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Chapter 1: Introduction

PERCEPTIONSs a database system that reaches across a wicteusp®f company
functions:

cost estimating

engineering drawing control

material requisitioning

purchasing and expediting

delivery receiving and warehousing

tool room management

material withdrawals

kitting (palletizing)

inventory control

work order planning and time charge management
manpower planning and labor cost performance ragprt
job costing and interfaces with accounting systems

While PERCEPTIONmManages project costs and schedules (includindnead and plant
maintenance activities) at all levels of detaifjaes not perform traditional accounting
functions such as payroll, accounts payable orwatsaeceivable. It does, however,
provide the information needed by those functioRERCEPTIONorovides the means
for transferring this information electronically tleese accounting functions through its
Accounting Interface as illustrated in Figure 1-1.
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Figure 1-1: System Interfaces With Accounting Sgsts

Details of the Accounting Interface are describethe following chapters:

Interfacing With Accounting Systems

Setting Up Table Of General Ledger Accounts
Setting Up Contract And Projects

Labor Time Charging Work Orders

Vendor Invoice Management

Customer Billings
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Accounting Software Systems

PERCEPTIONhas features for importing and exporting cost datnd from a variety of
accounting systems. The systems BBRCEPTIONirectly supports with information
generally are described as follows:

General Ledger (G/L): the system that summarizesoatpany
financial transactions for company financial repayt
purposes.

Payroll: the system that processes employee tiraegel for
salary and wage payments

Accounts Payable (A/P): the system that processedor
invoices for payment

Accounts Receivable (A/R): the system that processe
customer billings for income receipts

Contact SPAR for the latest list of systems whégeteonic interfaces with
PERCEPTIONMare already available.
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Chapter 2: Basic Accounting

The financial records of a company are vital faled®ining the profitability of the
business. Without financial records, an owner/rganaoes not have the information
necessary to evaluate the operating effectiverfebe dousiness; to decide on how much
additional capital might be needed; to determiradisic prices for merchandise; to
expand operations or file for bankruptcy; or tovaeisa myriad of other questions dealing
with the financial health of the business. Thscdssion introduces various record
keeping practices.

The General Ledger accounts fall into the followlagic categories:

Balance Sheet accounts of Assets & Liabilities
Operating Statement of Income & Expenses

Financial Records

The financial records of a business begin whearsstaction or event, measurable in
dollars, takes place. A purchase of merchandiseltpthe payment of an electric bill,
and the sale of merchandise are all financial &reiiens that need to be recorded. Some
sort of written record - sales slips, check styplesty cash receipts, etc. - should be kept
for each transaction.

The Journal

Transaction information should be recorded fromithge documents into a journal,
which is simply a record of the daily transactiofshe business. Each journal entry
should show the date of the transaction, a bristuigtion of it, the amount of money
involved, and the accounts affected. The jourth&ln, contains a record of all
transactions.

The Ledger

Information is more usable when it is categorizédms recorded in the journal are later
transferred (posted) to a ledger account. An aucisua category within the broader
categories of assets, liabilities, capital, incaand expense. A book or file in which a
number of accounts are kept together is calledigele An example of a ledger would be
an Accounts Receivable file and an account woulAB€E Shipping Company -
Accounts Receivable.

The number of accounts used depends on the sizeoamplexity of the business.
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Financial Statement

The journal provides a complete chronological rdafrall transactions of the business,
but the information is not readily usable. Thegiedaccounts are useful because they

organize information into categories. The infonmatcontained in the ledger accounts

can be grouped so that financial statements camdpared.

There are two basic financial statements vitahfeeting the decision-making needs of
the owner-manager.

The Balance Sheet is a reflection of the basicatiiog equation: Assets = Liabilities +
Capital. The Balance Sheet shows the balance batagsets on the one hand and
liabilities and capital on the other at a particuime.

The Operating Statement (also called the Profitlaog$ Statement) summarizes the
revenue and expenses of a business over a ceetdid @nd indicates the profit or loss
that resulted.

Double Entry Accounting

The accounting system used in most businessefiad dmuble entry. This means that at
least two entries are made for each transactiema-agebit entry in one account and as a
credit entry in another. Either the debit or cteditry may be broken down into several
entries, but the total debit and credit entriessiach transaction must equal each other.

Each account sheet in the ledger has a columméodate, a brief description of the
entry, the posting reference (where it came frohéjournal), and two columns (debit
and credit) for dollar amounts. Debit entries @eays entered in the left-hand column
and credit entries are entered in the right-haraneno.

When balancing an account, total the debit columen the credit column. If the debit
column total exceeds the credit totals, the acchasata debit balance and vice versa.
The total of all debit balances in the accountstragsal the total of all the credit
balances.
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Accounting Terms

There are a few basic principles you need to utaledsn order to make setting up your
accounting system easier.

Debits And Credits

These are the backbone of any accounting systemienstand how debits and credits
work and you will understand the whole system. rig\@Ecounting entry in the general
ledger contains both a debit and a credit. Fuy@dedebits must equal all credits. If the
sum of all credits does not equal the sum of ditdethe entry is out of balance. That is
not good. Out-of-balance entries throw your badesiteet out of balance.

Therefore, the accounting system must have a mesrthan ensure that all entries
balance. Indeed, most automated accounting systédinmst permit you to enter an out-
of-balance entry.

Depending on what type of account you are dealiitiy,\& debit or credit will either
increase or decrease the account balance. FiguiBuatrates the entries that increase
or decrease each type of account.

Account Type Debit Value  Credit Value
Balance Sheet Assets Increases Decreases
Balance Sheet Liabilities Decreases |Increases
Operating Statement Income Decreases |Increases
Operating Statement Expenses |Increases Decreases

Figure 2-1: Balancing Credits & Debits

Notice that for every increase in one account,ghean opposite (and equal) decrease in
another. That is what keeps the entry in bala#dso, notice that debits always go on
the left and credits on the right.

Assets And Liabilities
Balance sheet accounts are the assets and lediliWhen we set up your chart of

accounts, there will be separate sections and nungogchemes for the assets and
liabilities that make up the balance sheet.
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A quick reminder: Increase assets with a debitdeadease them with a credit. Increase
liabilities with a credit and decrease them witthedit.

Identifying Assets

Simply stated, assets are those things of valueytha company owns. Some common
assets are cash, accounts receivable, buildinganaantory. Assets are the objects,
rights and claims owned by and having value forfittme.

Since your company has a right to the future cbd@cof money, accounts receivable are
an asset - probably a major asset, at that. Thdimeary on your production floor is also
an asset. If your firm owns real estate or othrgible property, those are considered
assets as well.

There may also be intangible assets owned by yampany. Patents, the exclusive right
to use a trademark, and goodwill from the acquisibf another company are such
intangible assets. Their value can be somewhat haz

Generally, the value of intangible assets is whatéoth parties agree to when the assets
are created. In the case of a patent, the valokdn linked to its development costs.
Goodwill is often the difference between the pusehprice of a company and the value
of the assets acquired (net of accumulated depi@t)ja

Identifying Liabilities

Think of liabilities as the opposite of assets.e3é& are the obligations of one company to
another. A liability is a debt. Anything owed Byusiness is classified as a liability.
Some common liabilities include accounts payabiées payable, and mortgages.
Accounts payable are liabilities, since they repnéyour company's future duty to pay a
vendor. So is the loan you took from your bankyolu were a bank, your customer's
deposits would be a liability, since they repregature claims against the bank.

Companies often separate liabilities into shonttend long-term categories on the
balance sheet. This division is nothing more thegparating those liabilities scheduled
for payment within the next accounting period (disutae next twelve months) from
those not to be paid until later. It gives readectearer picture of how much the
company owes and when.

Owners' Equity

After the liability section in both the chart ofatnts and the balance sheet comes
owners' equity. This is the difference betweertzsand liabilities - between what is
owned and what is owed. Hopefully, its positiveeds exceed liabilities and we have a
positive owners' equity.
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In this section of the balance sheet we will putimgs like,

Partners' capital accounts
Stock
Retained earnings

Another quick reminder, owners' equity is increased decreased just like a liability.

Debits decrease
Credits increase

Most automated accounting systems require ideatitio of the retained earnings
account.

Retained earnings are the accumulated profits fyoar years. At the end of one
accounting year, all the income and expense acs@uatnetted against one another, and
a single number (profit or loss for the year) isvex into the retained earnings account.
This is what belongs to the company's owners, hadi$ why it is in the owners' equity
section. The income and expense accounts go®o Zdrat is how a new year can begin
with a clean slate against which to track income expense.

The balance sheet, on the other hand, is not zengeat year-end. The balance in each
asset, liability, and owners' equity account roller into the next year. Therefore, the
ending balance of one year becomes the beginniagd®mof the next.

The balance sheet may be regarded as today's sh@pshe assets and liabilities the
company has acquired since the first day of busin@e income statement, in contrast,
is a summation of the income and expenses frorfirdtalay of this accounting period
(probably from the beginning of this fiscal year).

Income And Expenses

Further down in the chart of accounts (usuallyrafie owners' equity section) come the
income and expense accounts. Most companies w&eep track of just where they get
income and where it goes, and these accountsaell y

A final reminder: For income accounts, use crefitsicrease them and debits to
decrease them. For expense accounts, use debitseéase them and credits to decrease
them.
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Income Accounts

If you have several lines of business (ship repaisus new construction), you will
probably want to establish an income account fohedn that way, you can identify
exactly where your income is coming from. Addihgrn together yields total revenue.

Typical income accounts would be

Sales revenue from service type A

Sales revenue from service type B (and so on fon ggpe
service or product you want to track)

Interest income

Income from the sale of assets

Most companies have only a few income account riany accounts are a burden for
the accounting department and probably do nottalhagement what it wants to know.

Nevertheless, if there is a source of income yontwatrack, create an account for it in

the chart of accounts and use it.

Expense Accounts

Most companies have a separate account for eaelofygxpense they incur. Your
company probably incurs pretty much the same exgzem®nth after month, so once
they are established, the expense accounts willargtmuch from month to month.

Typical expense accounts include:

Salaries and wages - Maintenance
Purchased materials - Depreciation
Subcontracted services - Amortization
Telephone - Interest paid
Electric utilities - Rent
Repairs - Insurance

10
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Chapter 3: Interfacing With Accounting Systems

PERCEPTIONyenerates various labor and material cost traisecthat can be exported
directly to accounting systems:

Time charges

Project PO and amendment values to G/L & A/P

Stock replenishment PO and amendment values t&®IP
Stock issues to G/L (Assets & Project Expenses)

Stock inventory adjustments to G/L (net changesseacost due to changes in
guantity and/or unit cost)

Vendor invoices to A/P
Customer invoice billings to A/R

These transactions can be exported for electroniy eto the shipyard’s accounting
systems as illustrated in Figure 3-1.

Figure 3-1: Interfacing PERCEPTION With Accountingystems

PERCEPTIONcurrently can interface with a number of differantounting systems

(Figure 3-2). It also will generate generic trasigms that can be used to interface with
others.

11
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Figure 3-2: Interfaces With Popular Accounting Stems

Synchronizing Accounting Information

For the interface communications to be successéutain information between
PERCEPTIONand the accounting systems must be compatiblé&epidso. At a
minimum, the following data must be synchronized:

General Ledger Account Numbers
Vendor ID

Customer ID

Invoice Terms

Employee ID (Clock Number)

PERCEPTION Transactions

For a complete integration and balancing of systeth&ransactions managed by
PERCEPTIONNust be identified with appropriate G/L accourdsrenaged by the
accounting systems. This requires that all mdteaasaction®f purchases and stock
issues and all labor cost transactiomsst be assigned G/L accounts.

Accounting systems normally require two sets of @ktount transactions: one for the
general ledger balance sheet and one for the tifigefeneral ledger operating statement.
Therefore PERCEPTIONS required to have both sets fully and approplyadlefined for

all cost transactions being transferred to the @atiog systems.

12
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The following table outlines the various transaatiggenerated from use of
PERCEPTION

Project Transactions
Project cost transactions can be generalized ksl

1. Direct Material Purchases When purchase orders are issued to vendor® thes
costs are recognized in accrual accounting syséanhiabilities when vendor
invoices are submittedPERCEPTIONaIso recognizes the purchase orders as
committed costs when issyed/Vhen vendor invoices are processed as vouchers
within PERCEPTIONand exported to an accounting system’s A/P sydieese
transactions are identified with the A/P Liabil®/L Account and the offsetting
project Material Expense Account. Large contracéy use an intermediate
clearing account for the material expense acca@imte accounting rules may not
permit immediate expensing of these costs untfl@eht progress has been
realized for the project. The A/P system, whenakes payment to the vendor
generates other transactions that transfer caststihe A/P Liability Account to a
reduced Cash Asset Account. These latter tramsectre not utilized within
PERCEPTION

PERCEPTIONorovides options to identify separately G/L acdsuor sales/use
taxes and freight.

2. Stock Material Purchases When purchases are issued to vendors to replenis
general stock inventories, these costs are recedmizaccrual accounting
systems as liabilities when vendor invoices ararstibd. When vendor invoices
are processed as vouchers witRBRCEPTIONand exported to an accounting
system’s A/P system, these transactions are idethtifith the A/P Liability G/L
Account and the offsetting project Stock Asset Agto The A/P system, when it
makes payment to the vendor generates other trtamsathat transfer costs from
the A/P Liability Account to a reduced Cash Assetdunt. These latter
transactions are not utilized withHERCEPTION

PERCEPTIONprovides options to identify separately G/L acdsuor sales/use
taxes and freight.

3. Stock Withdraws. When stock is use@ERCEPTIONyenerates transactions
that reduce the Stock Asset Account and chargespibefic project’s Stock
Expense Account.

13
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4. Labor Costs. If PERCEPTIONS interfaced for transmitting labor time charge
costs, these transactions are identified evith the appropriate project Labor
Expense Account. These charges will be procesgéuetpayroll and G/L
systems to charge the Cash Asset accounts witalellant payroll costs,
deductions, etc. These latter transactions aretiizted withinPERCEPTION

5. Customer Billings. If PERCEPTIONSs used to generate customer billings, these
transactions, when posted to the A/R system, amtifted with A/R Asset
Account and the offsetting project’s Income Accoubarge contracts may use an
intermediate clearing account for the project ineancount, since accounting
rules may not permit immediate recognition of thisome for the project until
sufficient progress has been realized for the ptojgvhen appropriate progress
has been recognized, the G/L system will transfeorine from this clearing
account to the project’s income account. Thederl&ansactions are not utilized
within PERCEPTION

14
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PERCEPTIONprovides options to
identify separately G/L liability
accounts for sales taxes.
Limited Accrual Basis Accounting

Balance Sheet

Operating Statement

Asset Liability Income Expense
PERCEPTION Transactions Debit Credit Credit Debits
Posted Vendor Invoices - Non-Stock - A/P Liability Clearing Project Material Expense
Returned Material - Non-Stock - A/P Liability Clearing Debit Project Material Expense Credit
Posted Vendor Invoices - Stock Stock Asset A/P Liability Clearing
Returned Material (after invoice)- Stock Stock Asset Credit A/P Liability Clearing Debit
Posted Stock Issues Stock Asset Credit Project Stock Expense

Stock Adjustments (Qty & Cost)

Stock Asset Credit (value loss)

Stock Adjustment Expense Credit

Posted Vendor Invoice Freight Expense

A/P Liability Clearing

Freight Expense

Posted Vendor Invoice Local Sales Tax

A/P Liability Clearing

Local Sales Tax Expense

Posted Vendor Invoice State/Provincial Sales Tax

A/P Liability Clearing

State/Provincial Sales Tax Exp.

