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Chapter 1:  Introduction 
 
 
PERCEPTION is a database system that reaches across a wide spectrum of 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 reporting 
·  job costing and interfaces with accounting systems 

 
While PERCEPTION manages project costs and schedules (including overhead and plant 
maintenance activities) at all levels of detail, it does not perform traditional accounting 
functions such as payroll, accounts payable or accounts receivable.  It does, however, 
provide the information needed by those functions.  PERCEPTION provides the means 
for transferring this information electronically to these accounting functions through its 
Accounting Interface as illustrated in Figure 1-1. 
 



Chapter 1:  Introduction 
 

 
2 

 
 

Figure 1-1:  System Interfaces With Accounting Systems 

 

Details of the Accounting Interface are described in the 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 
 
PERCEPTION has features for importing and exporting cost data to and from a variety of 
accounting systems.  The systems that PERCEPTION directly supports with information 
generally are described as follows:  
 

·  General Ledger (G/L): the system that summarizes all company 
financial transactions for company financial reporting 
purposes. 

·  Payroll: the system that processes employee time charges for 
salary and wage payments 

·  Accounts Payable (A/P): the system that processes vendor 
invoices for payment 

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

 
Contact SPAR for the latest list of systems where electronic interfaces with 
PERCEPTION are already available. 
 





Chapter 2:  Basic Accounting 
 

 
5 

 
 

Chapter 2:  Basic Accounting 
 
 
The financial records of a company are vital for determining the profitability of the 
business.  Without financial records, an owner/manager does not have the information 
necessary to evaluate the operating effectiveness of the business; to decide on how much 
additional capital might be needed; to determine realistic prices for merchandise; to 
expand operations or file for bankruptcy; or to answer a myriad of other questions dealing 
with the financial health of the business.  This discussion introduces various record 
keeping practices. 
 
The General Ledger accounts fall into the following basic categories: 
 

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

 

Financial Records 
 
The financial records of a business begin when a transaction or event, measurable in 
dollars, takes place.  A purchase of merchandise to sell, the payment of an electric bill, 
and the sale of merchandise are all financial transactions that need to be recorded.  Some 
sort of written record - sales slips, check stubs, petty cash receipts, etc. - should be kept 
for each transaction. 
 
The Journal 
 
Transaction information should be recorded from the base documents into a journal, 
which is simply a record of the daily transactions of the business.  Each journal entry 
should show the date of the transaction, a brief description of it, the amount of money 
involved, and the accounts affected.  The journal, then, contains a record of all 
transactions. 
 
The Ledger 
 
Information is more usable when it is categorized.  Items recorded in the journal are later 
transferred (posted) to a ledger account.  An account is a category within the broader 
categories of assets, liabilities, capital, income and expense.  A book or file in which a 
number of accounts are kept together is called a ledger.  An example of a ledger would be 
an Accounts Receivable file and an account would be ABC Shipping Company - 
Accounts Receivable. 
 
The number of accounts used depends on the size and complexity of the business.
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Financial Statement 
 
The journal provides a complete chronological record of all transactions of the business, 
but the information is not readily usable.  The ledger accounts are useful because they 
organize information into categories.  The information contained in the ledger accounts 
can be grouped so that financial statements can be prepared. 
 
There are two basic financial statements vital for meeting the decision-making needs of 
the owner-manager. 
 
The Balance Sheet is a reflection of the basic accounting equation: Assets = Liabilities + 
Capital.  The Balance Sheet shows the balance between assets on the one hand and 
liabilities and capital on the other at a particular time. 
 
The Operating Statement (also called the Profit and Loss Statement) summarizes the 
revenue and expenses of a business over a certain period and indicates the profit or loss 
that resulted. 
 
Double Entry Accounting 
 
The accounting system used in most businesses is called double entry.  This means that at 
least two entries are made for each transaction - as a debit entry in one account and as a 
credit entry in another.  Either the debit or credit entry may be broken down into several 
entries, but the total debit and credit entries for each transaction must equal each other. 
 
Each account sheet in the ledger has a column for the date, a brief description of the 
entry, the posting reference (where it came from in the journal), and two columns (debit 
and credit) for dollar amounts.  Debit entries are always entered in the left-hand column 
and credit entries are entered in the right-hand column. 
 
When balancing an account, total the debit column, then the credit column.  If the debit 
column total exceeds the credit totals, the account has a debit balance and vice versa.  
The total of all debit balances in the accounts must equal the total of all the credit 
balances. 
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Accounting Terms 
 
There are a few basic principles you need to understand in order to make setting up your 
accounting system easier. 
 
Debits And Credits 
 
These are the backbone of any accounting system.  Understand how debits and credits 
work and you will understand the whole system.  Every accounting entry in the general 
ledger contains both a debit and a credit.  Further, all debits must equal all credits.  If the 
sum of all credits does not equal the sum of all debits, the entry is out of balance.  That is 
not good.  Out-of-balance entries throw your balance sheet out of balance. 
 
Therefore, the accounting system must have a mechanism to ensure that all entries 
balance.  Indeed, most automated accounting systems will not permit you to enter an out-
of-balance entry. 
 
Depending on what type of account you are dealing with, a debit or credit will either 
increase or decrease the account balance.  Figure 2-1 illustrates 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, there is an opposite (and equal) decrease in 
another.  That is what keeps the entry in balance.  Also, notice that debits always go on 
the left and credits on the right. 
 
Assets And Liabilities 
 
Balance sheet accounts are the assets and liabilities.  When we set up your chart of 
accounts, there will be separate sections and numbering schemes for the assets and 
liabilities that make up the balance sheet. 
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A quick reminder:  Increase assets with a debit and decrease them with a credit.  Increase 
liabilities with a credit and decrease them with a debit.  
 
Identifying Assets 
 
Simply stated, assets are those things of value that your company owns.  Some common 
assets are cash, accounts receivable, buildings, and inventory.  Assets are the objects, 
rights and claims owned by and having value for the firm.  
 
Since your company has a right to the future collection of money, accounts receivable are 
an asset - probably a major asset, at that.  The machinery on your production floor is also 
an asset.  If your firm owns real estate or other tangible property, those are considered 
assets as well. 
 
There may also be intangible assets owned by your company.  Patents, the exclusive right 
to use a trademark, and goodwill from the acquisition of another company are such 
intangible assets.  Their value can be somewhat hazy. 
 
Generally, the value of intangible assets is whatever both parties agree to when the assets 
are created.  In the case of a patent, the value is often linked to its development costs.  
Goodwill is often the difference between the purchase price of a company and the value 
of the assets acquired (net of accumulated depreciation).  
 
Identifying Liabilities 
 
Think of liabilities as the opposite of assets.  These are the obligations of one company to 
another.  A liability is a debt.  Anything owed by a business is classified as a liability.  
Some common liabilities include accounts payable, notes payable, and mortgages.  
Accounts payable are liabilities, since they represent your company's future duty to pay a 
vendor.  So is the loan you took from your bank.  If you were a bank, your customer's 
deposits would be a liability, since they represent future claims against the bank.  
 
Companies often separate liabilities into short-term and long-term categories on the 
balance sheet.  This division is nothing more than separating those liabilities scheduled 
for payment within the next accounting period (usually the next twelve months) from 
those not to be paid until later.  It gives readers a clearer picture of how much the 
company owes and when.  
 
Owners' Equity 
 
After the liability section in both the chart of accounts and the balance sheet comes 
owners' equity.  This is the difference between assets and liabilities - between what is 
owned and what is owed.  Hopefully, its positive-assets exceed liabilities and we have a 
positive owners' equity. 
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In this section of the balance sheet we will put in things like, 
 

·  Partners' capital accounts  
·  Stock  
·  Retained earnings  

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

·  Debits decrease  
·  Credits increase  

 
Most automated accounting systems require identification of the retained earnings 
account.  
 
Retained earnings are the accumulated profits from prior years.  At the end of one 
accounting year, all the income and expense accounts are netted against one another, and 
a single number (profit or loss for the year) is moved into the retained earnings account.  
This is what belongs to the company's owners, and that is why it is in the owners' equity 
section.  The income and expense accounts go to zero.  That is how a new year can begin 
with a clean slate against which to track income and expense. 
 
The balance sheet, on the other hand, is not zeroed out at year-end.  The balance in each 
asset, liability, and owners' equity account rolls over into the next year.  Therefore, the 
ending balance of one year becomes the beginning balance of the next. 
 
The balance sheet may be regarded as today's snapshot of the assets and liabilities the 
company has acquired since the first day of business.  The income statement, in contrast, 
is a summation of the income and expenses from the first day of this accounting period 
(probably from the beginning of this fiscal year).  
 
Income And Expenses 
 
Further down in the chart of accounts (usually after the owners' equity section) come the 
income and expense accounts.  Most companies want to keep track of just where they get 
income and where it goes, and these accounts tell you.  
 
A final reminder: For income accounts, use credits to increase them and debits to 
decrease them.  For expense accounts, use debits to increase them and credits to decrease 
them.  



Chapter 2:  Basic Accounting 
 

 
10 

 
Income Accounts 
 
If you have several lines of business (ship repair versus new construction), you will 
probably want to establish an income account for each.  In that way, you can identify 
exactly where your income is coming from.  Adding them together yields total revenue. 
 
Typical income accounts would be  
 

·  Sales revenue from service type A  
·  Sales revenue from service type B (and so on for each type 

service or product you want to track)  
·  Interest income  
·  Income from the sale of assets  

 
Most companies have only a few income accounts.  Too many accounts are a burden for 
the accounting department and probably do not tell management what it wants to know.  
Nevertheless, if there is a source of income you want to track, create an account for it in 
the chart of accounts and use it.  
 
Expense Accounts 
 
Most companies have a separate account for each type of expense they incur.  Your 
company probably incurs pretty much the same expenses month after month, so once 
they are established, the expense accounts will not vary much 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 
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Chapter 3:  Interfacing With Accounting Systems 
 
 
PERCEPTION generates various labor and material cost transactions that 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 to G/L & A/P 
·  Stock issues to G/L (Assets & Project Expenses) 
·  Stock inventory adjustments to G/L (net change in asset cost due to changes in 

quantity and/or unit cost) 
·  Vendor invoices to A/P 
·  Customer invoice billings to A/R 
 

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

 
 
 

Figure 3-1:  Interfacing PERCEPTION With Accounting Systems 

 
PERCEPTION currently can interface with a number of different accounting systems 
(Figure 3-2).  It also will generate generic transactions that can be used to interface with 
others. 
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Figure 3-2:  Interfaces With Popular Accounting Systems 

 

Synchronizing Accounting Information 
 
For the interface communications to be successful, certain information between 
PERCEPTION and the accounting systems must be compatible and kept so.  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 systems, all transactions managed by 
PERCEPTION must be identified with appropriate G/L accounts as managed by the 
accounting systems.  This requires that all material transactions of purchases and stock 
issues and all labor cost transactions must be assigned G/L accounts. 
 
Accounting systems normally require two sets of G/L account transactions: one for the 
general ledger balance sheet and one for the offsetting general ledger operating statement.  
Therefore, PERCEPTION is required to have both sets fully and appropriately defined for 
all cost transactions being transferred to the accounting systems. 
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The following table outlines the various transactions generated from use of 
PERCEPTION. 
 
Project Transactions 
 
Project cost transactions can be generalized as follows: 
 

1. Direct Material Purchases.  When purchase orders are issued to vendors, these 
costs are recognized in accrual accounting systems as liabilities when vendor 
invoices are submitted (PERCEPTION also recognizes the purchase orders as 
committed costs when issued).  When vendor invoices are processed as vouchers 
within PERCEPTION and exported to an accounting system’s A/P system, these 
transactions are identified with the A/P Liability G/L Account and the offsetting 
project Material Expense Account.  Large contracts may use an intermediate 
clearing account for the material expense account, since accounting rules may not 
permit immediate expensing of these costs until sufficient progress has been 
realized for the project.  The A/P system, when it makes payment to the vendor 
generates other transactions that transfer costs from the A/P Liability Account to a 
reduced Cash Asset Account.  These latter transactions are not utilized within 
PERCEPTION. 

 
PERCEPTION provides options to identify separately G/L accounts for sales/use 
taxes and freight. 

 
2. Stock Material Purchases.  When purchases are issued to vendors to replenish 

general stock inventories, these costs are recognized in accrual accounting 
systems as liabilities when vendor invoices are submitted.  When vendor invoices 
are processed as vouchers within PERCEPTION and exported to an accounting 
system’s A/P system, these transactions are identified with the A/P Liability G/L 
Account and the offsetting project Stock Asset Account.  The A/P system, when it 
makes payment to the vendor generates other transactions that transfer costs from 
the A/P Liability Account to a reduced Cash Asset Account.  These latter 
transactions are not utilized within PERCEPTION. 

 
PERCEPTION provides options to identify separately G/L accounts for sales/use 
taxes and freight. 

 
3. Stock Withdraws.  When stock is used, PERCEPTION generates transactions 

that reduce the Stock Asset Account and charges the specific project’s Stock 
Expense Account. 
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4. Labor Costs.  If PERCEPTION is interfaced for transmitting labor time charge 

costs, these transactions are identified only with the appropriate project Labor 
Expense Account.  These charges will be processed by the payroll and G/L 
systems to charge the Cash Asset accounts with all relevant payroll costs, 
deductions, etc.  These latter transactions are not utilized within PERCEPTION. 

 
5. Customer Billings.  If PERCEPTION is used to generate customer billings, these 

transactions, when posted to the A/R system, are identified with A/R Asset 
Account and the offsetting project’s Income Account.  Large contracts may use an 
intermediate clearing account for the project income account, since accounting 
rules may not permit immediate recognition of this income for the project until 
sufficient progress has been realized for the project.  When appropriate progress 
has been recognized, the G/L system will transfer income from this clearing 
account to the project’s income account.  These latter transactions are not utilized 
within PERCEPTION. 
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PERCEPTION provides 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 

         

A/P Liability Clearing      Posted Vendor Invoice Canadian GST 
  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 up in a variety of ways.  Information from 
PERCEPTION can be transferred to accounting software using different methods 
including the following: 
 

·  Text files 
·  Spreadsheet files 
·  Database files (Access, dBase, ODBC) 
·  Software COM objects embedded in the software to directly access another 

system’s database 
 
PERCEPTION can be set up to support the transfer of its transactions using any of the 
above methods.  However, each accounting software system typically employs only one 
of these methods.  PERCEPTION offers a selection of standard accounting interfaces, 
depending on the software being linked.  Other accounting systems may also be linked if 
they will support PERCEPTION’s standard generic interface formats and will map these 
files to the accounting system’s transaction input requirements. 
 
