: Black Swamp Reservoir - Blue Sky Contracting Civil Fro 11 - m] x
Schedule Operations Cost code operations Views Reports
= Quality Assurance v
Show inactive (@ ial Show schedule detail
o Spec and o Loch echedt
OCK Schidue Show related items
Conformance
M Field v
Schedule =
e | . t T
w3 Payment v ched. No t... | Descriptior Yty Schedu... | Ur Sell Rat 8 Tota
P w1 Access Road to Water Reservoir -
|'5 Cost Management v 11 Preliminaries and General 1 $5,617.00  $5,617.00
12 Investigation, detailed site inspection and measurement 1 $11,808.00 $11,808.00
».  Document : -
[_. Managemeﬂt e 1 Detailed Design For Construction drawings 1 £5,018.40 £5,018.40
1.4 Construct access roads to service water reservoir 1 $20,992.00 $20,992.00
QA Setup v 15 Supply and install safety bariers 1 $9,118.40  $9,118.40
- ials S 1.6 Commissioning 1 $2,993.00  $2,993.00
N
Inancials Etup 1.7 Final documentation 1 $1,820.40  $1,820.40
Schedule Ttems v 2 Refurbish Road in Front of Processors 1 and 2
21 Freliminaries and General 1 $4,346.00 $4,346.00
Project Suppliers 2.2 Investigation, detailed site inspection and measuremant 1 £9,184.00
23 Detailed Design For Construction drawings 1 £5,100.40
Resources 2.4 Construct readway in front of processor 1 1 $80,360.00 $80,360.00
25 Supply and install safety barriers 1 §15,416.00 $15416.00
Cost Codes
2.6 Commissioning 1 $2,706.00  $2,706.00
% Other setup o 2.7 Final documentation 1 $34,768.00  $34,768.00
2.8 Guardrail install (per m) if additional required (] $159.90 £0.00
- narade Starane and Nevery Area -
$304,130
] (:j + New Schedule Item + ‘II

Figure 15 Schedule Organised with Headings and Sub Items
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Cost Codes

4.1 Creating Project Cost Codes
4.1.1 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. Forasimple 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.

1
&
»

¥ - Cost Codes - B11-213: Black Swamp Reservoir - Blue Sky Contracting CwilPro 1

J Quality Assurance —
csv @ E E]
Spec and = =+ Show Tnactive (@
0 ~ Import  Import Match to Show related Print
Conformance from repo to mirrar schedule Sghedule by code Grid
) port/Ex . . "
{" Field v '
Cost Codes x
e
Payment v - i header here to group by that column
<] Y| Drag a column header here ta group by that columr P| Related Ttems
E‘é Cost Management Fost fode Descriptior it nit Qty? | Inactive?
3 0 0

~_Document

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.

— A S A N - Cost Codes - B11-213: Black Swamp Reservoir - Blug Sky Contracting Civil Fro 11 - 0 x

Quality Assurance v —
« 8 = | &)

o

Show Inactive @
0 Spec and W Import Import Export  Creste costcodes  Matchto Show related Print
Conformance from repo to mirror schedule Schedule by code Grid
Import/Export Operations View Repo. -

M Field v -

Cost Codes =
e
Ts Payment ~ | Drag a column header here to group by that column P Related Data 1.1
EE Cost Management v “ode _| Peseription e nit Qiy? _ | Inactive? —

. Preliminaries and General * —
~ Document v 2 Investigation, detailed site inspection and b | | Schedule Tams
surement 1.1: 100.0%
B \onacement measurement
g 13 Detailed Design For Construction
drawings
A

‘ QA SEtup Construct access roads to service water

14 resenvoir

Financials Setup ~ 15 Supply and install safety barriers
L6 Commissioning
Schedule Items L7 Final documentation
21 Preliminaries and General

Project Suppliers

Investigation, detailed site inspection and

2.2 measurement
Resources Detailed Design For Construction
3 drawings
Cost Codes 2.4 Construct roadway in front of processor 1
25 Supply and install safety barmers
i Other setup v 2.6 Commissioning
27 Final documentation
Frimedenil ikl Fone el additional -
s ©

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.

4.1.2 Importing Cost Codes

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

1. From the Ribbon Menu select Import

— R % A X
Quality Assurance @_‘3 [:]
k
© Spec and how related e
Conformance o
M Field
Cost Codes >
f; Payment W . jel

Related Data

EZ Cost Management v

Document
aa_ = = PSS V.

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. Afile 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.

( € ) iImport Wizard

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.

— A S A Y - Cost Codes - B11-213: Black Swamp Reservoir - Blue Sky Contracting Civil Pro 11 - (m] x
=2 Quality Assurance — —
258 A t 8
Spec and Show Tactive (@
0 A" Import  Import  Export Create cost codes Match to Show related Print
Conformance from repo to mirror schedule Schedule by code Grid
Import/Export perations View Repo. .
M Field v '
Cost Codes =
e
s Payment v o hender e 1o areue b that ol
[ y Drag a colur eader here to group by that columr oo Related Data ... #
[Fé Ccost Management " Oy [Inecthe? Description
b o101 Preliminaries and General :
~ Document Investigation, detailed site inspection and v Schedule ltems
[ Management A 102 measurement
103 Detailed Design For Construction drawings
QA Setup W 104 Construct access roads to service water
reservoir
] 3 105 Supply and install safety barriers
Financials Setu ~
p 106 Commissioning
SChEdU‘E Items 107 Final documentation
204 Conetruct roadway in front of processore
. - Construct delivery area and upgrade of liquid
{1 1
Project Suppliers 304 Corage srem
R 308 Holding tank works
esources
0 -
Cost Codes
=% Other setup v
» O

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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A A X - Cost Codes - B11-213: Black Swamp Reservoir - Blue Sky Contracting G

J Quality Assurance v @
R : (i
Spec and -~ + Show Inactive (@
Q v Import Import Export  Create cost codes Match to Show related Print
Conformance from repo to mirror schedule Schedule by code Grid
mport/ Export perations Viel Repo. o
™M Field v ——
Cost Codes =
P
va Payment ~ Drag a column header here to group by that columr Jeol Related Data ... =
E“S Cost Management Cost Code Description i it Qty? Inactive? F—
Boo101 Preliminaries and General t
~ Document Investigation, detailed site inspection and " Schaduls Rems
" 4 Management b 102 measurement
103 Detailed Design For Construction drawings
‘ QA Setup v 104 Construct access roads to service water
reservoir
. . 5 Supply and install safety barriers
Financials Setu A 10
P 106 Commissioning
Schedule Ttems 107 Final documentation
204 Construct roadway in front of processors
i — _ Construct delivery area and upgrade of liquid
Project Suppliers 304 sovoge cren
R 308 Halding tank works
LT
esources . =
Cost Codes
s Other setup v
> ©

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.

Schedule tems Selector - O X

sched. Mo Description Qty Scheduled .
LI ¢ Access Road to Water Reservoir E‘-

> 2 Refurbish Road in Front of Processors 1 and 2 %

> Upgrade Storage and Defivery Area

> 38 Holding tank works

)

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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k '-_: "_ ~ }&' v - Cost Codes - B11-213: Black Swamp Reservoir - Blue Sky Contracting Civil Pro 11

U Quality Assurance — — _
H @ 2
Spec and — = = Showmnacve @
0 A Import Import  Export  Create cost codes Match to Show related Print
Conformance from repo to mirror schedule Schedule by code Grid
- Import/Export Operations View Repo. -
{" Field v
Cost Codes x
e
L‘ Payment Drag & column header here to group by that column /O Relatf_’d Data.. = .
= Cost Code Description Jnit Unit Qty? Inactive?
I:E Cost Management " F—
Fo101 Preliminaries and General
Document Investigation, detailed site inspection and ¥ W Schedule tems
0z
l; Management A 1 measurement 1.1: 100.0%
103 Detailed Design For Construction drawings 2.1: 100.0%
’ QA Setup v 104 Construct access roads to service water 3.1: 100.0%
resenvoir
- . 105 Supply and incstall safaty barriers
Financials Setu ~
P 106 Commissioning
Schedule Items 107 Final documentation
204 Construct roadway in front of processars
Project Suppliers Construct delivery area and upgrade of liquid
! PP 4 storage area
R 308 Holding tank works
esources
- ] L]
Cost Codes
=% Other setup v
v Q

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.

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

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

e The Shift key and selecting another item — all items in between will be selected

Then just drag and drop as usual.

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.
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= A% A Ky - Schedule - B11-213: Black Swamp Reservoir - Blue Sky Contracting Cwl Pro 11 - m} X
Schedule Operations Cost code operations Views Reports
U Quality Assurance ~
Dashboard Frint  Custom
Grid Reports v
Lot Regist Schedule Report -
Test Requ Schedule Relations edule = v
Cost code allocations ! Description Related Data 3.8: Holdi B x
r elate Gl 8. Holdl... #
Non Confc Detailed CC Allocations Access Road to Water Reservoir
Y2 Refurbish Road in Front of Processors 1 and 2
Authority to Proceed > 2 Upgrade Storage and Delivery Area
» > 38 Holding tank works
Checklists

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.

B - Report Viewer - a X
15} Print Preview
———
? uick Print Header/Footer [[*y Orfentation v Pr us Pag: NN
& Open d S - e < & Find g-,J q PrevousPage || IRt !_;Jb { oy~ L«Q
" B options B scale v IO sizev P> next page o ua Q-
(= Print g . First Many Pages = Export
Save - . . Bookmarks g i
- 2] Parameters || Margins v &2 Customize o8 200N Page [Pl Last Page aQ Q ) v
Docum Print Page Setup a Navigation Zoom Pag A
Schedule Item Allocation

B11-213: Black Swamp Reservoir

1: Access Road to Water Reservoir

1.1: Preliminaries and General 100.00%
1.2: Investigation, detailed site inspection and measurement 100.00%
1.3: Detailed Design For Construction drawings 100.00%
1.4: Construct access roads to service water reservoir 100.00%
1.5: Supply and install safety barriers 100.00%
1.6: Commissioning 100.00%
1.7: Final documentation 100.00%

2: Refurbish Road in Front of Processors 1 and 2

7 1+ Ovaliminsriar snd Canaral 100 ANes

i EE——

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.

= A 2 Piv 3¢~ - Purchase Orders - B11-213: Black Swamp Reservoir - Blue Sky Contracting Civil Pro 11 - o x
Filters Operations Views Reports
EJ Quality Assurance 9 e by 1
a8, Clear filter (:)
o Spec and Filter by date -
v - op
Conformance ab Fiter bytext 20 07/2020<= DATE

El Field Search .

el v

[Z]Purchase Orders x .

e
s Payment ™ Orag a column header here to group by that column ol
E; cost Management ~ ."‘u Nu... + |Po Date Supplier Raised By Contact Date Requ... Value Receipted Invoiced | Is Complet. Status

Daycosts

Invoices

Forecasts
it Document o

Management
@ QA setup v
© Financials Setup v
% Other setup v
50.00 50.00 $0.00
S, o addro

Figure 26 Accessing the PO Register

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

— A % Aiv Xv - Purchase Orders - B11-213: Black Swamp Reservoir - Blue Sky Contracting Civil Pro 11

%rations Views Reports

U Quality Assurance v —
CPXERCPX

o CE X
0 v eff PO View Receipts Receipt  New Approval View Request Approve Remove Import Export

Conformance Remaining  Request Selected approval
m Fleld o, Receipts Approvals Import/Export i

[]Purchase Orders =
e
(] Payment b Drag a column header here to group by that column yol
E‘S Cost Management A Po Nu. w | Po Date Supplier Raised By Contact Date Requ. Value Recelipted Invoiced | is Complet. Status
Purchase Orders

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.

Purchase Order - O X
Operations Views Reports

AB, = I .l » r

4 Q| al =
Edit PO Show PO Email PO Approve Unapprove  New approval View approva Receipt View Receipts Create from  Import
Number detail notes C request All schedule  from C5V

urchase Orde: Approvals Order Details -
PO Number 4565--00001 Mot requested => no value
Supplier Q " | Billing Entity g |
Order Date 2s/08f2020 Date Reqd | ~|  gilling Address
Supplier Contact
Contact System Administrator | povment Terms &
Delivery Address Raised By Systemn Administrator
Original budget

Notes Comments
(Appears on PO) (NOT on PO)

Rem N & |Rate Only? Item Description nit Rate (exGST Total (exGST Resource?
» -

$0.00
> Q @ concel B save [ sove s close

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.

&3 Unknown supplier — O x
This supplier is not registered for this project. Select an entry from the master list.

Knight Engineering Surveys Pty Ltd Search again
Indude inactive suppliers |:|

Supplier Name & | inactive?

New supplier Link selected

Figure 29 Unknown Supplier Dialog

22 |Page



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.

3 add supplier — O x

Supplier name {night Engineering Surveys Ltd
Trading name
Description
ABN Ext. Reference
Contact name Phone
Contact emai

Address

Internal?

e Cancel [j-b 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.