Posted Vendor Invoice Federal Sales Tax

A/P Liability Clearing

Federal Sales Tax Expense

Posted Vendor Invoice Canadian GST

A/P Liability Clearing

GST Clearing Debit

Posted Time Charges For G/L

Payroll Liability Clearing

|Project Labor Expense

Posted Time Charges Not For G/L (optional)

Employee Time Charges Transactions

Posted Customer Invoices

A/R Clearing Account

Project Income Account |

Posted Customer Invoice Local Sales Tax

A/R Clearing Account

Local Sales Tax Liability

Posted Customer Invoice State/Provincial Sales Tax

A/R Clearing Account

State/Provincial Sales Tax Liability|

Posted Customer Invoice Federal Sales Tax

A/R Clearing Account

Federal Sales Tax Liability

Purchase Orders (Optional)

Non-Posted Purchase Order Account

Note 1: Projects include both billable, maintenance & overhead
Note 2: Overhead expenses are typically broken down by accounts
Note 3: Project Income Account may be an Income Deposit Account. This allows the income to be allocated to the project on some formula basis of project progress.
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Initial Accounting System Interface Set-Up

Interfaces with accounting systems can be set apvariety of ways. Information from
PERCEPTIONcan be transferred to accounting software usifigrént methods
including the following:

Text files

Spreadsheet files

Database files (Access, dBase, ODBC)

Software COM objects embedded in the softwarenectly access another
system’s database

PERCEPTIONcan be set up to support the transfer of its &etiens using any of the
above methods. However, each accounting softweters typically employs only one
of these methodsPERCEPTIONbffers a selection of standard accounting inte$ac
depending on the software being linked. Other aeting systems may also be linked if
they will supportPERCEPTIORs standard generic interface formats and will rtiegse
files to the accounting system’s transaction impguirements.

Selecting Accounting System FOPERCEPTION Interface
Since different accounting systems have differenthhts for importing transactions, the

user must specify what accounting system is besglu Click orLibrary/Company
Parametersand then open theccountingtab window (Figure 3-3).

Figure 3-3: Selecting The Accounting System
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Company Default G/L Accounts

Company Default G/L Accounits theAccountingtab window contains 3 G/L accounts
that are not related in any way to a project.

1. The GST account is a customized data field usettiéyoucher export for a
Canadian shipyard.

2. The Stock Adjustments Accountis used by the Stock Adjustment export.

3. The Meal Money Account is a customized data fieddcduby the Payroll export
for a Canadian shipyard. Meal Money is paid byuarules to those people who
work overtime.

Select G/L Account Source

TheGet Account from SWBSthe system default. Every time a project eated it will
initialize the project options to this default, es$ the project was copied from an existing

project

Once the accounting system and various other aptiane been selecteglavethe
selection to the database.

Exporting PERCEPTION Transactions To The Accounting System

To transfePERCEPTIONransactions to the accounting system, click on
Environment/Accounting/Transfer to Accounting Syst&his will display the
transaction selections that are available fRERCEPTIONFigure 3-4).
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Figure 3-4. Selecting PERCEPTION Transactions Fdihe Accounting System

After making the selection(s) for the export to #oeounting system, click on tEport
Pathsbutton to identify the various transaction fileaditory locations (Figure 3-5).

Figure 3-5: Designating Export File Directory Path

When the file directory paths have all been idédif click on theApplybutton. This
will cause the system to save these paths on @résuggistry. Once they have been
saved, these paths do not need to be redefinedsuthley need to be changed.

Then click on theClosebutton.

When the transaction selections have been madg,arti theExportbutton.
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The system will generate a different file of tractg&ans for each of the transaction types
that the user has selected. The file names feettransactions are developed as follows:

transactiontypeyyyymmdd.xxx

Where “transactiontype” is the name of the traniseadffor example, “voucher,” etc.) and
“yyyymmdd” is the date that the file is generatgctie system. For example, voucher
transactions generated on September 13, 2001 evéltdred in the file named
voucher20010913.xxx. The file extension, “xxx,livdepend upon what type of
transaction file can be imported into the givenocarting system. For example, if the
accounting system can import comma-delimited filles,extension will be “CSV.”

The user then must execute the accounting systémase and import these transaction
files according to the procedures required by ttewanting system.

Special Note Once transactions are exported to the transacfite, they are all flagged
by the system as being “posted.” Only un-postadgactions will be exported to the
transaction files. This helps ensure that trangactiles do not include any duplicate
transactions from earlier transaction files.

Un-Posting Accounting System Transactions

If for some reason, transactions fretBRCEPTIONheed to be re-exported, the user may
do so by clicking orEnvironment/Accounting/Unpost Accounting Transfers

Select the type and date of transactions to urgrastlick on the unpost button.
After the desired transactions have un-postedyusiee then can follow the procedures for

exporting them to the accounting system.

Exporting Time Charge Transactions For Payroll

PERCEPTIONprovides data entry windows for entering time glear Automated data
collection methods such as bar coding, also mayskd. Figure 3-6 presents a sample
set of time charge transactions that can be egtkigorted to a payroll system, or to an
out-sourced payroll service.
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DATE

02/05/2001
02/05/2001
02/05/2001
02/05/2001
02/05/2001
02/05/2001
02/05/2001
02/05/2001
02/05/2001
02/05/2001
02/05/2001
02/05/2001
02/05/2001
02/05/2001
02/05/2001
02/05/2001
02/05/2001
02/05/2001

WO
11-115
11-115
11-115
11-115
11-115
11-115
11-115
11-115
11-115
11-115
11-115
11-115
5-100
5-100
5-118
5-118
5-119
5-119

Employee Name
Barry,Tom
Jones,Francis
Bolt,John
Sparks,Bill
Thomas,John
Alexander,William
Mischeif,Barney
Belneck,Larry
Miles,Dave
Smith,John
White,Steve
Bond,James
Barry,Tom
Jones,Francis
Bolt,John
Sparks,Bill
Smith,John
White,Steve

Center
FAB
FAB
FAB
FAB
FAB
FAB
FAB
FAB
FAB
FAB
FAB
FAB
FAB
FAB
FAB
FAB
FAB
FAB

EmpID Hours
34 9:00
26 8:30
854 4:15
32 8:00
527 4:00
907 7:30
456 5:00
714 0:15
12 8:00
8 1:00
393 8:00
7 2:30
34 1:00
26 1:00
854 0:30
32 8:00
8 3:00
393 6:00

Project Memo

N NN NDNDNDNDNDNNMDNMNDNDNDMNMNDNDNNDMNNMNDNDNDNODDN

Transfer Of Timecard 1
Transfer Of Timecard 2
Transfer Of Timecard 3
Transfer Of Timecard 4
Transfer Of Timecard 5
Transfer Of Timecard 6
Transfer Of Timecard 7
Transfer Of Timecard 8
Transfer Of Timecard 9
Transfer Of Timecard 10
Transfer Of Timecard 11
Transfer Of Timecard 12
Transfer Of Timecard 13
Transfer Of Timecard 14
Transfer Of Timecard 15
Transfer Of Timecard 16
Transfer Of Timecard 22
Transfer Of Timecard 23

Hourly(1)/Salary(2)
1

P PP P PRPPPRPPREPPRPRPRPREPPRPEPREPRPPR

Figure 3-6: Sample Time Charge Transaction File €@Geric)

Note: Only time charge transactions that the user flagsApproved” will be exported.

Generic Accounting Interface Transactions

For accounting systems that are not one of thasettli supported biPERCEPTION

the system provides a series of transactions f@neric interface. The transaction files
generated bPERCEPTIONwill need to be mapped to suit the specific import
requirements of the accounting system.
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Generic Customer Invoice Transaction File

A sample generic export file of customer invoi@nsactions is presented in Figure 3-7.

Figure 3-7: Sample Generic Customer Invoice Tramsi@ns

Each customer invoice has a header line followeddigils. The following information
is generated in the transaction file:

Transaction Type

Date of Transaction

Name of the Account

Customer Name

Amount of the Transaction

Bill Number

Description of Transaction

Quantity

Is the Bill Taxable (Y/N) Extended Price
Address Line 1 Description
Address Line 2

Address Line 3 Is item taxable
Address Line 4

Date Due

Terms
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Generic Vendor Invoice Transaction File

A sample generic export file of vendor invoice sactions is presented in Figure 3-8.

Figure 3-8: Sample Vendor Invoice Transaction File

Each vendor invoice has a header line followeddtgits. The following information is
generated in the transaction file:

Transaction Type

Date of Transaction

Name of the Account
Vendor Name

Amount of the Transaction
Bill Number

Description of Transaction
Quantity

Is the Bill Taxable (Y/N) Extended Price
Date Due

Terms
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Generic Purchase Order Transaction File
A sample generic export file of purchase orderda&tions is presented in Figure 3-9.

Each purchase order has a header line followecetnjls. The following information is
generated in the transaction file:

Transaction Type

Date of Transaction

Name of the Account

Vendor Name

Amount of the Transaction (Extended)
PO Number

Description of Transaction

Quantity

Is the PO Taxable (Y/N) Unit Price
Address Line 1

Vendor Invoice Referencing PO Item
Terms

Figure 3-9: Sample Purchase Order Transaction File
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Generic Stock Adjustment Transaction File

A sample generic export file of stock adjustmeansactions (quantity and unit price) is
presented in Figure 3-10.

The following information is generated in the tractson file:

Transaction Type

Date of Transaction

Name of the Account

Amount of the Transaction (Extended)
Type of Adjustment

Description of Transaction

Part ID

Quantity

Unit Price

Figure 3-10: Sample Stock Adjustment Transactiond-

24



Chapter 3: Interfacing With Accounting Systems

Generic Material Transaction File

A sample generic export file of other material gactions (quantity, unit price and
extended price) is presented in Figure 3-11.

The following information is generated in the tractson file:

Transaction Type

Contract Number

Project Number

PO Number (If a receiving transaction)
PO Item (If a receiving transaction)
Name of Account

Part ID (If a stock transaction)
Date of Transaction

Quantity

Description of Transaction

Unit Price

Extended Price

This file contains the following types of materiednsactions:

Stock Purchase Receiving
Stock Withdraw

Direct Purchase Receiving
Direct Purchase Withdraw

Figure 3-11: Sample Material Transactions File

Non-Generic Accounting Interface Transactions

The accounting system transactions generatdeHRCEPTIONwill depend on the
specific accounting system being interfaced.

The Appendices provide examples for different syste
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Chapter 4: Setting Up Table Of General Ledger Acconts

There are a limited number of steps to undertaleetop the appropriate interface
betweerPERCEPTIONand an accounting system.

For an accounting system interface to work, G/Loaats need to be defined on the
PERCEPTIONdatabase. This allowRERCEPTIONO export its transactions using the
same G/L accounts as are in the accounting sysiemezal ledger. Only those accounts
that are needed for labor and material cost managetransactions are required for
PERCEPTION

General Ledger Accounts

The G/L accounts are mainly divided into two basitegories:

1. Balance Sheet Accounts (Assets & Liabilities)
2. Operating Statement Accounts (Income & Expenses)

Balance Sheet Accounts

PERCEPTIONprovides the means for identifying the followingl8nce Sheet Accounts.
They may be regarded as company-wide since thdy &pgll projects, including
maintenance and overhead operations:

G/L Asset Accounts:

Stock Assets (one or more)
A/R Asset Clearing Account

GI/L Liability Accounts:

A/P Liability Clearing Account

Payroll Liability Account

Canadian Government Sales Tax (GST) Clearing Adcoun
(optional)

Local Sales Tax Liability Account

State/Provincial Sales Tax Liability Account

Federal Sales Tax Liability Account
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Operating Statement Accounts

PERCEPTIONprovides the means for identifying the following&ating Statement
Accounts. These are more typically project-spedince they may be different for
various projects, including maintenance and ovettugserations:

G/L Income Accounts:

Project Income Account (one or more)

G/L Expense Accounts:

Project Material Expense (one or more)

Project Stock Expense (one or more)

Freight Expense (one or more)

Local Sales Tax Expense (one or more)
State/Provincial Sales Tax Expense (one or more)
Federal Sales Tax Expense (one or more)

Project Labor Expense (one or more)

Another G/L Expense Account used is a Stock AdjestiniExpense Account.

Smaller companies or smaller projects may not w@bteakout material expenses into
separate accounts for direct purchase materialk sbeight and/or purchased sales tax
expenses. Under these circumstane&RCEPTIONallows use of duplicate G/L
accounts to accommodate a more limited selecti@codunts.

There likely will be different G/L income and exgenaccounts to set up for the different
types of projects: new construction, ship repauuistrial, overhead, and for the stock
replenishment “projects.”

For the simplest business accounting (cash-bas@iating), labor costs (time charges)
and material costs (vendor payments) can be apgiredtly to the G/L project expense

accounts and simultaneously to offsetting transastto the Balance Sheet Cash Asset
Account.

However, for accrual-basis accounting, the probesemes more complex as assets and
liabilities will need to be recognized before attu@nies are exchanged between parties.
This is accomplished with the use of clearing aoteu

The user may develop G/L accounts in whatever vesy fuits an individual business
requirement.
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Clearing Accounts

Clearing accounts are special accounts that haleesaemporarily until subsequent
accounting processes are made.

Payroll Liability Clearing Account
Payroll is computed based on employee working timéhe job.

The payroll system can be set up to process laixis independently #ERCEPTIORs
management of time charges. Under this situatiomg charge transactions entered into
PERCEPTIONwiIll not be transferred to either the G/L or te fayroll system. The
payroll system provides all the necessary labor trassactions required to update the
G/L system with this information.

For project cost tracking purpos@®ERCEPTIONwill process daily or weekly time
charges. Employee time charges are entered agaitisirized work orders.
PERCEPTIONcan maintain an employee file that manages thbwr rates and
specialized pay formulas. Since work orders ameelil to contracts, maintenance, and/or
overhead activitieERCEPTIONill track labor costs at all levels of detailpin the

time charge transaction up through the work ordesthe project work breakdown
structures. The resulting time charge transactmwag be electronically transferred to a
payroll system using tieRERCEPTIONaccounting interface.

If the payroll system is not strictly integratedthia general ledger system, the
PERCEPTIONaccounting interface can be set up to transfetithe charge transactions
to the G/L system which can then apply these treimses directly against the G/L
expense account for project labor costs. Howeldre payroll system is integrated with
the general ledger system, the payroll system tik@dy will apply these time charges to
the G/L expense accounts after the payroll probassompleted.

The company may wish to register labor costs #bdity before the payroll is formally
executed and payments are made to employeesPHEREEPTIONaccounting interface
can be set up to transfer the time charge tramsecto the G/L system that can apply
these transactions against a G/L liability Pay@daring Account.

The G/L Payroll Clearing Account records all payhalbilities before the payroll system
actually produces paychecks. When the payrolesygirocess is finally completed, the
payroll system will reduce the G/L Payroll Clearidigcount simultaneously as it reduces
the Cash Asset account by the amount of salarigsvages paid to the employees. The
payroll system also applies transactions for th@ua payroll withhold accounts.

29



Chapter 4: Setting Up Table Of General Ledger Aot®

A/P Liability Clearing Account

In addition to labor costs, purchased materialégsst of doing busines$?>ERCEPTION
tracks material costs at various stages of time:

The costs identified at the time the purchase aslssued
(committed costs)

The costs of material actually delivered and reseiv
The costs of material actually used on the project

The costs of material not yet used on the project

The costs of material invoiced by the vendor

While the system performs similar tracking of cdstsstock material, it does not apply
stock costs to the project.

PERCEPTIONracks these material costs through all levekhefproject work
breakdown structure.

For a business operating under the cash-basiscotiating rules, Th@ERCEPTION
accounting interface can be set up to apply mateosts to the G/L material expense
account for the project directly as payments apg@ped for vendor invoices. However,
for accrual-basis accounting, the accounting iaterfcan be set up to apply approved
vendor invoice transactions against an A/P Cleafiocpunt.

The A/P Clearing Account records all vendor invdiaeilities before the A/P system
actually produces vendor payment checks. An iategrA/P system then will transfer
these payment values from the clearing accounteghace the G/L assets of the cash
account.

Material Asset Clearing Account

For small projects, including most ship repair,ghaised materials can be expensed
directly to the direct Material Expense Accounitfowever, for large contracts,
accounting rules may require that the costs ofetlpeschases be recorded as a Direct
Material Asset Clearing Account until the projeeshadvanced sufficient progress to
justify transferring these costs from the assebawtto the project expense accounts.

In addition, the Material Clearing Account can netthe purchased values of delivered
materials before the company actually receives @eimyoice. Since the material is
physically within the control of the company, it ynae considered both an asset and a
liability at this point in time.

The PERCEPTIONaccounting interface can be set up to apply thgated values of
this material when the material receiving process lieen initiated within
PERCEPTION
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When the vendor invoice arrives for these itemsiamtocessed iNtBERCEPTIONthe
resulting accounting interface can generate tramsecthat pull the delivered value from
the Material Asset Clearing Account over to the &aring Account.