Selecting Accounting System For PERCEPTION Interface 
 
Since different accounting systems have different formats for importing transactions, the 
user must specify what accounting system is being used.  Click on Library/Company 
Parameters and then open the Accounting tab window (Figure 3-3). 
 

 
Figure 3-3:  Selecting The Accounting System 
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Company Default G/L Accounts  
 
Company Default G/L Accounts in the Accounting tab 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 used by the Voucher export for a 
Canadian shipyard. 

 
2. The Stock Adjustments Account is used by the Stock Adjustment export. 

 
3. The Meal Money Account is a customized data field used by the Payroll export 

for a Canadian shipyard.  Meal Money is paid by union rules to those people who 
work overtime.   

 
Select G/L Account Source 
 
The Get Account from SWBS is the system default.  Every time a project is created it will 
initialize the project options to this default, unless the project was copied from an existing 
project. 
 
Once the accounting system and various other options have been selected, Save the 
selection to the database. 
 

Exporting PERCEPTION Transactions To The Accounting System  
 
To transfer PERCEPTION transactions to the accounting system, click on 
Environment/Accounting/Transfer to Accounting System.  This will display the 
transaction selections that are available from PERCEPTION (Figure 3-4). 
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Figure 3-4:  Selecting PERCEPTION Transactions For The Accounting System 

 
After making the selection(s) for the export to the accounting system, click on the Export 
Paths button to identify the various transaction file directory locations (Figure 3-5). 
 

 
 

Figure 3-5:  Designating Export File Directory Paths 

 
When the file directory paths have all been identified, click on the Apply button.  This 
will cause the system to save these paths on the user’s registry.  Once they have been 
saved, these paths do not need to be redefined unless they need to be changed.   
 
Then click on the Close button. 
 
When the transaction selections have been made, click on the Export button. 
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The system will generate a different file of transactions for each of the transaction types 
that the user has selected.  The file names for these transactions are developed as follows: 
 

transactiontypeyyyymmdd.xxx 
 
Where “transactiontype” is the name of the transaction (for example, “voucher,” etc.) and 
“yyyymmdd” is the date that the file is generated by the system.  For example, voucher 
transactions generated on September 13, 2001 will be stored in the file named 
voucher20010913.xxx.  The file extension, “xxx,” will depend upon what type of 
transaction file can be imported into the given accounting system.  For example, if the 
accounting system can import comma-delimited files, the extension will be “CSV.” 
 
The user then must execute the accounting system software and import these transaction 
files according to the procedures required by the accounting system. 
 
Special Note:  Once transactions are exported to the transaction file, they are all flagged 
by the system as being “posted.”  Only un-posted transactions will be exported to the 
transaction files.  This helps ensure that transaction files do not include any duplicate 
transactions from earlier transaction files. 
 

Un-Posting Accounting System Transactions 
 
If for some reason, transactions from PERCEPTION need to be re-exported, the user may 
do so by clicking on Environment/Accounting/Unpost Accounting Transfers.   
 
Select the type and date of transactions to unpost and click on the unpost button. 
 
After the desired transactions have un-posted, the user then can follow the procedures for 
exporting them to the accounting system. 
 

Exporting Time Charge Transactions For Payroll 
 
PERCEPTION provides data entry windows for entering time charges.  Automated data 
collection methods such as bar coding, also may be used.  Figure 3-6 presents a sample 
set of time charge transactions that can be either exported to a payroll system, or to an 
out-sourced payroll service. 
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DATE WO Employee Name Center EmpID Hours Project Memo Hourly(1)/Salary(2) 

02/05/2001 11-115 Barry,Tom FAB 34 9:00 2 Transfer Of Timecard 1 1 

02/05/2001 11-115 Jones,Francis FAB 26 8:30 2 Transfer Of Timecard 2 1 

02/05/2001 11-115 Bolt,John FAB 854 4:15 2 Transfer Of Timecard 3 1 

02/05/2001 11-115 Sparks,Bill FAB 32 8:00 2 Transfer Of Timecard 4 1 

02/05/2001 11-115 Thomas,John FAB 527 4:00 2 Transfer Of Timecard 5 1 

02/05/2001 11-115 Alexander,William FAB 907 7:30 2 Transfer Of Timecard 6 1 

02/05/2001 11-115 Mischeif,Barney FAB 456 5:00 2 Transfer Of Timecard 7 1 

02/05/2001 11-115 Belneck,Larry FAB 714 0:15 2 Transfer Of Timecard 8 1 

02/05/2001 11-115 Miles,Dave FAB 12 8:00 2 Transfer Of Timecard 9 1 

02/05/2001 11-115 Smith,John FAB 8 1:00 2 Transfer Of Timecard 10 1 

02/05/2001 11-115 White,Steve FAB 393 8:00 2 Transfer Of Timecard 11 1 

02/05/2001 11-115 Bond,James FAB 7 2:30 2 Transfer Of Timecard 12 1 

02/05/2001 5-100 Barry,Tom FAB 34 1:00 2 Transfer Of Timecard 13 1 

02/05/2001 5-100 Jones,Francis FAB 26 1:00 2 Transfer Of Timecard 14 1 

02/05/2001 5-118 Bolt,John FAB 854 0:30 2 Transfer Of Timecard 15 1 

02/05/2001 5-118 Sparks,Bill FAB 32 8:00 2 Transfer Of Timecard 16 1 

02/05/2001 5-119 Smith,John FAB 8 3:00 2 Transfer Of Timecard 22 1 

02/05/2001 5-119 White,Steve FAB 393 6:00 2 Transfer Of Timecard 23 1 

 

Figure 3-6:  Sample Time Charge Transaction File (Generic) 

 
Note:  Only time charge transactions that the user flags as “Approved” will be exported. 
 

Generic Accounting Interface Transactions 
 
For accounting systems that are not one of those directly supported by PERCEPTION, 
the system provides a series of transactions for a generic interface.  The transaction files 
generated by PERCEPTION will 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 invoice transactions is presented in Figure 3-7. 
 
 

 
 

Figure 3-7:  Sample Generic Customer Invoice Transactions 

 
Each customer invoice has a header line followed by details.  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 transactions is presented in Figure 3-8. 
 

 
 

Figure 3-8:  Sample Vendor Invoice Transaction File 

 
Each vendor invoice has a header line followed by details.  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 order transactions is presented in Figure 3-9. 
 
Each purchase order has a header line followed by details.  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 adjustment transactions (quantity and unit price) is 
presented in Figure 3-10. 
 
The following information is generated in the transaction 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 Transaction File 
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Generic Material Transaction File 
 
A sample generic export file of other material transactions (quantity, unit price and 
extended price) is presented in Figure 3-11. 
 
The following information is generated in the transaction 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 material transactions: 
 

·  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 generated by PERCEPTION will depend on the 
specific accounting system being interfaced.   
 
The Appendices provide examples for different systems. 
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Chapter 4:  Setting Up Table Of General Ledger Accounts 
 
 
There are a limited number of steps to undertake to setup the appropriate interface 
between PERCEPTION and an accounting system. 
 
For an accounting system interface to work, G/L accounts need to be defined on the 
PERCEPTION database.  This allows PERCEPTION to export its transactions using the 
same G/L accounts as are in the accounting systems general ledger.  Only those accounts 
that are needed for labor and material cost management transactions are required for 
PERCEPTION.   

General Ledger Accounts 
 
The G/L accounts are mainly divided into two basic categories:   
 

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

Balance Sheet Accounts 
 
PERCEPTION provides the means for identifying the following Balance Sheet Accounts.  
They may be regarded as company-wide since they apply to all projects, including 
maintenance and overhead operations: 
 

G/L Asset Accounts: 
 

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

 
G/L Liability Accounts: 
 

·  A/P Liability Clearing Account 
·  Payroll Liability Account 
·  Canadian Government Sales Tax (GST) Clearing Account 

(optional) 
·  Local Sales Tax Liability Account 
·  State/Provincial Sales Tax Liability Account 
·  Federal Sales Tax Liability Account 
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Operating Statement Accounts 
 
PERCEPTION provides the means for identifying the following Operating Statement 
Accounts.  These are more typically project-specific since they may be different for 
various projects, including maintenance and overhead operations: 
 

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 Adjustment Expense Account. 
 
Smaller companies or smaller projects may not want to breakout material expenses into 
separate accounts for direct purchase material, stock, freight and/or purchased sales tax 
expenses.  Under these circumstances, PERCEPTION allows use of duplicate G/L 
accounts to accommodate a more limited selection of accounts. 
 
There likely will be different G/L income and expense accounts to set up for the different 
types of projects: new construction, ship repair, industrial, overhead, and for the stock 
replenishment “projects.”   
 
For the simplest business accounting (cash-basis accounting), labor costs (time charges) 
and material costs (vendor payments) can be applied directly to the G/L project expense 
accounts and simultaneously to offsetting transactions to the Balance Sheet Cash Asset 
Account.   
 
However, for accrual-basis accounting, the process becomes more complex as assets and 
liabilities will need to be recognized before actual monies are exchanged between parties.  
This is accomplished with the use of clearing accounts. 
 
The user may develop G/L accounts in whatever way best suits an individual business 
requirement. 
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Clearing Accounts 
 
Clearing accounts are special accounts that hold values temporarily until subsequent 
accounting processes are made.   
 
Payroll Liability Clearing Account 
 
Payroll is computed based on employee working time on the job. 
 
The payroll system can be set up to process labor costs independently of PERCEPTION’s 
management of time charges.  Under this situation, time charge transactions entered into 
PERCEPTION will not be transferred to either the G/L or to the payroll system.  The 
payroll system provides all the necessary labor cost transactions required to update the 
G/L system with this information. 
 
For project cost tracking purposes, PERCEPTION will process daily or weekly time 
charges.  Employee time charges are entered against authorized work orders.  
PERCEPTION can maintain an employee file that manages their labor rates and 
specialized pay formulas.  Since work orders are linked to contracts, maintenance, and/or 
overhead activities, PERCEPTION will track labor costs at all levels of detail, from the 
time charge transaction up through the work orders and the project work breakdown 
structures.  The resulting time charge transactions may be electronically transferred to a 
payroll system using the PERCEPTION accounting interface. 
 
If the payroll system is not strictly integrated with a general ledger system, the 
PERCEPTION accounting interface can be set up to transfer the time charge transactions 
to the G/L system which can then apply these transactions directly against the G/L 
expense account for project labor costs.  However, if the payroll system is integrated with 
the general ledger system, the payroll system most likely will apply these time charges to 
the G/L expense accounts after the payroll process has completed.   
 
The company may wish to register labor costs as a liability before the payroll is formally 
executed and payments are made to employees.  The PERCEPTION accounting interface 
can be set up to transfer the time charge transactions to the G/L system that can apply 
these transactions against a G/L liability Payroll Clearing Account.   
 
The G/L Payroll Clearing Account records all payroll liabilities before the payroll system 
actually produces paychecks.  When the payroll system process is finally completed, the 
payroll system will reduce the G/L Payroll Clearing Account simultaneously as it reduces 
the Cash Asset account by the amount of salaries and wages paid to the employees.  The 
payroll system also applies transactions for the various payroll withhold accounts. 
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A/P Liability Clearing Account 
 
In addition to labor costs, purchased material is a cost of doing business.  PERCEPTION 
tracks material costs at various stages of time: 
 

·  The costs identified at the time the purchase order is issued 
(committed costs) 

·  The costs of material actually delivered and received 
·  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 costs for stock material, it does not apply 
stock costs to the project.  
 
PERCEPTION tracks these material costs through all levels of the project work 
breakdown structure. 
 
For a business operating under the cash-basis of accounting rules, The PERCEPTION 
accounting interface can be set up to apply material costs to the G/L material expense 
account for the project directly as payments are approved for vendor invoices.  However, 
for accrual-basis accounting, the accounting interface can be set up to apply approved 
vendor invoice transactions against an A/P Clearing Account.   
 
The A/P Clearing Account records all vendor invoice liabilities before the A/P system 
actually produces vendor payment checks.  An integrated A/P system then will transfer 
these payment values from the clearing account and reduce the G/L assets of the cash 
account. 
 
Material Asset Clearing Account 
 
For small projects, including most ship repair, purchased materials can be expensed 
directly to the direct Material Expense Accounts.  However, for large contracts, 
accounting rules may require that the costs of these purchases be recorded as a Direct 
Material Asset Clearing Account until the project has advanced sufficient progress to 
justify transferring these costs from the asset account to the project expense accounts. 
 
In addition, the Material Clearing Account can record the purchased values of delivered 
materials before the company actually receives vendor invoice.  Since the material is 
physically within the control of the company, it may be considered both an asset and a 
liability at this point in time.   
 
The PERCEPTION accounting interface can be set up to apply the delivered values of 
this material when the material receiving process has been initiated within 
PERCEPTION.   
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When the vendor invoice arrives for these items and is processed into PERCEPTION, the 
resulting accounting interface can generate transactions that pull the delivered value from 
the Material Asset Clearing Account over to the A/P Clearing Account.   
 
A/R Asset Clearing Account 
 
PERCEPTION may be used to generate customer billings.  For the cash-basis business, 
the PERCEPTION accounting interface can be set up to apply the values of these billings 
directly to the G/L Income account when payments are made by the customer.  For 
accrual-basis accounting, the accounting interface can be set up to apply customer 
billings to an A/R Clearing Account.   
 
The A/R Clearing Account records all customer billings before the A/R system actually 
receives customer payments.  An integrated accounting system then will transfer these 
payment values from the clearing account and increase the G/L assets of the cash 
account. 
 
The A/R Clearing Account also may be used to defer full recognition of income until a 
proportional level of project costs have been incurred.  For example, if the customer 
makes early down payments, the G/L operating statement may indicate a much higher 
level of profit for the project than is truly warranted.  Often, projects with large up-front 
customer payments are credited with income from the A/R Clearing Account based on 
some formula of recorded progress on the project.  These types of deferred transfers are 
done within the accounting system, not PERCEPTION.  
 
Canadian GST Liability Clearing Account 
 
The Canadian Government requires a Government Sales Tax (GST) to be collected for 
every sales transaction.  However, as products are purchased and resold, only the ultimate 
end user of the product is responsible for paying this sales tax.  All intermediary sellers 
below the ultimate end user may apply for a GST refund for those payments made by 
them to purchase the goods for their resale business. 
 
