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Documentation Guide

Enabling IP has produced a number of documents to assist in the setup and support of Quick
Cost.

This section, common to all manuals, lists the available documents and describes the
document’s content.

Enabling IP would greatly appreciate any omissions or errors in any of our documentation

be communicated to info.NZ@enablingip.com

Quick Cost Installation Guide

The Quick Cost installation guide is intended to assist technical staff in the installation
process of establishing a Quick Cost system.

Quick Cost Getting Started Guide (this document)

The Quick Cost installation guide is intended to assist functional consultants in the setup of
Quick Cost and covers topics such as module setup, tutorials and an implementation
guideline.

Quick Cost Outlook Timesheet User Guide

A guide for end users of the Outlook Timesheet.

Quick Cost Billing Manager User Guide

A guide for end users of the Quick Cost Billing and Project Manager.

Quick Cost Data Entry Forms

The Quick Cost Data Entry Forms document provides standard forms on which Quick Cost
configuration information can be captured. These forms can assist in the planning stage of a
Quick Cost installation.

Quick Cost Templates

The Quick Cost Template is an Excel spreadsheet that has a worksheet for each master file in
Quick Cost and allows all master file information to be captured to allow for easy import
into Quick Cost.

Chapter 1
Introducing Quick Cost

This chapter introduces you to Enabling Quick Cost for Sage Accpac. It describes key features of
the program and discusses how Quick Cost integrates with other Sage Accpac modules. It also
looks at what modules and versions are required.

Quick Cost Features
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Quick Cost is an end to end time and billing management system with strong job costing
capabilities orientated to the services industry.
In particular Quick Cost is applicable to the following industries:

IT Services

Consulting Engineers
Accounting Firms
Architects and Surveyors

Quick Cost can also be used as a simple job costing solution. Companies that are using their
Accpac General Ledger Chart of Accounts as a place to cost simple projects can benefit
greatly from Quick Cost through simplification of their Chart of Accounts and improved
reporting.

Quick Cost allows you to manage all aspects of a project:
= Quoting to time and expense capture
= Work-in-progress management including: billing; write-on;
write-off; provisions
= Non-chargeable time and non work-in-progress time
= Supports contract billing and reconciliations

Fully integrated into Sage Accpac, Quick Cost uses the functionality of other modules
including A/P and A/R invoice entry.
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System Requirements

Quick Cost requirements:
= Sage Accpac System Manager 5.5 Product Update 2
= Sage Accpac General Ledger 5.5 Product Update 2

= Sage Accpac Accounts Payable 5.5 Product Update 2
= Sage Accpac Accounts Receivable 5.5 Product Update 2

Quick Cost supports the following databases:

=  Microsoft SQL Server 2000
=  Microsoft SQL Server 2005

Outlook Timesheets supports the following versions of Microsoft Outlook:

= Microsoft Outlook 2003 with latest Service Pack
=  Microsoft Outlook 2007 with latest Service Pack

Web Timesheets requirements:

=  Microsoft 1S 5.0
=  Microsoft IIS 6.0

Quick Cost supports the following deployment options:

= Full client install

=  Windows 2000 Terminal Services
=  Windows 2003 Terminal Services
= Citrix MetaFrame

Quick Cost does not support Accpac web deployment.
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Integration with Other Modules

Integration with
General Ledger,
Accounts
Receivable and
Accounts Payable.

Quick Cost requires the Sage Accpac General Ledger, Accounts
Receivable and Accounts Payable modules.

The General Ledger is required as Quick Cost needs to be configured
with General Ledger accounts. Quick Cost creates journals in the
General Ledger for Work In Progress adjustments.

When doing Accounts Payable invoice entry, an option exists to charge
each line on the invoice to Quick Cost or to the General Ledger.

Summary Invoices can be raised in the Accounts Receivable Invoice
Entry and posted to Quick Cost Projects.

Credits entered in Accounts Receivable related to a Quick Cost
generated invoice (summary or detail) can reverse the invoice in the
Quick Cost project in the process, re-instating all closed work in
progress for re-invoicing or write-off.

Invoices generated using Accounts Receivable re-occurring charges can
be posted to Quick Cost projects.
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Chapter 2

Before Setting Up Quick Cost

This chapter contains an overview of the steps to set up an Enabling IP Quick Cost system
and explains the options you can select during setup.
Read this chapter to gain an understanding of the information you need to prepare before

setting up Quick Cost.