A/R Asset Clearing Account

PERCEPTIONmMay be used to generate customer billings. Foc#sh-basis business,
thePERCEPTIONaccounting interface can be set up to apply theegaof these billings
directly to the G/L Income account when paymengésraade by the customer. For
accrual-basis accounting, the accounting interéacebe set up to apply customer
billings to an A/R Clearing Account.

The A/R Clearing Account records all customer bgbk before the A/R system actually
receives customer payments. An integrated acaogisyistem then will transfer these
payment values from the clearing account and iserdlae G/L assets of the cash
account.

The A/R Clearing Account also may be used to diefiérecognition of income until a
proportional level of project costs have been inetir For example, if the customer
makes early down payments, the G/L operating setémay indicate a much higher
level of profit for the project than is truly wanted. Often, projects with large up-front
customer payments are credited with income fromAifie Clearing Account based on
some formula of recorded progress on the projébese types of deferred transfers are
done within the accounting system, RERCEPTION

Canadian GST Liability Clearing Account

The Canadian Government requires a Government $ale@GST) to be collected for
every sales transaction. However, as productpunehased and resold, only the ultimate
end user of the product is responsible for payimg $ales tax. All intermediary sellers
below the ultimate end user may apply for a GSuirréffor those payments made by
them to purchase the goods for their resale busines

The GST Clearing Account summarizes all of the @&f¥ments made by the company
to purchase materials used in the course of theinkess. When the company receives
reimbursement from the government, the accountystes will reduce the value of the
GST Clearing Account and increase the value ottmpany’s asset cash account.
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Stock Inventory Accounts

Since stock inventory represents a company asséttus withdrawn and used on
specific projects, the current value of stock sidag¢ maintained on a G/L Stock Asset
Account. The details of the stock are identifiedteePERCEPTIONParts Catalog, item
by item. WherPERCEPTIONSssues stock items to projects, the Accountingrfate
will apply the values of these issues (quantitynk price) to the project’s G/L Stock
Expense Account and reduce the value of the badgr@iL stock asset account.

The General Ledger may be set up to record inverssets in different categories
(different G/L asset accounts). For example, thpysrd may wish to segregate these
assets by steel and non-steel.

The items on the Parts Catalog can be definedtiwitin appropriate G/L Stock Asset
Account. However, if the items on the Parts Cafalo not assign a specific G/L Stock
Asset AccountPERCEPTIONwill use the project’slefault G/L Stock Asset Account for
the stock issue transactions.

Stock Adjustment Expense Account

Periodically, there will be adjustments made todtoek data in the Parts Catalog.
Corrections to stock costs and on-shelf quantdasbe entered intBERCEPTIONNhat
will create appropriate transactions for the Acdamginterface.

PERCEPTIONprovides a special G/L Stock Adjustment Expenseofiat for these
transactions. The Accounting Interface will apglg stock adjustments to this expense
account as well as updating the G/L Stock AssebAnt(s).

NOTE: The Stock Adjustment G/L Account is one of tee/fG/L Accounts that are not
defined in the Project Accounting Setup window @db “Setting Up Contracts And
Projects” for details), but in theompany Parameteccountingtab window: Click on
Library/Company Parametershen open the Accounting tab window.

Purchase Order Account

Some accounting general ledger systems provide@amon-posting account for
recording and summing all purchase order values d measure of total project
commitments in terms of purchase orders. It datsatord other commitments in terms
of stock usage and remaining stock reservatioRERCEPTIONecords total
commitment as the sum of all these).

Use of this purchase order account for the getedgler system is optional.
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Defining General Ledger Accounts Master List Tabldn PERCEPTION

PERCEPTIONuses general ledger accounts for its various Autog Interface
transactions. For this interface to operate swfolg, the user must define these
accounts in the proper places for time chargesjaeimvoices, stock purchases & issues
to production, and for customer billings.

All entries of G/L accounts are validated with wisastored on a central G/L account
table that the user must develofietting Started With PERCEPTIQNIescribes how
to add, change and delete the general ledger atscstamed on thEERCEPTION
database. This table of general ledger accounised by the system to validate all
general ledger accounts that are ultimately asdigm@rojects. If a project refers to an
account that is not found on this table, the systgiimot permit the user to save that
project's list of general ledger accounts.

Click on Environment/Accounting/General Ledger Accountepen the General Ledger
Accounts Worksheet (Figure 4-1).
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Figure 4-1: Defining General Ledger Accounts In FECEPTION
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Columns to fill in for each G/L Account are theléoling:

1. G/L-Acct: The General Ledger Account Number that will bedus the
accounting system (maximum of 255-characters)

2. GJ/L Account Description

3. Category Designations for the type of G/L Account (infational only):

BL-DB (A Balance Sheet Asset Account)

BL-CR (A Balance Sheet Liability Account)

OS-CR (An Operating Sheet Revenue Account)

OS-DB (An Operating Sheet Expense Account)

NON-POST (A special G/L Account accommodated byeom
accounting systems that has no direct link to teee®al Ledger, but
transactions will be processed later by the accogrstystem.
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Chapter 5. Setting Up Contracts And Projects

When starting a new project, the following needbealefined:

Contract ID (number & description)

Project ID (ship number & description)

Project SWBS (ID & description)

Project PWBS (optional ID of units & assemblieg, et

Project CLINs for ship repair projects

Project work orders budgeted and scheduled ancerefing WBS
Project material requisitions & purchase ordersnexicing WBS

Refer to the user manual entitléGetting Started WitiPERCEPTIOR for instructions
on how to enter new contracts and projects.

In addition, for interfacing with accounting systens, Project G/L Accounts must be
defined.

Project General Ledger Accounts

While the G/L accounts table described in Chapterodides the master list of G/L
expense accounts that will be used for the varsgsgem transactions to the General
Ledger system, each project managed orfPtBRCEPTIONJatabase must identify its
own unique set of G/L accounts for income and egpen

To set up the G/L account assignments for a proigicly the Project G/L Account Setup
Option click on Ehvironment/Accounting/Project Accounting Systemgtigure 5-1).

Figure 5-1: Defining Project General Ledger Accots
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The following outline defines each of the variou& @ccounts that may be identified for
each project:

A/P Liability

A/R Asset

Stock Asset

Local Sales Tax Liability (currently not used bg #ERCEPTION
State/Provincial Sales Tax Liability

Federal Sales Tax Liability (currently not usedthg PERCEPTION
Project Income

Labor Expense

Stock Expense

Direct Purchase Expense

Freight Expense

Local Sales Tax Expense

State Sales Tax Expense

Federal Sales Tax Expense

Purchase Order Account (non-posting)

If any of the project G/L accounts are not to bedjset that account’s Drop-Down
selection to “None.”

If the Project G/L Accounts have not been fully dahed, transactions that use them
will not be exported to the accounting systems.

PERCEPTIONprovides a variety of reports that identify tractgans that have no G/L
accounts defined.

Stock Asset Accounts

For projects that withdraw stock items, the systathdraw down on stock assets using
the following procedure:

1. Each stock item on the Parts Catalog may be spaltjfiassigned to a specific
Stock Asset G/L Account (Figure 5-2). This accondates a requirement to
segregate stock assets depending on the type alatin example, stock
inventories of steel from outfit materials and gaheonsumables, etc.

2. If the Stock Asset G/L Account is not defined ore Barts Catalog, the system
then will use the Stock Asset G/L Account as defina theProject G/L Account
Setup
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Figure 5-2: Defining Stock Asset G/L Accounts InhE& Parts Catalog

For stock replenishment “projects,” the costs atthased stock is applied to the Stock
Asset G/L Account in a similar fashion:

1. The system initially assigns the Stock Asset G/lc&mt as defined on the Parts
Catalog.

2. If the Stock Asset G/L Account is not defined oa farts Catalog, the system
then will use the Stock Asset G/L Account as defina theProject G/L Account
Setup

Option To Duplicate G/L Expense Accounts

Some of the G/L accounts may be duplicated initld éntries if the user prefers to
lump costs under a more limited number of G/L actsu

Option To Use Clearing Accounts
The user also may prefer to use Balance Sheélityatiearing accountsather than use

Operating Statement expense accounts. A Balaneet 8ltcome asset cleariagcount
also can be used in lieu of an Operating Statemenme accounts.

The only requirement is that ealeERCEPTIONransaction still must balance credits
and debits being exported to the accounting systems

Application of G/L Accounts To System Transactions

By default, the system automatically assigns taiisetjons and work orders the G/L
accounts that have been defined for the project.

This automated G/L assignment occurs when a new wmaer (Figure 5-3) or
requisition item (Figure 5-4) is fir8avedo the database. Thereaftdre user may
replace the default values with others as may bessary.
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Figure 5-3: Automated G/L Account Assignments Talhor Costs (Work Order Time
Charges)

Figure 5-4: Automated G/L Account Assignments Taakérial Costs (Requisition Item
Cost Transactions)
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If the Project G/L Accounts have not been fully daghed, transactions that use them
will not be exported to the accounting systems.

PERCEPTIONprovides a variety of reports that identify tractgans that have no G/L
accounts defined.

Project Type Definition

PERCEPTIONaccommodates various types of projects:

1. Billable contracts
2. Overhead projects
3. “Stock” projects

Billable contracts/projects include various kindsW construction, ship repair, other
commercial services, etc.).

Overhead projects include plant maintenance, faslupgrades, etc.

“Stock” projects are reserved for the sole purpafsequisitioning and purchasing
replenishment of stock material.

Each type of project processes general ledger attansactions in different ways as
will be described below.

PERCEPTIONequires that each project be declared as tgpts t

1. To open thd°roject Optionsvindow, click on_Pojects button on the
Toolbar.

Retrieve the overhead project into the project wbdet.

Highlight the overhead project in the worksheet.

Click on the Drill-Down button on the Tbar.

SelectDETAIL to open the Project Details tab window (Figure)5-5

abkwn
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Figure 5-5: Project Details Window Options Tab

G/L Expense Account Default Options

TheProject Details Optionsab window (Figure 5-5) also provides for two sepa
methods for linking G/L expense accounts to reg¢jorsitems and work orders.

1. The first method, “Use Project Accounting Setumks$ requisition items and
work orders with their transaction costs to G/L @xge accounts as defined for
the project G/L accounts selection in the Projeen&al Ledger Accounthat are
described above.

2. The second method, “Use SWBS,” links requisiti@mis and work orders and
their costs to G/L expense accounts as defineti@mtividual project SWBS
accounts. This option requires that all requisiitems and all work orders be
assigned to valid SWBS accounts, and that all S\W&®unts have their G/L
expenseaccounts correctly defined.

NOTE: With the SWBS option, all offsetting balance shestaccounts for these costs
come from the Project General Ledger Accounts.
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SWBS G/L Account Setup Option

For overhead projects that often use multiple Gitoants for labor and material
expenses, individual work orders and requisitiems have the feature that allow the
user to manually over-ride the automated G/L expetsount defined for the project.
This process is often somewhat tedious for users.

The SWBS G/L Account Setup Option allows the profgd/BS accounts to define these
various G/L expense accounts. As long as the wad&rs and requisition items
reference the correct SWBS accounts, the corrdcef@dense accounts will be assigned
to them automatically. However, since the SWBS &ztounts only include the expense
account categories, the Project G/L Accounts alleefuired by the system to identify
the offsetting Balance Sheet accounts for theseresgs.

To set up the G/L account assignments using the SWR Account Setup Optigrelick

on theProjects button on the Toolbar to open the Projects Waksh Retrieve the

project, and then click on thegrill-Down button on the Toolbar and select SWBS
accounts to open and retrieve the project's SWRSw&ats.

Using this option, each SWBS account used in tbgept must be assigned to its proper
G/L expense accounts as selected from the Drop-Omwwhe SWBS account record
(Figure 5-6).

Figure 5-6: SWBS Account G/L Account Assignment

The SWBS account record has three (3) G/L experszuats available for the user to
define:

1. G/L Direct Material Expense Account
2. G/L Stock Expense Account
3. GJ/L Labor Expense Account

By default, the system automatically assigns taiisetjons and work orders the G/L
accounts that have been defined for the SWBS atsdliat have been assigned to the
requisitions and work orders. The offsetting G/ldhce Sheet accounts are provided to
the requisition items and work order from the Pebf@/L Accounts defined above.
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This automated G/L assignment occurs when a new amler (Figure 5-7) or a new
requisition item (Figure 5-8) is fir&avedo the database. Thereaftdre user may
replace the default values with others as may bessary.

Figure 5-7: Automated G/L Account Assignments Tathor Costs (Work Order Time
Charges) Using SWBS G/L Expense Accounts

Figure 5-8: Automated G/L Account Assignments Taakérial Costs (Requisition Item
Cost Transactions) Using SWBS G/L Expense Accounts
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If the Project G/L Accounts and SWBS G/L Accounts hve not been fully defined,
transactions that use them will not be exported tthe accounting systems.

PERCEPTIONprovides a variety of reports that identify tractsans that have no G/L
accounts defined.

Copying Projects

When projects are defined on the database usingptiiteact and/or project wizard that
copies new contracts/projects from pre-existingsptige copy process provides for a
default option to copy all G/L account definitiond/here G/L accounts must change for
new projects, the user will need to modify the hssaccordingly.

Overhead Projects

A project withinPERCEPTIONcan be defined as a company overhead type project
Company overhead projects typically utilize mukiphbor and material expense
accounts. This is allowed by defining a Projegp@wf ‘Overhead in the Project
Options Window as described above.

If using the SWBS Option, the system initializes thaterial expense accounts as defined
on the SWBS Account record. Otherwise, the user mplace the expense accounts by
the following procedure:

1. Overhead projects may have multiple labor and rietexpense accounts.
The system handles this by allowing the user tcnde¢he G/L Expense
Account on the Material Requisition Item level eftail (Figure 5-9).

2. The G/L Expense Account on the Material Requisittem can be selected
from a Drop-Down of G/L Accounts already entered.

3. If the Requisition Item has a Part ID from the P&atalog associated with it,
then the Stock Asset G/L Account will be initializeo the Stock Asset G/L
Account defined on the Parts Catalog for that item.

4. If that Stock Asset G/Account is not defined, thiea system will use the
Stock Asset G/L Account as defined in the Projeldt &ccount Setup.
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Figure 5-9: Requisition Item G/L Account Assignment

Stock Projects

Stock projects are reserved for the sole purposeqpfisitioning and purchasing
replenishment stock material.

Not only must the project be formally identifiedaStock Type Project as described
above, but its project number also must containdtiers “STK.” For example, stock
purchases for the year 2003 may use the projecbauSiTK2003.

The user may use any numbering scheme as lon@gasadhtain “STK.”

PERCEPTIONyenerates the following transactions that carnxipereed to the
accounting systems:

1. Vendor invoice items processed with posted vetgheference the A/P Clearing
Account in the same way as all other vendor invemachers.

2. However, instead of the system offsetting theesss to the Stock Expense
Account, the system uses the Stock Asset Account.

3. The system initially assigns the Stock Asset &count as defined on the Parts
Catalog.
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4.

If the Stock Asset G/L Account is not definedtba Parts Catalog, the system
then will use the Stock Asset G/L Account as defina the Project G/L Account
Setup.

Subcontracted Labor

Normally, when a purchase order is issued, ittrauasaction for committing to a material
cost. When the vendor invoices arrive, these &retins also are normally regarded as
payable material costs.

However, when labor is subcontracted, there may heed to record these costs as labor
costs, not material. If these costs are managethéesrial costs, work progress
calculations that can influence the allocation aft@nial costs to capital projects can be

upset.

The following outlines an approach to enable ndy arproper accounting of
subcontracted labor costs wittMERCEPTIONbut also within the accounting system
General Ledger.

1. Set up a dummy employee, trade and work centeh&subcontractor. The

employee record on tfRERCEPTIONdatabase should carry a vendor
billable labor rate per hour. For example, suppgbaethere is a subcontractor
called OBX. The employee name, trade and workecergn be all named
“‘OBX.”

. Set up a dummy project for subcontractors. Fojeptd123,” call this

dummy project “123subs.” Against this projectuisgpurchase orders and
receive vendor invoices for payment. However,aadtof labeling the
dummy project in the project G/L account setupn@terial costs of goods
sold as is normally done for vendor invoices, thiling should identify the
G/L account for labocost of goods sold. When invoices are procesbede
transactions will go into the General Ledger agtaiosts, not material.