The GST Clearing Account summarizes all of the GST payments made by the company 
to purchase materials used in the course of their business.  When the company receives 
reimbursement from the government, the accounting system will reduce the value of the 
GST Clearing Account and increase the value of the company’s asset cash account. 
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Stock Inventory Accounts 
 
Since stock inventory represents a company asset until it is withdrawn and used on 
specific projects, the current value of stock should be maintained on a G/L Stock Asset 
Account.  The details of the stock are identified on the PERCEPTION Parts Catalog, item 
by item.  When PERCEPTION issues stock items to projects, the Accounting Interface 
will apply the values of these issues (quantity x unit price) to the project’s G/L Stock 
Expense Account and reduce the value of the balancing G/L stock asset account. 
 
The General Ledger may be set up to record inventory assets in different categories 
(different G/L asset accounts).  For example, the shipyard may wish to segregate these 
assets by steel and non-steel.   
 
The items on the Parts Catalog can be defined with their appropriate G/L Stock Asset 
Account.  However, if the items on the Parts Catalog do not assign a specific G/L Stock 
Asset Account, PERCEPTION will use the project’s default G/L Stock Asset Account for 
the stock issue transactions.   

Stock Adjustment Expense Account 
 
Periodically, there will be adjustments made to the stock data in the Parts Catalog.  
Corrections to stock costs and on-shelf quantities can be entered into PERCEPTION that 
will create appropriate transactions for the Accounting Interface. 
 
PERCEPTION provides a special G/L Stock Adjustment Expense Account for these 
transactions.  The Accounting Interface will apply the stock adjustments to this expense 
account as well as updating the G/L Stock Asset Account(s). 
 
NOTE:  The Stock Adjustment G/L Account is one of the few G/L Accounts that are not 
defined in the Project Accounting Setup window (Refer to “Setting Up Contracts And 
Projects” for details), but in the Company Parameters Accounting tab window:  Click on 
Library/Company Parameters, then open the Accounting tab window. 

Purchase Order Account 
 
Some accounting general ledger systems provide a special non-posting account for 
recording and summing all purchase order values.  It is a measure of total project 
commitments in terms of purchase orders.  It does not record other commitments in terms 
of stock usage and remaining stock reservations.  (PERCEPTION records total 
commitment as the sum of all these).   
 
Use of this purchase order account for the general ledger system is optional. 
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Defining General Ledger Accounts Master List Table In PERCEPTION 
 
PERCEPTION uses general ledger accounts for its various Accounting Interface 
transactions.  For this interface to operate successfully, the user must define these 
accounts in the proper places for time charges, vendor invoices, stock purchases & issues 
to production, and for customer billings. 
 
All entries of G/L accounts are validated with what is stored on a central G/L account 
table that the user must develop.  "Getting Started With PERCEPTION,” describes how 
to add, change and delete the general ledger accounts stored on the PERCEPTION 
database.  This table of general ledger accounts is used by the system to validate all 
general ledger accounts that are ultimately assigned to projects.  If a project refers to an 
account that is not found on this table, the system will not permit the user to save that 
project's list of general ledger accounts. 
 
Click on Environment/Accounting/General Ledger Accounts to open the General Ledger 
Accounts Worksheet (Figure 4-1). 
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Figure 4-1:  Defining General Ledger Accounts In PERCEPTION 
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Columns to fill in for each G/L Account are the following: 
 

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

 
2. G/L Account Description 

 
3. Category - Designations for the type of G/L Account (informational 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 by some 

accounting systems that has no direct link to the General Ledger, but 
transactions will be processed later by the accounting system. 
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Chapter 5:  Setting Up Contracts And Projects 
 
 
When starting a new project, the following needs to be defined: 
 

·  Contract ID (number & description) 
·  Project ID (ship number & description) 
·  Project SWBS (ID & description) 
·  Project PWBS (optional ID of units & assemblies, etc.) 
·  Project CLINs for ship repair projects 
·  Project work orders budgeted and scheduled and referencing WBS 
·  Project material requisitions & purchase orders referencing WBS 

 
Refer to the user manual entitled  “Getting Started With PERCEPTION” for instructions 
on how to enter new contracts and projects. 
 
In addition, for interfacing with accounting systems, Project G/L Accounts must be 
defined. 

Project General Ledger Accounts 
 
While the G/L accounts table described in Chapter 4 provides the master list of G/L 
expense accounts that will be used for the various system transactions to the General 
Ledger system, each project managed on the PERCEPTION database must identify its 
own unique set of G/L accounts for income and expenses.   
 
To set up the G/L account assignments for a project using the Project G/L Account Setup 
Option, click on Environment/Accounting/Project Accounting System Setup (Figure 5-1). 
 

 
Figure 5-1:  Defining Project General Ledger Accounts 
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The following outline defines each of the various G/L accounts that may be identified for 
each project: 
 

·  A/P Liability 
·  A/R Asset 
·  Stock Asset 
·  Local Sales Tax Liability (currently not used by the PERCEPTION) 
·  State/Provincial Sales Tax Liability 
·  Federal Sales Tax Liability (currently not used by the 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 be used, set that account’s Drop-Down 
selection to “None.” 
 
If the Project G/L Accounts have not been fully defined, transactions that use them 
will not be exported to the accounting systems. 
 
PERCEPTION provides a variety of reports that identify transactions that have no G/L 
accounts defined.  
 
Stock Asset Accounts 
 
For projects that withdraw stock items, the system will draw down on stock assets using 
the following procedure: 
 

1. Each stock item on the Parts Catalog may be specifically assigned to a specific 
Stock Asset G/L Account (Figure 5-2).  This accommodates a requirement to 
segregate stock assets depending on the type material:  for example, stock 
inventories of steel from outfit materials and general consumables, etc. 

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



Chapter 5:  Setting Up Contracts And Projects 
 

 
39 

 

 
 

Figure 5-2:  Defining Stock Asset G/L Accounts In The Parts Catalog 

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

1. The system initially assigns the Stock Asset G/L Account as defined on the Parts 
Catalog.   

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

 
Option To Duplicate G/L Expense Accounts 
 
Some of the G/L accounts may be duplicated in the field entries if the user prefers to 
lump costs under a more limited number of G/L accounts. 
 
Option To Use Clearing Accounts 
 
The user also may prefer to use Balance Sheet liability clearing accounts rather than use 
Operating Statement expense accounts.  A Balance Sheet income asset clearing account 
also can be used in lieu of an Operating Statement income accounts. 
 
The only requirement is that each PERCEPTION transaction 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 to requisitions and work orders the G/L 
accounts that have been defined for the project.   
 
This automated G/L assignment occurs when a new work order (Figure 5-3) or 
requisition item (Figure 5-4) is first Saved to the database.  Thereafter, the user may 
replace the default values with others as may be necessary. 
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Figure 5-3:  Automated G/L Account Assignments To Labor Costs (Work Order Time 
Charges) 

 
 

Figure 5-4:  Automated G/L Account Assignments To Material Costs (Requisition Item 
Cost Transactions) 
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If the Project G/L Accounts have not been fully defined, transactions that use them 
will not be exported to the accounting systems. 
 
PERCEPTION provides a variety of reports that identify transactions that have no G/L 
accounts defined. 
 

Project Type Definition 
 
PERCEPTION accommodates various types of projects: 
 

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

 
Billable contracts/projects include various kinds (new construction, ship repair, other 
commercial services, etc.). 
 
Overhead projects include plant maintenance, facilities upgrades, etc. 
 
“Stock” projects are reserved for the sole purpose of requisitioning and purchasing 
replenishment of stock material. 
 
Each type of project processes general ledger account transactions in different ways as 
will be described below. 
 
PERCEPTION requires that each project be declared as to its type: 
 

1. To open the Project Options window, click on Projects          button on the 
Toolbar. 

2. Retrieve the overhead project into the project worksheet.  
3. Highlight the overhead project in the worksheet. 
4. Click on the Drill-Down           button on the Toolbar. 
5. Select DETAIL to open the Project Details tab window (Figure 5-5). 
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Figure 5-5:  Project Details Window Options Tab 

 

G/L Expense Account Default Options 
 
The Project Details Options tab window (Figure 5-5) also provides for two separate 
methods for linking G/L expense accounts to requisition items and work orders. 
 

1. The first method, “Use Project Accounting Setup,” links requisition items and 
work orders with their transaction costs to G/L expense accounts as defined for 
the project G/L accounts selection in the Project General Ledger Accounts that are 
described above. 

 
2. The second method, “Use SWBS,” links requisition items and work orders and 

their costs to G/L expense accounts as defined on the individual project SWBS 
accounts.  This option requires that all requisition items and all work orders be 
assigned to valid SWBS accounts, and that all SWBS accounts have their G/L 
expense accounts correctly defined. 

 
NOTE: With the SWBS option, all offsetting balance sheets accounts 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 G/L accounts for labor and material 
expenses, individual work orders and requisition items have the feature that allow the 
user to manually over-ride the automated G/L expense account defined for the project.  
This process is often somewhat tedious for users. 
 
The SWBS G/L Account Setup Option allows the project SWBS accounts to define these 
various G/L expense accounts.  As long as the work orders and requisition items 
reference the correct SWBS accounts, the correct G/L expense accounts will be assigned 
to them automatically.  However, since the SWBS G/L accounts only include the expense 
account categories, the Project G/L Accounts are still required by the system to identify 
the offsetting Balance Sheet accounts for these expenses. 
 
To set up the G/L account assignments using the SWBS G/L Account Setup Option, click 

on the Projects    button on the Toolbar to open the Projects Worksheet.  Retrieve the 

project, and then click on the Drill-Down    button on the Toolbar and select SWBS 
accounts to open and retrieve the project’s SWBS accounts.   
 
Using this option, each SWBS account used in the project must be assigned to its proper 
G/L expense accounts as selected from the Drop-Down on the SWBS account record 
(Figure 5-6). 
 

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

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

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

 
By default, the system automatically assigns to requisitions and work orders the G/L 
accounts that have been defined for the SWBS accounts that have been assigned to the 
requisitions and work orders.  The offsetting G/L Balance Sheet accounts are provided to 
the requisition items and work order from the Project G/L Accounts defined above. 
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This automated G/L assignment occurs when a new work order (Figure 5-7) or a new 
requisition item (Figure 5-8) is first Saved to the database.  Thereafter, the user may 
replace the default values with others as may be necessary. 
 

 
Figure 5-7:  Automated G/L Account Assignments To Labor Costs (Work Order Time 

Charges) Using SWBS G/L Expense Accounts 

 
Figure 5-8:  Automated G/L Account Assignments To Material 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 have not been fully defined, 
transactions that use them will not be exported to the accounting systems. 
 
PERCEPTION provides a variety of reports that identify transactions that have no G/L 
accounts defined.  
 
Copying Projects 
 
When projects are defined on the database using the contract and/or project wizard that 
copies new contracts/projects from pre-existing ones, the copy process provides for a 
default option to copy all G/L account definitions.  Where G/L accounts must change for 
new projects, the user will need to modify the results accordingly. 
 

Overhead Projects 
 
A project within PERCEPTION can be defined as a company overhead type project.  
Company overhead projects typically utilize multiple labor and material expense 
accounts.  This is allowed by defining a Project Type of “Overhead” in the Project 
Options Window as described above. 
 
If using the SWBS Option, the system initializes the material expense accounts as defined 
on the SWBS Account record.  Otherwise, the user may replace the expense accounts by 
the following procedure: 
 

1. Overhead projects may have multiple labor and material expense accounts.  
The system handles this by allowing the user to define the G/L Expense 
Account on the Material Requisition Item level of detail (Figure 5-9).   

 
2. The G/L Expense Account on the Material Requisition Item can be selected 

from a Drop-Down of G/L Accounts already entered.   
 

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

 
4. If that Stock Asset G/Account is not defined, then the system will use the 

Stock Asset G/L Account as defined in the Project G/L Account Setup. 



Chapter 5:  Setting Up Contracts And Projects 
 

 
46 

 

 
 

Figure 5-9: Requisition Item G/L Account Assignment 

 

Stock Projects 
 
Stock projects are reserved for the sole purpose of requisitioning and purchasing 
replenishment stock material. 
 
Not only must the project be formally identified as a Stock Type Project as described 
above, but its project number also must contain the letters “STK.”  For example, stock 
purchases for the year 2003 may use the project number STK2003. 
 
The user may use any numbering scheme as long as they contain “STK.” 
 
PERCEPTION generates the following transactions that can be exported to the 
accounting systems: 
 

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

 
2. However, instead of the system offsetting these costs to the Stock Expense 

Account, the system uses the Stock Asset Account. 
 
3. The system initially assigns the Stock Asset G/L Account as defined on the Parts 

Catalog. 
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4. If the Stock Asset G/L Account is not defined on the Parts Catalog, the system 

then will use the Stock Asset G/L Account as defined on the Project G/L Account 
Setup. 

 

Subcontracted Labor 
 
Normally, when a purchase order is issued, it is a transaction for committing to a material 
cost.  When the vendor invoices arrive, these transactions also are normally regarded as 
payable material costs.   
 
However, when labor is subcontracted, there may be a need to record these costs as labor 
costs, not material.  If these costs are managed as material costs, work progress 
calculations that can influence the allocation of material costs to capital projects can be 
upset. 
 
The following outlines an approach to enable not only a proper accounting of 
subcontracted labor costs within PERCEPTION, but also within the accounting system 
General Ledger. 
 

1. Set up a dummy employee, trade and work center for the subcontractor.  The 
employee record on the PERCEPTION database should carry a vendor 
billable labor rate per hour.  For example, suppose that there is a subcontractor 
called OBX.  The employee name, trade and work center can be all named 
“OBX.” 

 
2. Set up a dummy project for subcontractors.  For project “123,” call this 

dummy project “123subs.”  Against this project, issue purchase orders and 
receive vendor invoices for payment.  However, instead of labeling the 
dummy project in the project G/L account setup for material costs of goods 
sold as is normally done for vendor invoices, this labeling should identify the 
G/L account for labor cost of goods sold.  When invoices are processed, these 
transactions will go into the General Ledger as labor costs, not material. 

 
3. Issue work orders for the subcontracted labor hours.  When the vendor 

invoices these hours, enter them as normal time charges.  The system will cost 
out these charges from the employee “OBX” labor rate on the database and 
Rollup these hours and costs up through the project WBS. 
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At the end of the day, project “123” will carry a complete record of labor hours and costs 
(both in-yard and subcontracted) via the time charging and rollup processes.  The dummy 
project “123subs” will carry the purchase order committed and paid costs for the 
subcontracted services.  While these two projects together duplicate labor costs for the 
subcontractors, the dummy project can be ignored.  It serves only as a means for 
transferring these costs over to the General Ledger system.  The proper project, on the 
other hand, will show the complete labor and material cost status. 
 