R New contact x
First Name Damian
Last Name Lovall

Fosition

Company 9 Blackbutt Utilities
Email d.lovall@bbu.com.au
Mobile: |

Business Fh:

Address:

Suburb:

State

Postcode:

Notes:

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.
Operations Views Reports
— —
AB, |z | I .. r csv
g Q| X v
Edit PO Show PO Email PO Approve Unapprov New approval Receipt View Receipts Create from  Import
NHumber detail notes request All schedule  from CSV
PO Number 4565--00001 Mot requested => outside limit =
iy
Supplier Knight Engineering Surveys Pty Ltd Billing Entity Blackbutt Utilities i
Order Date 4/04/2020 " Date Reqd Billing Address | 111 Wellington Road, Smithfield 4372 :
Supplier Contact |Rod Casey
Contact Damian Lovall Payment Terms |45 days from end of month invoice
ey Addi 13 Hillview Road, Wimborne 4555 Raised By System Administrator
Original budget  $2,300.00
Notes Comments
(Appears on PO) (NOT on PO)
- !
10 Ll Survey - field 0 HR £115.00 £1,150.00 Subcontract
. 20 Ll Office calcs 0 HR £115.00 £1,150.00 Subcon
[ ]
%$2,300.00
7 f:) ® Cancel E Save [ -) Save & close

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.
NOTE: if your new PO does not appear in the register click on

Your Purchase Order Register should look like .
the Clear Filter button in the Ribbon Menu under the Filters heading then Apply.
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f— k -__. "‘ d }&' v = Purchase Orders - B11-213: Black Swamp Reservoir - Blue Sky Contracting Civil Pro 11
U Filters Operations Views Reports
Quality Assurance
#l Filter by 1d *, Cloar fiker o
° SDEC and Filter by date
m ¢ Apply
Conformance ab Fiterbytea [0 =¥
M Field v =
[Z]Purchase Orders =
e
L! Payment b Drag a column header here to group by that column p
Ehs Cost Ma I"Iagement N Po Nu... * |Po Date Supplier Raised By Contact Date Requ... Valua Receipted Invoiced | Is Complat Status
*  4565--000... 4/04/2020 Knight Eng... System Ad... Damian Lo... %$2,300.00 $0.00 - Not requested
Purchase Orders
Daycosts
Invoices
Forecasts
. Document -
Management
¥ QA setup v
Financials Setup v
%% Other setup v
$2,300.00 $0.00 $0.00

" i addro

Figure 33 Purchase Order Register after first PO created

5.1.1 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

= A% A - ~ B11-213: Black Swamp Reservoir - Blue Sky Contracting Cwil Pro 11 o X
R Users

U Quality Assurance ™ s2 Roles

Spec and Settings »  8® User settings

© Conformance ™ © Divisions A Project settings
&3 Master suppliers list @ Cross-project settings

E] Flet N © version System settings

t] Payment \ © Checkforupdates 7 Grids editable as default
@ System templates

EZ Cost Management v

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

A4 Project settingg

Project QA Co im Mobile Field

Custom PO number s I]

[Mot set]

GST Rate for purchasing

Default is 10%. This setting will also be used for
claims unless a saparate claim GST Rate is sat.
PO default payment terms

[Mot set]

Billing entity

[Mot set]

Billing address

[Mat set]

PO Terms and Conditions
o1 0020003 0004 1 aB B s T o b B @ a0 M 12 1 13

Mol 15000180 | A

L

Cancel OK

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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A project settings
Project QA Control | Cost control | Claim  Mobile  Field
a
‘Custom PO number string
[ ot set) |

GST Rate for purchasing
I Default is 10%. This setting will also be used for
claims unless a separate claim GST Rate is set.

PO default payment terms

:45 days from end of month invoice
Billing entity

[Biackbutt utilties

Billing address

111 Wellington Road, Smithfield 43?21

PO Terms and Conditions

||_ Elll'lll-lel:il||d-||5|||5|I-]"IIIEIII'D-II‘IUIII'l'lII-Izlll‘|3"|'14'|'15'|'16'|&T

Cancel oK

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 ().

A Project sattings - O X
Froject | QA Control Cost control  Claim  Mobile  Field

These are project settings. Alternatively you can set some of these for your entire subscription

using cross-project settings. Where project options are set, they will override any cross-project

File repository

DMS Auto CC email

Email size limits

Max size per attachment (Mb) | Default - SMb

Max size total (Mb) Default - 7Mb
Project logo

| Get Logo |
I Clear Logo
Cancel oK
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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

ﬂ: ] n 35 v = B11-213: Black Swamp Reservoir - Blue Sky Contracting Civil Pro 11 = O X
A Project administration
Quality Assuran El Project reports

-|D Transfer project data

o Spec and
Conformance

E| Field v

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.

A Projects — (m] X

Drag a column header here to group by that colu jo

b B11-213 Black Swamp Reservoir 1/08/2020 31/01/2021

Project Details

Client's Project Information | Contractor's Information

Contract Number B11-213 Project Address

Project Name Black Swamp Reservoir 13 Hillview Road, Wimborne 4555
Location Wimborne

Client Company Transport and Main Roads Client Contract Number B11-213

Superintendent Company Georg Reid Principal Comparny

Project Start Date 1/09/2020 = | Project End Date 31/01/2021

nactive? Repository?

> © ﬂ} Add Project % Delete Project Reporting

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.

5.2.1 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.

ol users - O »
Firs... # |Last... & | Company * Email * Position Phone | Mobile | Sy... * | Inact Win L... )
Project Roles - 5... %

b |System | Adminis... None Specified jen@bluesky.com «

Contract
* » Projects
~  B11-213: Black Swam...
Project Administrat...

Global Roles
User Details B
First Name Last Name Communication [iAddress ser Name | sysadmin
System Administrator Phone Mabile System Administrator v  inactive?
Company - Notes

None Specified -

Email jen@bluesky.com
Pasition

» 0 +Add User @ Delete User () Change Password o

Figure 40 Adding a User
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New User Wizard New User Wizard

MNew User Information @ MNew User Information
User Identification Security Information

First Name Jen
(@ Civil Pro Security

—
Last Name ascoigne (D) Windows Security

Fosition

Company Blue Sky Contracting
System Admin?
Email Jen@blueskycivil.com
Usarname jeng

Fassword

Confirm L |

3. Inthe 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.
2R Users — () X
Firs... « |Last.. & | Company * Email * Position Phone |Mobile | Sy... ¥ |Inact... | Win L
— — Project Roles - s... #
’ :System | Adminis... None Specified jen@bluesky.com v
Jen Gascoig... Blue Sky Cont... jen@blueskycivil.com Contract
» v Projects
v B11-213: Black Swam...
Project Administrat...
Global Roles
User Details -
First Name Last Name Communication Fyme: User Name | sysadmin
System Administrator Phone Mobile System Administrator /|  Inactive?
Company Fax Notes
None Specified g
Position Email jen@bluesky.com
% © «kAddUser © DeleteUser () Change Password -

Figure 41 New User Added
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5.2.2 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. Inthe related items panel on the right, double click on your project.

2R Uzers - O =
Firs... +# |Last.. & | Company ™ Email Posation Fhone |Mobile | Sy... ¥ |Inact.. | Win L... . )
Project Roles -j... # X
Systern  Adminis... None Specified  jen@bluesky.com o
v lle Gascoi]... Blue Sky Cont... jen@blueskycivil.com Contract
b~ Projects
B11-213: Black Swam...
Global Roles
User Details PoOX
Commiunication
First Hame Last Name i LELI User Name | jeng
Jen Gascoigne Phane Mobile System Administrator inactive?
Company Fax Notas
Blue Sky Contracting -
— Ermail jen@blueskycivil.com
® O o= Add User © Delete User (3 Change Password -

Figure 42 Adding a Users Role

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

£ Role Selector - O x
Role Name & | Permission Summary
Client Lot : View | Ner @ View | Test : View | Checklist : View | Approval : View | Quantity...

» [Project Administrator | Dashboard : View|Add| Edit| Admin_Delete | Lot : View|Add|Edit] Admin_Delete | Nc...
Project User Dashboard : View |Add|Edit | Lot : View|Add|Edit | Ner @ View|Add|Edit | Test : Vie...
Subscription Admin Dashboard : View |Add|Edit| Admin_Delete | Lot : View|Add | Edit| Admin_Delete | Ne...
Supervisor Dashboard : View | Atp : View | Lot : View | Nor : View | Test : View | Checklist : ...
Tester Lot : View | Test : View | Test_Request_Collaborate : Absolute | POApprovalLimits...

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.

User Details

First Name Last Name

Jen Gascolgne
Company
Blue Sky Contracting

Position

% @ o Add User © Delete User

AR Users — O X
Firs... & |Last... & | Company = Email * P one e - 1 ) .
Project Roles - j...
System  Adminis... Mone Specified jen@bluesky.com o
b Jen Gascoig... Blue Sky Cont.. jen@blueskycivil.com
' Projects
b ~ {B11-213: Black Swam...

Communication | Address

Phone Mabile
Fax

Email jen@blueskycivil. com

3 Change Password

Froject Administrat...
Global Roles

ser Name p—

System Administrator nactive?

Notes

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

2Rk Roles
s + J\ E @
Enable Editing  Add Role Update available Show related Print Reload
(Ctri+E)

permissions for role items Roles

Reports
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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

aR Permissions: Project Administrator — O w
7 % Allow selected E‘J Allow selected % Allow selected % Allow selected
E.
Enable Editing ’-I_j Disallow selected 'ﬁ Disallow selected @ Disallow selected ﬁ Disallow selected . Access N MCESE,
(Ctri+E) (selection)  (project)

Editing View Acd Edit Admin/Delete Repor

Access | Authority

Cost code " v 7 -
Custom Register v v J
Project administration L o o "
Notification Template " v o "]
Systam Notification Template "
Contract Motice Template -1 v "
Workflow b v
» |Master Supplier ] v v

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.

A

Change DB

Figure 46 Selecting Change DB to Log Out

;_'f‘l

;\';' v W B11-213: Black Swamp Reservoir - Blue Sky Contracting Civil Pro 11

]
J

Quality Assurance N
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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.

Purchase Order - O b

Operations Views Reports

7 K .1 » @ ql = &

Edit PO Show PO Email PO New approval 3pprov Receipt View Receipts Create from Import
Number detail notes request Al schedule  from CSV

PO Number 456500002 Not requested => novalue =

Supplier - | Billing Entity Blackbutt Utilities
Order Date 28/08/2020 w Date Reqd v ling A 111 Wellington Road, Smithfield 4372

SWwa)| pege|R:

Supplier Contact

Contact Jen Gascoigne | PaymentTerms |43 days from end of menth invoice
livery Addr 13 Hillview Road, Wimborne 4555 Raised By Jen Gascoigne

Original budget

Naotes Comments
(Appears on PO) (NOT on PO)
.
50.00
’ f:) e Cancel E Save j Save & close

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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Operations Views Reports

v B u @B ® & EE

New approval w approval  Receipt View Receipts Creab

-

Import

Edit PO Show PO Email PO from

Number detail notes request All sched\e from CSV

~
PO Number 5--00001 Not requested => outside limit
Supplier Knight Engineering Surveys Pty Ltd Billing Entity |Blackbutt utilities 72';
Order Date 4/04/2020 Date Reqd pilling Address  |111 Wellington Road, Smithfield 4372 :
Supplier Contact  |Fod Casey |
Contact Payment Terms |45 days from end of month invoice

R Addn 13 Hillview Road, Wimborne 4555 Raised By System Administrator

Original budget 5

Notes Comments
(Appears on PO) (NOT on PO)
- y | Descrip
3 10 - Survey - field 10 HR $115.00 $1,150.00 Subcontract
20 - office calcs 10 HR $115.00 $1,150.00 Subcontract
-

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.

Import

Import Wizard

Welcome to the import wizard

This wizard will guide you through the process of importing data and verify that all necessary
information is present.
®) Import data from a comma-separated values (csv) file

Read data from the dipboard that has been copied from a spreadsheet or a similar table format

Specify Encoding
®) Standard text (Defaul
Windows 1252 (excel csv)

Unicode

Next Cance!