Issue work orders for the subcontracted labor howken the vendor
invoices these hours, enter them as normal timegeka The system will cost
out these charges from the employee “OBX” laboe mt the database and
Rollup these hours and costs up through the projs.
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At the end of the day, project “123” will carry amplete record of labor hours and costs
(both in-yard and subcontracted) via the time cimgrgnd rollup processes. The dummy
project “123subs” will carry the purchase order ocoitted and paid costs for the
subcontracted services. While these two projegisther duplicate labor costs for the
subcontractors, the dummy project can be ignoteserves only as a means for
transferring these costs over to the General Lesliggtem. The proper project, on the
other hand, will show the complete labor and mateost status.

Note To ensure that these subcontractor time chaagsactions are not exported to the
accounting system for payroll processing, they khaot be set with the “Approved”

flag. They should, however, be postedPEBRCEPTIONso that their charges can be
rolled up throughout the project WBS.
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Chapter 6: Time Charging Work Orders

The recording of time charges against authorizedkwaders is of major importance to
the shipyard. Correct and complete time charggagrest contracts is often the basis by
which the shipyard bills its customers. Withowtwaate and timely information, billings
can be incomplete or late causing considerablel@nmubwith the ability of the shipyard
to make a profit.

Selecting Environment/Accounting/Timecards from tii@n menu accesses the time
charging processes. This opens the Timecards \Weeksvindow (Figure 6-1).

The procedures for retrieving, adding, changing @gldting time charges are the same as
those outlined in “Getting Started WIHERCEPTION

Figure 6-1: Timecards Worksheet

Each time charge entry requires the following infation:

Date Of Charge
Employee ID
Trade ID

Contract

Project

Center

Work Order

Hours Charged
Type

Rework Charge
Comments — Optional
Approved (yes/no)
Approved By
Approval Date
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Time charges must identify not only the work cedtework order number, but the
contract and project of the work order. This reguient allows the same project number
to be used under different contracts.

However, the user’s systems administrator candaéfrthe business rule that requires the
contract number to be identified directly. Foistbhange to be valid, however, each
project number must be unique on the databaserdiega of the contract. This includes
overhead projects as well.

To turn off this business rule:

Click on System/System Administration.

Click on the Manage Business Rules icon.

Locate the business rule identified as “Projectgédet Is Contract,”
and turn it off.

Once the business rule requiring direct refereadbe contract number has been turned
off, only the project number needs to be identifiedthe timesheet. The system then
will assume that the contract number is the santbeaproject number.

However, for contracts that hold more than oneqatpjthe system will not necessarily
find a contract number that has a number that reattie project number. In this case,
the system will search the database unsucces$bulgny contract number where the
desired project number can be found for the timargd

The employee record on the Employee data file pies/ihe trade ID automatically.
However, the employee may also charge time to anatade and as long as the alternate
trade is valid, the system will accept the timergka and report it against the alternate
trade.

The default type time charge is Regular Hours. e\mwv, the user may select other
defined options from the Drop-Down window (Figur2)6

Figure 6-2: Types Of Time Charges
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Shipyard Types Of Labor Time Charges

The time charging functiorEqivironment/Accounting/Timecadd®quires that a table be
defined before entering time charges. This tatdatifies all of the types of time charges
that can be processed against valid work orders.

Click onEnvironment/Accounting/Labor Typesopen the worksheet (Figure 6-3) for
defining these types of labor charges.

Figure 6-3: Labor Charge Type Worksheet

The data required to define each labor types a&réoilfowing:

Charge Type A user defined code that can be included ortithecard that
identifies the type labor charge. The Charge Tigpienited to 2-characters and is
not case sensitive (“ab” is considered the same as)'AB

Labor Type Choose from regular, double, overtime, and difpese four
categories are used only to summarize all typehafge types for work orders.
They have no bearing whatsoever upon the actuabpa&glculations derived
from the other options and specifications.

Description Describes the type of labor charge.

Multiplier: Used by the system to compute the labor costefime.

Rate Plus An additional amount of hourly labor rate earbydhe employee in
addition to the basic Labor Cost.

Flat Rate A fixed amount of hourly rate earned by the esgpk in addition to
the basic Labor Cost.

Account Charge TypeThe General Ledger account for the time chasgel by
the Payroll system.

The Labor Cost calculations performed by the sysiesras follows:

Labor Cost = Charged Hours x
[(Employee Labor Rate+ Rate Plus) x Multiplier+ ERate]
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Where the Charged Hours are entered in the timegicitaprocess
(Environment/Accounting/Timecandsnd the Employee Labor Rate is defined for the
employee on the employee filEr{vironment/Accounting/Employges

Shipyard Employee File

The employee file must be set up to register dith@mployees authorized to charge
time against projects.

Click on Environment/Accounting/Employetesopen the employee directory worksheet
(Figure 6-4).

Figure 6-4: Employee Directory Worksheet

The following information is available for each eoyee:

Employee ID (maximum of 8 characters)

Employee Name

Home Trade, is the default trade number for theleyee
when the employee charges time to a work ordee Th
timecard process will permit the time charge todported
against an alternative trade number. This sitnatan occur
when an employee performs multi-trade assignmehte
Home Trade must be defined on the Resource/Traale fi
(Library/Trades/Resourc&s

Home Center, is the default work center numbetter
employee when the employee charges time to a wolds o
The timecard process will permit the time chargbdaeported
against an alternative work center, depending emibrk
order. The Home Center must be defined on the \Werter
file (Library/Work Centery.

Department, employee’s department (typically resphioy
payroll interface).

! For details, refer toPERCEPTIONLabor/Manpower Planning & cost/Schedule Manage rivsetr
Manual,”, Chapter 5, “Starting From Scratch.”
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Shift, used to determine shift differential wagengéags
(typically required by payroll interface).
Rate, normal (regular time) hourly labor rate fog eEmployee
(typically required by payroll interface).
Location, display purposes only.
Status, “Active” or “Inactive.” Inactive employeeannot
charge time to work orders. These charges witpected by
the system.
Manager, no longer used.
Buyer, “Yes” or “No.” Only employees marked “Yeappear
in the buyer drop-down list on a purchase ordarder to
filter out other employees from this list.
Allow Time Charge Data Entry, “Yes” or “No.” Only
employees marked “Yes” can enter time chargestheo
system.
Employee Badge Number, this may be the same as the
Employee ID. However, if time charges and toolmoo
functions use bar coded swipes of the employeedydtg
system will accommodate a separate badge numb#rdee
automated functions.
Skill Level, no longer used

o Charge Hand, “Yes” or “No.” Special feature fomrP&/eller
Dry Docks

Deleting Employees

There may be circumstances where a project reqaifBe-Roll Timecards to Work
Order$.” If an employee that had charged time to theqwbjs deleted from the
PERCEPTIONdatabase, his timecard transactions will be flddgethe system as an
invalid employee and his time charges will not ééaaded into the project work orders.

WARNING : For employees the shipyard no longer employs tha who have time
charges against work orders of unfinished projetisjot delete these employees from
the database. Instead, re-designate them as itladct

Rework

Even if the work order has not been flagged asvarework order, time charges flagged
on the Timecard as rework will cause the systemaddk only these charges as rework
for the work order. Other charges not marked gltedbe processed as non-rework for
the work order. Work orders defined during thenplag process as for rework only do
not require the rework flag to be used for timergea.

2 For details on re-rolling timecards into work arsleefer to PERCEPTIONLabor/Manpower Planning
& Cost/Schedule Management User Manual,” ChaptefRi®ject Changes”, Project Rollups.
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Imported Time Charge Transactions

Time charges may also be imported from an extetat source. For instructions on this
process, refer to “Getting Started WRERCEPTION' Chapter 9: Importing and
Exporting Data

NOTE: When importing from an external data sousteh a€£XCEL, the time charges
should be sorted in ascending order of time chdage. This ensures that certain date
validations are performed in proper order.

Time Charge Transaction Validation

When all of the time charges have been enterezk ch the Save button on the Toolbar.

With the time charge worksheet still open, clicktba check time charge button on
the Toolbar, or sele&dit/Check Time Chargdsom the main menu. The system then
will check these records and validate them for fpbs®rrors and/or exceptions. The
user can view the progress of the checking progetige bottom left corner of the
worksheet window. This process displays a Timer@h&alidation Report (Figure 6-5).
This report can be printed in the format that spthyed (click thé’rint Thisbutton), or a
report can be printed which lists all time chargg the processing errors and/or
exceptions (click th@rint Chargesbutton). Thelime Charge Validation Repoffigure
6-5) will not include previously posted charges.

The time charge validation has two categoriesdhaflagged: errors and exceptions.
Errors cannot be posted to the work orders witlcoutecting the data. Exceptions will
be posted to the work order, although the systagsfthese as possible problems. This
gives the user an opportunity to re-check irregaldries (exceptions) to verify the
accuracy before posting.

Note: Time charges may also be imported from an extetat source. For instructions
on this process, refer to Importing and Exportiragdd
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Figure 6-5: Time Charge Validation Report

If the system detects any problems, errors or exameg it will provide its analysis in
each of the Timecard’s Validation Information daédd (Figure 6-6).

Figure 6-6: Timecard Validation Information

The system performs a number of validation chedk®e following table lists the major
checks made for each time charge transaction.

Time Charge Validation Check System Response
Invalid Employee Badge Number Error - Time Charge Rejected
Invalid Employee Trade Error - Time Charge Rejected
Invalid Work Order Error - Time Charge Rejected
Unauthorized Work Order Error - Time Charge Rejected
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In addition, special checks are made against tteeafahe time charge as listed in the
following table.

Date of Time Charge ‘ System Response
3 weeks earlier than planned start date Warning - Early Charge
3 weeks later than planned finish date Warning - Late Charge
3 weeks later than actual (closed) finish date Error - Time Charge Rejected
3 weeks earlier than stored actual start date Error - Time Charge Rejected
3 weeks later than today date Error - Time Charge Rejected
1 year earlier than today date Error - Time Charge Rejected

The system allows time charges to be edited teecbdata errors. However, once time
charges have been posted, these transactions damedited except through the process
of entering additional credits and debits thatdescribed below.

Time Charge Transaction Posting

If there are no errors reported on fimme Charge Validation Repond the user wishes
the system to proceed with posting all accepteé tirarges (including exceptions that
were flagged on the validation report) to the wordters, click on th&ost Time Charges

button , or seleck&dit/Post Time Chargefsom the main menu. Exceptions are
warnings and will post to the work orders. Ermoil not. The user can view the
progress of the posting process at the bottonttefier of the worksheet window.

Time charges that are not posted can be modifidcdchacked again.

Special note for Distributed Work Order#f the primary work order has no budget, the
system will distribute the hours charged equaltyong alithe subtasks. If changes to
budgets are made after time charges have beerdptstesystem rollup window
provides an option to re-roll all time charges.e®ystem will then redistribute the
charges to the subtasks according to the ratitiseafevised subtask budgets to the work
order budgets. However, it must be understoodréradlling the time charges for a
project will re-roll alltime charges to that project. The longer thequiopas been
underway, the more time charges will exist. Thacpss of re-rolling all charges will
become lengthy as the project progresses.

Effective Date The latest date of posted time charges. This dfgposting is stored on

the database for each project. The effective idadesplayed on all status and progress
reports. However, entering a posting date thatrtier than the latest posting date will
still reflect the latest posting date in the system
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Approving Time Charge Transactions For Accounting §stems

After time charges have been posted, they may perted to an accounting system for
payroll processing. However, to do so, the usestrfitst approve these transactions.
There is a field in the transactions for setting t#pproval status. When selected, the
system will set the transaction “Approved By” as ttame of user from log-on and set
the approval date.

Multiple records can be approved at one time bgaiglg them and clicking on the

Approve/Un-Approvéutton on the Toolbar.

Project Rollup

Once transactions have been posted, the systeroffeitithe user the opportunity to
“Rollup” the projects (Figure 6-7). This procegxlates the newly posted time charges
from the work orders up through the contract.

The rollup also re-computes progress, schedulaneg, budget earned values, and
estimates at completion.

Figure 6-7: Time Charge Rollup

To perform the rollup, select tierform a Project Rollup Nowption and clickOK.

If the user wishes to delay this process, clickl Process Without a Project Rollup Now
and selecOK.

The Rollup process can be executed at any timelegting theEnvironment/Production
Engineering/Rollupption from the main menu and choosingRmeduction Labor
Rollup.
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Editing Time Charges

On the Time Charge Worksheet is a colored colunmagoing the system generated
“Validation Information.” Each time charge transan with an error or exception will
have an explanation noted in this column. To a&user further, the system
automatically color codes the row number columnreiach transaction to indicate the
following:

Red: un-posted transactions noted with errors thattrba corrected
Yellow: un-posted transactions noted with exceptions

Green: posted transactions, including those noted exiteptions
Gray: un-posted and non-validated transactions

All non-posted transactions can be edited, comgatrrors and exceptions, if necessary.
Posted transactions cannot be edited. To makevadifications to these, the user must
back out the posted transaction as described indpie, “Backing Out Time Charges.”

Once transactions have been posted, they will asédposted again by the system. If
posted transactions (flagged green) are includékeist of time charge transactions
displayed in the Timecard worksheet, and if the abeks on thePost Time Charges
button, the system will ignore all of these prewiyuyosted transactions. The Time
Charge Validation Report (Figure 6-5) will not indke previously posted charges.

Correcting Time Charge Dates
Prior to posting time charge transactions, timeghaates may be corrected directly in

the timecard worksheet. After a time charge tratiea has been posted, its date and
other time charge information cannot be changed.

However, if the time charge date is causing problanth various schedule analysis and
reports, there is a method for making correctionthé posted transaction:

First, the user must have Systems Administratogl capability.

The user can then retrieve the posted time changgsnake the transactions to
them.

Finally, the corrected time charges must be reedoiihto their respective
projects.

Backing Out Time Charges

Adding new time charge records with negative h&uc®sts, then posting them to the
database can back out time charges. However, emethsier method is to highlight the
time charges (rows) in the time charge Worksheétdioking onEdit/Back Out Time
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Chargesor by clicking theBack Outbutton on the Toolbar. This will cause the
system to create copies of the selected rows, liatnggative hours and actual labor cost
values of the original selected rows. Once thboise, the user must post these new
charges for them to take effect.

This process does not delete any data or the etnlie charge transactions. Only posted
time charges can be backed out.

Warning The system will not prevent the user from baglont the same time charge
more than once.

Transferring Time Charges

If the user finds a time charge logged againshaarrect work order, and if the time
charge has not yet been posted, the user may sedjilthe time charge with corrections.

However, if the work order has been posted, thégoosme charge entry cannot be
edited. Instead, highlight the time charge torbadferred, and then click on theansfer

Time Chargebutton on the Toolbar. The system will display the tfansvindow
(Figure 6-8) that allows the user to identify wiark order is to receive the charges.

Figure 6-8: Transferring Time Charge To Another Wk Order

Once the correct work order has been identifiegl sfystem automatically will generate a
back-out transaction for the incorrect work orded another transaction for the correct
work order. Figure 6-9 has a selection of timergha. The time charge to work order
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“ZINR” has been highlighted, followed by the systgamerated back-out and transfer
transactions.

Figure 6-9: Automatic Time Charge Transfer Transaons

Time Charge Transaction Reporting

It is often useful to be able to generate histdrieports of specific time charges. Such
reports can be generated by clicking onRhi@t Chargesbutton in the Time Charge
Validation Report (Figure 6-5), although these $etions will not include any posted
transactions.

To produce a time charge transaction listing (Fegan10), including posted transactions,
select from the main meritnvironment/Accounting/Reports/Time Charge Repb@82
Time Charge RepartThis will offer the user a retrieval selectiomdow that allows the
user to limit the report to ranges of employeepject, charge dates, etc. The
selections also can be limited to specific typesarisactions (unprocessed, posted,
transactions with errors and/or exceptions).
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Figure 6-10: Time Charge Report

Interface With Payroll And General Ledger Systems

Interfaces are available for electronically linkiRERCEPTIONime charge data to
payroll and general ledger systems. The intenfagaires an interface setup. Refer to
Chapter 3, “Interfacing With Accounting Systems.”

Then, posted time chargesRERCEPTIONcan be transferred to the correct accounts of
the General Ledger system.