Note:  To ensure that these subcontractor time charge transactions are not exported to the 
accounting system for payroll processing, they should not be set with the “Approved” 
flag.  They should, however, be posted in PERCEPTION so 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 authorized work orders is of major importance to 
the shipyard.  Correct and complete time charging against contracts is often the basis by 
which the shipyard bills its customers.  Without accurate and timely information, billings 
can be incomplete or late causing considerable problems with the ability of the shipyard 
to make a profit. 
 
Selecting Environment/Accounting/Timecards from the main menu accesses the time 
charging processes.  This opens the Timecards Worksheet window (Figure 6-1). 
 
The procedures for retrieving, adding, changing and deleting time charges are the same as 
those outlined in “Getting Started With PERCEPTION.”   
 

 

 
Figure 6-1:  Timecards Worksheet 

 
Each time charge entry requires the following information: 
 

·  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 center & work order number, but the 
contract and project of the work order.  This requirement allows the same project number 
to be used under different contracts.   
 
However, the user’s systems administrator can turn off the business rule that requires the 
contract number to be identified directly.  For this change to be valid, however, each 
project number must be unique on the database, regardless 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 “Projects-Project Is Contract,” 

and turn it off. 
 
Once the business rule requiring direct reference to the contract number has been turned 
off, only the project number needs to be identified on the timesheet.  The system then 
will assume that the contract number is the same as the project number. 
 
However, for contracts that hold more than one project, the system will not necessarily 
find a contract number that has a number that matches the project number.  In this case, 
the system will search the database unsuccessfully for any contract number where the 
desired project number can be found for the time charge. 
 
The employee record on the Employee data file provides the trade ID automatically.  
However, the employee may also charge time to another trade and as long as the alternate 
trade is valid, the system will accept the time charges and report it against the alternate 
trade. 
 
The default type time charge is Regular Hours.  However, the user may select other 
defined options from the Drop-Down window (Figure 6-2).   

 

 
 

Figure 6-2:  Types Of Time Charges 
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Shipyard Types Of Labor Time Charges 
 
The time charging function (Environment/Accounting/Timecards) requires that a table be 
defined before entering time charges.  This table identifies all of the types of time charges 
that can be processed against valid work orders. 
 
Click on Environment/Accounting/Labor Types to open 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 are the following: 
 

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

·  Labor Type:  Choose from regular, double, overtime, and dirty.  These four 
categories are used only to summarize all types of charge types for work orders.  
They have no bearing whatsoever upon the actual payroll calculations derived 
from the other options and specifications. 

·  Description:  Describes the type of labor charge. 
·  Multiplier:  Used by the system to compute the labor cost of the time. 
·  Rate Plus:  An additional amount of hourly labor rate earned by the employee in 

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

the basic Labor Cost. 
·  Account Charge Type:  The General Ledger account for the time charge used by 

the Payroll system. 
 
The Labor Cost calculations performed by the system are as follows: 

 
Labor Cost = Charged Hours  x  

[(Employee Labor Rate+ Rate Plus) x Multiplier+ Flat Rate] 
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Where the Charged Hours are entered in the time charging process 
(Environment/Accounting/Timecards) and the Employee Labor Rate is defined for the 
employee on the employee file (Environment/Accounting/Employees). 
 

Shipyard Employee File 
 
The employee file must be set up to register all valid employees authorized to charge 
time against projects. 
 
Click on Environment/Accounting/Employees to open the employee directory worksheet 
(Figure 6-4). 
 

 

 
 

Figure 6-4:  Employee Directory Worksheet 
 

The following information is available for each employee: 
 

·  Employee ID (maximum of 8 characters) 
·  Employee Name 
·  Home Trade, is the default trade number for the employee 

when the employee charges time to a work order.  The 
timecard process will permit the time charge to be reported 
against an alternative trade number.  This situation can occur 
when an employee performs multi-trade assignments.  The 
Home Trade must be defined on the Resource/Trade file 
(Library/Trades/Resources1). 

·  Home Center, is the default work center number for the 
employee when the employee charges time to a work order.  
The timecard process will permit the time charge to be reported 
against an alternative work center, depending on the work 
order.  The Home Center must be defined on the Work Center 
file (Library/Work Centers1). 

·  Department, employee’s department (typically required by 
payroll interface). 

                                                 
1 For details, refer to “PERCEPTION Labor/Manpower Planning & cost/Schedule Management User 
Manual,”, Chapter 5, “Starting From Scratch.” 
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·  Shift, used to determine shift differential wage earnings 
(typically required by payroll interface). 

·  Rate, normal (regular time) hourly labor rate for the employee 
(typically required by payroll interface). 

·  Location, display purposes only. 
·  Status, “Active” or “Inactive.”  Inactive employees cannot 

charge time to work orders.  These charges will be rejected by 
the system. 

·  Manager, no longer used. 
·  Buyer, “Yes” or “No.”  Only employees marked “Yes” appear 

in the buyer drop-down list on a purchase order in order to 
filter out other employees from this list. 

·  Allow Time Charge Data Entry, “Yes” or “No.”  Only 
employees marked “Yes” can enter time charges into the 
system. 

·  Employee Badge Number, this may be the same as the 
Employee ID.  However, if time charges and tool room 
functions use bar coded swipes of the employee badge, the 
system will accommodate a separate badge number for these 
automated functions. 

·  Skill Level, no longer used 
o Charge Hand, “Yes” or “No.”  Special feature for Port Weller 

Dry Docks 

Deleting Employees 
 
There may be circumstances where a project requires a “Re-Roll Timecards to Work 
Orders2.” If an employee that had charged time to the project is deleted from the 
PERCEPTION database, his timecard transactions will be flagged by the system as an 
invalid employee and his time charges will not be re-loaded into the project work orders. 
 
WARNING :  For employees the shipyard no longer employs that, but who have time 
charges against work orders of unfinished projects, do not delete these employees from 
the database.  Instead, re-designate them as “Inactive.” 
 

Rework 
 
Even if the work order has not been flagged as a rework work order, time charges flagged 
on the Timecard as rework will cause the system to mark only these charges as rework 
for the work order.  Other charges not marked here will be processed as non-rework for 
the work order.  Work orders defined during the planning process as for rework only do 
not require the rework flag to be used for time charges. 
                                                 
2 For details on re-rolling timecards into work orders, refer to “PERCEPTION Labor/Manpower Planning 
& Cost/Schedule Management User Manual,” Chapter 10, “Project Changes”, Project Rollups. 
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Imported Time Charge Transactions 
 
Time charges may also be imported from an external data source.  For instructions on this 
process, refer to “Getting Started with PERCEPTION,” Chapter 9: Importing and 
Exporting Data. 
 
NOTE: When importing from an external data source, such as EXCEL, the time charges 
should be sorted in ascending order of time charge date.  This ensures that certain date 
validations are performed in proper order. 
 

Time Charge Transaction Validation 
 
When all of the time charges have been entered, click on the Save button on the Toolbar.  

With the time charge worksheet still open, click on the check time charge button  on 
the Toolbar, or select Edit/Check Time Charges from the main menu.  The system then 
will check these records and validate them for possible errors and/or exceptions.  The 
user can view the progress of the checking process at the bottom left corner of the 
worksheet window.  This process displays a Time Charge Validation Report (Figure 6-5).  
This report can be printed in the format that is displayed (click the Print This button), or a 
report can be printed which lists all time charges with the processing errors and/or 
exceptions (click the Print Charges button).  The Time Charge Validation Report (Figure 
6-5) will not include previously posted charges. 
 
The time charge validation has two categories that are flagged: errors and exceptions.  
Errors cannot be posted to the work orders without correcting the data.  Exceptions will 
be posted to the work order, although the system flags these as possible problems.  This 
gives the user an opportunity to re-check irregular entries (exceptions) to verify the 
accuracy before posting.   
 
Note:  Time charges may also be imported from an external data source.  For instructions 
on this process, refer to Importing and Exporting Data. 
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Figure 6-5:  Time Charge Validation Report 

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

 

Figure 6-6:  Timecard Validation Information 
 
The system performs a number of validation checks.  The 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 the date of the 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 to correct data errors.  However, once time 
charges have been posted, these transactions cannot be edited except through the process 
of entering additional credits and debits that are described below. 
 

Time Charge Transaction Posting 
 
If there are no errors reported on the Time Charge Validation Report, and the user wishes 
the system to proceed with posting all accepted time charges (including exceptions that 
were flagged on the validation report) to the work orders, click on the Post Time Charges 

button , or select Edit/Post Time Charges from the main menu.  Exceptions are 
warnings and will post to the work orders.  Errors will not.  The user can view the 
progress of the posting process at the bottom left corner of the worksheet window. 
 
Time charges that are not posted can be modified and checked again. 
 
Special note for Distributed Work Orders:  If the primary work order has no budget, the 
system will distribute the hours charged equally among all the subtasks.  If changes to 
budgets are made after time charges have been posted, the system rollup window 
provides an option to re-roll all time charges.  The system will then redistribute the 
charges to the subtasks according to the ratios of the revised subtask budgets to the work 
order budgets.  However, it must be understood that re-rolling the time charges for a 
project will re-roll all time charges to that project.  The longer the project has been 
underway, the more time charges will exist.  The process of re-rolling all charges will 
become lengthy as the project progresses. 
 
Effective Date:  The latest date of posted time charges.  This date of posting is stored on 
the database for each project.  The effective date is displayed on all status and progress 
reports.  However, entering a posting date that is earlier 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 Systems 
 
After time charges have been posted, they may be exported to an accounting system for 
payroll processing.  However, to do so, the user must first approve these transactions.  
There is a field in the transactions for setting this approval status.  When selected, the 
system will set the transaction “Approved By” as the name of user from log-on and set 
the approval date. 
 
Multiple records can be approved at one time by selecting them and clicking on the 

Approve/Un-Approve button  on the Toolbar. 
 

Project Rollup 
 
Once transactions have been posted, the system will offer the user the opportunity to 
“Rollup” the projects (Figure 6-7).  This process updates the newly posted time charges 
from the work orders up through the contract. 
 
The rollup also re-computes progress, schedule variance, budget earned values, and 
estimates at completion. 

 

 
 

Figure 6-7:  Time Charge Rollup 

 
To perform the rollup, select the Perform a Project Rollup Now option and click OK. 
 
If the user wishes to delay this process, click End Process Without a Project Rollup Now 
and select OK. 
 
The Rollup process can be executed at any time by selecting the Environment/Production 
Engineering/Rollup option from the main menu and choosing the Production Labor 
Rollup. 
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Editing Time Charges 
 
On the Time Charge Worksheet is a colored column containing the system generated 
“Validation Information.”  Each time charge transaction with an error or exception will 
have an explanation noted in this column.  To aid the user further, the system 
automatically color codes the row number column for each transaction to indicate the 
following: 

 
Red:  un-posted transactions noted with errors that must be corrected 
Yellow: un-posted transactions noted with exceptions 
Green:  posted transactions, including those noted with exceptions 
Gray:  un-posted and non-validated transactions 

 
All non-posted transactions can be edited, correcting errors and exceptions, if necessary. 
Posted transactions cannot be edited.  To make any modifications to these, the user must 
back out the posted transaction as described in the topic, “Backing Out Time Charges.” 
 
Once transactions have been posted, they will not be re-posted again by the system.  If 
posted transactions (flagged green) are included in the list of time charge transactions 
displayed in the Timecard worksheet, and if the user clicks on the Post Time Charges 
button, the system will ignore all of these previously posted transactions.  The Time 
Charge Validation Report (Figure 6-5) will not include previously posted charges. 
 

Correcting Time Charge Dates 
Prior to posting time charge transactions, time charge dates may be corrected directly in 
the timecard worksheet.  After a time charge transaction has been posted, its date and 
other time charge information cannot be changed.   
 
However, if the time charge date is causing problems with various schedule analysis and 
reports, there is a method for making corrections to the posted transaction: 
 

·  First, the user must have Systems Administrator’s login capability. 
·  The user can then retrieve the posted time charges and make the transactions to 

them. 
·  Finally, the corrected time charges must be re-rolled into their respective 

projects. 

Backing Out Time Charges 
 
Adding new time charge records with negative hours & costs, then posting them to the 
database can back out time charges.  However, another, easier method is to highlight the 
time charges (rows) in the time charge Worksheet and clicking on Edit/Back Out Time 
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Charges or by clicking the Back Out button  on the Toolbar.  This will cause the 
system to create copies of the selected rows, but with negative hours and actual labor cost 
values of the original selected rows.  Once this is done, the user must post these new 
charges for them to take effect. 
 
This process does not delete any data or the earlier time charge transactions.  Only posted 
time charges can be backed out. 
 
Warning:  The system will not prevent the user from backing out the same time charge 
more than once. 
 

Transferring Time Charges 
 
If the user finds a time charge logged against an incorrect work order, and if the time 
charge has not yet been posted, the user may simply edit the time charge with corrections. 
 
However, if the work order has been posted, the posted time charge entry cannot be 
edited.  Instead, highlight the time charge to be transferred, and then click on the Transfer 

Time Charge button  on the Toolbar.  The system will display the transfer window 
(Figure 6-8) that allows the user to identify what work order is to receive the charges. 
 

 
 

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

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

 
 

Figure 6-9:  Automatic Time Charge Transfer Transactions 

 

Time Charge Transaction Reporting 
 
It is often useful to be able to generate historical reports of specific time charges.  Such 
reports can be generated by clicking on the Print Charges button in the Time Charge 
Validation Report (Figure 6-5), although these transactions will not include any posted 
transactions. 
 
To produce a time charge transaction listing (Figure 6-10), including posted transactions, 
select from the main menu Environment/Accounting/Reports/Time Charge Reports/TC02 
Time Charge Report.  This will offer the user a retrieval selection window that allows the 
user to limit the report to ranges of employee ID, project, charge dates, etc.  The 
selections also can be limited to specific types of transactions (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 linking PERCEPTION time charge data to 
payroll and general ledger systems.  The interface requires an interface setup.  Refer to 
Chapter 3, “Interfacing With Accounting Systems.” 
 
Then, posted time charges in PERCEPTION can be transferred to the correct accounts of 
the General Ledger system. 
 
Sending Posted & Approved PERCEPTION Transactions To Payroll & General 
Ledger 
 
To export time charge transactions to payroll and general ledger accounting systems, the 
time charge transactions first must be both posted and approved.  Once done, click on 
Environment/Accounting/Transfer to Accounting System.  The system will display the 
export choices (Figure 6-11).  Select Timecards, and then click on the Export button. 
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Figure 6-11:  Time Charge Export 

 
The exported transactions are put onto the file described in the accounting interface setup.  
This file may be imported into the designated accounting payroll system.  An alternative 
for processing payroll is to have this same file of transactions sent to an out-sourced 
payroll servicing company. 
 