Install and Setup Before you can begin to setup Quick Cost you must:

Other Modules First 1.

w

Install the Sage Accpac System Manager (including Bank
Services and Tax Services), General Ledger, Accounts Payable
and Accounts Receivable

Create a system database and a company database

Choose company-wide options in Common Services

Activate Bank Services, Tax Services, General Ledger, Accounts
Payable and Accounts Receivable

Activate Quick Cost as described in the Quick Cost Installation
Guide document

Quick Cost Project Structure

Quick Cost has uses a simple project structure. At the highest level are
Projects underneath which are Phases and beneath Phases are
Activities. For example:

Project
Phase
Activity

All Quick Cost transactions can be coded either directly to a Project or
to any lower level.

The actual phases and activities can differ from Project to Project.
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Quick Cost Master Files

Options

Expense Types

Teams

Employees

Phases

Activities

Projects

A typical Quick Cost implementation does not require a large number
of implementation steps.

To better understand the information required to implement Quick
Cost this section lists each of the main master files and their purpose.

Allows you to configure Quick Cost application parameters that control
how the application behaves. This function is generally only used by
advanced users and is automatically configured during the
application’s activation.

Allows you to setup expenses that employees can code when entering
their timesheets. Expenses can be reimbursable back to the employee
or can be a standard charge that is not paid back to the employee.

Allows the grouping of employees and projects into logical or physical
teams. Teams specify all General Ledger accounts which are inherited
to employees on creation of an employee record.

Teams are the only source of General Ledger accounts in Quick Cost.
When setting up projects you have a choice of using the project’s team
or the employee’s team to source the General Ledger accounts.

Are the resources that can capture timesheet and expense
information. Employees can be salaried, waged or contracted.

This is the first level through which revenue, time and expenses can be
categorized.

This is the lowest level that revenue, time and expenses can be coded
to.

A list of projects that time and expenses can be coded against.
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Options
There are few global options in Quick Cost. This section describes the options
available. The screen allows you to configure Quick Cost application parameters
that control how the application behaves. This function is generally only used by

advanced users and is automatically configured during the application’s
activation.

The options screen in Quick Cost is different from most modules and works like
an optional field list. Beneath is a screenshot of all of items displayed after a
new activation. Many of these options are no longer required. This section will
discuss the options that can be used.

#,_Finder - Configuration =] 3]
Fle key Settings Global Settings
Find By: | Show all records j FEird Mo Set Criteria

¥ Auto Search

Description =
M OGN TING TREATRENT T e counting Method
2 COMM FOR MOMCHARGEABLE WORE | Calculate Commizsion on Mon-chargeable work
3 EMPLOYEE VENMDOR GROUP AP Vendor Group for Emplopees
4 EXPEMSE &R ITEM Emplopes Expenze AR tem
5 FORCE INTERMAL COMMEMNTS To force internal comments on approvals where the approved amt is dif from the original amt.
& FORCE WEEK SUBMISSION Force week submission
7 PRORATED COST WP MODEL Prorated cost '/IP model M
8 WP EXPENSES Include Expenses in WP M
Help LCancel |

Commission COMM FOR NONCHARGEABLE WORK

On Non Valid values:
Chargeable Y -  Allow a commission on non-chargeable time.
Work N— Do not allow commission on non-chargeable time. Default

If commission is allowed on Non-chargeable time, Quick Cost by default will flag
any non-chargeable time the same status as the commissionable flag in project
setup. In addition during timesheet approvals, non-chargeable time can be
marked commissionable.

Vendor Group EMPLOYEE VENDOR GROUP
Default value: STAFF
When a new employee is created, Quick Cost will reference this setting to
determine the vendor group in Accounts Payable that should be used.
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Expense AR
ltem

Force Internal
Comments

Force Week
Submission

Prorated Cost
Work-In-
Progress
Model

EXPENSE AR ITEM

Default value: AP

Quick Cost will invoice all expenses/disbursements through this Accounts
Receivable item code.

The item specifies the revenue account the expense revenue should go to.

FORCE INTERNAL COMMENTS

Valid values:

Y -  Aninternal comment is required if the approved amount is different from
That submitted. Default

N - Nointernal comment will be required.

FORCE WEEK SUBMISSION

Valid values:

Y —  Timesheets can only be submitted once the full working week has been
entered in the timesheet application.

N -  Timesheets can be submitted at any time. Default.

This is a critical component when using cost based work in progress and
prorating amounts over standard hours. In this situation this must be set to Y

PRORATED COST WIP MODEL

Valid values:
Y -  Time will always be forced back to standard hours
N—  Time will be at actual. Default

For more information please refer to the Quick Cost WIP Guide
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Expense Types

Description

Price Per Unit

G/L Account

Expense Types define the type of expenses staff can claim in Quick Cost
Timesheets.