Sending_Posted & ApprovedPERCEPTION Transactions To Payroll & General
Ledger

To export time charge transactions to payroll amdegal ledger accounting systems, the
time charge transactions first must_be hotisted and approved. Once done, click on
Environment/Accounting/Transfer to Accounting Syst€he system will display the
export choices (Figure 6-11). Select Timecardd,taen click on th&xportbutton.
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Figure 6-11: Time Charge Export

The exported transactions are put onto the filerlesd in the accounting interface setup.
This file may be imported into the designated aotiog payroll system. An alternative
for processing payroll is to have this same filérahsactions sent to an out-sourced
payroll servicing company.

For details, refer to Chapter 3nterfacing With Accounting Systerns

Time Sheets

Many shipyards use daily timecards or weekly tineess. For larger operations, daily
processing of time charges is strongly recommendeache charge questions and errors
are difficult to address as time goes by.

While each shipyard may have its own timecard faspi@igure 6-12 illustrates a sample
weekly time sheet and Figure 6-13 a sample dangd¢ard. Production foremen and
supervisors typically fill these documents outttoe employees they supervise.
Management staffers, however, typically fill oueitls individually. PERCEPTIONill
accommodate a mix of daily and weekly time chamgjees.
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WEEKLY TIME SHEET

Employee Name:
Employee Number:

Contract Work  Work Order Mon Tue Wed Thu Fri Sat Sun \\Veekly
Hull No. Center Code Description 3[L-Dec |01-Jan | 02-Jan [ 03-Jan | 04-Jan | 05-Jan | 06-Jan | Totals

Daily Totals:

Approval: Week Total: I:I

Figure 6-12: Sample Time Sheet
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Employee Name:

DAILY TIMECARD

Employee Number: Date:
Contract Work  |Work Order Reg. oT Dbl |Dirty
Hull No. Center Code Description  Heurs Hours  HoursHours
Daily Totals:
Approval:

Figure 6-13: Sample Daily Timecard
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Time And Attendance Systems

Many shipyards are using bar code or magnetic dtip collection (“swipe”) systems to
measure work time and attendance. This procegsatiypoperates at the shipyard front
gate and requires workers to “swipe” a bar codetfjpa The system records the time in
and out and this information verifies worker attencke for payroll purposes. It also can
be used to ensure that only authorized personaadrgering the shipyard.

Such systems typically do not record employee timand off work orders. However,
PERCEPTIOR time charge data has been cross-verified eleiciatly with swipe
systems to ensure all employee labor hours aredattyraccounted for.

Bar Code Processing Of Time Charges - Pros And Cons

PERCEPTIONcan use bar code data collection as a means jp@déing the time
charging process against work orders. The essemgi@dients for this capability are a
bar coded employee badge (or bar coded list of werker employees) and a bar coded
work order (or work order list) PERCEPTIONgenerates bar coded work order tickets
that provide detail work instruction, bill of mairlisting and a pre-printed drawing or
sketch. AnothePERCEPTIONdocument is a work order listing that providesliae
code beside each work order on the list (Figurd)-1

Two swipes (scans) are required: one to identiéyeimployee from the badge and one to
identify the work order. An option is to list emogkes with their badge numbers bar
coded on the list (Figure 6-15).

For work performed within a specific work centargluding the engineering office),
where the scanning station is within easy reactomaated time clocking of the swipes
can be instituted. The clock time that the swipentered registers an automated logging
off the employee from an earlier work order anchatomated logging on for the new
one. This method of time charging, however, assuilma&t workers are at or near a
scanning station, real-time or portable. If therage work orders are large enough so
those workers are not inconvenienced by too mapy to the scanner, the method is cost
effective. The method is also very accurate in éxact start and finish times can be
captured.
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On the other hand, if the size of work orders igaknthe logging on and off procedure
may consume too much time and make the cost sawiaggificant at best. A better
method for such a situation might be to give woskéeir multiple work order
assignments for the day. Then, at the end of élyewlorkers must report to their
foreman, who manually keys-up up their Timecard esttmates the hours worked by
work order. While bar code scans of the employagb and the ticket automates this
much of the information for the system, keyinghe hours worked per work order is a
manual effort. This approach does limit some efibtential benefits of bar code
technology. It also may be less than accuraterimg of the hours charged to work
orders, since this is a manual interpretation ratten a timed function.

When workers must work in different areas of thipydrd throughout the day, including
on board a ship, access to the scanning statiadlyssineither practical nor convenient.
For this situation, the swipes must be performeti@end of the day and the individual
work order charge hours manually keyed in to eadgpestransaction.

The basis for these two types of time charging oagh(real-time or end-of-day) lies
with which one best expedites the time charge ctde process and minimizes its costs
and ensures that the workers’ time remains as ptoduas possible.

Since the scanning operation is reasonably stifaigtard and requires little effort,
additional benefits can be implemented. For examntpk log off transaction can be
expanded slightly to allow the foreman to key icode, only if appropriate, concerning
the status of the order. For example, the follgnare issues that may need to be
addressed quickly by the shipyard’s planning depant when a foreman identifies a
problem:

Work order on-hold because of missing material
Lack of manpower

Lack of equipment or tools

Lack of drawings, etc.

Rework needed due to engineering change

Rework needed to correct prior work stage problems

A code also can be used to close the work order.

Once this information has been collected and cadply the system, exception reports
of problems can be generated for personnel who tineveneans to expedite solutions.
These problems can be relayed back to appropreaipl@ for actions without any further
need to communicate with production except to irgjtor details.
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Figure 6-14: Sample Bar Coded Work Order List

Figure 6-15: Bar Coded Employee Listing
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Hand-Held Bar Code Devices

Hand-held bar code scanners are perhaps the hestsiéor logging in employee time
charges. The device ultimately needs to outpamfits data collection functions, the
following information forPERCEPTION

Work order number

Employee clock number

Date

Decimal hours

(hours the employee worked on the work order thag) d

Types of Labor Time Charges

(there may be other flags for overtime, etc., whighcall “labor types”)

PERCEPTIONcan generate hard copy reports of bar codes fdt walers (Figure 6-14)
and for employees (Figure 6-15) that can be usednasans for the scanner to collect
that information.

Please note that normalBERCEPTIONequires a work order to be identified by the
combination of contract, project, center and waidkeo numbers. This can be an
overload for bar coded data collectors, so we pitsgide a unique work order serial
numberthat the system determines when the work ordadded to the database.
PERCEPTIONwill access the work order by either means.

The data collected by the scanner device shouliblzeto either store the time charge
data for eventual upload to your server, or stheedata real-time via radio frequency
communications. The resulting data file then carcdpied and pasted in
PERCEPTIOR time charge Datawindow. S&mvironment/Production
Engineering/TimecardBom the main menu. Drag the columns of BEERCEPTION
window to be the same order as the file being plaskesert a new row in the time charge
worksheet and use the paste function from the &sabthe edit menu. Do not use the
Bulk Paste function

An alternative approach to copy/paste is toRE®RCEPTIORS file importing feature.
SelectData/Get External Datdrom the main menu. The manual “Getting Startathw
PERCEPTION Chapter 9 describes this process. First, opertithe charge
Datawindow, then map in your data from any oneasfous file formats likdexcel,
Accesstext files, etc. The mapping can be saved antegl, so the mapping operation
can be by-passed thereatfter.
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Still another approach is to communicate directithwuhe PERCEPTIONdatabase to
load the time charges real-time with no human vaetion required (other than to
ultimately validate and post). This requires @t set up the data transmission with
SQL statements for linking to the database. Thiegdure saves extra efforts of
processing these files separately and eliminagepadlssibility of human error of failing
to get the data into tHRERCEPTIONsystem.

Large Versus Small Work Orders

Another issue that should be considered might betlven or not very small work orders
are themselves cost efficient, regardless of thihaaeused for collecting time charges.
In truth, they usually are not. Many small ordexguire proportionally more overhead to
plan and manage. They also may not exploit cashga possible from consolidating
like work into larger, more productive work ordénsit minimize non-value-added time
for setup, etc. If foremen need to manage manyl smoak orders, their supervisory
workload increases along with their attending oeachcosts. The shipyard, therefore,
should strive to order work to maximize not onlpguctive worker time but also
minimize overhead costs such as supervision aret stipport efforts, including the
recording of time charges. There are several @ffemethods for packaging work to
achieve these objectives:

Modular Construction allows work to be performed in a focused area,
usually under cover of the shop and with tools equipment readily
available. Comparable work performed on boardasenexpensive due to the
added difficulty accessing work, high levels of toguctive time transiting to
and from the work site and the extra support coen required for material
handling, staging, etc.

Zone Outfit is a method whereby workers, material, and equipiro@n be
marshaled into a focused area on board the slpuoh the same way as
done for modular construction. Zone outfit typigalllows a given trade or
craft to be engaged in more expansive activitighiwithe zone, consolidating
many elements of like work together for more prdohgcuse of resources.
However, since different trades can be engagelaeisame physical ship
zone, these activities must be phased or sequesactt trades do not
interfere with one another.
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Group TechnologyManufacturing is a manufacturing technique that
typically does not require capital investment. Bhgings come from how
work is organized. Group technology manufacturmgthods (batch
manufacturing) save time by eliminating repeateédsand take down
operations. The manufacturing and assembly ofatepée products (like
steel parts, pipe spools, etc.) also enables mesds be refined and
simplified over time.

Managed Work Flow is another technique useful for minimizing
unproductive activities. Managed work flow is @aqess whereby facilities
and the use of various resources are reorganizedys that eliminate wasted
movements by workers and minimizes interferenderinptions, etc.

The packaging of work that minimizes setup time almtinates wasted motions, and
simplifies and expedites time charging procedwets,is undoubtedly the preferred way
of doing business. In addition, all resources (poaver, material, equipment and tools,
drawings and other technical information) mustdedily available at the job site when
work begins. The order should have a clear scleeakito when it must begin and when
it must finish. A man-hour budget should also bevled to gage cost performance.
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Chapter 7: Vendor Invoice Management

Vendor invoice cross-reference with purchase orgeas important feature of
PERCEPTION.This capability provides computer assistanceomgaring vendor
invoices to what has actually been received, regecdnd QA inspected to date. It further
aids in avoiding any errors or duplications inibdl by providing a formal cross check of
material deliveries and releasing invoices for pagin

The Vendor Invoice module enables automatic crossking of vendor invoices against
actual purchase order status. The system prepesitsature accounts payable and
vendor overcharges. Vendor invoice data is prackasd controlled through the
functions of a specific system module where the has the ability to add, change,
delete, report, cross-reference, and release vemduices.

Vendor Invoice Vouchers

The system controls vendor invoices by Vendor logdfouchers. The voucher is
intended to be a transmittal only of what is tqolel to the vendor.

If there are invoice items in the invoice that exéispute, they should not be included in
the voucher. If they later become payable, thastreer voucher should be created for
those items.

Vendor invoices consist of the voucher header teaad invoice detail records.
Vouchers are entered directly iftfeRCEPTIONusing the Vendor Invoice worksheet
(Figure 7-1).

Click onEnvironment/Accounting/Vendor Invoidesm the main menu to open this
worksheet.

Figure 7-1: Vendor Invoice Worksheet
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The procedures for adding, changing and deletiugit@s are the same as those outlined
in General System OperatiorGétting Started With PERCEPTION

Note The system will not permit an invoice to be tigldrom the database if the invoice
has costs associated with it or has been paid.

Each Vendor Invoice Voucher is uniquely identifiedon the database by its voucher
number (maximum of 15 alphanumeric characters).

In addition, the system_requiresthat the combination of Vendor ID and the Vendor
Invoice Number be unique.

Occasionally, vendors will use the same invoice benfor multiple submissions.
PERCEPTIONwill not permit this and this helps minimize opportunities for duptiéca
entries of invoices.

When an invoice is caught by the system as noghanigue, the user can either
recognize a duplicate entry and delete it fromsysem or must somehow alter the
invoice number so that it is unique for that vend®he user can do this by adding an
alpha character to the end of the invoice number.

To display thevendor Invoice Detailab window (Figure 7-2),

1. Double click on a selected vendor invoice in Wendor Invoice Worksheeir
2. Click on theDrill-Down button
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Figure 7-2: Vendor Invoice Detail Window

The detail invoice tab window provides the samernimfation as available in the
worksheet:

1. Vendor Number The vendor must be selected from the list ofdegs defined in
PERCEPTION See the user manual “Material Planning, Purciga&i Inventory
Control,” Chapter “Starting From Scratch” for defig the vendor catalog.

2. Vendor Invoice NumberThe vendor invoice number is character basednalhd
allow up to eighteen (18) characters. A vendoncaprovide two invoices with
the same number. In such a situation, the userappgnd some character to
ensure that the invoice number is unique.

3. Invoice Date & Terms After the invoice date is entered, select thaiapble
terms from those defined in the terms catalgvironment/Purchasing/Ternas
Environment/Accounting/TermsThe invoice due date, the discount percent and
discount date will be displayed based on the patermeéefined by these terms.
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4. Invoice Discounts & Payment&/hen the invoice cost is entered, the invoice
discount dollars and the cost with discount areutated and displayed. The paid
flag and the amount paid are not entered by thelugeather are updated by a
general ledger interface. Refer to the Chapteaeffacing With Accounting
Systems.

5. Approved: A Voucher must be approved in order for it tosket to the
accounting system. Vouchers that are not apprawédot be transferred.

When the header is completed, click on 8aebutton on the Toolbar.

Invoice Voucher Items

To display the detalhvoice Item WorksheéFigure 7-3), click on thinvoice Itemgab.

To create items, click th&dd button on the Toolbar.

Figure 7-3: Vendor Invoice Item Worksheet

Each voucher item on the database is uniquelyiftshby the following combination of
information:

Vendor ID (must be previously defined)
Invoice number (maximum 18 alphanumeric characters)
Invoice item number (maximum 8 alphanumeric chanajt

Each vendor invoice voucher item reference an @ssocpurchase order line item.
If invoiced items have not been defined on an eagurchase ordethey may still be

processed according to the rules described beldheisection “Invoiced Items not
covered By A Purchase Order.”
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Stubbing Out Invoice Items With Purchase Order Itens

Instead of manually entering each invoice item,sysem provides a “stub out” feature
that automatically loads into the invoice item waitket the items from a purchase order.

1. Selectedit/Stub Out PO to Invoideom the main menu, or

2. Click on the Stub Out button on the Toolbar, or
3. Press the F7 key on the keyboard.

The Stub Out Purchase Order Invoice window (Figs## will open and enable the user
to identify a purchase order that is the basigHervendor invoice.

The purchase orders listed in the window’s Drop-Ddist are onlythose with items
where the quantity invoiced is less than the qiyngiceivedor where the quantity
invoiced is zero

When the purchase order is selected, an invoicehayutem will be added for each of

the items on that purchase order that meet theeabaeria. All relevant data from the

purchase order items are presented as the defamtthe purchase order item but may
be changed by the user.

Figure 7-4: Stub Out Purchase Order Invoice

The default item quantitigbat the system provides from the stub-out is fdated as
follows:

Voucher item quantity = [Quantity Received] |¢@uantity Returned] less
[Quantity Invoiced on earlier vouchers].
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The user may over-ride this value with a differiggire from the invoice.

NOTE Purchase order items that should not be incladeghtries for the voucher can
be deleted from this worksheet.

Manually Entered Invoice Items
If the vendor invoice line items are not added matically by the system from a
purchase order stub-out, the user must manualer ém¢m from the hard copy invoice

itself.

When the invoice items are entered with both theelmase order and purchas&ler item
numbers identified, the system will update the hase order with the quantity invoiced

The system does not automatically receive theggsiteTo receive them:

1. SelectEdit/Receive Items($jom the main menu, or

2. Click on the Receive button  on the Toolbar, or
3. Press the F6 key on the keyboard .

The quantity received will always be equal to tharmtity invoiced when using this
function.

The standard receiving functiortSrivironment/Stores Management/Receive Purchased
Material) can also be used.

Entering Invoiced Items Not Covered By A Purchase @ler

While a vendor invoice normally should be covergdb approved purchase order, item-
by-item, there are circumstances where such isheotase:

Case A Sometimes items are delivered to the shipyatdgional items to an
existing purchase order.