For details, refer to Chapter 3, “Interfacing With Accounting Systems.” 
 

Time Sheets 
 
Many shipyards use daily timecards or weekly timesheets.  For larger operations, daily 
processing of time charges is strongly recommended.  Time charge questions and errors 
are difficult to address as time goes by. 
 
While each shipyard may have its own timecard formats, Figure 6-12 illustrates a sample 
weekly time sheet and Figure 6-13 a sample daily timecard.  Production foremen and 
supervisors typically fill these documents out for the employees they supervise.  
Management staffers, however, typically fill out theirs individually.  PERCEPTION will 
accommodate a mix of daily and weekly time charge entries. 
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    WEEKLY TIME SHEET 
 

      
              
Employee Name:           
Employee Number:              

               
Contract Work Work Order    Mon Tue Wed Thu Fri Sat Sun Weekly  
Hull No. Center Code Description 31-Dec  01-Jan 02-Jan 03-Jan 04-Jan 05-Jan 06-Jan Totals  

                        

                        

                        

                        

                        

                        

                        

                        

                        

                        

                        

                        

                        

                        

                        

                        

    Daily Totals:                

              

Approval:             Week Total:   

Figure 6-12:  Sample Time Sheet 
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Figure 6-13:  Sample Daily Timecard 

 

 
   DAILY TIMECARD  

           
Employee Name:       

Employee Number:     Date:       
          
          

Contract Work Work Order   Reg. OT Dbl Dirty  

Hull No. Center Code Description Hours  Hours HoursHours

                

                

                

                

                

                

                

                

                

                

                

                

                

                

                

                

    Daily Totals:         
          

Approval:            
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Time And Attendance Systems  
 
Many shipyards are using bar code or magnetic strip data collection (“swipe”) systems to 
measure work time and attendance.  This process typically operates at the shipyard front 
gate and requires workers to “swipe” a bar coded badge.  The system records the time in 
and out and this information verifies worker attendance for payroll purposes.  It also can 
be used to ensure that only authorized personnel are entering the shipyard.   
 
Such systems typically do not record employee time on and off work orders.  However, 
PERCEPTION’s time charge data has been cross-verified electronically with swipe 
systems to ensure all employee labor hours are correctly accounted for. 

Bar Code Processing Of Time Charges - Pros And Cons 
 
PERCEPTION can use bar code data collection as a means for expediting the time 
charging process against work orders.  The essential ingredients for this capability are a 
bar coded employee badge (or bar coded list of work center employees) and a bar coded 
work order (or work order list).  PERCEPTION generates bar coded work order tickets 
that provide detail work instruction, bill of material listing and a pre-printed drawing or 
sketch.  Another PERCEPTION document is a work order listing that provides the bar 
code beside each work order on the list (Figure 6-14). 
 
Two swipes (scans) are required: one to identify the employee from the badge and one to 
identify the work order.  An option is to list employees with their badge numbers bar 
coded on the list (Figure 6-15). 
 
For work performed within a specific work center (including the engineering office), 
where the scanning station is within easy reach, automated time clocking of the swipes 
can be instituted.  The clock time that the swipe is entered registers an automated logging 
off the employee from an earlier work order and an automated logging on for the new 
one.  This method of time charging, however, assumes that workers are at or near a 
scanning station, real-time or portable.  If the average work orders are large enough so 
those workers are not inconvenienced by too many trips to the scanner, the method is cost 
effective.  The method is also very accurate in that exact start and finish times can be 
captured. 
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On the other hand, if the size of work orders is small, the logging on and off procedure 
may consume too much time and make the cost savings insignificant at best.  A better 
method for such a situation might be to give workers their multiple work order 
assignments for the day.  Then, at the end of the day, workers must report to their 
foreman, who manually keys-up up their Timecard and estimates the hours worked by 
work order.  While bar code scans of the employee badge and the ticket automates this 
much of the information for the system, keying in the hours worked per work order is a 
manual effort.  This approach does limit some of the potential benefits of bar code 
technology.  It also may be less than accurate in terms of the hours charged to work 
orders, since this is a manual interpretation rather than a timed function. 
 
When workers must work in different areas of the shipyard throughout the day, including 
on board a ship, access to the scanning station usually is neither practical nor convenient.  
For this situation, the swipes must be performed at the end of the day and the individual 
work order charge hours manually keyed in to each swipe transaction.   
 
The basis for these two types of time charging methods (real-time or end-of-day) lies 
with which one best expedites the time charge collection process and minimizes its costs 
and ensures that the workers’ time remains as productive as possible.   
 
Since the scanning operation is reasonably straightforward and requires little effort, 
additional benefits can be implemented.  For example, the log off transaction can be 
expanded slightly to allow the foreman to key in a code, only if appropriate, concerning 
the status of the order.  For example, the following are issues that may need to be 
addressed quickly by the shipyard’s planning department 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 compiled by the system, exception reports 
of problems can be generated for personnel who have the means to expedite solutions.  
These problems can be relayed back to appropriate people for actions without any further 
need to communicate with production except to inquire for 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 best devices for logging in employee time 
charges.  The device ultimately needs to output, from its data collection functions, the 
following information for PERCEPTION: 
 

·  Work order number 
·  Employee clock number 
·  Date 
·  Decimal hours  

(hours the employee worked on the work order that day) 
·  Types of Labor Time Charges 

(there may be other flags for overtime, etc., which we call “labor types”) 
 
PERCEPTION can generate hard copy reports of bar codes for work orders (Figure 6-14) 
and for employees (Figure 6-15) that can be used as a means for the scanner to collect 
that information. 
 
Please note that normally PERCEPTION requires a work order to be identified by the 
combination of contract, project, center and work order numbers.  This can be an 
overload for bar coded data collectors, so we also provide a unique work order serial 
number that the system determines when the work order is added to the database.  
PERCEPTION will access the work order by either means. 
 
The data collected by the scanner device should be able to either store the time charge 
data for eventual upload to your server, or store the data real-time via radio frequency 
communications.  The resulting data file then can be copied and pasted in 
PERCEPTION’s time charge Datawindow.  See Environment/Production 
Engineering/Timecards from the main menu.  Drag the columns of the PERCEPTION 
window to be the same order as the file being pasted.  Insert a new row in the time charge 
worksheet and use the paste function from the toolbar or the edit menu.  Do not use the 
Bulk Paste function 
 
An alternative approach to copy/paste is to use PERCEPTION’s file importing feature.  
Select Data/Get External Data from the main menu.  The manual “Getting Started With 
PERCEPTION” Chapter 9 describes this process.  First, open the time charge 
Datawindow, then map in your data from any one of various file formats like Excel, 
Access, text files, etc.  The mapping can be saved and re-used, so the mapping operation 
can be by-passed thereafter. 
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Still another approach is to communicate directly with the PERCEPTION database to 
load the time charges real-time with no human intervention required (other than to 
ultimately validate and post).  This requires that you set up the data transmission with 
SQL statements for linking to the database.  This procedure saves extra efforts of 
processing these files separately and eliminates the possibility of human error of failing 
to get the data into the PERCEPTION system. 
 

Large Versus Small Work Orders 
 
Another issue that should be considered might be whether or not very small work orders 
are themselves cost efficient, regardless of the method used for collecting time charges.  
In truth, they usually are not.  Many small orders require proportionally more overhead to 
plan and manage.  They also may not exploit cost savings possible from consolidating 
like work into larger, more productive work orders that minimize non-value-added time 
for setup, etc.  If foremen need to manage many small work orders, their supervisory 
workload increases along with their attending overhead costs.  The shipyard, therefore, 
should strive to order work to maximize not only productive worker time but also 
minimize overhead costs such as supervision and other support efforts, including the 
recording of time charges.  There are several effective methods 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 and equipment readily 
available.  Comparable work performed on board is more expensive due to the 
added difficulty accessing work, high levels of unproductive time transiting to 
and from the work site and the extra support costs often required for material 
handling, staging, etc.  

 
·  Zone Outfit  is a method whereby workers, material, and equipment can be 

marshaled into a focused area on board the ship in much the same way as 
done for modular construction.  Zone outfit typically allows a given trade or 
craft to be engaged in more expansive activities within the zone, consolidating 
many elements of like work together for more productive use of resources.  
However, since different trades can be engaged in the same physical ship 
zone, these activities must be phased or sequenced so that trades do not 
interfere with one another. 
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·  Group Technology Manufacturing  is a manufacturing technique that 

typically does not require capital investment.  The savings come from how 
work is organized.  Group technology manufacturing methods (batch 
manufacturing) save time by eliminating repeated setup and take down 
operations.  The manufacturing and assembly of repeatable products (like 
steel parts, pipe spools, etc.) also enables processes to be refined and 
simplified over time. 

 
·  Managed Work Flow is another technique useful for minimizing 

unproductive activities.  Managed work flow is a process whereby facilities 
and the use of various resources are reorganized in ways that eliminate wasted 
movements by workers and minimizes interference, interruptions, etc. 

 
The packaging of work that minimizes setup time and eliminates wasted motions, and 
simplifies and expedites time charging procedures, etc. is undoubtedly the preferred way 
of doing business.  In addition, all resources (manpower, material, equipment and tools, 
drawings and other technical information) must be readily available at the job site when 
work begins.  The order should have a clear schedule as to when it must begin and when 
it must finish.  A man-hour budget should also be provided to gage cost performance. 
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Chapter 7:  Vendor Invoice Management 
 
 
Vendor invoice cross-reference with purchase orders is an important feature of 
PERCEPTION.  This capability provides computer assistance in comparing vendor 
invoices to what has actually been received, rejected, and QA inspected to date.  It further 
aids in avoiding any errors or duplications in billing by providing a formal cross check of 
material deliveries and releasing invoices for payment. 
 
The Vendor Invoice module enables automatic cross checking of vendor invoices against 
actual purchase order status.  The system prevents premature accounts payable and 
vendor overcharges.  Vendor invoice data is processed and controlled through the 
functions of a specific system module where the user has the ability to add, change, 
delete, report, cross-reference, and release vendor invoices. 
 

Vendor Invoice Vouchers 
 
The system controls vendor invoices by Vendor Invoice Vouchers.  The voucher is 
intended to be a transmittal only of what is to be paid to the vendor. 
 
If there are invoice items in the invoice that are in dispute, they should not be included in 
the voucher.  If they later become payable, then another voucher should be created for 
those items. 
 
Vendor invoices consist of the voucher header record and invoice detail records.  
Vouchers are entered directly into PERCEPTION using the Vendor Invoice worksheet 
(Figure 7-1).   
 
Click on Environment/Accounting/Vendor Invoices from the main menu to open this 
worksheet. 
 

 
Figure 7-1:  Vendor Invoice Worksheet 
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The procedures for adding, changing and deleting Invoices are the same as those outlined 
in General System Operation, “Getting Started With PERCEPTION.” 
 
Note:  The system will not permit an invoice to be deleted from the database if the invoice 
has costs associated with it or has been paid. 
 
Each Vendor Invoice Voucher is uniquely identified on the database by its voucher 
number (maximum of 15 alphanumeric characters). 
 
In addition, the system requires that the combination of Vendor ID and the Vendor 
Invoice Number be unique. 
 
Occasionally, vendors will use the same invoice number for multiple submissions.  
PERCEPTION will not permit this, and this helps minimize opportunities for duplicate 
entries of invoices.   
 
When an invoice is caught by the system as not being unique, the user can either 
recognize a duplicate entry and delete it from the system or must somehow alter the 
invoice number so that it is unique for that vendor.  The user can do this by adding an 
alpha character to the end of the invoice number. 
 
To display the Vendor Invoice Detail tab window (Figure 7-2),  
 

1. Double click on a selected vendor invoice in the Vendor Invoice Worksheet, or  

2. Click on the Drill-Down button   
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Figure 7-2:  Vendor Invoice Detail Window 

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

1. Vendor Number:  The vendor must be selected from the list of vendors defined in 
PERCEPTION.  See the user manual “Material Planning, Purchasing & Inventory 
Control,” Chapter “Starting From Scratch” for defining the vendor catalog. 

 
2. Vendor Invoice Number:  The vendor invoice number is character based and will 

allow up to eighteen (18) characters.  A vendor cannot provide two invoices with 
the same number.  In such a situation, the user may append some character to 
ensure that the invoice number is unique.   

 
3. Invoice Date & Terms:  After the invoice date is entered, select the applicable 

terms from those defined in the terms catalog (Environment/Purchasing/Terms or 
Environment/Accounting/Terms).  The invoice due date, the discount percent and 
discount date will be displayed based on the parameters defined by these terms. 
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4. Invoice Discounts & Payments:  When the invoice cost is entered, the invoice 

discount dollars and the cost with discount are calculated and displayed.  The paid 
flag and the amount paid are not entered by the user but rather are updated by a 
general ledger interface.  Refer to the Chapter “Interfacing With Accounting 
Systems.” 

 
5. Approved:  A Voucher must be approved in order for it to be sent to the 

accounting system.  Vouchers that are not approved will not be transferred. 
 
When the header is completed, click on the Save button on the Toolbar. 
 

Invoice Voucher Items 
 
To display the detail Invoice Item Worksheet (Figure 7-3), click on the Invoice Items tab.  
 

To create items, click the Add button  on the Toolbar. 
 

 
Figure 7-3:  Vendor Invoice Item Worksheet 

 
Each voucher item on the database is uniquely identified by the following combination of 
information: 
 

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

 
Each vendor invoice voucher item reference an associated purchase order line item.   
 
If invoiced items have not been defined on an earlier purchase order, they may still be 
processed according to the rules described below in the section “Invoiced Items not 
covered By A Purchase Order.” 
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Stubbing Out Invoice Items With Purchase Order Items 
 
Instead of manually entering each invoice item, the system provides a “stub out” feature 
that automatically loads into the invoice item worksheet the items from a purchase order. 
 
 

1. Select Edit/Stub Out PO to Invoice from 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 (Figure 7-4) will open and enable the user 
to identify a purchase order that is the basis for the vendor invoice. 
 
The purchase orders listed in the window’s Drop-Down list are only those with items 
where the quantity invoiced is less than the quantity received or where the quantity 
invoiced is zero.   
 
When the purchase order is selected, an invoice voucher item will be added for each of 
the items on that purchase order that meet the above criteria.  All relevant data from the 
purchase order items are presented as the default from the purchase order item but may 
be changed by the user.   
 
 

 
 

Figure 7-4:  Stub Out Purchase Order Invoice 

 
The default item quantities that the system provides from the stub-out is formulated as 
follows: 
 

Voucher item quantity = [Quantity Received] less [Quantity Returned] less 
[Quantity Invoiced on earlier vouchers]. 
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The user may over-ride this value with a different figure from the invoice.   
 