Expenses are optionally reimbursed to an employee by the staff vendor account
in Accounts Payable.

When Timesheets are posted to Accpac A/P Invoices are created for these
expenses reimbursing the Employee.

Underneath the following screenshot, please find an explanation of the fields of
this entry screen.

] SAMINC - Q/C Expense Types =100 x|
File Help

Type Mumber 14 4 | PMQ O
Descrption |
Price per Urit | 0.000

| Tax I Price Overides

G/L Account | Q, |

[~ Use Team G/L Set

[~ Show far Intermal Projects ™ Show for External Projects

[~ Commizsionable

¥ Mark up percentage (" Mark up fiked amount

I oo

£ Mot Peimburzable (Mo AP Invoices created)

f* ReimbLrzable to Employes [4P [nvoice created for Emplayes)

" Reimbursable to a Yendor [4P created for Yendar)

Wendor Murmber I L% I

Save | Delete | LCloze |

The description is presented to the user in timesheet entry.

The default price per unit for the expense type. The price can be overridden for
a customer or project.

The cost account the expense with be closed to if the expenses are in WIP.
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Show for
Internal
Projects

Show for
External
Projects

Commissionab
le

Mark up for
expenses

Reimbursable
To

Tax Groups

Price
Overrides

This checkbox determines if the expense is available if the project is an internal
(non-WIP) project.

Internal projects are typically used to track administrative functions, leave and
sales activities.

Use this as a filter to allow or prevent an expense type being displayed as an
option for an internal project.

This checkbox determines if the expense available to external projects.
External projects are usually billable or capital projects that deemed productive
and usually incur WIP.

This checkbox determines if the expense type commissionable.

Quick Cost does not have a commission calculation module, but simply marks
each transaction as commissionable or not. This option allows you to specify
that the expense should be marked as commissionable.

This is overridden by the project commissionable flag.

Expenses can be marked up by a fixed amount or a percentage.
The employee is reimbursed at the standard (or client/project specific) rate.
The client is billed that rate plus the mark-up.

If the expense should be reimbursed and, if so, how the expense is reimbursed.
Not Reimbursed: means that it is a charge that the client will receive.
Reimbursed to Employee: will result in an A/P invoice against the employee
vendor in Accounts Payable.

Reimbursed to A/P: will result in an Accounts Payable invoice being created
against the specified vendor in Accounts Payable. This option is useful to capture
expenses at the time of timesheet capture that might normally not be available
until the invoice is received from the vendor.

Enter the tax group that the expense is related to.

Price overrides allow you to setup customer specific rates for the selected
expense type.

In addition the quantity of the expense can be defaulted and, if required, marked
read only to prevent the user from changing it. This option allows quantities
such as mileage/kilometres to be fixed for a specific customer.
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Teams

In Quick Cost employees/staff belong to Teams.

Teams are the only source of General Ledger accounts in Quick Cost. A team
specifies the:

Work In Progress account

Write-On and Write-Off accounts
Provision account

Salary expense and Cost of sale accounts

= =4 —a -9

When creating a project, you can specify that any transaction related to the
project, will draw the General Ledger accounts from either the project team or
the employee’s team. This option allows you to specify if the revenue should
stay with the employee or stay with the project

Underneath the following screenshot, please find an explanation of the fields of
this entry screen.

&4 G AMINC - /C Teams =10 x|

File Help

Team Number 14 4 | P MQ O
D ezcription |

AR Distribution Code | Q

G/L Accounts | G/L Integration I

Revenue Account I

WP Account I
WP Movemnent Account I

Write-On Accaunt
Write-0Ff Account

Pravizion Accaunt

Salany Expenze Account I

PO OO OO »

Cost of Sales Account I

Save I Delete |

||D
[w]
w“
m

Description The name of the team

AR The Accounts Receivable distribution code to use when invoicing.
Distribution

Code
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Revenue
Account

WIP Account
WIP

Movement
Account

Write-Off
Account

Write-On
Account

Provision
Account

Salary
Expense
Account

Cost of Sales
Account

G/L Integration

The Revenue Account is Read only. It is pulled from the A/R distribution code.

The work in progress account is used for timesheet postings, expenses and other
entries that should be posted to it.

The WIP Movement Account is normally a P&L revenue account. If a project uses
the Revenue WIP model, then the credit of the initial WIP entry is posted here.
The credit is reversed when the associated transaction is either invoiced or
written-off.