Case B Other times, items are delivered without anychase order on file. The
latter can occur when orders are placed via telephahen there is not sufficient
time to execute a formal purchase order documethieteendor.

Case A: If a voucher item is entered against a purchaderpbut without referencing a
purchase order item numbéne system will append the item to that purclaader
automatically. These appended items will be in@eted by the system, starting with
the highest purchase order item number alreadh@purchase order plus 1.
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Similarly, the system either will create a new risdion or will append the item to any
existing requisition in a similar manner.

If a new requisition is createthe requisition number will be the same as the pase
order number.

If appended to an existing requisition, the newrsitjon item numbers will be
incremented, starting with the highest item nundderady on the requisition plus 1.

The created requisition item must have the contadtproject identified before the
record can be saved. Itis recommended that tteedelso be assigned to the
appropriate levels of the project WBS so that st can be rolled up to the appropriate
levels of the project.

Case B: If the invoice items are entered without a puseharder numbethe system
will create a new purchase order automatically winentem is saved.

The purchase order numbers for these speciallyertd2Os are all 6 characters long:

The first character is “V” and the remaining spaaespadded with zeros.
The PO numbers are automatically incremented stawtith 00001 (V00001,
V00002, etc.).

In addition to an automated purchase order, thiesyalso will create the related
requisition items.

The user has the option either to create a newsiéiqn or to append new requisition
items to an existing requisition.

If a new requisition is createthe requisition number will be the same as the pase
order number.

If appended to an existing requisition, the newrsitjon item numbers will be
incremented, starting with the highest item nunddexady on the requisition plus one

().

All requisition items require an assignment to ¢batract and project before the new
records can be saved. It is recommended thajj®priate levels of the project WBS
also be identified so that the costs can be ralfetb the appropriate levels of the project.

Receiving Newly Created Purchase Order Items
The system will automatically receive all itemstthee created in the above manner if the

Storage Flag on the voucher item record is seY&s.” If a storage location other than
the default is used, change the Location on eagdrdeappropriately.
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Withdrawing Newly Created Purchase Order Items

Newly created purchase order items must be withditamproduction like any other
purchased materiaEQivironment/Stores Management/Withdraw Material)

When they are withdrawn to a valid project workerdhese items, like all other items,
will be re-cataloged automatically by the systerhawe the same WBS as the work
order.

The created requisition items for these invoicegelso can be modified directly for a
specific WBS assignmenEfivironment/Material Control/Requisition Itejns

Invoiced Freight

Freight charges may be catalogued on the systér@reis a separate purchase order line
item or as an added cost for one or more iteme fiidight cost should be put in the
“freight” column of the item.

If freight charges have not been specifically idfead on the purchase order, they can be
manually entered as voucher items inltineice Items Worksheet

NOTE It is not necessary to split out freight charlggsnvoice item, for the system will
only consolidate all freight charges when the systemmarizes costs to the
Contract/Project WBS.

Identifying Invoice Items With Parts Catalog
For invoice items that have no corresponding pwselmder items on file and that are

items in the Parts Catalog, the user can perfoaridthowing short cut to define the
necessary catalog information automatically:

1. Click on theAdd Partsbutton on the Toolbar or
2. Select Edit/Add Part(dyom the main menu, or
3. Press F5 on the keyboard.

This function enables the user to scan the Pated@@pand enter the invoiced quantities.

See Chapter “Parts Catalog Query” in user matMaterial Planning and Inventory
Control” for more information.
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Invoice Cost Adjustments

Often times, invoiced costs do not match exacthatww provided in the system purchase
order.

For large differences, the purchase order shoulahiended.

If the differences are small, it probably is notrthahe effort to amend the purchase
order. Nevertheless, FERCEPTIONS integrated to an accounts payable (A/P) system,
the vendor will want to be paid in full as indicaten its invoice.

Note: The system will not permit an invoice item talbketed from the database if it has
costs associated with it or has been paid.

The following are three methods for entering adjesits that the system will incorporate
into the purchase order database file without ngakiformal amendment to the purchase
order.

Creating New Purchase Order Line Item For Adjustmernt
The first method is to summarize the differencea aew invoice line item.

Manually add a new voucher item and assign it éosdime purchase order
number as is assigned to the other invoice items.

Leave the purchase order item number on the voutgrmarblank. When the
voucher item is saved to the database, the sysikmenerate a corresponding
requisition and purchase order item automatically.

The following outlines how the differential cost fihis new item will affect the project’s
cost accounting:

1. The added/subtracted cost will change the projéctmmitted” cost according
to the amount of the adjustment

2. The same change will be reflected in the projestseived” cost (automated
transaction performed by the system).

3. To be included in the total “used” cost, the iteffl have to be withdrawn.

4. When the invoice item is posted, the change al#dwireflected in the “paid”
cost.

Since these cost adjustments alter the originallase order, such adjustments should be
done only with proper management authorization.
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Direct Adjustment To Invoice Item Extended Cost

A second method is to simply over-write the extehilem cost; however, this leaves the
item with an inconsistent unit price.

The following outlines how the cost adjustment \ailect the project’s cost accounting:

1. The adjusted cost will nochange the project’s “committed” cost.

2. The cost adjustment will nbe reflected in the project’s “received” cost.

3. When the invoice item is posted, the cost adjast will be reflected in the
“paid” cost.

Since these cost adjustments are not reflectdueiptoject’'s committed costs (sum of
purchase orders and stock used), such adjustntemitishe done only with proper
management authorization.

Direct Adjustment To Invoice Item Unit Price

A third method is available when the unit pricetba invoice does not result exactly in a
total extended price as originally entered forplechase order item.

Discrepancies can occur when the vendor’s uniepises decimal precision greater than
what the purchase order item has defined. To ertbat the invoice unit price entered
into PERCEPTIONesults in a total extended cost matching theioesdhe user can

enter an equation calculation in the item’s unitgpdata field

For example, if the invoiced quantity is equal tarfl the total invoice cost for
the item is $150.15, enter the following into ttea’s unit price data field:
150.15/3

The system will do the arithmetic and compute aemtrunit price, $50.05.
The following outlines how this cost adjustmenthaffect the project’s cost accounting:

1. The adjusted cost will nahange the project’s “committed” cost.

2. The cost adjustment will nbe reflected in the project’s “received” cost.

3. When the invoice item is posted, the cost adjast will be reflected in the
“paid” cost.

Since these cost adjustments are not reflectdkiprioject’'s committed costs (sum of
purchase orders and stock used), such adjustntemifdse done only with proper
management authorization.

82



Chapter 7: Vendor Invoice Management

Correcting Received Quantities From Automated Purclse Order Items

Once purchase order items have been automaticaliyed on the database from the
vendor invoice voucher, the system will receivarheg the same time automatically

The database then will have all of the transactreasgly for transmitting to the
accounting system interface:

Vendor invoice
Purchase order
Receiving costs broken down by the necessary Gthuats

If, after the invoice items have been saved anathiemated purchase order items
created, the user may realize that changes ar@eddo quantities, prices, taxes, etc. In
order to preserve the transactions records foatieeunting interface, the following steps
must be taken:

1. Create a duplicate vendor invoice (but diffeiambice numbg, complete with
the same invoice items, but with negative quastdred save it to the database.
This will, in effect, reverse out the erroneoustsas the initial invoice items.

2. Then, create another vendor invoice (again withfferent invoice number) with
the corrected invoice items.

These correction steps may be performed on theedisti of items in a vendor invoice,
or only on those items that require changes.

Saving And Storing Vendor Invoice

When the invoice is fully defined it must be savéb this by clickingSaveon the
Toolbar or the WindowX.

When the invoice is saved, the system performsali@ving update:

The quantity invoice on the purchase order itemadseased.
The invoice cost on the purchase order item isiaeed.
The WBS level total freight and tax dollars arergased.
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Variances Between Purchase Order And Invoice

The vendor invoice reporiNV1 - Purchase Order/Vendor Invoice Status Reffeéaimple
presented in Figure 7xdisplays any variances between the purchase amdethe
invoice. Among the information provided, item-kgm, are the following:

Quantity invoiced versus quantity ordered and gtargceived
Unit price ordered versus unit price invoiced

Figure 7-5: INV1 - Purchase Order/Vendor Invoicet&us Report

Withdrawing Received Purchase Order Items

Whether or not the invoice items automatically gateepurchase order items, they
eventually need to be formally withdrawn to prodmat

Otherwise, they will remain in inventory as un-used

To withdraw items (i.e., received quantities), klan Environment/Stores
Management/Withdraw Materiaind proceed with the instructions outlined in user

manual‘Material Planning, Purchasing & Inventory ControlChapter Withdrawing
Material To Productior?
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Project WBS Cost Allocations

The vendor invoice costs will be allocated to thejgct WBS via the related purchase
order and requisition.

Purchase order items automatically credteth vendor invoice items must be assigned
to a specific contract and project. However, teyot have project WBS assignments.
These purchase order commitments, therefore, @lilip only to the project and contract
summary levels.

As the system creates the purchase orders andtdmes, it also creates parallel
requisitions. These requisition items can be mediénd their WBS assignments
modified. A subsequent “material rollupErvironment/Production Engineering/Roljup
will allocate the purchase order committed andixececosts to the WBS assignments.

The material withdrawal process requires a worlepes the vehicle for the withdraw.

The work order provides the project WBS for thetsyss ability to determine the
production usage costs by project WBS.

System Rollups

After vendor invoices have been entered and sdakiedjser should perform a material
rollup to process these costs into the contragépt&VBS.

The material rollup summarizes all invoiced vouot@sts under the category of “Total
Paid Costs.”

Invoiced Freight Costs

The material rollup summarizes vendor invoiceddinéicosts up through all levels of the
contract/project WBS and includes them to the surired “Total Paid Invoices” costs at
these levels.

Invoiced Sales Taxes

The material rollup summarizes vendor invoiceds#de costs up through all levels of
the contract/project WBS and includes them to tiharsarized “Total Paid Invoices”
costs at these levels.
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Foreign Funds Invoices

The system manages both domestic and foreign ayreaues with vendor invoices.
Each invoice therefore can be assigned a diffexecitange rate. The resulting domestic
values are then processed by the system and tgdléickrough the purchase orders (values
paid), the requisitions, and the project WBS.

Approving Vendor Invoice Vouchers

A voucher must be approved in order for it to bpated to the accounting system.
Vouchers that are not approved are not transferred.

Select the voucher records that are to be apprandcither seleddit/Approve/Un-

Approvefrom the main menu or click on tgprovebutton on the toolbar. A
window will open (Figure 7-6) that allows the Apged or Un-Approval of multiple
records at one time.

Figure 7-6: Approve And Un-Approve Invoices Window

86



Chapter 7: Vendor Invoice Management

Accounting Interface Transactions

All vendor invoiced cost transactions can be exgbtb an accounting system Accounts
Payable and General Ledger system. Refer to Qhdpterfacing With Accounting
Systems’for details.

Vendor invoice cost transactions are specificalbyged for export into four categories of
transactions:

1) Invoiced item cost
2) Total sales tax costs
3) Total freight costs
4) Credit memos

A system rollup is not requireld export vendor invoice cost transactions.

The “Paid” flag on the invoice is set by the acamminterface export. This flag can be
reset by un-posting the export batch usinguhepost Accounting Transfeption.
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Chapter 8: Customer Billings

PERCEPTIONprovides a means for generating customer billingsese billings are
made based on time and materials over a user-fgredaate range. However, the
system also accommodates fixed price billing itemd milestone charges.

The following outlines the basis by which the sgsievelops the details of the billings.

Initial Billing Setup

When the project is first setup and created ord#tabase, information pertaining to the
customer and his address needs also to be defdlezk on
Environment/Accounting/Customearsd enter the customer information as provided in
the customer worksheet, including name, address)gohumber, payment terms, etc.
This information is basic to the billing invoiceathis ultimately generated by the system.

Next, the project work centers witheir rate tables must be defined. Click on
Environment/Accounting/Rate TahleEhe first worksheet that the system displaybés
project work center list (Figure 8-1). Add thoseriwcenters that will be used for the
project.

Figure 8-1: Project Work Centers

To reach the work center rate tables, click onDh#é Down button on each project
work center in this worksheet and selRette Tablesrom the pop up windowlridirect
Formulasare used for cost estimating). The system wiroghe rate table for the
project work center (Figure 8-2).
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Figure 8-2: Rate Table

Creating Projects by Copying From A Default Pragjelétthe project has been copied
from a default project, the work centers with tie¢adlt rates will already be created on
the database. The rates for the new project wemkecs may need to be retrieved and
revised as necessary.

Rate Year

Ensure that the correct year for the rates has tbefemed. If the project spans additional

years, click on the Add button  and install the additional year records.

WARNING: If there is no work center rate table yd@at matches the date that a
customer billing is generated, the billing will peoduced with zero labor rates
and material mark-ups.

Labor Rate
On the Rate Table window, enter the billing laketerfor the work center. This labor

rate can be adjusted up or down by the “PerceriitPiar labor. This enables the billing
to increase the standard rate for the projectswadint it.
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Material Mark-Up

For material, enter the material mark-up rate (¢Bet Profit” for material).

Sales Taxes

Next, verify that the appropriate rates for Fede®shte, local and miscellaneous sales
taxes have been entered in the system record.ieWotkiese rates, click on
Library/Company Parameters/Tax Rates.

Generating A Customer Billing Invoice

To generate a billing invoice, click dnvironment/Accounting/Customer Invoicéshe
Customer Billing Information worksheet (Figure 8g8sents the basic information for
the new billing invoice. Identify the contract atiet project to be billed. Then identify
the customer, thBill Numberand theBilling Start DateandBilling Finish Date The
terms will be automatically updated from the custotable, but can be changed for an
individual bill if necessary.

Figure 8-3: Generating Customer Billing Invoice
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Then, click on the drill-down button and selecDETAILSto open the detail billing
tab window. The first tab re-displays the ovebdllinformation (Figure 8-4).

Figure 8-4: Basic Bill Information Tab Window

Information that must be provided is the following:

Contract & Project ID

Bill ID

Terms: This allows a selection as available on the sedatabase file. The
terms selected will automatically compute Biting Due Datestarting from
theBill Date.

Billing Start Date & Billing Finish Date : All labor and material charges
will be collected automatically by the system bedwéand including) these
two dates for the billing.

Bill Date: This is a manual entry.

In addition, this window can be used to track costpopayments. These are manual
entries: Date PaidandAmount Paido date on this bill.

A Business Rule that has been set for the compawgrgs whether or not a bill must be
approved before it can be formally issued to th&t@mer. If this business rule is set to
the affirmative, then the bill approval flag must $et to “yes” in order to issue the bill
formally to the customer. Once a bill has beerreygd, it cannot be modified unless the
approval flag is turned off.
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One or more bills can be approved by selecting taedclicking on the Approve button
on the Toolbar.

Billing Detail Items

Click on the Iltems tab to open the billing itemsrkaheet (Figure 8-5).

To bring in the billing items data, seldedit/Create Bill temgrom the main menu or

click on the button on the Toolbar. The system will proceetbtml automatically
into the bill items worksheet all the labor and enetl items that can be billed within the
specified billing period.

Figure 8-5: Customer Invoice Bill Loaded With Codems

Labor Charges

The labor charges are summarized by project wankece The hours are summed from
the actual time charge transactions that fall withie billing period. The system uses the
labor rate (increased or decreased by the “PeRafit” for labor) from the project work
center rate table corresponding to the year in vthcs billing is being generated.
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Material Charges

The material items are listed from actual issugaréguctionwithin the billing period.
The material quantities are what the system hawded at the times of issue.

The material rate for Direct Purchase items, ot price, is the material purchase price
plus the material mark-up (“Percent Profit” for exl) from the project work center
rate table corresponding to the year in which bilisg is being generated.

For stock items that are identified on the Part&l0g, the material rate, or unit price, is
retrieved from the Parts Catalog plus the marge,(mark-up) defined for that part on
the Parts Catalog. The unit price is determinethlysystem using the specifications set
for the catalog: average purchase cost, lateshpseccost, or manually set standard cost.

Special Note A billing invoice document produced with thenite grouped by
work order will include onlythose items that have specifically been identified
with valid work order numbers. However, a billimyoice produced with items
grouped by project will include all items, includithose not identified with valid
work orders.