NOTE:  Purchase order items that should not be included as entries for the voucher can 
be deleted from this worksheet. 
 
Manually Entered Invoice Items 
 
If the vendor invoice line items are not added automatically by the system from a 
purchase order stub-out, the user must manually enter them from the hard copy invoice 
itself. 
 
When the invoice items are entered with both the purchase order and purchase order item 
numbers identified, the system will update the purchase order with the quantity invoiced. 
 
The system does not automatically receive these items.  To receive them: 
 

1. Select Edit/Receive Items(s) from 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 the quantity invoiced when using this 
function. 
 
The standard receiving functions (Environment/Stores Management/Receive Purchased 
Material) can also be used. 
 
Entering Invoiced Items Not Covered By A Purchase Order 
 
While a vendor invoice normally should be covered by an approved purchase order, item-
by-item, there are circumstances where such is not the case:   
 

Case A:  Sometimes items are delivered to the shipyard as additional items to an 
existing purchase order.   
 
Case B:  Other times, items are delivered without any purchase order on file.  The 
latter can occur when orders are placed via telephone when there is not sufficient 
time to execute a formal purchase order document to the vendor. 

 
Case A:  If a voucher item is entered against a purchase order, but without referencing a 
purchase order item number, the system will append the item to that purchase order 
automatically.  These appended items will be incremented by the system, starting with 
the highest purchase order item number already on the purchase order plus 1.   
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Similarly, the system either will create a new requisition or will append the item to any 
existing requisition in a similar manner.   
 
If a new requisition is created, the requisition number will be the same as the purchase 
order number.   
 
If appended to an existing requisition, the new requisition item numbers will be 
incremented, starting with the highest item number already on the requisition plus 1.   
 
The created requisition item must have the contract and project identified before the 
record can be saved.  It is recommended that the record also be assigned to the 
appropriate levels of the project WBS so that the costs can be rolled up to the appropriate 
levels of the project. 
 
Case B:  If the invoice items are entered without a purchase order number, the system 
will create a new purchase order automatically when the item is saved.   
 
The purchase order numbers for these specially created POs are all 6 characters long: 
 

·  The first character is “V” and the remaining spaces are padded with zeros.   
·  The PO numbers are automatically incremented starting with 00001 (V00001, 

V00002, etc.). 
 
In addition to an automated purchase order, the system also will create the related 
requisition items.   
 
The user has the option either to create a new requisition or to append new requisition 
items to an existing requisition. 
 
If a new requisition is created, the requisition number will be the same as the purchase 
order number.   
 
If appended to an existing requisition, the new requisition item numbers will be 
incremented, starting with the highest item number already on the requisition plus one 
(1). 
 
All requisition items require an assignment to the contract and project before the new 
records can be saved.  It is recommended that the appropriate levels of the project WBS 
also be identified so that the costs can be rolled up to the appropriate levels of the project. 
 
Receiving Newly Created Purchase Order Items 
 
The system will automatically receive all items that are created in the above manner if the 
Storage Flag on the voucher item record is set to “Yes.”  If a storage location other than 
the default is used, change the Location on each record appropriately.   
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Withdrawing Newly Created Purchase Order Items 
 
Newly created purchase order items must be withdrawn to production like any other 
purchased material (Environment/Stores Management/Withdraw Material).   
 
When they are withdrawn to a valid project work order, these items, like all other items, 
will be re-cataloged automatically by the system to have the same WBS as the work 
order. 
 
The created requisition items for these invoice items also can be modified directly for a 
specific WBS assignment (Environment/Material Control/Requisition Items). 
 
Invoiced Freight 
 
Freight charges may be catalogued on the system either as a separate purchase order line 
item or as an added cost for one or more items.  The freight cost should be put in the 
“freight” column of the item.  
 
If freight charges have not been specifically identified on the purchase order, they can be 
manually entered as voucher items in the Invoice Items Worksheet.   
 
NOTE:  It is not necessary to split out freight charges by invoice item, for the system will 
only consolidate all freight charges when the system summarizes costs to the 
Contract/Project WBS.   
 
Identifying Invoice Items With Parts Catalog 
 
For invoice items that have no corresponding purchase order items on file and that are 
items in the Parts Catalog, the user can perform the following short cut to define the 
necessary catalog information automatically: 
 

1. Click on the Add Parts button  on the Toolbar or  
2. Select Edit/Add Part(s) from the main menu, or 
3. Press F5 on the keyboard. 

 
This function enables the user to scan the Parts Catalog and enter the invoiced quantities.   
 
See Chapter “Parts Catalog Query” in user manual “Material Planning and Inventory 
Control” for more information. 
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Invoice Cost Adjustments 
 
Often times, invoiced costs do not match exactly what is provided in the system purchase 
order.   
 
For large differences, the purchase order should be amended.   
 
If the differences are small, it probably is not worth the effort to amend the purchase 
order.  Nevertheless, if PERCEPTION is integrated to an accounts payable (A/P) system, 
the vendor will want to be paid in full as indicated on its invoice. 
 
Note:  The system will not permit an invoice item to be deleted from the database if it has 
costs associated with it or has been paid. 
 
The following are three methods for entering adjustments that the system will incorporate 
into the purchase order database file without making a formal amendment to the purchase 
order. 
 
Creating New Purchase Order Line Item For Adjustment 
 
The first method is to summarize the differences as a new invoice line item.   
 

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

 
·  Leave the purchase order item number on the voucher item blank.  When the 

voucher item is saved to the database, the system will generate a corresponding 
requisition and purchase order item automatically.   

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

1. The added/subtracted cost will change the project’s “committed” cost according 
to the amount of the adjustment 

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

3. To be included in the total “used” cost, the item will have to be withdrawn. 
4. When the invoice item is posted, the change also will be reflected in the “paid” 

cost. 
 
Since these cost adjustments alter the original purchase order, such adjustments should be 
done only with proper management authorization. 



Chapter 7:  Vendor Invoice Management 
 

 
82 

 
Direct Adjustment To Invoice Item Extended Cost 
 
A second method is to simply over-write the extended item cost; however, this leaves the 
item with an inconsistent unit price.   
 
The following outlines how the cost adjustment will affect the project’s cost accounting: 
 

1. The adjusted cost will not change the project’s “committed” cost. 
2. The cost adjustment will not be reflected in the project’s “received” cost. 
3. When the invoice item is posted, the cost adjustment will be reflected in the 

“paid” cost. 
 
Since these cost adjustments are not reflected in the project’s committed costs (sum of 
purchase orders and stock used), such adjustments should be done only with proper 
management authorization. 
 
Direct Adjustment To Invoice Item Unit Price 
 
A third method is available when the unit price on the invoice does not result exactly in a 
total extended price as originally entered for the purchase order item.   
 
Discrepancies can occur when the vendor’s unit price uses decimal precision greater than 
what the purchase order item has defined.  To ensure that the invoice unit price entered 
into PERCEPTION results in a total extended cost matching the invoice, the user can 
enter an equation calculation in the item’s unit price data field.   
 

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

150.15/3 
 

The system will do the arithmetic and compute a correct unit price, $50.05. 
 
The following outlines how this cost adjustment will affect the project’s cost accounting: 
 

1. The adjusted cost will not change the project’s “committed” cost. 
2. The cost adjustment will not be reflected in the project’s “received” cost.   
3. When the invoice item is posted, the cost adjustment will be reflected in the 

“paid” cost. 
 
Since these cost adjustments are not reflected in the project’s committed costs (sum of 
purchase orders and stock used), such adjustments should be done only with proper 
management authorization. 
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Correcting Received Quantities From Automated Purchase Order Items 
 
Once purchase order items have been automatically created on the database from the 
vendor invoice voucher, the system will receive them at the same time automatically.   
 
The database then will have all of the transactions ready for transmitting to the 
accounting system interface: 
 

·  Vendor invoice 
·  Purchase order 
·  Receiving costs broken down by the necessary G/L accounts 

 
If, after the invoice items have been saved and the automated purchase order items 
created, the user may realize that changes are required to quantities, prices, taxes, etc.  In 
order to preserve the transactions records for the accounting interface, the following steps 
must be taken: 
 

1. Create a duplicate vendor invoice (but different invoice number), complete with 
the same invoice items, but with negative quantities and save it to the database.  
This will, in effect, reverse out the erroneous costs of the initial invoice items. 

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

 
These correction steps may be performed on the entire list 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 saved.  Do this by clicking Save on the 
Toolbar or the Windows X. 
 
When the invoice is saved, the system performs the following update: 
 

·  The quantity invoice on the purchase order item is increased. 
·  The invoice cost on the purchase order item is increased. 
·  The WBS level total freight and tax dollars are increased. 
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Variances Between Purchase Order And Invoice 
 
The vendor invoice report, INV1 - Purchase Order/Vendor Invoice Status Report (Sample 
presented in Figure 7-5), displays any variances between the purchase order and the 
invoice.  Among the information provided, item-by-item, are the following:   
 

·  Quantity invoiced versus quantity ordered and quantity received 
·  Unit price ordered versus unit price invoiced 

 
 

 
 

Figure 7-5:  INV1 - Purchase Order/Vendor Invoice Status Report 

 
 
Withdrawing Received Purchase Order Items 
 
Whether or not the invoice items automatically generate purchase order items, they 
eventually need to be formally withdrawn to production.   
 
Otherwise, they will remain in inventory as un-used. 
 
To withdraw items (i.e., received quantities), click on Environment/Stores 
Management/Withdraw Material and proceed with the instructions outlined in user 
manual “Material Planning, Purchasing & Inventory Control” Chapter “Withdrawing 
Material To Production.” 
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Project WBS Cost Allocations 
 
The vendor invoice costs will be allocated to the project WBS via the related purchase 
order and requisition. 
 
Purchase order items automatically created from vendor invoice items must be assigned 
to a specific contract and project.  However, they do not have project WBS assignments.  
These purchase order commitments, therefore, will rollup only to the project and contract 
summary levels. 
 
As the system creates the purchase orders and their items, it also creates parallel 
requisitions.  These requisition items can be modified and their WBS assignments 
modified.  A subsequent “material rollup” (Environment/Production Engineering/Rollup) 
will allocate the purchase order committed and received costs to the WBS assignments. 
 
The material withdrawal process requires a work order as the vehicle for the withdraw.  
The work order provides the project WBS for the system’s ability to determine the 
production usage costs by project WBS. 
 

System Rollups 
 
After vendor invoices have been entered and saved, the user should perform a material 
rollup to process these costs into the contract/project WBS.   
 
The material rollup summarizes all invoiced voucher costs under the category of “Total 
Paid Costs.” 
 
Invoiced Freight Costs 
 
The material rollup summarizes vendor invoiced freight costs up through all levels of the 
contract/project WBS and includes them to the summarized “Total Paid Invoices” costs at 
these levels.   
 
Invoiced Sales Taxes 
 
The material rollup summarizes vendor invoiced sales tax costs up through all levels of 
the contract/project WBS and includes them to the summarized “Total Paid Invoices” 
costs at these levels.   
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Foreign Funds Invoices 
 
The system manages both domestic and foreign currency values with vendor invoices.  
Each invoice therefore can be assigned a different exchange rate.  The resulting domestic 
values are then processed by the system and rolled up through 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 be exported to the accounting system.  
Vouchers that are not approved are not transferred. 
 
Select the voucher records that are to be approved and either select Edit/Approve/Un-

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

 
 
 

Figure 7-6:  Approve And Un-Approve Invoices Window 
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Accounting Interface Transactions 
 
All vendor invoiced cost transactions can be exported to an accounting system Accounts 
Payable and General Ledger system.  Refer to Chapter “Interfacing With Accounting 
Systems” for details. 
 
Vendor invoice cost transactions are specifically tagged 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 required to export vendor invoice cost transactions. 
 
The “Paid” flag on the invoice is set by the accounting interface export.  This flag can be 
reset by un-posting the export batch using the Un-post Accounting Transfer option. 
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 Chapter 8:  Customer Billings 
 
 
PERCEPTION provides a means for generating customer billings.  These billings are 
made based on time and materials over a user-prescribed date range.  However, the 
system also accommodates fixed price billing items and milestone charges. 
 
The following outlines the basis by which the system develops the details of the billings. 
 

Initial Billing Setup 
 
When the project is first setup and created on the database, information pertaining to the 
customer and his address needs also to be defined.  Click on 
Environment/Accounting/Customers and enter the customer information as provided in 
the customer worksheet, including name, address, phone number, payment terms, etc.  
This information is basic to the billing invoice that is ultimately generated by the system. 
 
Next, the project work centers with their rate tables must be defined.  Click on 
Environment/Accounting/Rate Tables.  The first worksheet that the system displays is the 
project work center list (Figure 8-1).  Add those work centers that will be used for the 
project. 
 
 

 
 

Figure 8-1:  Project Work Centers 

 

To reach the work center rate tables, click on the Drill Down  button on each project 
work center in this worksheet and select Rate Tables from the pop up window (Indirect 
Formulas are used for cost estimating).  The system will open the 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 Project:  If the project has been copied 
from a default project, the work centers with the default rates will already be created on 
the database.  The rates for the new project work centers may need to be retrieved and 
revised as necessary. 
 
Rate Year 
 
Ensure that the correct year for the rates has been defined.  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 year that matches the date that a 
customer billing is generated, the billing will be produced with zero labor rates 
and material mark-ups. 

 
 
Labor Rate  
 
On the Rate Table window, enter the billing labor rate for the work center.  This labor 
rate can be adjusted up or down by the “Percent Profit” for labor.  This enables the billing 
to increase the standard rate for the project or discount it. 



Chapter 8:  Customer Billings 
 

 
91 

 
Material Mark-Up 
 
For material, enter the material mark-up rate (“Percent Profit” for material). 
 
Sales Taxes 
 
Next, verify that the appropriate rates for Federal, State, local and miscellaneous sales 
taxes have been entered in the system record.  To view these rates, click on 
Library/Company Parameters/Tax Rates. 
 

Generating A Customer Billing Invoice 
 
To generate a billing invoice, click on Environment/Accounting/Customer Invoices.  The 
Customer Billing Information worksheet (Figure 8-3) presents the basic information for 
the new billing invoice.  Identify the contract and the project to be billed.  Then identify 
the customer, the Bill Number and the Billing Start Date and Billing Finish Date.  The 
terms will be automatically updated from the customer table, 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 select DETAILS to open the detail billing 
tab window.  The first tab re-displays the overall bill information (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 terms database file.  The 

terms selected will automatically compute the Billing Due Date starting from 
the Bill Date.  