7. Afile 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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Purchase Order — O X
Operations Views Reports
B, = 1 X B
4 :Ql "
Edit PO Show PO Email PO A pp! New approval Receipt View Receipts Create from  Import
Number detail notes request All schedule  from CSV
~
PO Number 456500002 Not requested => outside limit =
&
Supplier MCM Engineering Pty Ltd Billing Entity Blackbutt Utilities g
Order Date 7/04/2020 - Date Reqd Billing Address | 111 Wellington Road, Smithfield 4372 g
Supplier Contact
Contact Jen Gascoigne Payment Terms 45 days from end of month invoice
Delivery Address |13 Hillview Road, Wimborne 4555 Raised By Jen Gascoigne
| Original budget
Naotes Comments
(Appears on PQ) (NOT an PO)
0 Project prestart 11s $1,425.00 $1,425.00
20 Design Scope 118 $1,425.00 $1,425.00
30 Frelim Design Meeting 1Ls £1,425.00 $1,425.00
40 Design Drawings 118 $8,925.00 $8,925.00
50 Design Review 118 $1.425.00 $1,425.00
50 Finalise IFD 11s $1,895.00 $1,895.00
70 Site Inspaction 11Ls $2,845.00 £2,845.00
80 As con 1iLs $1,425.00 $1,425.00
L
$20,790.00
5 © @ concet B sove [P savesclose

Figure 49 PO Details Imported from CSV

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

5.4

Purchase Order Approval

Complete this now.

Enterin

When we print our purchase order to send to the supplier (Reports => Purchase Order in the Ribbon Menu of the
Obviously, we don’t want our

PO), it is pretty hard to miss the big “Not Approved” watermark (Figure 50).
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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“ Print Preview

& open ?_‘# @ Fenden e - Orientolon™ g find d roge | I q‘- &~ e
T scaev I sus ot rage | Q-
@ save Pt Bookmarks  FS . ) y Pages 2 Export
# [ Mergins ~ ip# Customize g ast Fage 2 8,
i. ; B11-213: Black Swamp Reservoir
m’ 3 Order #4565-00002
Vendor:  MCM Engineering Pty Ltd Date ordered:  Tue 7 Apr 20
Date required:
Payment terms: 45 days from end of month invoice
Contact:
Bill to: Blackbutt Utlities Deliver to: Jen Gascoigne
111 Wellington Road, Smithfield 4372 Delivery Addr: 13 Hillview Road, Wimbomne 4555
Item # Description Q. Rate Total
10 Project prestart s 51,425.00 1425.00
20 Design Scope 118 $1,425.00 1425.00
30 Prelim Design Meeting 118 $1,425.00 1425.00
40 Design Drawings 1S $8,025.00 8925.00
50 Design Review 118 $1,425.00 1425.00
60 Finalise IFD 1Ls $1,895.00 1895.00
70 Site Inspection 118 52,845.00 2845.00
8 As con 1L $1,425.00 1425.00

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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Purchase Order — [ X

Operations Views

o BH ®& L EE 04

Edit PO Show PO Email PY pprove  New approval View approval Receipt View Receipts Create from Import

HNumber detail notes PO request All schedule  from CSV

Purchase Order Approvals Order Details -
FO Number Not requested => outside limit
Supplier MCM Engineering Pty Ltd pilling Entity |E|ﬂd;hul‘[ Utilities

sway| pae|y

Order Date DateReqd| | BilingAddress |11 Wellington Road, Smithfield 4372

Supplier Contact | |

Contact Jen Gascoigne | Payment Terms |15 days from end of manth invoice

Delivery Address |13 Hillview Road, Wimborne 4555 Raised By Jen Gascoigne

Original budget | $20,790.00

Notes Comments
(Appears on PO) (NOT on PO)
Iem ... & |Rate Only? | Item Description Qty Unit Rate (ex GST) |Total (ex GST) Resource?

y | 10 ] Project prestart 118 $1,425.00 $1,425.00 Subcontract |
20 ] Design Scope 115 $1,425.00 £1,425.00 Subcontract
30 [l Prelim Design Meeting 118 £1,425.00 £1,425.00 Subcontract
40 [ Design Drawings 115 48,925.00 £8,925.00 Subcontract
50 [l Design Review 118 $1,425.00 $1,425.00 Subcontract |
60 ] Finalise IFD 115 $1,895.00 $1,895.00 Subcontract
70 ] Site Inspection 11Ls $2,845.00 $2,845.00 Subcontract
80 ] As con 115 $1,425.00 §1,425.00 Suhmnlral?tj'l

$20,790.00
e O @ concel B save [P savesciose

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. Logout 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).
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R Roles — O b4

>+ X = B 0

Enable Editing Add Role Update available  Show related Frint Reload
(Ctri+E) permissions for role items Roles
Related Items
Client
*  Project Administrator $30,000{
Project User

* % B11-213: Black Swamp Reservoir
Subscription Admin Jen Gascoigne
Supervisor System Administrator

ester

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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Purchase Order - O b4
Operations Views Reports

a8, [= 1 x 2 B &

4 Q) 4! v
Edit PO  Show PO Email PO Approve  Unapprove  New approva W approva Receipt View Receipts Create from  Import
Number detail notes PO All schedule  from CSV
PO Number 4565--00001 Approved by: - 28/08/2020 =

[y

Supplier Knight Engineering Surveys Pty Ltd illi nti .B mckbutt Utilities -4
Order Date 4/04/2020 Date Reqd Billing Address 111 Wellington Road, Smithfield 4372 ”3:
Supplier Contact |Rod Casey
Contact Fayment Terms 45 days from end of month imvoice

livery A 13 Hillview Road, Wimborne 4555 Raised By System Administrator

Original budget
Notes Comments
{Appears on PO) (NOT on PQ)
10 L] Survey - field 10 HR £115.00 £1,150.00 Subcontr...
20 L] Office calcs 10 HR £115.00 £1,150.00 Subcontr...
[ |
$2,300.00
7 f:) O Cancel E Save } Save & close

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. Openthe MCM Engineering PO
2. From with the Ribbon Menu select Approvals=>New Approval Request.

Operations Views Reports

‘v bl = @ @

EditPO Show PO Emall PO Approve Unappron
Number detail notes P

x

New approval Viey
request

3 r . csv
! % £=

Receipt View Receipts Create from Import
All schedule from CSV

rchase Order ovals Order Details

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.

f'Reque;t y Response ]_I Closeout | Related Data Appr.1 @ ®
e . ‘ | Description
Approval ID: ! Status: | “equested " | Req By: Gascoigne, Jen > Approval Attachments
Req To: x Smith, James (james@blueskycivil.com) Date Required: 28/11/2018 E : ] ~- Approval Emails

Date Published: -

T 1

Subject Text; PO: 456500002 " Date Emailed: -

Request Text:

PO: 4565--00002

Supplier: MCM Engineering Pty Ltd

— -

Date: 7/04/2018

Value: $20,790.00

# Description Qty Rate Total
10 Project prestart 1 $1,425.00 $1,425.00
. 1 P 8

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).

Purchase Order SO
PO Number 4565--00002 Requested (published) => can approve
11}
Supplier ‘MCM Engineering Pty Ltd m Billing Entity |Blackhut‘t Utilities | ﬁ
o
Order Date 7/04/2018 ~ Date Reqd Billing Address 111 Wellington Road, Smithfield 4372 %
vl
. (e}
Supplier Contact ‘ | Y
o
Contact ‘ ,Tl Payment Terms |45 days from end of invoice month | g
o
Delivery Address 13 Hillview Road, Wimborne 4555 Raised By |Gascoigne, Jen | §
[N
Original budget  ©20,7°0.00
Notes Comments
(Appears on PO) (NOT on PO)
Item No. 4 |Rate Only? | Item Description Qty Unit Rate (ex GST) Total (ex GST) Resource?
> 10 =
20 O Design Scope 1ls $1,425.00 $1,425.00 No resource m
30 O Prelim Design Meeting 1ls $1,425.00 $1,425.00 No resource
40 O Design Drawings 1ls $8,925.00 $8,925.00 No resource
50 O Design Review 1ls $1,425.00 $1,425.00 No resource P
60 O Finalise IFD 1ls $1,895.00 $1,895.00 No resource |~
W= .2 Approve El Receipts ' Email " Reports ~ Cancel Save Save & close | ~

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).

Main Menu @ % M

Cost Management [+]

Drag a column header here to group by that column
Purchase Orders

(8 Daycosts | |PO Nu... v \ PO Date |Supp|ier Raised By | Contact | Date Req... | Is Compl... \ Value| Receipted\ Invoiced| Status

4565--00... 7/04/2018 MCM Engi... Gascoign... O $20,790.00 $0.00 $0.00 Approved
[ Invoices v 4565--00... 26/11/2018 Knight En... Administr... Lovall, Da... O $2,300.00 $0.00 $0.00 Approved
l = I > = -

Quality Assurance

e Spec and Conformance
{" Field

ﬁ; Payment

E—E Cost Management

§ Document Managemen t ‘ ‘

FREIR & L o

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)

Proje ;. System - Refresh

Main Menu @® %

Cost Management o | Report Period ‘ EndDate v ‘ Lock Out Cost ‘ Daycost Total ‘ Invoice Total ‘ Earned Budget | Claim Total ‘
Purchase Orders

|44 Daycosts
EE Invoices
@ Forecasts
l = -
Quality Assurance m] .
° SpechiilConivina e Drag a column header here to group by that column
{Y Fiela |Date v | Supplier | Resource |Resou... | Cost.. » [Qty  [Unit [Rate |Total |internal [ Docket...
&! Payment * Click here to add a new row

E—E Cost Management

}.\, Document Management
& 0A Setup ‘

&) Financials Setup m

B Other setup

.l .

Figure 58 Daycost screen — new report period button

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

Reporting period details

Reporting period end date |30f04f2013 E

Reporting period name
April 201§ L

[ Cancel ][ Create ]

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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Main Menu @ X

Cost Management (]

[ﬂ Daycosts
E—E Invoices '

@ Forecasts

Report Period | End Date v | Lock Out Cost | Daycost Total |Invoice Total | Earned Budget | Claim Total
Purchase Orders » April 2018

Quality Assurance [ Production |

° B Drag a column header here to group by that column

1Y) Field | [pate v |Supplier|Resource Resou... | Cost... 4 [Qty | Unit | Rate | Total

[internal | Docket...

ﬁ, Payment * Click here to add a new row

E—E Cost Management

Y Document Management

& 0A setup

&) Financials Setup

@ Other setup

b

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.

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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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



Main Menu @

Cost Management [v]

Purchase Orders
Daycosts
E—E Invoices
(© Forecasts

| s

Quality Assurance

° Spec and Conformance
{)) Field

& Payment

E—E Cost Management

Y. Document Management

=

& A Setup
&) Financials Setup

B Other setup

kg

Production

Drag a column header here to group by that column

#* Click here to add a new row
26/04/2... USafe ... Insurance Subcont... 101: Prelim... 1LS  $1,... $1,246... O
. Core test Subcont... 102: Investi... 8 EA $9... $721.60 O

Subcont... | 102: Investi...

Establishment

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.

PO Number
Supplier

Order Date
Supplier Contact
Contact

Delivery Address

Notes
(Appears on PO)

4565--00001

Approved by: Jen Gascoigne - 27/11/2018

26/11/2018 v

Knight Engineering Surveys Pty Ltd

Date Reqd Billing Address | 111 Wellington Road, Smithfield 4372

[~ BillingEntity  [Blackbutt Utilities |

|Rod Casey

Lovall, Damian

1 Payment Terms |45 days from end of month invoice ‘

13 Hillview road, Wimborne 4555

TO00C--595F Od ‘Eled paje@y

Raised By |Administrat0r, System ‘

Original budget | 2,200.00

Comments
(NOT on PO)

Item No. 4 | Rate Only?

Item Description

Total (ex GST)
$1,150.00| Subcontract
$1,150.00 Subcontract

$115.00

$2,300.00

I E“ z QApprove EIReceipts Q Email [ﬂReports'

® Cancel ‘ H Save “ Save & close  ~
—

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).

Receipt date

Notes

PO Receipted  PO: 4565--00001 (26/11/2018)-Knight
Engineering Surveys Pty Ltd

4/04/2018 I

( Cancel )[

oK )

Figure 63 New receipt dialog
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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 4t 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)

&l

PO Number 450500001 ;
Bt G a0a018 | v $600.00 $0.00| Gascoigne, ...
Order Date | 76/11/2018 v M —
Supplier Knight Engineering Surveys Pty Ltd | «
Total value ~-00 (0 50.00 $0.00
|Ite... a | Rate ... |Item Description |Unit \Rate (ex ... |Qty Qty (t... QWR... |Tota| (|
> 10 1 Survey - field hr $115.00 10 6 4 $690.00
20 [ Office cales 10 $115.00 10 0 0 10 $0.00

e = + .
I - New Receipt lgDaycosts “L] Reports ~

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).

[y Update daycosts for receipt

4/04/2018 =

Daycost date
Report period 30/04/2018: APRIL 2018 E’
Daycost Type ® Summarize receipt to single daycost
O Create daycost for each receipt line
PO Receipted 4565--00001 (26/11/2018) - Knight Engineering

Surveys Pty Ltd

[ Cancel :][

oK )

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)

PO Number 456500001
Order Date  26/11/2015

Supplier Knight Engineering Surveys Pty Ltd H

Total value <0000

20 O Office calcs 10 $115.00 10 0 0 10 $0.00

Save & Close ~

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.