Chargeable Taxes
The system computes chargeable taxes using trensyifaults tax rates for the

company Library/Company Parameters/Tax Rates)

Note Billing items added manually require the usemtanually compute the
total item tax and to enter it in tA@xcolumn on the bill item worksheet.

Manually-Defined Billing Items

Items for additional charges can be added to thédins worksheet. However, these
items must be added to the billing aféery automated items of labor charges and used
materials already have been loaded into the bithg worksheet.

Special Note Manually defined billing items must have mark-#sl sales taxes
computed and entered manually by the user.
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Detail items are added using the add button and deleted using the delete button.

Special Note A billing invoice document produced with thents grouped by
work order will include onlythose manually defined items that have specificall
been identified with valid work order numbers. Howar, a billing invoice
produced with items grouped by project will inclualkeitems, including those not
identified with valid work orders.

Any bill items, manually defined or not, also mag deleted.
Milestone Payments And Fixed Price Charges

For customer invoice items that are not desirdaetétime & materials,” but instead are
for charges described as “milestones” or fixedeplige items, the following procedures

apply:

1. Click on Environment/Accounting/Customer Invoice

2. Either create a new customer invoice or opeaxasting invoice

3. Double click on the invoice (or click on thelddown button on the Toolbar) to
open the detail tab window for the invoice.

4. Click on the Invoice Items tab window.

5. Click on the Add button to manually create an iediem.

6. Click on the Part Type Drop-Down, select “Milestditem, and then fill in the
remaining information: item description, quanii& least 1.0), unit of measure
(such as feet, lot, etc.), and the unit price.

7. Save the data to the database.

Milestone or fixed price line items can be includeth time and materials line items.
Ad Hoc Changes To Billing Details

All labor information (hours and labor rate) avalaon this worksheet is editable,
meaning that the user may modify this informatismeqquired.

All material information available on this worksheégeditable, meaning that the user
may modify this information as required.

If changes are made to quantities and unit pribestesulting changes to extended
billable values can be viewed only after savingdhanges to the database and then re-
retrieving the billing items.
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Customer Billing Invoice Document

The system provides a means to generate both tabdlaiy invoice and a “smooth”
copy invoice. The draft is exactly the same asstheoth copy with the exception that
the word “Draft” is displayed at the top of the datent.

Draft Billing Invoice

Once the billing data has been completed and savibe database, a draft copy can be
printed for review and approval by selectiadit/Generate Draft of Selected Bill@) by

clicking on the draft button on the Toolbar. The system will display the hiji
format options (Figure 8-6):

Figure 8-6: Billing Item Grouping Options

Grouping by Project By grouping the bill items by project, all labcarges are
consolidated by work center. All material usagarges are then listed as a total group
across all work centers.

Grouping by Work OrderBy grouping the bill items by work order, labardamaterial
charges are displayed on a per work order basig. ittms not specifically identified
with a work order will_ nobe included in this grouping format.

Like Part IDs Within whatever grouping has been selected, naitems having the
same Part ID will be consolidated under a singie ltem and the individual quantities
summed.
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Material Items Without Part IDThe system will assign an equivalent Part IDhideer

if a material item does not have a Part ID defibgdhe user. This equivalent Part ID is
a composite number: “bill number — bill item numbeThe following provides an
example of an equivalent Part ID:

1234-4

Where “1234” is the bill number, and “4” is thelbiem number as defined on the bill
item worksheet.

Smooth Copy Billing Invoice

When satisfied with the invoice, approve it if regd by the company business rule, and

selectEdit/Issue Selected Bill(®) click on the issue button  on the Toolbar.
Multiple billing invoices can be processed togethghighlighting all that need to be
processed prior to clicking on the issue button.

Figures 8-7 and 8-8 provide sample customer billiaguments.
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Figure 8-7: Sample Customer Bill Invoice (Items Guped For Project)
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Figure 8-8: Sample Customer Bill Invoice (Items Guped By Work Order)
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Options For Sending Customer Billing Invoice

The resulting customer billing invoice document barprinted in hard copy or converted
to Adobe Acrobat “pdf” file format and emailed teetcustomer. To print, click the print

button . Other options are available by selectiBdit/Send TgFigure 8-9).

Figure 8-9: Options For Sending Customer Billingivoice
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Posting A Customer Billing Invoice

Once the billing data has been completed and savibe database, it must be posted to
the accounting software. Click &nvironment/Accounting/Transfer to Accounting
System The Export Accounting Datawindow (Figure 8-10) wpen.

Figure 8-10: Export Account Datawindow

Click on theCustomer Invoiceselection. All customer invoice items that hawé n
already been successfully posted will be sentdoséomer invoice file that can be
imported into the accounting systelERCEPTIONwill set the customer invoice as

posted.

Special Note Posted billing invoices should not be re-issudathanges are
required, a new bill must be created, issued astepo
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If the posting needs to be un-posted, this canoloe ty selectingnvironment/
Accounting/Unpost Accounting TransfefBhe Export Accounting Datawindow (Figure
8-11) will open.

Figure 8-11: Export Account Datawindow

Click on theCustomer Invoicselection and enter the date range for the itenbe tun-
posted. All customer invoice items that have ba@tessfully set to posted within that
date range will be set to not posted.

102



Chapter 8: Customer Billings

Customer Billing Statements

Billing statements summarize the status of a custsnaccount. To generate a
statement, click o&Environment/Accounting/Customer Statemedfigure 8-12 presents a
sample statement.

Figure 8-12: Sample Customer Billing Statement
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Customer Billing Report

Details of a customer billing can be displayed with Customer Billing Report
(Environment/Accounting/RepoyisFigure 8-13 presents a sample that lists Hihbi
labor and material items, as well as applied maskefr.

Figure 8-13: Sample Customer Billing Report

104



Chapter 9: Closing Down Contracts/Projects

Chapter 9: Closing Down Contracts-Projects

When contracts and/or contract projects are comg)éhey can be formally closed down
in the system.

Closing A Project

To close down a project, open the Project workshedtretrieve the project. When the
user makes a right click on the project to be dad@wvn, the system will display a pop
up menu (Figure 9-1).

Figure 9-1: Right Click Pop Up Menu
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SelectClose Project.The system will display a warning (Figure 9-2) he user that the
following will occur:

The system will close all work orders in the projeetting the actual finish dates
to the dates of the last time charge, or if noogotlay’s date.

The system will close all project material palleststting all required pallet
guantities to whatever quantities have already liesred and used in production.
The system will close all requisitions, settingraljjuisition required quantities to
whatever quantities have already been issued adlingroduction.

Time charging to completed work orders will folldiae same business rules as are in
effect. Refer to Chapter “Time Charging Work Osdér

NOTE The closing off process will not close affiy purchase orders. Purchase orders
must be closed off according to procedures destiibéhe “Material Planning,
Purchasing & Inventory Control” manual.

Figure 9-2: Project Closing Warning
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Closing A Contract

To close down an entire contract and all of itgguts, open the contract worksheet and
retrieve the contract. When the user makes a cigik on the contract to be closed
down, the system will display a pop up menu. Sd&ldase Contract.

The system will display a warning (Figure 9-3) he user that the following will occur:
all projects defined under the contract will bdydlosed as described above.

Figure 9-3: Contract Closing Warning
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Chapter 10: Initial Loading Of PERCEPTION Database With
Historical Data

In order to have theERCEPTIONsystem up and running, the database information
necessary to conduct business must be loaded. Whenew system like
PERCEPTION:S first installed, there is usually quite a Hithistorical information that
needs to be loaded before the system can be digaiacse in the day-to-day operations
of the company. This is particularly true for @ntracts still in-progress.

The following outlines an approach to loading upassary historical data.

All previous time charges will have to be loadeditagle, preferably by work order
(including work center). However, these can besotidated into beginning balance
transactions by dummy work orders using dummy egg@#alock numbers for the
consolidated time charges.

Material information specific for project direct qghases:

All prior vendor invoices.PERCEPTIONill automatically create corresponding
requisitions and purchase orders to complementtiwece. The invoice must
identify the purchase order number and preferabligdmized by part purchased
and price. If itemization is not possible/practicese of consolidated dummy
parts can at least provide correct costing inforomafor the project.

All requisition items that have been issued to patthn need to be withdrawn
(stock and direct purchased items) freEBRCEPTIONoy work order. A dummy
work order can be used as a means for obtaininigieg balances.

All issued purchase orders not yet invoiced.

Purchased items received, but not yet invoiced ioeiseceived into
PERCEPTION

All un-issued purchase orders ready to issue.

All material requisitions not yet processed forghase orders.

All of the above data can best be imported PERCEPTIONeither in Microsoft Excel
or Access data base format. Cut and Paste opesdtam other software products also
can be used.
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Special Note Various data fields have certain limitations sashmaximum number of
characters PERCEPTIORS limitations are usually more liberal than otseftware
products, such as accounting systems, permit. eftrey, it is necessary to develop these
data fields honoring the more restrictive data negoents.

PERCEPTIORS data field sizes are listed in tf@etting Started With PERCEPTION”
manual in the appendix.
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Appendix I: ACCPACSimply Accounting Pro Version 8.5

ACCPACprovides a facility for importing transactionsitd®?ERCEPTION To do this,
the import file fromPERCEPTIONNMust be in text format and must follow the rules as
described below.

The following restrictions apply for the import pesses:

Only the types of transactions that can normallydeerded irACCPACs
Miscellaneous Transactions window can be imported.

ACCPACcannot import transactions that affect the linkedounts Receivable,
Accounts Payable, Payroll Advances, Vacation Payaisl Inventory accounts if
the ACCPACsystem has had its history completed for the gerio

The import process does not update any other mediiectly; these updates
must be initiated after the import process has loeempleted.

Importing PERCEPTION Transactions Into ACCPACGeneral Ledger

ACCPAC’sMiscellaneous Transactions window imports only $ertions for the
General Ledger system.

Instructions For ACCPACImport Formats

Every general ledger transaction must containagtlevo (2) rows of data: a header row
and the detail row(s).
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The first row (header line) of every transactionsinuaclude the following:

1. Date (month-day-year separated by hyphens). Fample, enter October 14,
2001 as 10-15-01.

2. The source of the transaction (may be a blank)fieldhis source
identification is limited to a maximum of 6-charaxg and must be enclosed in
straight quotation marks and followed by a comma.

3. A comment enclosed in straight quotation markse @dmment field is
limited to a maximum of 39 characters, and mayudelthePERCEPTION
transaction code with a suffix document number.

Following the header row are the detail lines. Hedetail line must include the
following:

1. The general ledger account number (maximum of htachers) followed by
a comma.

2. The amount, followed by a carriage return. Deéitsentered as positive
amounts, credits as negative amounts. The amousit contain a period and
two decimal places.

There can be any number of detail lines per trdiwam the file, but the amounts must
balance. If they do not balan@eCCPACwill not allow anyof the transactions to be
imported.

The following Figure I-1 provides an exampleRERCEPTIONransactions for the
ACCPACGeneral Ledger system.
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Line Type

Text Entered into the ACCPAC Import File

Direct Purchase Vendor Invoice (2 Projects):

Header Line
Detail Lines

10-111-01,"INVC ,” "Vendor-Alpha Marine Inc."
3201,100.00

3202,50.00

2500,-150.00

Stock Replenishment Vendor Invoice:

Header Line
Detail Lines

10-111-01,"INVC ,” "Vendor-Alpha Marine Inc."
1603,100.00
2500,-100.00

Stock Adjustment - Unit Price: |

Header Line
Detail Lines

10-111-01,"PRICEADJ ,” "PFL/150-10"
1604,250.00
1603,-250.00

Stock Adjustment - Quantity:

Header Line
Detail Lines

10-111-01,"STKADJ ,” "PFL/150-10"
1604,25.00
1603,-25.00

Stock Withdraw to Project: |

Header Line
Detail Lines

10-111-01,"SWDRW,” "PFL/150-10"
3201,50.00
1603,-50.00

Customer Invoice: |

Header Line
Detail Lines

10-111-01,"BILL ,” "Customer-Transmarine"
3001,-15010.00
1500,15010.00

Figure I-1: Sample ACCPAC G/L Transactions

In the ACCPAChome window, seledmport/Export/Import Miscellaneous Transactions
from the main menu. Then, select PERCEPTIONile to import and clickOK.
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Appendix II: Peachtree Accountiny/ersion 8

Peachtree Accountingrovides facilities for importin@ ERCEPTIONransactions. Its
Import/Export functions has the following features:

Select specific fields to import.
Arrange the data columns to suit the particulararhflle layout
Create and save templates for importing fields.

Peachtree Accountincgn read data files created by other accountingrpros,
spreadsheets, database programs, or even wordspiagdiles. The data file must be a
comma delimited text format (.CSV) file and mushtzon the same fields and number of
fields thatPeachtree Accountingses.

Importing PERCEPTION Transactions Into PeachtreeGeneral Ledger

Peachtree Accountirgjgeneral ledger system requires an import fibenfr
PERCEPTIONNhat is a comma delimited text format (.CSV).

The Toolbar at the top of the window contains tifving buttons:

Close
Delete
Import
Export
Help

The Select Import window is used to determine whiarmation is to be imported and
where it is going.

On the left of the Select Import window is the piaog area (Accounts Receivable,
Accounts Payable, Payroll, and so on), where ytecse/hat type of data you want to
import. When you select a program afeaachtree Accountindisplays a list of field
templates associated with that area on the ri@iice a field template is selected
(highlighted in the list)Peachtreedisplays its description at the bottom of the vewvd
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For a list of standard import/export templateddfiames, and field requirements, click
on one of the following areas:

Accounts Receivable
Accounts Payable
Payroll

General Ledger
Inventory

Jobs

Time/Expense

Select one of the program areas on the right ditleeovindow to display a list of
available templates, which you can choose to import

Peachtree Accountingmport Process

Select the button in the Select Import window to transfeommmation from
PERCEPTIONo Peachtree AccountingPeachtree Accountingan accept information
from files using comma-separated-value format.

Peachtree Accountingmport” uses files, records and fields when reoeg
PERCEPTIONdata.

File: A file is a group of related records. Areasrdbrmation that can be imported into
Peachtree Accountingre as follows:

Accounts Receivable

Accounts Payable

Payroll

General Ledger

Inventory

Jobs

Account Reconciliation

All Files - for specialized importing from otherfsware packages

Record: A record is a group of fields that contains infatian on one subject. When a
file has been selected to import, the recordsal@amoved are those that the user has
selected using the filter.
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Fields: The import process imports individual fields ofdmation. The fields that are
imported are the fields that are included whengisiieExportbutton andnclude
Headingsoption is selected on thexporttab.

PeachtreeAccounting Import Process For General Ledger

To import thePERCEPTIONransaction file intd?eachtree AccountinGeneral Ledger
do the following steps:

1. OpenPeachtree Accounting

2. Open database

3. Click onFile/Select Import/Export

4. On left side of window, click to highlight Genetagdger

5. On right side of window, click to highlight Generldurnal

6. Click Import

7. On the rows of data to import, click dffe boxes for the following:
Job ID

Used for reimbursable expenses
Transaction period
Transaction number

8. Click on tab labeled Options

9. Click on Import/Export file

10. Selecttransactionfilename

11.Click OK

12.Click Yesto continue

Peachtreewill then import thePERCEPTIONransactions into theeachtree Accounting
general ledger.