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

·  Bill Date:  This is a manual entry. 
 
In addition, this window can be used to track customer payments.  These are manual 
entries:  Date Paid and Amount Paid to date on this bill. 
 
A Business Rule that has been set for the company governs whether or not a bill must be 
approved before it can be formally issued to the customer.  If this business rule is set to 
the affirmative, then the bill approval flag must be set to “yes” in order to issue the bill 
formally to the customer.  Once a bill has been approved, it cannot be modified unless the 
approval flag is turned off. 



Chapter 8:  Customer Billings 
 

 
93 

 
One or more bills can be approved by selecting them and clicking on the Approve button 

 on the Toolbar. 
 
Billing Detail Items 
 
Click on the Items tab to open the billing items worksheet (Figure 8-5). 
 
To bring in the billing items data, select Edit/Create Bill Items from the main menu or 

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

 
 

Figure 8-5:  Customer Invoice Bill Loaded With Cost Items 

 
Labor Charges 
 
The labor charges are summarized by project work center.  The hours are summed from 
the actual time charge transactions that fall within the billing period.  The system uses the 
labor rate (increased or decreased by the “Percent Profit” for labor) from the project work 
center rate table corresponding to the year in which this billing is being generated. 
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Material Charges 
 
The material items are listed from actual issues to production within the billing period.  
The material quantities are what the system has recorded at the times of issue.   
 
The material rate for Direct Purchase items, or unit price, is the material purchase price 
plus the material mark-up (“Percent Profit” for material) from the project work center 
rate table corresponding to the year in which this billing is being generated. 
 
For stock items that are identified on the Parts Catalog, the material rate, or unit price, is 
retrieved from the Parts Catalog plus the margin (i.e., mark-up) defined for that part on 
the Parts Catalog.  The unit price is determined by the system using the specifications set 
for the catalog: average purchase cost, latest purchase cost, or manually set standard cost. 
 
 

Special Note:  A billing invoice document produced with the items grouped by 
work order will include only those items that have specifically been identified 
with valid work order numbers.  However, a billing invoice produced with items 
grouped by project will include all items, including those not identified with valid 
work orders. 
 
 

Chargeable Taxes 
 
The system computes chargeable taxes using the system defaults tax rates for the 
company (Library/Company Parameters/Tax Rates). 
 
 

Note:  Billing items added manually require the user to manually compute the 
total item tax and to enter it in the Tax column on the bill item worksheet. 

 
 
Manually-Defined Billing Items 
 
Items for additional charges can be added to the bill items worksheet.  However, these 
items must be added to the billing after any automated items of labor charges and used 
materials already have been loaded into the bill items worksheet. 
 
 

Special Note:  Manually defined billing items must have mark-ups and 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 the items grouped by 
work order will include only those manually defined items that have specifically 
been identified with valid work order numbers.  However, a billing invoice 
produced with items grouped by project will include all items, including those not 
identified with valid work orders. 

 
 
Any bill items, manually defined or not, also may be deleted. 
 
Milestone Payments And Fixed Price Charges 
 
For customer invoice items that are not desired to be “time & materials,” but instead are 
for charges described as “milestones” or fixed price line items, the following procedures 
apply:   
 

1. Click on Environment/Accounting/Customer Invoice 
2. Either create a new customer invoice or open an existing invoice 
3. Double click on the invoice (or click on the drill-down 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 invoice item. 
6. Click on the Part Type Drop-Down, select “Milestone” item, and then fill in the 

remaining information:  item description, quantity (at 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 included with time and materials line items.     
 
Ad Hoc Changes To Billing Details 
 
All labor information (hours and labor rate) available on this worksheet is editable, 
meaning that the user may modify this information as required.   
 
All material information available on this worksheet is editable, meaning that the user 
may modify this information as required. 
 
If changes are made to quantities and unit prices, the resulting changes to extended 
billable values can be viewed only after saving the changes 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 a draft billing invoice and a “smooth” 
copy invoice.  The draft is exactly the same as the smooth copy with the exception that 
the word “Draft” is displayed at the top of the document. 
 
Draft Billing Invoice 
 
Once the billing data has been completed and saved to the database, a draft copy can be 
printed for review and approval by selecting Edit/Generate Draft of Selected Bill(s) or by 

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

 
 

Figure 8-6:  Billing Item Grouping Options  

 
Grouping by Project:  By grouping the bill items by project, all labor charges are 
consolidated by work center.  All material usage charges are then listed as a total group 
across all work centers. 
 
Grouping by Work Order:  By grouping the bill items by work order, labor and material 
charges are displayed on a per work order basis.  Any items not specifically identified 
with a work order will not be included in this grouping format. 
 
Like Part IDs:  Within whatever grouping has been selected, material items having the 
same Part ID will be consolidated under a single line item and the individual quantities 
summed. 
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Material Items Without Part ID:  The system will assign an equivalent Part ID identifier 
if a material item does not have a Part ID defined by the user.  This equivalent Part ID is 
a composite number:  “bill number – bill item number.”  The following provides an 
example of an equivalent Part ID: 
 
 

1234-4 
 
 
Where “1234” is the bill number, and “4” is the bill item number as defined on the bill 
item worksheet. 
 
 
Smooth Copy Billing Invoice 
 
When satisfied with the invoice, approve it if required by the company business rule, and 

select Edit/Issue Selected Bill(s) or click on the issue button  on the Toolbar.  
Multiple billing invoices can be processed together by highlighting all that need to be 
processed prior to clicking on the issue button. 
 
Figures 8-7 and 8-8 provide sample customer billing documents. 
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Figure 8-7:  Sample Customer Bill Invoice (Items Grouped For Project) 
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Figure 8-8:  Sample Customer Bill Invoice (Items Grouped By Work Order) 
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Options For Sending Customer Billing Invoice 
 
The resulting customer billing invoice document can be printed in hard copy or converted 
to Adobe Acrobat “pdf” file format and emailed to the customer.  To print, click the print 

button .  Other options are available by selecting  Edit/Send To (Figure 8-9). 
 
 
 

 
 
 

Figure 8-9:  Options For Sending Customer Billing Invoice 
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Posting A Customer Billing Invoice 
 
Once the billing data has been completed and saved to the database, it must be posted to 
the accounting software.  Click on Environment/Accounting/Transfer to Accounting 
System.  The Export Accounting Datawindow (Figure 8-10) will open.   
 
 
 

 
 
 

Figure 8-10:  Export Account Datawindow 

 
 
Click on the Customer Invoices selection.  All customer invoice items that have not 
already been successfully posted will be sent to a customer invoice file that can be 
imported into the accounting system.  PERCEPTION will set the customer invoice as 
posted. 
 
 

Special Note:  Posted billing invoices should not be re-issued.  If changes are 
required, a new bill must be created, issued and posted. 
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If the posting needs to be un-posted, this can be done by selecting Environment/ 
Accounting/Unpost Accounting Transfers.  The Export Accounting Datawindow (Figure 
8-11) will open. 
 
 
 

 
 
 

Figure 8-11:  Export Account Datawindow 

 
 
Click on the Customer Invoice selection and enter the date range for the items to be un-
posted.  All customer invoice items that have been successfully set to posted within that 
date range will be set to not posted. 
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Customer Billing Statements 
 
Billing statements summarize the status of a customer’s account.  To generate a 
statement, click on Environment/Accounting/Customer Statement.  Figure 8-12 presents a 
sample statement. 
 
 
 

 
 

Figure 8-12:  Sample Customer Billing Statement 



Chapter 8:  Customer Billings 
 

 
104 

 

Customer Billing Report 
 
Details of a customer billing can be displayed with the Customer Billing Report 
(Environment/Accounting/Reports).  Figure 8-13 presents a sample that lists all billing 
labor and material items, as well as applied markups, etc. 
 
 

 
 

Figure 8-13:  Sample Customer Billing Report 
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Chapter 9:  Closing Down Contracts-Projects 
 
 
When contracts and/or contract projects are completed, they can be formally closed down 
in the system. 
 

Closing A Project 
 
To close down a project, open the Project worksheet and retrieve the project.  When the 
user makes a right click on the project to be closed down, the system will display a pop 
up menu (Figure 9-1). 
 
 

 
 
 

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

·  The system will close all work orders in the project, setting the actual finish dates 
to the dates of the last time charge, or if none, to today’s date. 

·  The system will close all project material pallets, setting all required pallet 
quantities to whatever quantities have already been issued and used in production. 

·  The system will close all requisitions, setting all requisition required quantities to 
whatever quantities have already been issued and used in production. 

 
Time charging to completed work orders will follow the same business rules as are in 
effect.  Refer to Chapter “Time Charging Work Orders.” 
 
NOTE:  The closing off process will not close off any purchase orders.  Purchase orders 
must be closed off according to procedures described in the “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 its projects, open the contract worksheet and 
retrieve the contract.  When the user makes a right click on the contract to be closed 
down, the system will display a pop up menu.  Select Close Contract.  
 
The system will display a warning (Figure 9-3) to the user that the following will occur:  
all projects defined under the contract will be fully closed 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 the PERCEPTION system up and running, the database information 
necessary to conduct business must be loaded.  When any new system like 
PERCEPTION is first installed, there is usually quite a bit of historical information that 
needs to be loaded before the system can be of practical use in the day-to-day operations 
of the company.  This is particularly true for all contracts still in-progress. 
 
The following outlines an approach to loading up necessary historical data. 
 
All previous time charges will have to be loaded by trade, preferably by work order 
(including work center).  However, these can be consolidated into beginning balance 
transactions by dummy work orders using dummy employee clock numbers for the 
consolidated time charges. 
 
Material information specific for project direct purchases: 
 

·  All prior vendor invoices.  PERCEPTION will automatically create corresponding 
requisitions and purchase orders to complement the invoice.  The invoice must 
identify the purchase order number and preferably be itemized by part purchased 
and price.  If itemization is not possible/practical, use of consolidated dummy 
parts can at least provide correct costing information for the project. 

·  All requisition items that have been issued to production need to be withdrawn 
(stock and direct purchased items) from PERCEPTION by work order.  A dummy 
work order can be used as a means for obtaining beginning balances. 

·  All issued purchase orders not yet invoiced.  
·  Purchased items received, but not yet invoiced, must be received into 

PERCEPTION. 
·  All un-issued purchase orders ready to issue. 
·  All material requisitions not yet processed for purchase orders. 

 
All of the above data can best be imported into PERCEPTION either in Microsoft Excel 
or Access data base format.  Cut and Paste operations from other software products also 
can be used. 
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Special Note:  Various data fields have certain limitations such as maximum number of 
characters.  PERCEPTION’s limitations are usually more liberal than other software 
products, such as accounting systems, permit.  Therefore, it is necessary to develop these 
data fields honoring the more restrictive data requirements. 
 
 
PERCEPTION’s data field sizes are listed in the “Getting Started With PERCEPTION” 
manual in the appendix. 
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Appendix I:  ACCPAC Simply Accounting Pro Version 8.5 
 
 
ACCPAC provides a facility for importing transactions from PERCEPTION.  To do this, 
the import file from PERCEPTION must be in text format and must follow the rules as 
described below. 
 
The following restrictions apply for the import processes: 
 

·  Only the types of transactions that can normally be recorded in ACCPAC’s 
Miscellaneous Transactions window can be imported. 

 
·  ACCPAC cannot import transactions that affect the linked Accounts Receivable, 

Accounts Payable, Payroll Advances, Vacation Payable, or Inventory accounts if 
the ACCPAC system has had its history completed for the period. 

 
·  The import process does not update any other modules directly; these updates 

must be initiated after the import process has been completed. 
 

Importing PERCEPTION Transactions Into ACCPAC General Ledger 
 
ACCPAC’s Miscellaneous Transactions window imports only transactions for the 
General Ledger system.   
 

Instructions For ACCPAC Import Formats 
 
Every general ledger transaction must contain at least two (2) rows of data:  a header row 
and the detail row(s). 
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The first row (header line) of every transaction must include the following: 
 

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

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

3. A comment enclosed in straight quotation marks.  The comment field is 
limited to a maximum of 39 characters, and may include the PERCEPTION 
transaction code with a suffix document number. 

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

1. The general ledger account number (maximum of 11 characters) followed by 
a comma. 

2. The amount, followed by a carriage return.  Debits are entered as positive 
amounts, credits as negative amounts.  The amount must contain a period and 
two decimal places. 

 
 
There can be any number of detail lines per transaction in the file, but the amounts must 
balance.  If they do not balance, ACCPAC will not allow any of the transactions to be 
imported. 
 
The following Figure I-1 provides an example of PERCEPTION transactions for the 
ACCPAC General Ledger system. 
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Line Type Text Entered into the ACCPAC Import File  
Direct Purchase Vendor Invoice (2 Projects):    
Header Line 10-111-01,"INVC ,” "Vendor-Alpha Marine Inc." 
Detail Lines 3201,100.00 
  3202,50.00 
  2500,-150.00 
Stock Replenishment Vendor Invoice:   
Header Line 10-111-01,"INVC ,” "Vendor-Alpha Marine Inc." 
Detail Lines 1603,100.00 
  2500,-100.00 

Stock Adjustment - Unit Price:   
Header Line 10-111-01,"PRICEADJ ,” "PFL/150-10" 
Detail Lines 1604,250.00 
  1603,-250.00 
Stock Adjustment - Quantity:   
Header Line 10-111-01,"STKADJ ,” "PFL/150-10" 
Detail Lines 1604,25.00 
  1603,-25.00 
Stock Withdraw to Project:   
Header Line 10-111-01,"SWDRW,” "PFL/150-10" 
Detail Lines 3201,50.00 
  1603,-50.00 
Customer Invoice:   
Header Line 10-111-01,"BILL ,” "Customer-Transmarine" 
Detail Lines 3001,-15010.00 
  1500,15010.00 

 

Figure I-1:  Sample ACCPAC G/L Transactions 

 
 
In the ACCPAC home window, select Import/Export/Import Miscellaneous Transactions 
from the main menu.  Then, select the PERCEPTION file to import and click OK. 
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Appendix II:  Peachtree Accounting Version 8 
 
 
Peachtree Accounting provides facilities for importing PERCEPTION transactions.  Its 
Import/Export functions has the following features: 
 

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

 
Peachtree Accounting can read data files created by other accounting programs, 
spreadsheets, database programs, or even word processing files.  The data file must be a 
comma delimited text format (.CSV) file and must contain the same fields and number of 
fields that Peachtree Accounting uses. 
 

Importing PERCEPTION Transactions Into Peachtree General Ledger 
 
Peachtree Accounting’s general ledger system requires an import file from 
PERCEPTION that is a comma delimited text format (.CSV).   
 