Main Menu @ | [ Doycosts || purchase orders =] -

Cost Management [v]

Purchase Orders
(& Daycoss [PONu... ¥ [PODate |Supplier |Raised By | Contact | Date Re... |Is Col
4565--00... 7/04/2018 MCM Eng... Gascoign...

5 Invoices MR +565--00... | 26/11/20... [N Administ... [Lovall, D... | |
#

Drag a column header here to group by that column

jced| Status
$(\00 Approved

Approved

Val ueJ Receipted
$20,790.00 $0.00

$2,300.00|  $690.00

‘ = |
Quality Assurance

o Spec and Conformance
{! Field

ﬁ, Payment

E—E Cost Management

}{- Document Manag nt

& QA Setup
R = =4 ™

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.

Main Menu @ < Purchase QOrders ] M
Cost Management o Report Period | End Date v | Lock Out Cost | Daycost Total | Invoice Total | Earned Budget | Claim Total

Purchase Orders » April 2018
|49 Daycosts
E—E Invoices
( Production | M
@ Forecasts
I . I Drag a column header here to group by that column
Quality Assurance ‘ | Date v |Supplier Resource | Resou... |Cost code ‘Qty | | Rate |Toia| | i... | Dock|
o . . # Click here to add a new row
S| Col
[ aIH BT ies 26/04/2018  Eastcoast Asphalt  Establishment Subco... 102: Invest.. 1 LS $315... $315... O
E] Field 260/04/2018  Eastcoast Asphalt Core test Subco... 102: Invest... 8 ... $90.20 $721... D
&! 26,’04!2018 USafe Pty Ltd Insurance Subco... 101: Prelim... 1 1S $1,24... $1,24...
P t -
oo e N 08 0

E—E Cost Management
‘}\, Document Management

& QA Setup

) Financials Setup

B Other setup

»

| Bl & ™

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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Cost Management [+]

Purchase Orders
N Daycosts

E—E Invoices -

| - |
Quality Assurance

o Spec and Conformance
{Y) Field

& Payment

E—g Cost Management

}{ Document Management

& 0A Setup

@ Financials Setup

Main Menu ®

[ purchase Orders = | .

Daycosts

Drag a column header here to group by that column

$20,790...|$11,775...
$2,300.00 $1,207.50

$0.00| Approved
$0.00 Approved

Knight E... Adminis...

4565--0... 26/11/2... Lovall, ... O

»

| B

Figure 69 Post receipting Purchaser Orders Register

Cost Management [v]

Purchase Orders
Daycosts

E—E Invoices .

[ o ]
Quality Assurance

o Spec and Conformance
N Field

& Payment

E—g Cost Management

}{ Document Management

& QA Setup

&) Financials Setup

»

Main Menu @

1| Purchase Orders ]

Period End Date ¥ | Lock Out Cost Total Invoice Total Earned Bu Claim Total
» April 2018

Production ]

Drag a column header here to group by that column

Click here to add a new row

26/04/2018  Eastcoast Asphalt  Establishment Subco... 102: Inves... 1 LS $315... $315.00 [
26/04/2018  Eastcoast Asphalt  Core test Subco... 102: Inves... 8 ... $90.20 $721.60 [
26/04/2018  USafe Pty Ltd Insurance Subco... 101: Preli... 115 $1,2... $1,246.80 [
10/04/2018  Knight Engineerin... Receipt summary... 1 LS $172... $172.50 [
6/04/2018 Knight Engineerin... Receipt summary... 1 LS $345... $345.00 [

SLLEPMEIRE Knight Engineerin...

| B

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)

Main Menu @ % v

Cost Management v | [Report Period EndDate v |Invoice Total | Daycost Total | Claim EV Inv. Locked?
Purchase Orders > April 2018 30/04/2018 $0.00 $15,265.90
|4 Daycosts

E—; Invoices .
' - |
Quality Assurance

° Spec and Conformance Invoices ® ® @ || Reconciliation @

®
®

i]‘ Field Drag a column header here to group by that column No selection

&! Payment ‘ |1nv... ‘In... v ‘Supplier ‘Invoice... | P.0O Ref ‘ Description | Amount (e...| Misdl... ‘

E—; Cost Management

% Document Management Invoice

less disputed

‘ $0.00 | | add retention

Figure 71 New Invoice button in the Invoice register screen

& OA Setup

&) Finandials Setup

| B

»

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

Invoice reference 6524
Invoice date 30/04/2018 E E ]

Supplier ‘ Knight Engineering Surveys Pty Ltd E
Report period 30/04/2018: APRIL 2018 [
Description DKT 15214, 15217, 15224 A

Amount (ex GST)  $1,260.00

POReference  Add link to PO... =1

[Cam:el )( OK ]

Figure 72 New Invoice dialog
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4.

like that in Figure 73 below.

Enter the remining invoices using the same process as described. When done the Invoices screen should look

@
Cost Man: ©

Main Menu

Purchase...
[H Daycosts

E—; Invoices .
Quality A

© specand
{1 Field

% Payment
[E2 Cost Man

Y, Documen

& 0A Setup

&) Financial

Drag a column header here to group by that column

| ‘ Invoice ID | Invoice D... | Supplier | Invoice Ref P.O Ref 4 | Description | Amount (e... | Misclose

DKT 15214, 15...  $1,260.00 $1,260.00
$11,775.00 $11,775.00

$1,246.80 $1,246.80

> 2 30/04/2018 Knight Engineer... 6524
3 28/04/2018 MCM Engineeri... 14823
4 30/04/2018 USafe Pty Ltd 209828

Insurance

ER[E1ES

| Report Period | End Date v | Invoice Total Daycost Total Claim EV Inv. Locked?
> April 2018
Invoices ® @ ® || Recondi...® ® ®
Knight Engineer

6524: 30/04/2018

DKT 15214, 15217,

Invoice
fess disputed

add retention

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:

e Requests to the supplier to correct inaccurate invoices

e 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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Main Menu @ % v
Cost Manz O | | Report Period End Date v | Invoice Total Daycost Total Claim EV Inv. Locked?
Purchase... » April 2018
|14 Daycosts
E—E Invoices
II'| Invoices @ @ & || Recondliation e 66
Quality A ||| Drag a column header here to group by that column Usafe Pty Ltd
200828: 30/04/2018
° Spec and ‘ | Invoice... |Invoice ‘ Supplier | Invoice Ref | P.O ... 4 ‘ Description |Amount (... | Misclose ‘
[V Fietd 2 30/04/2... Knight Engine... 6524 DKT 15214, 1...  $1,260.00 $1,260.00| [nsurance
Fi
€ 3 28/04/2... MCM Engineer... 14823 $11,775.00 $11,775.... ]
& voyment | » I v s E N N :
[\ less disputed
=a Cost Man
s add retention
Y. Documen
Accounts Tot. $1,
A Setu
#o e -
é, Financial - - — g
=l
+
o - R a

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)

Assigned daycosts ® ® || Reconciliation @
Date v |Resource Costc... +|Qty Unit |Rate | Total Docket Ref | | Jsafe Pty Ltd
209828: 30/04/2018
Insurance
Invoice $1,246.80
fess disputed $0.00
add retention $0.00
Accounts Tot. $1,246.80
: ‘ Daycost $0.00
add adjust. $0.00
- -,
Unassigned daycosts ( ) Civil Pro Tot. $0.00
———
Date v | Resource Costc... ~ | Qty Unit |Rate | Total Docket Ref Misclose $1,246.80
> 226104;’2018 Insurance
‘ $1,246.80 ‘
ﬂ Report period | 30/04/2018: APRIL2018 | = | [ Show All [ cancel [ ok |

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

Invoice recongiliation PP
Assigned daycosts @ & || Reconciliation @
Date ¥ | Resource Costc... + |Qty Unit |Rate |Total Docket Ref |I| |Jsafe Pty Ltd

» 26/04/2018 209828: 30/04/2018

Insurance

Invoice $1,246.80
less disputed $0.00
add retention $0.00
Accounts Tot. $1,246.80
Davcost 1,246.80

‘ $1,246.80 it $1,
add adjust. $0.00

- -,

Unassigned daycosts Civil Pro Tot. $1,246.80
| |Date v | Resource |Cost C.. \ Qty ‘Unit |Rate ‘Total |Do|:k£t R£f| Misclose $0.00

Report period | 30/04/2018: APRIL 2018 | = | [ cancel [ ok |

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)

@ @ || Reconciliation ®
Cost code + Knight Engineering Surveys Pty L
f Receipt summary PO: 45... 6524: 30/04/2018
6/04/2018  Receipt summary PQ: 45... 115 $345... $345.00
DKT 15214, 15217, 15224
4/04/2018  Receipt summary PO: 45... 115 $690... $690.00 ‘ ’
Invoice $1,260.00
less disputed $0.00
‘ $1,207.50 add retention $0.00
Unassigned daycosts Accounts Tot. $1,260.00
Davycost $1,207.50
\ \ Date v | Resource | Cost code + | Qty \ Unit \ Rate | Total | Docket Ref |
add adjust. $0.00
Civil Pr 07.50
| e G
ﬂ Report period | 30/04/2018: APRIL2018 | =| [ Show Al

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. Atthe 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)

Date ¥ | Resource Cost... ~ | Qty U... | Rate Total Reconciliation m ®

» 30/04/2... Invoice Correction 11LS $52.50 $52.50 Knight Engineering Surveys Pty Ltd

6524: 30/04/2018

DKT 15214, 15217, 15224

Invoice $1,260.00
less disputed $0.00
add retention $0.00

Accounts Tot. $1,260.00

Daycost $1,207.50
add adjust. $0.00

Civil Pro Tot. $1,207.50

Misclose $52.50

7 Boveveredion , mwotores Q| o

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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Reconciliation

Assigned daycosts ® ®
Date ¥ | Resource Cost code 4 | Qty Unit Rate Total Docket Ref
> 10/04/2018
6/04/2018  Receipt summary PO: 4565... 11s $345.00 $345.00
4/04/2018  Receipt summary PO: 4565... 115 $690.00 $690.00
Unassigned daycosts
| |Date v | Resource ‘Costcode N |Qty |Unit |Rate |Tota| ‘Docke

Knight Engineering Surveys Pty L
6524: 30/04/2018

DKT 15214, 15217, 15224

Invoice $1,260.00
less disputed $0.00
add retention $0.00

Accounts Tot. $1,260.00

Daycost $1,207.50
add adjust. $52.50

Civil Pro Tot. $1,260.00

Misclose $0.00

[ autocomcton |

Report period |3[)/[)4/2[)18: APRIL 2018

1 (sonn)

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).

Main Menu @ x v
Cost Man: O |Report Period  [End Date v | Lock Out Cost | Daycost Total | Invoice Total | Earned Budget | Claim Total
Purchase... > April 2018
|44 Daycosts
E‘E Invoices [ Production ] v
) Forecasts ™
Drag a column header here to group by that column
A i | [pate  +[Supplier |Resource [Resour... |Cost.. [Qty  [Unit [Rate |Total [internal |Docket.. |
° Spec and & Click here to add a new row
e e Coreton |~ lis 52| 5250 @ | ]
28/04/2... MCME... Receipt.summary P... 11S  $11..$11,775... [
ﬁ; Payment 26/04/2... USafe ... Ins Subcont... 101: Pre... 118 $1,... $1,246.80 O
E\ Cost M 26/04/2... Eastcoa... Core Subcont... 102: Inv... 8 EA  $90... §721.60 O
5 an
S 26/04/2... Eastcoa... Establishment Subcont... 102: Inv... 11LS $31... $315.00 O
1\( Documen 10/04/2... Knight ... Receipt summary P... 1 1S $17... $172.50 O
‘, A sot 6/04/2018 Knight ... Receipt summary P... 1LS $34... $345.00 O
u
Q k 4/04/2018 Knight ... Receipt summary P... 1LS  $69... $690.00 O
&) Financial 5
B Other sel
-
3 j F\ m

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.