NOTE: Make sure the transactions are for the same mastturrently set for the
PEACHTREE database. The month period is displaydge bottom right corner of the
PEACHTREE window.
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PeachtreeAccounting Import Process For Accounts Payable

To import thePERCEPTIONransaction file intd?eachtree Accountingccounts
Payable do the following steps:

OpenPeachtree Accounting

Open database

Click onFile/Select Import/Export

On left side of window, click to highlight AccouniBayable
On right side of window, click to highlight AccoumnPayable
Click Import

On the rows of data to import, click dffe boxes for data not available for import
Click on tab labeled Options

. Click on Import/Export file

10. Selecttransactionfilename

11.Click OK

12.Click Yesto continue

CoNoOO~WNE

Turn off all un-used data columns availablé’gachtree Accountingnport process.
Data required are the following:

Vendor ID

Vendor Invoice Number (maximum of 20 characters)
Transaction Date (month-day-year separated byetash

Due Date for Invoice Payment (month-day-year sdpdray slashes)
A/P Account Number (maximum of 15 characters)

Number of Distributions (2-147)

G/L Account Number for Distribution (maximum of tharacters)
Amount for Distribution positive value is a dehiggative a credit

Peachtreewill then import thePERCEPTIONransactions into theeachtree Accounting
Accounts Payable.
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PeachtreeAccounting Import Process For Accounts Receivable

To import thePERCEPTIONransaction file intd?eachtree Accountingccounts
Receivable do the following steps:

OpenPeachtreéAccounting

Open database

Click on File/Select Import/Export

On left side of window, click to highlight Accouni®Receivable
On right side of window, click to highlight AccomReceivable
Click Import

On the rows of data to import, click dffe boxes for data not available for import:
Click on tab labeled Options

. Click on Import/Export file

10. Selecttransactionfilename

11.Click OK

12.Click Yesto continue

CoNoOrWNE

Turn off all un-used data columns availablé’gachtree Accountingnport process.
Data required are the following:

Customer ID

Customer Invoice Number (maximum of 20 characters)
Transaction Date (month-day-year separated byetash

Due Date for Invoice Payment (month-day-year sdpdray slashes)
A/R Account Number (maximum of 15 characters)

Sales Tax Code (maximum of 8 characters)

Number of Distributions (2-147)

G/L Account Number for Distribution (maximum of tharacters)
Tax Type whole numeric

Amount for Distribution positive value is a dehiggative a credit
Sales Tax Authority for Distribution (maximum ofc8aracters)

Peachtreewill then import thePERCEPTIONransactions into theeachtree Accounting
Accounts Receivable.
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Instructions For Peachtree Accountingmport Formats

The following provides instructions for developitige import formats foPeachtree
Accounting

Before you import the file from an outside prograrse theExportfunction to export the
corresponding?eachtreeAccountingfile. Be sure to select theclude Headinggheck
box on theExporttab. Then you can see the number, order, andshafribe fields that
compose th@eachtreéAccountingdata file. Often, the application from which yae a
exporting the data file lets you specify the numéned order of fields.

The type of information you can import is the saasavhat is entered on the Maintain
and Task windows. For example, you can importaust, vendor, employee, or
inventory item records (Maintain) and transactiwats them (Tasks).

The type of information you can export to anothgplecation is similar to what is listed
on reports. The way you choose information to irhpoexport is similar too, with
filters to select the fields.

Field Lists

Import/export field lists contain formats required maintenance information
(customers, vendors, general ledger accounts, gegsoinventory items, and jobs) and
transaction information (general, purchase, casbuisements, inventory assembilies,
inventory adjustments, sales, cash receipts, qusadss orders, purchase orders, and

payroll).

Important: Please read the "Import/Export” chapter in BeachtredJser's Guiddirst
before using the import/export field lists. Theldi lists are intended as a reference
source that will help you put to use the procedaresinformation provided in the
manual.

Blank Values And Boolean Values

For the most part, an imported blank field is cdased zero or the Boolean value of
"FALSE" for numeric and Boolean fields respectively

Valid values for imported Boolean fields are blaikRUE,” "True,” "FALSE,” or
"False" (excluding the quotation marks).
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Quotes In Memos And Descriptions

Avoid using double quotation marks in names, merapdgscription text. For example,
double quotes are used as inch marks or in qudtexses. If the export/import process
detects that a field value contains a comma, traatically adds double quotes at the
beginning and end of that field. It does thisltova commas and other punctuation
within the text. If you also include double quoteshe text, the import will not
understand where the end of the text is. Thestatgan marks could change your
intended field order and produce import errors.

PeachtreeAccounting General LedgerTransaction Format

Every general ledger transaction must containeet levo (2) rows of data. The first row
of every transaction must include the following:

Thebold data fields (#1, 4, 5 & 7)identified in the list below are required. Thaais
may be turned off in the import process.

1. Date (month-day-year separated by slashes). Foraxple, enter October 14,
2001 as 10/14/01.

2. The source reference of the transaction (may barkIfield). This source
identification is limited to a maximum of 20-charaxs and must be enclosed in
straight quotation marks.

3. Date Cleared in Bank ReconciliatiorPERCEPTIONJoes not use this
information and leaves this date blank).

4. Number of distribution lines (from 2 to 147).

5. General Ledger account number (maximum of 15 charders), for a line of
distribution.

6. A comment for a line of distribution enclosed iragght quotation marks. The
comment field is limited to a maximum of 160-chaeas, and may include the
PERCEPTIONransaction code with a suffix document number.

7. Amount for a line of distribution. A positive amount denotes a debit, while a
negative amount denotes a credit.

8. Peachtreelob ID is not used BWERCEPTIONbther than what may be
designated for a job as a general ledger account.
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The second and subsequent rows must include the isdonmation as the first row, but
pertinent to each of the remaining distributiong@ahledger accounts. Figure Il-1
illustrates text transactions fBeachtree Accounting

Text Entered Into The Peachtree Import File

10/14/01,INVC , ,3,3201,Vendor-Alpha Marine Inc.,100.00
10/14/01,INVC , ,3,3202,Vendor-Alpha Marine Inc.,50.00
10/14/01,INVC , ,3,2500,Vendor-Alpha Marine Inc.,-150.00

Stock Replenishment Vendor Invoice:
10/14/01,INVC , ,2,1603,Vendor-Alpha Marine Inc.,100.00
10/14/01,INVC , ,2,2500,Vendor-Alpha Marine Inc.,-100.00

Stock Adjustment - Quantity:
10/14/01,STKADJ , ,2,1604,PFL/150-10,25.00
10/14/01,STKADJ , ,2,1603,PFL/150-10,-25.00

Stock Adjustment - Unit Price:
10/14/01,PRICEADJ , ,2,1604,PFL/150-10,25.00
10/14/01,PRICEADJ, ,2,1603,PFL/150-10,-25.00

Stock Withdraw To Project:
10/14/01,SWDRW , ,2,3201,PFL/150-10,25.00
10/14/01,SWDRW, ,2,1603,PFL/150-10,-25.00

Customer Invoice:
10/14/01,BILL , ,2,3001,Customer-Transmarine,-15010.00
10/14/01,BILL , ,2,1500,Customer-Transmarine,15010.00

Figure II-1: Peachtree Accounting G/L Transactions
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Peachtree Accountinghccounts PayableTransaction Format

Every accounts payable transaction must contaifoll@ving information.
Thebold data fields (#1, 2, 3, 15, 18, 25, 31 & 3@lentified in the list below are
required. The others may be turned off in the imhpoocess.

1. Vendor ID (maximum of 20 characters).

2. Invoice Number (maximum of 20 characters).

3. Transaction date (month-day-year separated by slags). For example, enter
October 14, 2001 as 10/14/01.

4. Drop Ship. Boolean — TRUE if used.

5. Waiting on Bill. Boolean — TRUE if waiting on bilfom vendor, otherwise,
FALSE.

6. Drop Ship Customer ID. Must be valid customer hDA/P customer list. Use
only if Drop Ship is set to true.

7. Ship to Invoice Number (maximum of 30 characters).

8. Ship to Name (maximum of 30 characters).

9. Ship to Address Line 1 (maximum of 20 characters).

10. Ship to Address Line 2 (maximum of 30 characters).

11. Ship to City (maximum of 20 characters).

12.Ship to State (maximum of 2 characters).

13.Ship to ZIP Code (maximum of 12 characters).

14.Ship to Country (maximum of 15 characters).

15. Date Due (month-day-year separated by slashes).

16. Discount Date (month-day-year separated by slashes)

17.Discount Amount, real numeric amount for the tratisa.

18.A/P Account (maximum of 15 characters).

19. Ship Via (maximum of 12 characters).

20.PO Note (maximum of 2000 characters).

21.Note Prints After Line Items. Boolean whether ot to print PO. Choices:
TRUE or FALSE, where TRUE indicates print afteelitems, and FALSE
indicates print before line items.

22.Beginning Balance Transaction. Boolean indicatassiaction is a beginning
balance for vendor. Choices: TRUE or FALSE, whERAJE indicates beginning
balance, and FALSE indicates regular transaction.

23.Date cleared in bank reconciliation: leave blank.

24.Applied to PO. Boolean. TRUE if distribution ig@ied to PO; otherwise
FALSE.

25.Number of distributions. Number of distributions in the transaction (from 2
to 147). The number of distribution for a beginnirg balance must be one (1).

26.PO Number (maximum of 20 characters).

27.PO Distribution. Real Number corresponding to ahstribution number.

28.Quantity. Real numeric for a line of distribution.

29.Item ID (Part ID) alphanumeric (maximum of 20 claeas).

30. Description (maximum of 160 characters), for a lifilistribution.
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31.G/L Account (maximum of 15 characters), for a lineof distribution.

32.Unit Price for a line of distribution.

33.Amount, real numeric for a line of distribution. A positive amount denotes a
debit, while a negative amount denotes a credit.

34.Job ID (maximum 20 characters).

35.Used for reimbursable sales/invoicing expense. I&wochoices TRUE or
FALSE.
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PeachtreeAccounting Purchase Order Journal Transaction Format

Every accounts payable transaction must contaifoll@ving information.
Thebold data fields(1, 2, 3, 18, 25, 31 & 33fentified in the list below are required.
The others may be turned off in the import process.

Vendor ID (maximum of 20 characters).

PO Number (maximum of 20 characters).

Transaction date (month-day-year separated by slagls). For example, enter

October 14, 2001 as 10/14/01.

Closed. Boolean TRUE if PO is closed; FALSE ifi stpen.

PO Good Through Date (month-day-year separatethbiies).

Drop Ship. Boolean — TRUE if used.

Reference Drop Ship Invoice # (maximum of 20 chiznag.

Drop Ship Customer ID. Must be valid customer nDAVP customer list. Use

only if Drop Ship is set to true.

9. Ship to Name (maximum of 30 characters).

10. Ship to Address Line 1 (maximum of 20 characters).

11. Ship to Address Line 2 (maximum of 30 characters).

12. Ship to City (maximum of 20 characters).

13. Ship to State (maximum of 2 characters).

14.Ship to ZIP Code (maximum of 12 characters).

15. Ship to Country (maximum of 15 characters).

16. Discount Date (month-day-year separated by slashes)

17.Discount Amount, real numeric amount for the tratisa.

18.A/P Account (maximum of 15 characters).

19. Ship Via (maximum of 12 characters).

20.PO Note (maximum of 2000 characters).

21.Note Prints After Line Items. Boolean whether ot to print PO. Choices:
TRUE or FALSE, where TRUE indicates print afteelitems, and FALSE
indicates print before line items.

22.Beginning Balance Transaction. Boolean indicatassiaction is a beginning
balance for vendor. Choices: TRUE or FALSE, whERAJE indicates beginning
balance, and FALSE indicates regular transaction.

23.Date cleared in bank reconciliation: leave blank.

24.Applied to PO. Boolean TRUE if distribution is digpol to PO; otherwise
FALSE.

25.Number of distributions. Number of distributions in the transaction (from 2
to 147). The number of distribution for a beginnirg balance must be one (1).

26.PO Number (maximum of 20 characters).

27.PO Distribution. Real Number corresponding to ahstribution number.

28.Quantity. Real numeric for a line of distribution.

29.Item ID (Part ID) alphanumeric (maximum of 20 claeas).

30. Description (maximum of 160 characters), for a lifilistribution.

wnN P
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31.G/L Account (maximum of 15 characters), for a lineof distribution.

32.Unit Price for a line of distribution.

33.Amount, real numeric for a line of distribution. A positive amount denotes a
debit, while a negative amount denotes a credit.

34.Job ID (maximum of 20 characters).

35.Used for reimbursable sales/invoicing expense. I&wochoices TRUE or
FALSE.
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PeachtreeAccounting Accounts Receivablélransaction Format

Every accounts receivable transaction must conlariollowing information.
Thebold data fields (1, 3, 18, 23, 24, 29, 36, 38, 8941) identified in the list below
are required. The others may be turned off inrtiy@rt process.

1. Customer ID (maximum of 20 characters).

2. Invoice Number (maximum of 20 characters).

3. Transaction date (month-day-year separated by slags). For example, enter

October 14, 2001 as 10/14/01.

Quoted. Boolean TRUE if transaction is a quotel 8B if A/R transaction

(default if blank).

Quote Number (maximum of 13 characters) used dr@puote is TRUE.

Quote Good Through Date (month-day-year separatestblshes).

Drop Ship. Boolean TRUE if used.

Ship to Name (maximum of 30 characters).

Ship to Address Line 1 (maximum of 20 characters).

10 Ship to Address Line 2 (maximum of 30 characters).

11. Ship to City (maximum of 20 characters).

12.Ship to State (maximum of 2 characters).

13.Ship to ZIP Code (maximum of 12 characters).

14.Ship to Country (maximum of 15 characters).

15. Customer PO (maximum of 20 characters).

16. Ship Via (maximum of 12 characters).

17.Ship Date (month-day-year separated by slashes).

18.Due Date (month-day-year separated by slashes).

19. Discount Amount, real numeric amount for the tratisa.

20.Discount Date (month-day-year separated by slashes)

21.Displayed Terms (maximum of 18 characters).

22.Sales Representative (maximum of 20 characters).

23.A/R Amount. A positive amount denotes a debit; aegative amount a credit.

24.Sales Tax Code (maximum of 8 characters).

25.Invoice Note (maximum of 2000 characters).

26.Note Prints After Line Items. Boolean whether ot to print the invoice note.
Choices: TRUE or FALSE, where TRUE indicates paiftér line items, and
FALSE indicates print before line items.

27.Beginning Balance Transaction. Boolean indicatassiaction is a beginning
balance for customer. Choices: TRUE or FALSE, wheRUE indicates
beginning balance, and FALSE indicates regularsaation.

28.Date cleared in bank reconciliation: leave blank.

29.Number of distributions. Number of distributions in the transaction (from 2
to 147). The number of distribution for a beginnirg balance must be one (1).

30.Apply to sales order. Boolean TRUE if distributisrapplied to order; otherwise
FALSE.

31.Quantity. Real numeric for a line of distribution.

B
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32.Sales Order Number. Must match a valid Sales Qrdetber inPeachtree
followed by a comma

33.Item ID (Part ID) alphanumeric (maximum of 20 claeas).

34. Sales Order Distribution. Real number requiredm&eving a distribution to a
Sales Order.

35. Description (maximum of 160 characters), for a lifielistribution.

36.G/L Account (maximum of 15 characters), for a lineof distribution.

37.Unit Price for a line of distribution.

38.Tax Type. Whole numeric (refer toPeachtreefor details).

39. Amount, real numeric for a line of distribution. A positive amount denotes a
debit, while a negative amount denotes a credit.

40.Job ID (maximum of 20 characters).

41.Sales Tax Authority. Refer toPeachtreefor details.
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Appendix lll:  Great PlainsDynamics

Great Plainsprovides a facility for importing transactionsrimtd®ERCEPTION To do
this, the import file fronPERCEPTIONMust be in text format and must follow the rules
as described below.

The following restrictions apply for the import pesses:

Only the types of transactions that can normallydeerded irGreat Plains
Dynamics Miscellaneous Transactions window can be imgbrte

The import process does not update any other mediilectly; these updates
must be initiated after the import process has loeempleted.

Importing PERCEPTION Transactions Into Great Plains

PERCEPTIONgenerates tab delimited data files for the GréahP Accounting system.
Each data file contains the data for one typeasfdaction fronPERCEPTION:

For Vendor Invoices, a data file naméduchers.txts created.

For Stock Withdraws a data file nam&tbckWDRW.txt created, and
For Stock Receipts a file nam&tbckRECV.txt

Stock Adjustment transactions are in a data file@dStockADJ.txt
Payroll time charge transactions are in a datanfilmePayroll.txt

arwnE

Each of these data files contain balanced (Dehit@Gredit) G/L transactions for each
transaction irPERCEPTIONoN a line-by-line entry. In other words, each lgi@lata in
the file represents one balanced transaction.

All PERCEPTIONransactions that can be imported into Great PRyrsamics have the
same formats as the Generic Transactions desanl@hdapter 2, “Basic Accounting.”

These files can be imported into the Great Platesanting system using tligreat
Plains Integration Manageran optional software package from Great Plaiftsis
software maps the data from each of BBEERCEPTIONlata files into the appropriate
transaction batch processor in Great Plains, wihesn be edited if necessary and
subsequently posted.
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