Accutrack Jobs Flow Chart

Start by creating a job

Click on Jobs

v

Is this a Firm

Time and Materials | Contract Order or Firm Contract

a Time and
Materials order?

A

Click “Create Empty Job for Costing / Click “Open Job for Costing /
Write a Work Order.” Write a work order.”

v

Choose the estimate
for this job

v

Select Job Order for Select Manufacturing for
Type of Work Order Type of Work Order

A

4

Write a Work Order

Select a sales type and
verify customer / job site
address info

v

Write a Work Order / Open job for costing screen

Enter a PO number (if applicable)
and terms of sale. Also enter any
permit fees, subcontract fees, or
handling at this screen

v

Print Selling Prices?

4

Edit Description
(optional)

Select Shipping
information

4

Print Work Order*

Open Job For
Costing

4

Create Invoice
(Check for “Successfully created new Invoice”)

Time and Material Firm Contract

A
Allocate Linked Materials
With option to link
special items (in Red)**

Request Materials
A from Inventory

Skip Materials Allocation

A
Report Missing
Materials
(for purchasing)

Print Job Shop Copy*
(Bill of Materials)

4

Next and Finish

v

The Order is now written —
continue to Enter Job Cost Data
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Accutrack Jobs Flow Chart

Entering Job Cost Data
(all types of orders)

Click on Jobs

v

Click “Enter Job Cost Data”

A

Select a job

Labor Entry

Materials Entry

A

Enter Labor Costs <

A

A

Select Section / Dept

A

Select Employee and date

Print / View a
Work in Progress Report

Enter Material Costs

A

Select Section / Dept

A

A

Select / Add an item

A

Enter Quantity

and click ADD

A

Done Entering Materials?

\ (Optional)*
Select Pay Code
A
Enter hours and click ADD
A
Done Entering Labor? No
Done Entering BOTH P
Labor and Materials? |
No Yes
Yes
A

Print / View a
Work in Progress Report*

v

Check costing for
errors and omissions

Job is now ready to close

Yes

No
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Accutrack Jobs Flow Chart

Closing a Job
Complete Inside of Complete inside of
Accutrack MSBS
On the day the work order is turned in to the office,
Mark Work Completed
After Printing and (_:hecklng WIP report for errors Adjust T&M Invoice or add Taxes
(Fix errors now) and Fees to Invoice as necessar
Mark as Ready for Posting y
Print / View Invoice is MSBS
For T&M use Blank Invoice Form
For Firm Quotes use Modified Long Invoice Form
In Accutrack Click Jobs | Post Invoice in MSBS and
And then Close Job print posting reports

v

Select job to close
Same as invoice number that was just posted

v

Make selections for Automatic labor factor updates, and for what reports you want.
Always print or save a copy of the Completed Job Report for historical reference.

At this screen you can also change the final selling price of the job.
(Very important for T&M jobs)

Once done click close.

v

Check for “Successfully
completed job close activities

v

Click Close

v

Verify the customer information
and enter any notes for the
customer card.

v
Click Create Card

v

Select the type of Completed Job
Report to print*

The Job is now complete

At this point you should view the customer card and attach
copies of work order documents, notes, photos, files, etc to
the job for future reference.

Items with a * by them indicate that a report is generated in Microsoft Excel. ABC Recommends
saving a copy of these files in a central location for later use and reference.
** During Items Allocation, you do not have to allocate special order or miscellaneous items.
These materials can be added as a non-inventory items during job costing.

Page 3



	Job Costing Flow Chart.vsd
	Page-1
	Page-2
	Page-3