Main Menu @ % e
= "
il | [ [ Report Period " tnable Editing (CreE) o) Daycost Total | Claim EV Tnv. Locked?
Purchase... | > April 2018 g Reconcile »
|44 Daycosts
E\ . Q Move invoice
= Invoices
5‘3 Forecasts ™ [ g Split to other project
Quality A 'Q Approve invoice
° Spec and Q Unapprove invoice
ﬂ Field Invoices ‘I’ Advanced Filters ® ® @ || Recondiliation 666
T payment Drag a column header he 1‘ Import Invoices MCM Engineering Pty Ltd
_ = : 14823 28/04/2018
EE Cost Man ‘lnv... ‘In... v ‘ Supp q i ption ‘Amount (e... ‘ Miscl...
4 30/04... USafi Views g $1,246.80  $0.00
T ... USafe rance ,246. .
3 2 30/04... Knigh | Oni , [1521..  $1,260.00 $0.00 .
ions .
& onsewr ||| > [HEEESE P - $11.775.00]  $0.00 || IRk $11,7
: fess disputed !
&) Financial
add retention !
@ Othersel || 0 ————n |
29 +
B - al

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. Itisrequired 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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Report period details Certification Adjustments To Date Claim
ﬁ; Progress Claims Description Lock Period ... ¥ | Prev. Cer... | Certified (... | Security Retention | Earned Rev | Over/l
Ml Quantities 30/04/2018

6 Variations

‘ = |
Quality Assurance

[ ]

0 Spec and Conformanc ||| rayenye to date ® @ ® || Revenue this claim ® ® ® || Budget to date ® ® ® || Budget this daim e 606
l -

{!] Fiewd Cert. Total Cert. Total Claimed DIC Claimed DIC

ﬁl Payment less  Retention less Prev Cert less DIC ofu

Earned DIC (TD)

less DIC ofu change
Prev. daim DIC
Earned DIC (Diff)

,7
,7
,7

fess Daycost Inv. ’7$1 fess Daycost Inv. ’7$1
$
,7

Security

,7
,7
,7
Prev. paid ,7
,7
,7

E—; Cost Management Total this claim

Y, Document Manageme

HayEnRowing Paid this daim

QA Setup At leti
‘1 compretion Daycost Accr. Daycost Accr. $
a Financials Setup Daycost No Acar. Daycost No Accr.
Rev. calc basis O Claim
B Other setup Davycost Internal Davcost Internal

Figure 82 Reporting period within Progress Claim register

€ New claim 806

Claim cutoff date 30/04/2018

Approved completion date ‘

EIREIREl

Forecast completion date ‘

Claim name
| April 2018 Claim 0

Previous report period

| 1

Use quantities (lot or floating) [

Match claim QTD to previous [

([ cancel | [ Create )

Figure 83 New Claim dialog

3. Asthisis 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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| Progress

Claim Ttem Details Prev. Cert Certification i

-
Sched. No. Description Qty Scheduled | Unit Qty Total Qty Sell Rate Total (Claim - Cert) Qty | { é
> B Access Road to Water Reser...
- 1.1 Preliminaries and General 1 Lump 0 50 0  %6,850.00 30 E
- 1.2 Investigation, detailed site inspec... 1 Lump 0 $0 0 $14,400.00 $0 E
s | 313] Detailed Design For Construction ... 1 Lump 0 $0 0  $6,120.00 $0
= 31 | Construct access roads to service ... 1 Lump 0 s0 0 $25,600.00 $0 g
1.5 Supply and install safety barriers 1 Lump 0 %0 0 $11,120.00 $0 lr.,i{
-11.6 Commissioning 1 Lump 0 s0 0  $3,650.00 $0 »
1.7 Final documentation 1 Lump 0 $0 0 $2,220.00 $0 @
-2 Refurbish Road in Front of Pr...
2.1 Preliminaries and General 1 Lump 0 $0 0  $5,300.00 $0
- 2.2 Investigation, detailed site inspec... 1 Lump 0 50 0 $11,200.00 30
2.3 Detailed Design For Construction ... 1 Lump 0 $0 0  $6,220.00 $0
- 2.4 Construct roadway in front of pro... 1 Lump 0 50 0 $98,000.00 30
- 2.9 Supply and install safety barriers 1 Lump 0 $0 0 $18,800.00 $0
- 2.6 Commissioning 1 Lump 0 s0 0  $3,300.00 $0
- D7 Final documentation 1 Lump 0 $0 0 $42,400.00 $0
] Guardrall install (per m) if additio... 0m 0 %0 0 $195.00 %0
=3 Upgrade Storage and Deliver...
ST Preliminaries and General 1 Lump 0 %0 0 $5,590.00 $0 E |
P Tesrnctiontion  dnbailad ciba i 10y n o N 299000 0
y—————————————————————————————— L

=

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. Inthe cell typein
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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Claim Item Details To Date This Claim by
Sched. No. | Description Qty Schedul.... | Unit Qty SellRate  Total | Claimed (Diff) | Claim Value (Diff) | Certifiec é
=21 Access Road to Water Reser... a
- 1.1 Preliminaries and General 1 Lump 0.5 $6,850.00 $3,425 0.5 $3,425 ] E
1.2 Investigation, detailed site inspec... 1 Lump 0.75 $14,400.00 410,800 0.75 $10,800 §
s | 313 Detailed Design For Construction ... 1 Lump 0.2  $6,120.00 $1,224 0.2 $1,224 ®
- 1.4 Construct access roads to service ... 1 Lump 0 $25,600.00 s0 0 $0 g
- 1.5 Supply and install safety barriers 1 Lump 0 $11,120.00 $0 0 $0 ﬁ.
1.6 Commissioning 1 Lump 0 $3,650.00 $0 0 $0 o
- 1.7 Final documentation 1 Lump 0 $2,220.00 50 0 %0 ﬁ
-2 Refurbish Road in Front of Pr...
2.1 Preliminaries and General 1 Lump 0.5 $5,300.00 $2,650 0.5 $2,650
- 2.2 Investigation, detailed site inspec... 1 Lump 0.5 $11,200.00  $5,600 0.5 $5,600
=203 Detailed Design For Construction ... 1 Lump 0.2  $6,220.00 $1,244 0.2 $1,244
- 2.4 Construct roadway in front of pro... 1 Lump 0 $98,000.00 $0 0 $0
2.5 Supply and install safety barriers 1 Lump 0 $18,800.00 %0 0 40
=12.6 Commissioning 1 Lump 0 $3,300.00 50 0 $0
- 2.7 Final documentation 1 Lump 0 $42,400.00 50 0 %0
2.8 Guardrail install (per m) if additio... 0m 0 $195.00 $0 0 $0
=3 Upgrade Storage and Deliver...
Ll31 Preliminaries and General 1 Lump 0.5 $5,590.00 $2,795 0.5 $2,795 —'
29 Lo inctinntion detailad cita | 10y A5 209000 ¢4 aen ns &1 san
$30,594.00 ‘

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:

e 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

e 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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Claim Item Details To Date This Claim o
Sched. No. Claimed (Diff) | Claim Value (Diff) | Certifie é
=
= - e |
11 Ppreliminarid | Enable Editing (Ctrl+E) 5 $6,850.00  $3,425 0.5 $3,425 &
[47]
~1.2 I tigati p . . . 75 $14,400.00 10,800 0.75 10,800 2
fvestigatd p View/Change claim properties $ $ ¥ &
1.3 Detailed De 2 $6,120.00 $1,224 0.2 $1,224
1.4 Construct a {:}; Claim operations » |0 $25,600.00 $0 0 $0 =
- 1.5  Supply and 0 $11,120.00 $0 0 $0 ‘B
1.6 Commissiol Q Status to include P o $3,650.00 $0 0 $0 -
(1.7 Final docun r‘ Mark I , |0 $222000 $0 0 $0 5
=22 Refurbish ark fems
~21  Preliminarid m Snapshot Options y 15 $5300.00  $2,650 0.5 $2,650
22 Investigatic 5 $11,200.00  $5,600 0.5 $5,600
(2.3 Detailed De  up Import/Export P )2 $6,22000 @ $1,244 0.2 $1,244
24 Constructr 0 $98,000.00 $0 0 $0
00
2.5 Supply and $ Show cents 0 $18,800.00 $0 0 $0
2.6 Commissio Tl Restore order 0 $3,300.00 $0 0 $0
2.7 Final docun 0 $42,400.00 $0 0 $0
- 2.8 Guardrail in ) Show search panel (ctrl+F) 0 $195.00 $0 0 $0
=3 Upgrade ¢
31 Preliminarie h Show related details
o | S0 Investigatic
3.3 Detajled_De’ % Views » ‘
Standard
Grid options » ]
[ « | Min

e

Budgets

All length: 0 lines: 1 Ln:1

Figure 86 Accessing progress claim forecast view

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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Claim Item Details To Complete Forecast at completion s
Sched. No. Description Qty Scheduled | Unit Qty to Compl | Total Qty At Compl | Sell Rate Total o)
2 Investigation, detailed site inspec... 1 Lump 0.5 $5,600 1 $11,200.00 3 <
—2.3 Detailed Design For Construction ... 1 Lump 0.8 $4,976 1 $6,220.00 E
2.4 Construct roadway in front of pro... 1 Lump 1 $98,000 1 $98,000.00 k3 §
- 2.5 Supply and install safety barriers 1 Lump 1 $18,800 1 $18,800.00 S *
2.6 Commissioning 1 Lump 1 $3,300 1 $3,300.00 g
- 2.7 Final documentation 1 Lump 1 $42,400 1 $42,400.00 4 ﬁ
- 2.8 Guardrail install (per m) if additio... 0m 0 %0 0 $195.00 =
=23 Upgrade Storage and Deliver... ﬁ
-13.1 Preliminaries and General 1 Lump 0.5 $2,795 1 $5,590.00
3.2 Investigation, detailed site inspec... 1 Lump 0.5 51,660 1 $3,320.00
- 3.3 Detailed Design For Construction ... 1 Lump 0.8 54,784 1 $5,980.00
- 3.4 Construct delivery area and upar... 1 Lump 1 470,800 1 $70,800.00 4§
- 3.9 Supply and install safety barriers 1 Lump 1 $0 i $0.00
- 3.6 Commissioning 1 Lump 1 $3,400 1 §3,400.00
3.7 Final documentation 1 Lump i $2,200 1 $2,200.00
, BE I N
Structural inspection, leak test an... 1 Lump 1 $5,220 1 $5,220.00
High pressure clean, coating of w... 80 m2 55 $13,200 $240.00 S
Fairing of walls and base for bon... 0 m2 55 $11,550 m $210.00 $T
| $345,846.00 N~— $37

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

] Use certified gty in reports
' Claim presentation L4 ‘ Progress claim cover *
Lot ity 4 Progress claim cover with completion *
Cost vs. Revenue L4 F Progress Claim *
Custom Reports L4 Progress Claim Detail *
Print grid Claim - completion *

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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] Report Viewer

| =% Print Preview
T/ & E Header/Footer & Orientation ~ & Find “4  Previous Page
g, sale ~ [ Size ~ B Next Page @
= Print . . Bookmarks | First Many Pages
. EI @ Margins ~ 131’ Customize “%h Page (>0 Last Page Q - Q
Doc... Print Page Setup Navigation Zoom

Progress Claim
gue B11-213: Black Swamp Reservoir
30/04/2018: April 2018 Claim

| Description: Schedule Oty Claim Qty Sell Rate Total

1: Access Road to Water Reservoir

1.1: Preliminaries and General 1 0.5 Lump $6,850.00 $3,425.00
1.2: Investigation, detailed site inspection and measurement 1 0.75 Lump $14,400.00 $10,800.00
1.3: Detailed Design For Construction drawings 1 0.2 Lump $6,120.00 $1,224.00
1.4: Construct access roads to service water reservoir 1 0 Lump $25,600.00 $0.00
1.5: Supply and install safety barriers 1 0 Lump $11,120.00 $0.00
1 0 Lump $3,650.00 $0.00 2

1.6: Commissioning

|
e R
- ——

v

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).

Main Menu @ %

| Variation No * 4 | Description * | Raised By * \ Sell (subm... |Se|| (approved) \ Status | E... | Related Data @& ®
ﬁ, Progress Claims | |
Mrll Quantities
6 Variations

Quality Assurance
o Spec and Conformanc
{" Field

ﬁ) Payment

E—E Cost Management

Y, Document Manageme

& QA setup

) Financials Setup

B Other setup

»

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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Details => Valuation & EOT => Waypoints => Notes

VRN Reference* 0001
Client Reference

Raised by* |Ga5migne, Jen E

Description / Name*
Removal of dosing shed a

Detail

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).

Details => Valuation & EOT => Waypoints => Notes
You may not have any submitted or approved EQOT or valuations yet. In which case, leave this secti
Total
Submitted Approved

Quantity 11 Lo |
Measurement unit LS
Rate $9,800.00 | $0.00 |
Total [52,200.00 | 50.00 |
EOT:

Submitted Approved
EOT days 0 E 0 E

Figure 91 Variation Valuation and EOT screen

5. Inthe Waypoint screen enter in the date identified and date notified details and click Next then Save & Finish
(Figure 92).
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Details => Valuation & EOT => Waypoints => Notes

W%
Notified 6/04/2018
Identified 29/03/2018

eI

Figure 92 Variations waypoints screen

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

Main Menu @

— - Related Data 0001 ® ®

& Progress Claims Rﬁiﬂﬂﬁii

M Quantities » B~ Waypoints

¢ Variations -~ Notified (6/04/2018)

- Identified (29/03/2018)

l - l - Filestore Docs

Quality Assurance - Lots

° Spec and Conformanc - Photos

Instructions

{_[| Field - Schedule Ttems

& Payment - Contract Notices

E—E Cost Management

Y, Document Manageme

& QA Setup

—

| DRl = f o

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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Main Menu ® Quantities w M
Payment [+] it ioti a

Raicad @ ... || Related Data 0001 ® ®
& Progress Claims Sort Ascending N Descrintion ]
M1 Quantities = a4 Sort Descending > B Waypoints
& Variations Clear All Sorting - Notified (6/04/2018)

. - Tdentified (29/03/2018)
[ - | W Group By This Column - Filestore Docs
Quality Assurance 4% Show Group By Box - Lots
~ Photos

0 Spec and Conformanc Hide This Column Instructions
i]] Field E] Column Chooser I -~ Schedule Items

& Payment +A+ Best Fit - Contract Notices

Best Fit (all columns)
E—E Cost Management

Y Filter Editor...
Y. Document Manageme
Show Find Panel

& QA setup

| o8B

Show Auto Filter Row

»

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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Payment (v}

ﬁ, Progress Claims
Ml Quantities
6 Variations

| = |
Quality Assurance

° Spec and Conformanc

{! Field
& Payment
E—E Cost Management

i Document Manageme

& 0A Setup

»

Main Menu @

Removal of dosing
shed

Related Data 0001 ® &

| o3

Description

=~ Waypoints

- Notified (6/0...