The Toolbar at the top of the window contains the following buttons: 
 

·  Close 
·  Delete 
·  Import 
·  Export 
·  Help 

 
The Select Import window is used to determine what information is to be imported and 
where it is going. 
 
On the left of the Select Import window is the program area (Accounts Receivable, 
Accounts Payable, Payroll, and so on), where you select what type of data you want to 
import.  When you select a program area, Peachtree Accounting displays a list of field 
templates associated with that area on the right.  Once a field template is selected 
(highlighted in the list), Peachtree displays its description at the bottom of the window. 
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For a list of standard import/export templates, field names, 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 side of the window to display a list of 
available templates, which you can choose to import. 
 
Peachtree Accounting Import Process 
 

Select the  button in the Select Import window to transfer information from 
PERCEPTION to Peachtree Accounting.  Peachtree Accounting can accept information 
from files using comma-separated-value format.  
 
Peachtree Accounting “Import” uses files, records and fields when receiving 
PERCEPTION data. 
 
File:  A file is a group of related records.  Areas of information that can be imported into 
Peachtree Accounting are as follows: 
 

·  Accounts Receivable 
·  Accounts Payable 
·  Payroll 
·  General Ledger 
·  Inventory 
·  Jobs 
·  Account Reconciliation 
·  All Files - for specialized importing from other software packages 

 
Record:  A record is a group of fields that contains information on one subject.  When a 
file has been selected to import, the records that are moved are those that the user has 
selected using the filter. 
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Fields:  The import process imports individual fields of information.  The fields that are 
imported are the fields that are included when using the Export button and Include 
Headings option is selected on the Export tab. 
 
Peachtree Accounting Import Process For General Ledger 
 
To import the PERCEPTION transaction file into Peachtree Accounting General Ledger 
do the following steps: 
 
1. Open Peachtree Accounting 
2. Open database 
3. Click on File/Select Import/Export 
4. On left side of window, click to highlight General Ledger 
5. On right side of window, click to highlight General Journal 
6. Click Import 
7. On the rows of data to import, click off the 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. Select transactionfilename 
11. Click OK 
12. Click Yes to continue 
 
Peachtree will then import the PERCEPTION transactions into the Peachtree Accounting 
general ledger.  
 
NOTE:  Make sure the transactions are for the same month as currently set for the 
PEACHTREE database.  The month period is displayed at the bottom right corner of the 
PEACHTREE window. 
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Peachtree Accounting Import Process For Accounts Payable 
 
To import the PERCEPTION transaction file into Peachtree Accounting Accounts 
Payable do the following steps: 
 
1. Open Peachtree Accounting 
2. Open database 
3. Click on File/Select Import/Export 
4. On left side of window, click to highlight Accounts Payable 
5. On right side of window, click to highlight Accounts Payable 
6. Click Import 
7. On the rows of data to import, click off the boxes for data not available for import 
8. Click on tab labeled Options 
9. Click on Import/Export file 
10. Select transactionfilename 
11. Click OK 
12. Click Yes to continue 
 
Turn off all un-used data columns available in Peachtree Accounting import process.  
Data required are the following: 
 

·  Vendor ID 
·  Vendor Invoice Number (maximum of 20 characters) 
·  Transaction Date (month-day-year separated by slashes) 
·  Due Date for Invoice Payment (month-day-year separated by slashes) 
·  A/P Account Number (maximum of 15 characters) 
·  Number of Distributions (2-147) 
·  G/L Account Number for Distribution (maximum of 15 characters) 
·  Amount for Distribution positive value is a debit; negative a credit 

 
Peachtree will then import the PERCEPTION transactions into the Peachtree Accounting 
Accounts Payable. 
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Peachtree Accounting Import Process For Accounts Receivable 
 
To import the PERCEPTION transaction file into Peachtree Accounting Accounts 
Receivable do the following steps: 
 
1. Open Peachtree Accounting 
2. Open database 
3. Click on File/Select Import/Export 
4. On left side of window, click to highlight Accounts Receivable 
5. On right side of window, click to highlight Accounts Receivable 
6. Click Import 
7. On the rows of data to import, click off the boxes for data not available for import: 
8. Click on tab labeled Options 
9. Click on Import/Export file 
10. Select transactionfilename 
11. Click OK 
12. Click Yes to continue 
 
Turn off all un-used data columns available in Peachtree Accounting import process.  
Data required are the following: 
 

·  Customer ID 
·  Customer Invoice Number (maximum of 20 characters) 
·  Transaction Date (month-day-year separated by slashes) 
·  Due Date for Invoice Payment (month-day-year separated by 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 15 characters) 
·  Tax Type whole numeric 
·  Amount for Distribution positive value is a debit; negative a credit 
·  Sales Tax Authority for Distribution (maximum of 8 characters) 

 
Peachtree will then import the PERCEPTION transactions into the Peachtree Accounting 
Accounts Receivable. 
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Instructions For Peachtree Accounting Import Formats 
 
The following provides instructions for developing the import formats for Peachtree 
Accounting: 
 
Before you import the file from an outside program, use the Export function to export the 
corresponding Peachtree Accounting file.  Be sure to select the Include Headings check 
box on the Export tab.  Then you can see the number, order, and names of the fields that 
compose the Peachtree Accounting data file.  Often, the application from which you are 
exporting the data file lets you specify the number and order of fields. 
 
The type of information you can import is the same as what is entered on the Maintain 
and Task windows.  For example, you can import customer, vendor, employee, or 
inventory item records (Maintain) and transactions with them (Tasks). 
 
The type of information you can export to another application is similar to what is listed 
on reports.  The way you choose information to import or export is similar too, with 
filters to select the fields. 
 
Field Lists 
 
Import/export field lists contain formats required for maintenance information 
(customers, vendors, general ledger accounts, employees, inventory items, and jobs) and 
transaction information (general, purchase, cash disbursements, inventory assemblies, 
inventory adjustments, sales, cash receipts, quotes, sales orders, purchase orders, and 
payroll). 
 
Important:  Please read the "Import/Export" chapter in the Peachtree User's Guide first 
before using the import/export field lists.  The field lists are intended as a reference 
source that will help you put to use the procedures and information provided in the 
manual. 
 
Blank Values And Boolean Values 
 
For the most part, an imported blank field is considered zero or the Boolean value of 
"FALSE" for numeric and Boolean fields respectively. 
 
Valid values for imported Boolean fields are blank, "TRUE,” "True,” "FALSE,” or 
"False" (excluding the quotation marks). 
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Quotes In Memos And Descriptions 
 
Avoid using double quotation marks in names, memos, or description text.  For example, 
double quotes are used as inch marks or in quoted phrases.  If the export/import process 
detects that a field value contains a comma, it automatically adds double quotes at the 
beginning and end of that field.  It does this to allow commas and other punctuation 
within the text.  If you also include double quotes in the text, the import will not 
understand where the end of the text is.  These quotation marks could change your 
intended field order and produce import errors. 
 
Peachtree Accounting General Ledger Transaction Format 
 
Every general ledger transaction must contain at least two (2) rows of data.  The first row 
of every transaction must include the following: 
 
The bold data fields (#1, 4, 5 & 7) identified in the list below are required.  The others 
may be turned off in the import process. 
 

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

 
2. The source reference of the transaction (may be a blank field).  This source 

identification is limited to a maximum of 20-characters and must be enclosed in 
straight quotation marks. 

 
3. Date Cleared in Bank Reconciliation.  (PERCEPTION does 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 characters), for a line of 
distribution. 

 
6. A comment for a line of distribution enclosed in straight quotation marks.  The 

comment field is limited to a maximum of 160-characters, and may include the 
PERCEPTION transaction 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. Peachtree Job ID is not used by PERCEPTION other 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 same information as the first row, but 
pertinent to each of the remaining distribution general ledger accounts.  Figure II-1 
illustrates text transactions for Peachtree 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 



Appendix II:  Peachtree Accounting Version 8 
 

 
123 

 
Peachtree Accounting Accounts Payable Transaction Format 
 
Every accounts payable transaction must contain the following information. 
The bold data fields (#1, 2, 3, 15, 18, 25, 31 & 33) identified in the list below are 
required.  The others may be turned off in the import process. 
 

1. Vendor ID (maximum of 20 characters).   
2. Invoice Number (maximum of 20 characters).   
3. Transaction date (month-day-year separated by slashes).  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 bill from vendor, otherwise, 

FALSE.   
6. Drop Ship Customer ID.  Must be valid customer ID in A/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 transaction. 
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 or not to print PO.  Choices: 

TRUE or FALSE, where TRUE indicates print after line items, and FALSE 
indicates print before line items.   

22. Beginning Balance Transaction.  Boolean indicates transaction is a beginning 
balance for vendor.  Choices: TRUE or FALSE, where TRUE 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 applied to PO; otherwise 

FALSE.   
25. Number of distributions.  Number of distributions in the transaction (from 2 

to 147).  The number of distribution for a beginning balance must be one (1). 
26. PO Number (maximum of 20 characters).   
27. PO Distribution.  Real Number corresponding to row distribution number. 
28. Quantity.  Real numeric for a line of distribution. 
29. Item ID (Part ID) alphanumeric (maximum of 20 characters). 
30. Description (maximum of 160 characters), for a line of distribution. 
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31. G/L Account (maximum of 15 characters), for a line of 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.  Boolean choices TRUE or 

FALSE. 
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Peachtree Accounting Purchase Order Journal Transaction Format 
 
Every accounts payable transaction must contain the following information.   
The bold data fields (1, 2, 3, 18, 25, 31 & 33) identified in the list below are required.  
The others may be turned off in the import process. 
 
 

1. Vendor ID (maximum of 20 characters).   
2. PO Number (maximum of 20 characters).   
3. Transaction date (month-day-year separated by slashes).  For example, enter 

October 14, 2001 as 10/14/01.   
4. Closed.  Boolean TRUE if PO is closed; FALSE if still open.   
5. PO Good Through Date (month-day-year separated by slashes).   
6. Drop Ship.  Boolean – TRUE if used.   
7. Reference Drop Ship Invoice # (maximum of 20 characters). 
8. Drop Ship Customer ID.  Must be valid customer ID in A/P 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 transaction. 
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 or not to print PO.  Choices: 

TRUE or FALSE, where TRUE indicates print after line items, and FALSE 
indicates print before line items.   

22. Beginning Balance Transaction.  Boolean indicates transaction is a beginning 
balance for vendor.  Choices: TRUE or FALSE, where TRUE 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 applied to PO; otherwise 

FALSE.   
25. Number of distributions.  Number of distributions in the transaction (from 2 

to 147).  The number of distribution for a beginning balance must be one (1). 
26. PO Number (maximum of 20 characters).   
27. PO Distribution.  Real Number corresponding to row distribution number. 
28. Quantity.  Real numeric for a line of distribution. 
29. Item ID (Part ID) alphanumeric (maximum of 20 characters). 
30. Description (maximum of 160 characters), for a line of distribution. 
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31. G/L Account (maximum of 15 characters), for a line of 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.  Boolean choices TRUE or 

FALSE.   
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Peachtree Accounting Accounts Receivable Transaction Format 
 
Every accounts receivable transaction must contain the following information.   
The bold data fields (1, 3, 18, 23, 24, 29, 36, 38, 39, & 41) identified in the list below 
are required.  The others may be turned off in the import process. 
 

1. Customer ID (maximum of 20 characters).   
2. Invoice Number (maximum of 20 characters).   
3. Transaction date (month-day-year separated by slashes).  For example, enter 

October 14, 2001 as 10/14/01.   
4. Quoted.  Boolean TRUE if transaction is a quote; FALSE if A/R transaction 

(default if blank).   
5. Quote Number (maximum of 13 characters) used only if Quote is TRUE.   
6. Quote Good Through Date (month-day-year separated by slashes).   
7. Drop Ship.  Boolean TRUE if used.   
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. 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 transaction. 
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; a negative 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 or not to print the invoice note.  

Choices: TRUE or FALSE, where TRUE indicates print after line items, and 
FALSE indicates print before line items.   

27. Beginning Balance Transaction.  Boolean indicates transaction is a beginning 
balance for customer.  Choices: TRUE or FALSE, where TRUE indicates 
beginning balance, and FALSE indicates regular transaction.   

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 beginning balance must be one (1). 
30. Apply to sales order.  Boolean TRUE if distribution is applied to order; otherwise 

FALSE. 
31. Quantity.  Real numeric for a line of distribution. 
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32. Sales Order Number.  Must match a valid Sales Order number in Peachtree, 
followed by a comma 

33. Item ID (Part ID) alphanumeric (maximum of 20 characters). 
34. Sales Order Distribution.  Real number required when saving a distribution to a 

Sales Order. 
35. Description (maximum of 160 characters), for a line of distribution. 
36. G/L Account (maximum of 15 characters), for a line of distribution. 
37. Unit Price for a line of distribution. 
38. Tax Type.  Whole numeric (refer to Peachtree for 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 to Peachtree for details. 
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Appendix III:  Great Plains Dynamics 
 
 
Great Plains provides a facility for importing transactions from PERCEPTION.   To do 
this, the import file from PERCEPTION must be in text format and must follow the rules 
as described below. 
 
The following restrictions apply for the import processes: 
 

·  Only the types of transactions that can normally be recorded in Great Plains 
Dynamic’s Miscellaneous Transactions window can be imported. 

 
·  The import process does not update any other modules directly; these updates 

must be initiated after the import process has been completed. 
 

Importing PERCEPTION Transactions Into Great Plains 
 
PERCEPTION generates tab delimited data files for the Great Plains Accounting system.  
Each data file contains the data for one type of transaction from PERCEPTION:  
 

1. For Vendor Invoices, a data file named Vouchers.txt is created.   
2. For Stock Withdraws a data file named StockWDRW.txt is created, and  
3. For Stock Receipts a file named StockRECV.txt.  
4. Stock Adjustment transactions are in a data file named StockADJ.txt. 
5. Payroll time charge transactions are in a data file name Payroll.txt.   

 
Each of these data files contain balanced (Debit and Credit) G/L transactions for each 
transaction in PERCEPTION on a line-by-line entry. In other words, each line of data in 
the file represents one balanced transaction. 
 
All PERCEPTION transactions that can be imported into Great Plains Dynamics have the 
same formats as the Generic Transactions described in Chapter 2, “Basic Accounting.” 
 
These files can be imported into the Great Plains accounting system using the Great 
Plains Integration Manager, an optional software package from Great Plains.  This 
software maps the data from each of the PERCEPTION data files into the appropriate 
transaction batch processor in Great Plains, where it can be edited if necessary and 
subsequently posted. 
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