The Write-Off Account is normally a P&L account for each team which accounts
for Write-Off’s of WIP from billing.

This is often set to the same account as the Write-On account, giving a net write-
off/on for the team when using the Revenue WIP model.

The Write-On Account is normally a P&L account for each team which accounts
for Write-On’s of WIP from billing.

This is often set to the same account as the Write-Off account, giving a net write-
off/on for the team when using the Revenue WIP model.

The Provision Account is normally a P&L account for each team which accounts
for any Provisions from Billing. Provisions are used for reporting and to identify
WIP that is probably going to be written off.

The Salary Expense account is used when a project uses the Cost WIP model.
When the initial timesheet is posted in the cost model the WIP account is
debited and the Salary Expense account is credited.

The Cost of Sales account is used when a project uses the Cost WIP model.
When the transaction is closed, the WIP account is credited and the Cost of Sales
Account is debited. In many cases the Salary Expense and Cost of Sales are the
same account

Use the G/L integration tab to override any G/L segment when posting expenses
or timesheets. This functions works in the same way as Sage Accpac Inventory
Control segment override.
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Employees

Employee
Code
Description
Team

Manager
Name

Start Date

End Date

Employee setup is used to setup and maintain Quick Cost employees/users in the
system. This screen also supports administrative functions like resetting a user’s
password or placing an user’s account on hold.

Underneath the following screenshot, please find an explanation of the fields of
this entry screen.

ERsaMINC - Q/C Employees =10 x|

File Help

Emplaves Code 14 4 | =

M ame |

Team Q,
Q,

tanager Murnber

Start Date 0e6/08/2008 | [~ OnHold

End [ ate LY O Set Pazzword |

Standard “Weekly Hrs Qoo
T arget Billable “weekl, .00

Hourly F ate | 0.00 [T Subcontractor

Internal Cost I Q.00

Login M ame
Role TIMESHEET |

E-Mai |

Save | Delete I Set A ates Cloze |

The employee code is an alpha-numeric code with a length of up to 62
characters. The employee code is used as the Accounts Payable vendor code and
the Accounts Receivable item code when creating a new employee.

The employee/resource name.

The team the employee is associated with.

The manager responsible for the team member. This is used for reporting
purposes and for timesheet approvals.

The date the employee started work. This is used to filter timesheet
requirements.

The last day the employee worked. This is used to filter timesheet requirements.
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On Hold

Hourly Rate

Internal Cost

Login Name

Role

Email

Subcontractor

Set Rates

Set Password

This checkbox marks the employee as being on hold.
An employee on hold is not required/cannot submit timesheets and expense.

The default charge rate for the employee. The charge rate is multiplied by the
number of hours to determine what should be invoiced.

The cost hourly rate of the employee.
If using the cost WIP model, then this rate is used to calculate WIP.

Normally the windows login name of the user or their email address. The login
name is used by the timesheet, project manager, billing manager and other

external applications to validate the user.

Quick Cost supports three security roles:

TIMESHEET - Can submit timesheets. No other rights.

BILLER - Can submit timesheets, can create projects and tasks,
approve timesheets and request invoices.

ADMIN - All biller rights, can create project templates, approve and

post invoices.

The email address of the user. This is used for emailing reminders of outstanding
timesheets.

This checkbox is used for reporting purposes and is also used in the Quick Cost
sub-contractor payment model.

Allows the setup of rates for the employee by customer.
Is overridden by a project.

This button sets the user’s login password.
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Chapter 3

Setting Up Quick Cost

Steps to Setup Quick Cost

Before you can start implementing Quick Cost complete the steps detailed

in the Quick Cost Installation Guide.

Implementation The following chart describes the recommended approach for

Outline

implementing Quick Cost.

Document your G/L Accounts
Work In Progress
WIP Movement
Default Expense
Write On
Write Off
Provision

Document your Expense Types
Expense Type ID
Description
Default Amount
Reimbursable Status
Tax Infomation

Prepare

Document your Teams
ID
Description

Work In Progress G/L account
WIP Movement G/L account
Default Expense G/L account

Write On G/L account

Write Off G/L account

Provision G/L account

Document your Employees
ID

Name
Team
Manager
Default Charge Rate
Cost Rate
Start Date
Standard Hours
Target Hours
Email Address

Activate Quick Cost in Common Services

Configure Quick Cost

Deploy Timesheets and Project Manager (using the Quick Cost Installation Guide)

Enter Projects, Phases and Activites

Implement

Prepare and execute test scripts

Data Conversion Preparation

User Training

Data Conversion

Live
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