- Identified (29...

» - Filestore Docs

..... Lﬂts

- Photos

----- Instructions
Schedule Items

----- Contract Notices

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).

Main Menu ®
ﬁ, Progress Claims

M Il Quantities

6 Variations

L = ]
Quality Assurance

o Spec and Conformanc
{!] Field

ﬁl Payment

E—E Cost Management

Y, Document M

Removal of dosing
shed

[ Enable Editing (Ctrl+E)

Related Data 0001 ® ®

View/change estimate

£

& QA Setup

olal |

Figure 96 accessing View/Change estimate
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) New Schedule from VRN
o
—. 9
.
lio

New waypoint

New cost code from VRN
Show variation detail

Show related items

Options

o

Description

2]

Waypoints
Notified (6/0...

i Identified (29...
Filestore Docs
Lots
Photos
Instructions
Schedule Items
Contract Notices




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.

Description Qty Unit DJC Rate | DIC Total | Sell Rate | Sell Total Variation Details ® ®

DISCONNECT & REMOVE ELECTRICAL LIGHTING

L. VRN Ref 0001
Bleclrician 4 HR $80.00  $320  $95.00 $380 ,
Note: Utilities company to provide electrical isolation : - Removal of dosing shed

DISASSEMBLE & DISPOSE OF INTERNAL & Unit LS
EXTERNAL FIXTURES INC FLOORING 8 SHED

STRUCTURE Default % 0.0%

Skip bin 1LS $240.00 $240  $300.00 $300|| Default Vis % 0.0%
Sdissor lift hire to dismantle roof 11S $700.00 $700 $1,200.00 $1,200

Labour - skilled 1 DAY $650.00 $650  $800.00 $800 Estimate basis

Labour 1 DAY $500.00 $500  $650.00 $650 Total $3,330.00

a + Quantity 1
Rate $3,330.00

Calculated submission

Quantty 1
Rate $3,330.00

VRN Total |$3,330.00

ODac @ Sell

ma]

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

"~ | Enable Editing (Ctrl+E)

Bz insetline

&% Show cents
Q,  views v

Renumber order

’ ; Import/Export F‘ '3‘; Import from csv

"

|m Options ¥ Li. Export to 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. Afile 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.

Variation estimate

Description

> DISCONNECT 8 REMOVE ELECTRICAL LIGHTING

Electrician
Note: Ultilities company to provide elecirical isolation

DISASSEMBLE & DISPOSE OF INTERNAL &
EXTERNAL FIXTURES INC FLOORING & SHED
STRUCTURE

Skip bin
Scissor lift hire to dismantle roof
Labour - skilled

Labour

Demolish & Dispose of Block walls, Concrete slab
& Stairs

Concrete cutting
8t Exc
Disposal of concrete - Skip bin (PQ)

Labour - Skilled

Construction of Roadway
Geotech - Assessment of ground below slab

Cuil A i

Qty

Unit

4 HR

115
115
1 DAY
1 DAY

11s
10 hr
3 ea.

2 day

DIC Rate [ DICT...

$80.00

$240.00
$700.00
$650.00
$500.00

$1,900....
$120.00
$258.67

$600.00

$300.00

nnnnnn

Sell Rate

$320  $95.00

$240  $300.00
$700 $1,200....
$650 $800.00
$500  $650.00

$1,900 $1,620....
$1,200 $130.00
$776  $300.00

$1,200  $800.00

$300  $300.00

nnnnnn

Sell Total

$380

$300
$1,200
$800
$650

$1,620
$1,300
$900

$1,600

$300 —

enrcn

|

Variation Details ®m ®
VRN Ref 0001
Removal of dosing shed
Unit LS
Default % 0.0%

Default Vis % 0.0%
Estimate basis
Total $9,800.00
Quantity 1
Rate $9,800.00
Calculated submission
Quantity 1
Rate $9,800.00
VRN Total  $9,800.00
oDic @ Sell

Figure 98 Variation Estimate after details entered and imported

10.4

Creating Schedule Item and Cost Code for a New Variation

i. "_‘

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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Enable Editing (Ctrl+E)
View/change estimate

Mew waypoint

Mew Schedule from VRN

10|22 & (il

Mew cost code from VRN
Show variation detail

Show related items

Options »

EH & )

The New Schedule Item details screen will appear. Click Save & Close (Figure 99).

«J New Schedule Item from VRN:0001 806

Supply the required information below and click OK to create a new Schedule
Item for payment. Your new schedule item will be created as the last item at the
root level of your schedule register.

Schedule No. VRNOOO1

Schedule Description  Removal of dosing shed "

1 Match to VRN

Schedule Qty 1 LS (unit)
Schedule DIC Rate $8,036.00

Schedule Sell Rate $9,800.00

Total Value $9,800.00

[ Cancel J {H Save&close]

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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Supply the required information below and click OK to create a new cost code.
Your new cost code will be created, and if you allocate a schedule item, will be
automatically linked to the schedule item.

CC Name fvrnoo01 |
Cost code description | Removal of dosing shed a

Unit LS

M Assign 100% to one schedule item?
Select Schedule Ttem |VRND[}[}1: Removal of dosing shed E

[ Cancel ][ Create ]

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 VRN0OOO1 has a related schedule Item (Figure 101).

Main Menu @ %

Payment o Va... | Description * Raised B.... | Sell (_.. [ DIC (... | Sell (ap...

& Progress Claims ' Removal of dosing

Il Quantities

6 Variations

| - |
Quality Assurance

° Spec and Conformanc
1! Field

& Payment

E—E Cost Management

. Document Manageme

Status | E... || Related Data 0001 ® ®

| ‘ Description ‘

& 0A Setup

| 93

»

> B

- Filestore Docs
- Photos
- Instructions

- Contract Notices

Waypoints
- Notified (6/04/2018)
- Identified (29/03/2...

Schedule Items
- VRNOOO1: Removal...

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 (VRNOOO1). If you can’t see it click on refresh (the two blue arrows at the bottom of the
grid) as per Figure 102 below.

Main Menu @ | | variations ]_—ﬂ‘ M
Financials Setup (v]

R Drag a column header here to group by that column Related Data 101 @ &

Project Suppliers b

— - - = E—— JW
+#% Resources Construct st - > [@- Schedule Items
onstruct access roads to service a
= Cost Codes 104 water reservoir o o 1.1: 100.0%

I ‘ 105 Supply and install safety barriers 0 a F it 2.1: 100.0%
£l Quality Ass 106 Commissioning O O - 3.1: 100.0%
E E arance 107 Final documentation 0 0

Spec and Conformanc Construct roadway in front of
o 204 processors = -
ﬂ Field Construct delivery area and 0 0
upgrade of liquid storage area
& Payment Holding tank works O O
VRNO0O1 Removal of dosing shed LS
E—E Cost Management g = =
% m m
Y, Document Manageme [
& QA Setup
—
‘ ‘ o ‘ Al ||

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).

Forecast date

Forecast name

30/04/2018 |+ |

April 2018 Forecast

Previous report period

.
v

Forecast completion date  EV[iplik

[~

[ Cancel j[ Create j

Figure 103 New forecast dialog

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

Cost code details To Date
Cost code | Description Method MargTD MargTD%
¥ é***** Unassigned Revised bud... $13,035 I
101 Preliminaries and General Revised bud... O 05  $2,493.60 $1,247 $8,870 $7,623  85.0440
102 Investigation, detailed site inspection a... Revised bud... a 0.625 $1,659.89 $1,037 $18,060 $17,023 94.269
103 Detailed Design For Construction drawi... Revised bud... a 0.2 $0.00 $0 $3,004 $3,604 100.09
104 Construct access roads to service water... Revised bud... O 0 $0.00 $0 $0 $0 0.09
105 Supply and install safety barriers Revised bud... O 0 $0.00 $0 $0 $0 0.09)
106 Commissioning Revised bud... a 0 $0.00 $0 $0 $0 0.09
107 Final documentation Revised bud... a 0 $0.00 $0 $0 $0 0.09
204 Construct roadway in front of processors Revised bud... O 0 $0.00 $0 $0 $0 0.09
304 Construct delivery area and upgrade of... Revised bud... O 0 $0.00 $0 $0 $0 0.09)
308 Holding tank works Revised bud... a 0 $0.00 $0 $0 $0 0.09
VRNOOO1  Removal of dosing shed Revised bud... O 0 $0.00 $0 $0 $0 0.09
$15,318| $30,504| $15,276|  49.03%
[« | | = |
I = : JJ Reports ~ =

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.

&’ B11-213: Black Swamp Reservoir - Blue Sky Contracting Civil Pro 10 806
¥ 8
‘ Project >§_~ System 2. Refresh =
Main Menu ® | [ Forecasts ]j Daycosts %' 1 M
Cost Management - Report Period | End Date v | Lock Out Cost | Daycost Total | Invoice Total Earned Budget | Claim Total
Purchase Orders > April 2018
|44 Daycosts
Eg Invoices Daycost 1[ Production | M
O Forecasts Drag a column header here to group by that column
| Date v | Supplier | Resource | Resou... | Cost... » | Qty ‘ Unit | Rate | Total | internal ‘ Docket... |
E Quality Assurance #* Click here to add a new row "
o . 1 Conk 26/04/... Eastco... Core test Subcon... 102: In... 8 EA $9... $721.60
ec and Conformanc
S 26/04/... Eastco... Establishment Subcon... 102: In... 11LS $3... $315.00

{_I] Field 10/04/... Knight... Receipt summary .. 103: D... 115 $1... $172.50
6/04/2... Knight... Receipt summary .. 103: D... 11s ... $345.00

P t H
& paymen A2 Kt Receptummary... 103 lB----I:I- -
Eg Cost Management

O0ooo

Y, Document Manageme

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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[ Enable Editing (Ctrl+E)
7

View/change forecast properties

$DU Show cents

@ View/change forecast estimate

5 View/change revised budget

@ View/change cashflow timing

' : Update forecast data

=, Wiews 3

6. The Update Forecast dialog box will now appear — click Update

D Initialize using previous forecast

Q Update revenue [ budgets from daim
Q Update revised budget from Win/Loss
Q Update costs from daycosts

( Cancel )&tpdzﬂr—’

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.

Cost code details To Date
Cost code | Description Method Qty Sum? QTD RTD CTD Rev TD MargTD
> ?Unassigned Revised budget | 0 $0.00 $0 $0
101 Preliminaries and General Revised budget O 0.5 $2,493.60 $1,247 48,870 %7
102 Investigation, detailed site inspectio... Revised budget O 0.625 $1,743.96 $1,089 $18,060 %16
103 Detailed Design For Construction dr... Revised budget O 0.2  $64,912.50 $12,983 $3,604 -$9
104 Construct access roads to service w... Revised budget Oa 0 $0.00 %0 $0
105 Supply and install safety barriers Revised budget Oa 0 $0.00 %0 $0
106 Commissioning Revised budget O 0 $0.00 $0 $0
107 Final documentation Revised budget Oa 0 $0.00 %0 $0
204 Construct roadway in front of proce... Revised budget [ 0 $0.00 £0 $0
304 Construct delivery area and upgrad... Revised budget O 0 $0.00 $0 $0
308 Holding tank works Revised budget Oa 0 $0.00 %0 $0
VRNOO0O1 Removal of dosing shed Revised budget [ 0 $0.00 $0 $0
| $15318 $30,504 $15,276”
| —— o
I E’ z l_i-.l Reports ~ 4

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.

@ Forecast Detail
Report Period Details Incurred Forecast
Cost code | Description | Start Date | End Date Category Apr 18 May 18 Jun 18 Jul 18 Aug 18
A Unassigned 1/05/2018 30/09/2018 Revenue .
Cost
Margin
101 Preliminaries and General 1/05/2018 30/05/2018 |Revenue 48,870 48,870
Cost $1,247 $7,273
Margin $7,623 $1,597
102 Investigation, detailed site inspection an... 1/05/2018 31/05/2018 |Revenue $18,000 $10,860
Cost $1,089 $8,905
Margin $16,971 $1,955
103 Detailed Design For Construction drawings 1/05/2018 30/06/2018 |Re\«'enue $3,664 $7,448 57,208
Cost $12,983 $6,108 $5,910
Margin -$9,319 $1,340 $1,298
104 Construct access roads to service water r... 17/05/20... 31/07/2018 |Revenue $5,053 $10,105 $10,442
Cost $4,143 8,286 $8,563
Marnin £ang 41 210 &1 ’]0 il
330,59 $74427| 5106040  $88,371] 516,..
- $15318)  $61,030  $86953  $72,464] $13,...
| s15276]  $13396 s19,087) 15,907 $3,033)
I ;’ || Reports~ =

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)

$400,000 | —— Cumulative Revenue
$350,000 - i —— Cumulative Cost
$300,000 - | -~ Cumulative Margin
$250,000 - [ Revenue
! [ Cost
$200,000 - [ Margin
$150,000 -
$100,000 -
[ —
$50,000 -
$0 : T . T T T
Apr 18 May 18 Jun 18 Jul 18 Aug 18 Sep 18
- $100,000
- 580,000
- $60,000
- $40,000
- $20,000
L $0

Apr 18 May 18 Jun 18 Jul 18 Aug 18 Sep 18

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).

[ Project

Main Menu @

Cost Management (v]

Purchase Orders
|44 Daycosts
E—‘s‘ Invoices

@ Forecasts

¥,
~_System

2 Refresh

Quality Assurance
° Spec and Conformanc
IV Field

&1 Payment

E—g Cost Management

Y, Document Manageme

=7

___®oB

b

| | Report Period | End Date \ Lock Out Cost | Daycost Total | Invoice Total | Earned Budget | Claim Total |
May 2018 31]05]2018 $0.00 $0.00 $0.00 $0.00
SITUPIIT I 50/04/2018 _ $15,318.40 $14,281.80 $25,087.08 30,594.00
[ Production ] M

Drag a column header here to group by that column
‘ | Date v |Supplier | Resource | Resou... |Cost A |Qty | Unit | Rate |Tota| | internal | Docket... | ‘

Click here to add a new row
> 30/04/... -_------n-ll
28/04/... MCM E... Receipt summary .. 103: D... 115 . 11,77

$15,31... ‘

_

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

Enable Editing (Ctrl+E)

View PO

PO Receipts

mmE [

Receipt all remaining

’ = Import/Export

|@ Options

v
‘-

Import purchase orders

cpt
A

Export purchase orders

3. Afile 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.

‘ManMens @ | Daycosts | Purchase orders = | '

Cost Management (v}
Drag a column header here to group by that column
Purchase Orders
& Daveosts " [PO.. v|[PODate |Supplier |Raised By|Contact |DateR... [Is Com...  Value|Receipted| Invoiced| Status
4565--0... 22/05/2... Limitles... Gascoig... O $774.00 $0.00 $0.00 Unappro...
[£$ Invoices 4565--0... 2/05/20... OzSafe ... Gascoig... O $101.00  $0.00  $0.00 Unappro...
@ Forecasts 4565--0... 16/05/2... Geotech... Gascoig... 18/05/2... ] $431.40 $0.00 $0.00 Unappro...
I | 4565--0... 30/05/2... Watson... Gascoig... 0 $5,154.... £0.00 $0.00 Unappro...
iy e 456570 7/0420.. MO En... Gasodlg... Tl $2079.. $1177..  $0.00 Approved
: 4565--0... 26/11/2... Knight ... Admini... Lovall, ... O $2,300.... $1,207.... $0.00 Approved
° Spec and Conformanc ||| # L]
{1 Field
ﬁ, Payment
E—E Cost Management
Y. Document Manageme

=

B ™

»

AT

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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Main Menu @

Cost Management (v]

Purchase Orders
Daycosts

E—E Invoices
@ Forecasts

Quality Assurance
o Spec and Conformanc
{Y Field

ﬁ, Payment

E—E Cost Management

Y Document Manageme

»

. #0B

[ Daycosts

| purchase orders % |

Drag a column header here to group by that column

4565--0...

| [PONu... [PODate v |Supplier |Raised... | Contact |DateR... |Is Co... |  Value| Receip...| Invoiced| Status

4565-0... 7/04/2018 MCME... Gascoi.. C] $20,79.. $14,62..  $0.00 Approved
4565--0... 4/04/2018 Knight ... Admini... Lovall, ... Oa $2,300... $1,207... $0.00 Approved
4565-0... 30/05/2017 Watson... Gascoi... (1 $5154.. $0.00  $0.00 Approved
4565--0... 22/05/2017 Limitles... Gascoi... C]  $774.00 $903.00  $0.00 Approved
4565--0... 16/05/2017 Geotec... Gascoi... 18/05/... [ $431.40 $384.75  $0.00 Approved

2/05/2017 Oz5afe ... Gascoi... (1 $101.00  $0.00  $0.00 Approved

L]

et

=4 ™

Figure 111 Purchase Order Register after May approving & receipting

12.5

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

Importing Daycosts for May

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.

Enable Editing (Ctrl+E)

Copy selected (Ctrl + Shft +C)

Paste (Ctrl + Shft + V)

Receipt PO (Ctrl + Shit + R)
MNew daycost like this (Ctrl + ")
Split daycost (Ctrl + 5)
Advanced filters

Move daycost(s)

Tag selected items

PRI T =)

Reconciliation

Import costs

Views

B Pk

Options

82 |Page




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

-

Import

Import Wizard

Welcome to the import wizard

This wizard will guide you through the process of importing data and verify that all necessary information
is present.

@ Import data from a comma-separated values (csv) file

'C' Read data from the dipboard that has been copied from a spreadsheet or a similar table format

Specify Encoding
@ Standard text (Default)
'C' Windows 1252 {excel csv)

o~
() Unicode

( )
Mext > ) Cancel

4. Afile 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).

44 Unknown supplier O M

The supplier Blackbutt Utilities Pty Ltd is not in the Supplier register.

Flease spedfy which option to proceed with;

P
]

|
L

IE]I Add as a new Supplier
i
Iul

Do not import the current item

Use this supplier instead:

[¥| Do this for all missing suppliers Cancel | oK)

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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I ‘ Project x:‘ System z Refresh v

Main Menu @ | | Daycosts = 1' Purchase Orders | ’
Cost Management o Report Period End Date v | Lock Out Cost Daycost Total Invoice Total Earned Budget Claim Total
Purchase Orders 3 iMay 2018 i $ b § :
4§ Daycosts April 2018 30/04/2018 O $15,318.40 $14,281.80 $25,087.08 $30,594.00
E—; Invoices
@ ErimTn Daycost|| Production M
Drag a column header here to group by that column
=] Quality Assurance ‘ | Date 4 |Supp|ier Resource | Reso... ‘ Cost ... | Qty ‘ s | Rate‘ Total ‘ inter... ‘ Docket... |
Cli et W row 3
o Spec and Conformanc * Click here to add a new ro 12
24/05/2018 Blackbutt Utilities Pty Ltd Foreman Labour 101: ... 4.d.. $7..$3,07.. O
E‘ Field 24/05/2018 Limitless Locations Pty Ltd Receipt summar... 1 1S $9..$903.00 [ m
@n e 25/05/2018 Blackbutt Utilities Pty Ltd Holding tank ins... Labour 308: ... 11s  $2.. $2,06... [
26/05/2018 Blackbutt Utilities Pty Ltd misc material Materi... 102: L... 11s  %$1.. $10,0... [ 13
E—E(“_‘}St“ gemen : aciorianin aacas : i Dot kel o Py 4 e PN PRNLY —
‘ 519,2...]

%, Document Manageme

»

0B

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.
2.

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

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

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

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.

Apply headings as previously described in 3.1.

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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Main Menu

Cost Management [v]

Purchase Orders
ﬂ Daycosts
E—g Invoices
@ Forecasts

Quality Assurance

o Spec and Conformanc

{Y Field
& Payment

E—g Cost Management

b

% Document Manageme

[ Purchase Orders M Daycosts ] M
| | Report Period | End Date v | Invoice Total Daycost Total Claim EV Inv. Locked?
April 2018 30/04/2018 $14,281.80 $15,318.40 $25,087.08 o
Invoices ® @ & || Reconciliation & ®®
Drag a column header here to group by that column Limitless Locations Pty Lt
333674: 31/05/2018
\ \Inv... |Invoic... A |Supp|ier \Invoice Ref | Dl | Description \Amount (e... \ Misclose
8 28/05/20... Blackbutt Utilities Pty ... MP May18 Recovery Ma... $3,903.97  $3,903.97 || DKT L68007, L68003
6 30/05/20... Geotech Services Pty ... 414810 TECHNICIA... $350.00 $350.00
7 30/05/20... MCM Engineering Pty... BNE14925 ATTEND PR $2,850.00| INvoice ¥
: ..|Limitless Locations Pt... - less disputed
add retention !
Accounts Tot. $91

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.

Main Menu ®
Cost Management (7]

Purchase Orders
Iﬂ Daycosts

E—E Invoices

@ Forecasts

[ -
Quality Assurance

o Spec and Conformanc

{" Field
& Payment

E—g Cost Management

N

<F

|__®9B

Document Manageme

»

[ Purchase Orders

M Daycosts

| | Report Period | End Date v | Invoice Total Daycost Total Claim EV Inv. Locked?
> May 2018
April 2018 30/04/2018 $14,281.80 $15,318.40 $25,087.08
Invoices ® ® @ || Reconciliation B ® ®
Drag a column header here to group by that column Limitless Locations Pty Lt
333674: 31/05/2018
\ |In\r... |Invoic... A |Supp|ier |Invoice Ref \ P.... \ Description \Amount (e... | Misclose \
8 28/05/20... Blackbutt Utilities Pty ... MP May18 Recovery Ma... $3,903.97 $0.00|| DKT L68007, L68008
6 30/05/20... Geotech Services Pty ... 414810 TECHNICIA... $350.00 $0.00 0
7 30/05/20... MCM Engineering Pty... BNE14925 ATTEND PR...  $2,850.00 $0.00|| Invoice ¥
..|Limitiess Locations Pt... ESECTZNM | DKT L68007,... $910.00 FIN) | fess disputed
add retention
-- Accounts Tot. $91

Figure 115 May invoices register

12.8

Approving Variation 0001

Next, we need to approve the variation we created (VAR0O001) earlier.

1. Select Payment from the Main Menu and from there click on the Variations icon
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2. Ifyou 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.

Related Data 0001 m 6

#Notified (6/04/2017)
 Identified (29/03/2017)

> Photos
E}- Schedule [tems
L. VRNOOO1: Remove dosin...

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).

Status Approved B
Waypoint date 30/05/2018 |+ |
Notes / comments A

L

[ Cancel j[ Update j

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).

‘ Project %System - Refresh

Main Menu

& Progress Claims
Ml Quantities
6 Variations

Quality Assurance
o Spec and Conformanc
1" Field

ﬁg Payment

E—; Cost Management

Y Document Manageme

Payment [v]

»

| Purchase Orders I_[ Invoices

If

Daycosts

|

ons

X

Variatio...
» 0001

4 | Description *

Raised ...

Sell ...

Sell ...

Status

Related Data 0001

® ®

| | Description

> B --%Waypoints

- Filestore Docs
-- Photos
- Instructions

- Contract Notices

- Approved (30/05/2018)
- Notified (6/04/2018)
Identified (29/03/2018)

Schedule Ttems
- VRN0O0O1: Removal o...

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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> RESErVOIr - blue SK

stel

=
[ Project % System :" Refresh =
Main Menu @ X M
Payment o Report period details Certification Adjustments Tol
&1 Progress Claims Description | Lock ‘ Period ... ¥ | Prev. Cer... | Certified (... | Security | Retention | Earn

1 Quantities May 2018 31/05/2018 $0 $0 $0 s0

| Quality ;\ssurance | | : ‘ | g |
) Revenuetodate @& ® ® || Revenue this claim ® ® ® || Budget to date ® @ ® | Budget this daim ®& ® ®
° Spec and Conformanc
Cert. Total Cert. Total Claimed DIC Claimed DIC
I
U S less  Retention less Prev Cert fess DIC ofu less DIC ofu change
ﬁ-h Payment Security Total this claim Earned DIC (TD) Prev. claim DIC
E_E Cost Management Prev. paid Earned DIC (Diff)
Payment owin . . .
\. Document Manageme Y 9 Paid this claim fess Daycost Inv. fess Daycost Inv.

»

e

0B

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.

[ Enable Editing (Ctrl+E)

$DU Show cents

% Remove progress claim
’ @ Toggle claim lock ‘

Q Show claim detail

Views »

|E: Options 2

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

Claim Item Details Prev. Cert Certification To Date 5
Sched. No. Description Qty Scheduled | Unit Qty Total Qty Sell Rate | Total | (Claim - Cert) Qty | Qty é
2-1 Access Road to Water Reser... & |
1.1 Preliminaries and General 1 Lump 0 $0 0.4 $6,850.00 $2,740 0.1 E
-11.2 Investigation, detailed site inspec... 1 Lump 0 $0 0.75 $14,400.00 $10,800 0 0 §
1.3 Detailed Design For Construction ... 1 Lump 0 $0 0.2 $6,120.00 $1,224 0 ®
1.4 Construct access roads to service ... 1 Lump 0 $0 0 $25,600.00 30 0 g
1.5 Supply and install safety barriers 1 Lump 0 $0 0 $11,120.00 50 0 ﬁ
~ 1.6 Commissioning 1 Lump 0 $0 0  $3,650.00 %0 0 P
-11.7 Final documentation 1 Lump 0 $0 0 $2,220.00 s0 0 %
22 Refurbish Road in Front of Pr...
-1 2.1 Preliminaries and General 1 Lump 0 $0 0.5 $5,300.00 $2,650 0
2.2 Investigation, detailed site inspec... 1 Lump 0 $0 0.5 $11,200.00  $5,600 0
2.3 Detailed Design For Construction ... 1 Lump 0 $0 0.2  $6,220.00 $1,244 0
- 2.4 Construct roadway in front of pro... 1 Lump 0 $0 0 $98,000.00 50 0
- 2.5 Supply and install safety barriers 1 Lump 0 $0 0 $18,800.00 s0 0
- 2.0 Commissioning 1 Lump 0 $0 0  $3,300.00 $0 ]
-| .7 Final documentation 1 Lump 0 $0 0 %42,400.00 50 0
2.8 Guardrail install (per m) if additio... 0m 0 $0 0 $195.00 50 0
B3 Upgrade Storage and Deliver... 1-1
529,90
) E

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.

Main Menu @

Payment Q

&1 Progress Claims
Ml Quantities
6 Variations

[ ‘! Project %System : Refresh =

-

| < [ ————

Report period details Certification Adjustments To Date Clain
Description | Lock ‘ Period ... ¥ | Prev. Cer... | Certified (... | Security | Retention | Earned Rev |
May 2018 O 31/05/2018 $0

$0 $0 $0 $0
520,000 [T D] ss0504

]

‘ - |
Quality Assurance

o Spec and Conformanc
IV Field

&1 Payment

E—; Cost Management

% Document Manageme

Revenue to date

8 ®®

Budget to date

e ®®

Budget this daim e e

Payment owing

At completion

$29,909.00
$376,440.00

fess Daycost Inv.

Daycost Accr.

> Oy
o
W Cert. Total $29,909.00 Bmed DIC $25,087.08 || Claimed DJC $25,087.08
o
less  Retemuom m—— 0.00 | /ess DIC ofu $0.00 | /ess DIC o/u change $0.00
Sequrity $0.00 || Earned DIC (TD) $25,087.08 Prev. claim DIC $0.00
Prev. paid $0.00 Earned DIC (Diff) $25,087.08

$14,281.80
$1,036.50

$14,281.80
$1,036.50

less Daycost Inv.

Daycost Accr.

@B

b4

a

*

12

0

Figure 120 Progress Claim with certified totals included in summaries
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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.

e
2
.

&New claim o/ o

Claim cutoff date 31/05/2018

Approved completion date 30/09/2018

EIREIEL

Forecast completion date E/09/2018

Claim name
May 2018 Claim

Previous report period
30/04/2018: APRIL 2018 I~

Use quantities (lot or floating) [

Match claim QTD to previous ™

( Cancel 1( Create W

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. Enterinthe ‘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 (VAR00O1) 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

Claim Item Details To Date This Claim 5
Sched. No. | Description Qty Scheduled | Unit v | Qy Sell Rate Total Claimed (Diff) | Claim Valu é
=1 Access Road to Water Reser... 1-)
- 1.1 Preliminaries and General 1 Lump 0.5 0.5 $6,850.00 $3,425 0.1 g
1.2 Investigation, detailed site inspec... 1 Lump 0.8 0.8 $14,400.00 $11,520 0.05 ﬁ
- 1.3 Detailed Design For Construction ... 1 Lump 0.9 0.9 $6,120.00 $5,508 0.7 o
- 1.4 Construct access roads to service ... 1 Lump 0 0 $25,600.00 $0 0 %
- 1.5 Supply and install safety barriers 1 Lump 0 0  $11,120.00 %0 0
- 1.6 Commissioning 1 Lump 0 0 $3,650.00 $0 0
- 1.7 Final documentation 1 Lump 0 0 $2,220.00 %0 0
=2 Refurbish Road in Front of Pr...
- 2.1 Preliminaries and General 1 Lump 0.5 0.5 $5,300.00 $2,650 0
- 2.2 Investigation, detailed site inspec... 1 Lump 0.8 0.8  $11,200.00 $8,960 0.3
2.3 Detailed Design For Construction ... 1 Lump 0.9 0.9 $6,220.00 $5,598 0.7
- 2.4 Construct roadway in front of pro... 1 Lump 0 0  $98,000.00 50 0
- 2.5 Supply and install safety barriers 1 Lump 0 0  $18,800.00 %0 0
-1 2.6 Commissioning 1 Lump 0 0 $3,300.00 $0 0
- 2.7 Final documentation 1 Lump 0 0  $42,400.00 %0 0
- 2.8 Guardrail install (per m) if additio... 0m 0 0 $195.00 50 0 )
=} - 'ver F
[s19,209..]
[« | - [v

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
When you are done your forecast detail screen should look like Figure 122 below.

options.

Cost code details To Date
Cost code | Description Method Qty Sum? QTD RTD CTD ¥ | Rev TD MargTD MargTD%
101 Preliminaries and General Revised budget a 0.5 $10,301.54 $5,151 48,870 $3,719 HE
102 Investigation, detailed site insp... Revised budget a 0.823  $15,004.98 $12,349 $23,800 $11,451
103 Detailed Design For Constructi... Revised budget a 0.9 $17,591.67 $15,833 $16,488 %656
104 Construct access roads to servi... Revised budget a 0 $0.00 $0 $0 $0
105 Supply and install safety barriers Revised budget a 0 $0.00 $0 $0 $0
106 Commissioning Revised budget a 0 $0.00 $[) $[) $[)
107 Final documentation Revised budget a $0.00
> Construct roadway in front of p... jRewsed budget _—_-
304 Construct delivery area and up... Revised budget a $0.00
308 Holding tank works Revised budget a 0 $0.00 $2,[)63 $[) f$2,063
VRNOQO1 Removal of dosing shed Revised budget a 0 $0.00 $0 $0 $0 .
$35,395]| $49,158” $13,763“ 28.00%”
. O
| L=i : ll_J Reports~ =

Figure 122 May forecast detail
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12.11.1 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

12.11.2 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.

@ Forecast detail - May 2018 Forecast (May 2018) 08
Cost code details To Complete
Cost mde| Description | Method | Qty sum? | QTC RTC CTC Rev TC MargTC MargTC% | Ee
A AAK Unassigned Revised bud... O 1 $0.00 $0 $0 $0 0.0% «
101 Preliminaries and General Revised bud... Od 0.5 $14,546.80 $7,273 $8,870 $1,597 18.0%
102 Investigation, detailed site in... Revised bud... Od 0.177  $23,719.77 $4,198 $5,120 922 18.0%
104 Construct access roads to se... Revised bud... Od 1 $20,992.00 $20,992 $25,600 44,608 18.0%
105 Supply and install safety bar... Revised bud... O 1 $24,534.40 $24,534 $20,920 $5,386 18.0%
106 Commissioning Revised bud... O 1 $8,487.00 58,487 $10,350 $1,863 18.0%
107 Final documentation Revised bud... O 1 $38,392.40 $38,392 $46,820 $8,428 18.0%
204 Construct roadway in front o... Revised bud... O 1 %80,360.00 $80,360 $98,000 $17,640 18.0%
304 Construct delivery area and ... Revised bud... O 1 $58,056.00 $58,056 $70,800 $12,744 18.0%
308 Holding tank works Revised bud... O 1 $24,575.40 $24,575 $29,970 $5,395 18.0%
VRNOOO1 | Remnval of dosina shed Revised hud | 1 48 036 00 48 N3A <0 800 ¢1 764 18 nof "
576,664 337,082 60,418 17.92%
- (e -
[ ;’ 1| Reports~ =

Figure 123 Changing forecast method

12.11.3 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.

Cost code details To Complete

Cost code | Description Method Qty Sum? QTC RTC CTC Rev TC MargTC MargTC% Es
FEEEE Unassigned Revised bud... O 1 $0.00 $0 $0 $0 0.0% =
101 Preliminaries and General Revised bud... O 0.5 $14,546.80 $7,273 $8,870 41,597 18.0%
102 Investigation, detailed site in... Revised bud... O 0.177 $23,719.77 $4,198 $5,120 $922 18.0%
103 Detailed Design For Constru... Rate to date Oa 0.1 $17,591.70 $1,759 $1 832 $73 3.975%

I8 104 Construct access roads to se... $13,DI]I]
105 Supply and install safety bar... Revised bud... O 1 52453440  $24,534 $29,920 $5,386 18.0%
106 Commissioning Revised bud... o 1 4$8,487.00 8,487 $10,350 $1,863 18.0%
107 Final documentation Revised bud... O 1 $38,392.40 $38,392 $46,820 $8,428 18.0%
204 Construct roadway in front o... Revised bud... Oa 1 $80,360.00 $80,360 $98,000 $17,640 18.0%
304 Construct delivery area and ... Revised bud... O 1 $58,056.00 $58,056 $70,800 $12,744 18.0%
308 Holding tank works Revised bud... O 1 $24,575.40 $24,575 $29,970 $5,395 18.0%
VRNOON1  Remnval of dnsina shed Reviced hud m| 1 4R 036 00 4R N30 £ RN 41 7h4 182 0% "

‘ $276,664  $337,082 $60,418) 17.92%]
] — ]
| z 1J Reports - -

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.

Cost code details

N Supply and W
Commissior

$24,534.40 $29,920 18.0%

To Complete
Cost code | Description Method Qty Sum? QTC RTC CTC Rev TC MargTC MargT C% (=
FkAR Unassigned Revised bud... ] 1 $0.00 30 50 $0 0.0% »
101 Preliminaries and General Revised bud... O 0.5  $14,546.80 $7,273 $8,870 $1,597 18.0%
102 Investigation, detailed site in... Revised bud... O 0.177  $23,719.77 $4,198 $5,120 $922 18.0%
103 Detailed Design For Constru... Rate to date O 0.1 $17,591.70 $1,759 $1,832 $73 3.975%
104 Construct access roads to se... Manual CTC O 1 $18,000.00 $18,000 $25,600 $7,600 29.688%

/' 8 | ‘J

View/change revised budget
View/change cashflow timing
Update forecast data

Views

106 Enable Editing (Ctrl+E) 1 $8,487.00 $8,487 $10,350 $1,863 18.0%
107 Final docu _ _ 1 $38,392.40 $38,302 $46,820 $8,428 18.0%
204 Constructr¢ &~ View/change forecast properties 1 $80,360.00 80,360 $08,000 $17,640 18.0%
304 Construct d 4% Show cents 1 $58,056.00 $58,056 $70,800 $12,744 18.0%
308 Holding tan 1 $24,575.40 $24,575 $29,970 $5,395 18.0%
VRNONN1 _ Remaoval of| I, @ View/change forecast estimate “ 1 €8 (13A 00 £ N3A €0 ’00 €1 74 18 0%

‘ _ 5273672  $337,082)  $63410  18.81% ‘

=

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.

Description
» : Remove existing guardrail end and extend to new alignment

Supply posts only 98 ea
Install guardrail 196 m
Supply and install x350 2 ea
Remaove MELT 1 ea
Remove 25m guardrail 1 ea

$100.00
$25.00
$3,600.00
$400.00
$250.00

$9,800.00
54,900.00
$7,200.00
$400.00
$250.00

CTC Details ® ®

105

Supply and install safety
barriers

Estimate basis

Total $22,550.00
Quantity |1

Rate | $22,550.00

Calculated to complete

QTC 1
RTC $22,550.00

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).

$400,000 - —— Cumulative Revenue
$350,000 | —— Cumulative Cost
! —— Cumulative Margin
£300,000 - 7] Revenue
Cost
$250,000 -| [ Cos
I Margin
$200,000 -
$150,000 -|
£100,000 -|
- —
$50,000 | e —
$0 T T T T T T
Apr 17 May 17 Jun 17 Jul17 Aug 17 Sep 17
| L $160,000
| [ $140,000
I $120,000
| [ $100,000
| [ $80,000
- $60,000
I - $40,000
. . . o
 Eem BEE_ H Hw_ —
T T T T T T
Apr 17 May 17 Jun 17 Jul17 Aug 17 Sep 17

Figure 127 Forecast cashflow
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