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Chapter 1 ï Application Setup 
 

General Setups 
 

Category Group 
The category group is used to group similar cost categories, such as employee hours, materials 

and travel expenses. It is also used to setup accounts used when posting to general ledger. 
Where Used: Category Group is a field on the job category. 

 

To navigate to the Category Group Setup:  

Setup & ExtensionsĄManual SetupĄCategory Group 

 

 

 
 

Name: Name the category group. 

Description: Description of the category group. 

Valid for: Restricts your choices on the screens related to your selection. 

Options are: 
Labor: Allows postings to time entry. 

Expense: Allows postings to expense reports, purchase orders, and purchase invoices. 

Burden: Allows postings to indirect costs during allocation. 

Fee: Allows postings to sales orders and sales invoices. 

Cost Account: Identify the g/l account that the cost for this group should post to. 

Revenue Account: Identify the g/l account that the revenue for this group should post to. 
Where Used: This is used during invoice posting. 

Accrued Revenue: Identify the g/l account that is credited when recognizing revenue. 
Note: During the invoice posting process, the revenue accrued is reversed. 
WIP Sales Value: Identify the g/l account that is debited when recognizing revenue. 
Note: See job posting for more information on how the above g/l accounts post from jobs to general ledger 
 

 

  



10 
Revision 1.10 

Category Group Resource Class 
The category group resource class setup table is used in conjunction with the category group and 

allows the user to override the g/l account based on a category group and the class code on a 

resource. This feature may be used to map resources to a client site g/l account or to cover 

scenarios where it is necessary to map resources to different labor accounts based on full, part-

time, or consultant and sub-contractor classification. The setup also allows you to map different 

g/l accounts based on pay type.  
Where Used: This is used when posting labor using the time journal, or subcontract labor using a purchase order. 

 

To navigate to the Category Group Setup:  

Setup & ExtensionsĄManual SetupĄCategory GroupĄResource Class 

 

 

 
 

 

 
 

Resource Class Name: Identify the resource class that you are setting up.  

Pay Type: Identify the pay type that you are setting up.  

Cost Account: Identify the g/l account to use for the category group, resource class, and pay type 

selected. 
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Job Category  

The job category setup gives the user the ability to categorize costs across all cost elements by 

creating a job category and assigning a g/l account to it for the purpose of posting costs to the 

general ledger. Job categories without a g/l account will use the g/l account on the category 

group. This allows for scenarios where you may want to track and categorize job costs at a more 

granular level and yet let these costs post to one g/l account. 

 

Navigate to the Job Category List:  

Setup & ExtensionsĄManual SetupĄJob Category 

 

 

 
 

Name: Identifies a category group using a unique name.  This is a required field.   
Where Used: Used when you post labor transactions to identify the cost account. 
Description: A short description of the job category.  
Where Used: The description appears in the resource journal, the Time Journal, or the sales lines. 
Category Group: Job categories are assigned to a category group.  (Ex. Category group ñtravelò 

with ñlodgingò and ñmileageò as job categories. 

Valid for: This field defaults from the category group and cannot be changed. Restricts your 

choices on the screens related to your selection. 

Options are: 
Labor: Allows postings to time entry. 

Expense: Allows postings to expense reports, purchase orders, and purchase invoices. 

Burden: Allows postings to indirect costs during allocation. 

Fee: Allows postings to sales orders and sales invoices. 

Cost Account: Assign the g/l account used to post costs to the general ledger.  

Revenue Account: Assign the g/l account used to post revenue to the general ledger. 

Accrued Revenue: Assign the g/l account used to post accrued revenue to the general ledger. 

WIP Sales Value: Assign the g/l account used to post WIP Sales Value to the general ledger. 
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Click Edit  in the ribbon to open the Job Category Card.  All fields setup on the Job Category list 

page will be prefilled when the job category card is opened.  
Note: The Job category g/l account may be left blank. The g/l account on the category group will be used instead. This 

allows for scenarios where you may want to track costs using job categorize job that post to the same g/l account. A 

typical example where this is desirable is labor categories. 

Note: See job posting for more information on how the above g/l accounts post from jobs to general ledger 

 

 

 
 

Expense Cost: This table is used to set up the unit costs for expense job categories.   

Highlight an expense job category and select Expense Cost in the ribbon of the job category list. 

 

This will open the Expense Category Cost Setup page. 

 

 

 
 

Starting Date: Identify the date that the unit cost will be effective for the job category. 

Unit Cost: Identify the Unit Cost amount. 

Government Contractor Setup 

The government Contractor Parameters setup is used to identify categories for fees, categorize 

jobs used for benefits tracking, global dimensions, and other overall setups that drive system 
behavior. 

 

To Navigate to GC Parameters:  

Setup & ExtensionsĄManual Setup ĄGovernment Contractor SetupĄGovernment Contractor 

Parameters 
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General Tab 

Allocation Nos: The number series used for the document number for the allocation routine. 

Fee Category: Identify the job category for standard fees. 

Award Fee Category: Identify the job category for award fees. 

Incentive Fee Category: Identify the job category for incentive fees. 

Wages Payable Account No: Identify the g/l account that should be used for wages payable. 

Post to Wages Payable in Detail: If selected, the time journal posting will not be summarized.  

Withholding Account No: The G/L account used to track withholding. 

In Excess Category Name: The job category that will be used to track amounts in excess of 

funding limits. 

Un-Allowable Category Name: The job category that will be used to track unallowable costs.  

Booking unallowable costs to this category will prevent Job Planning Lines from being created. 

Override Blocked Jobs for User: This feature allows the allocation routine to allocate costs 

even if the job has been blocked for posting. 

Override Expiration Date: Set the expiration date for the blocked job override. 

 

Purchasing Tab 

Expense Report Advance Account No: The ledger account used when creating purchase orders 

from expense reports. 

P.O. Modification Tracking: If selected, the system will automatically archive POôs in order to 

maintain a history of changes. 

Use Pay When Paid: When running the suggest vendor payment function in the payment journal 

the system will use this field to verify if payment from the customer has been received before 

suggesting the voucher for payment. 

Pay When Paid Pmt. Method: Identify the payment method code that should be assigned to the 

vendor card if the vendor should only be paid upon customer payment.  
Note: If the purchase order is created prior to the pay when paid payment method code is assigned to the vendor card 

the purchase order will not be processed as pay when paid. 

Delete Purchase Orders: If selected, purchase orders are removed once received and invoiced. 

Company Paid Reconcile Account: This ledger account is credited when a charge on an 

expense report is marked as company paid. 
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Timesheet Tab 
Timesheet Period Name: Identify the default timesheet period. 

Compensated Time Used: Identify the job that you will use to update with used comp time. 

Compensated Time Earned: Identify the job that you will use to accrue comp time. 

Un-Compensated Time:  Identify the job that will accrue the hours above the normal hours per 

pay period and the Comp Time Accrual At project setup selection. 
Where Used: These setups are used in the Calculate Comp Time function on the Time Journal. 

Rounding: Identify the job that you will use to accrue rounding entries. 

Cost Dimension Priority: The cost dimension on a transaction is determined by this setup. 

Options are: 
Job  

Resource 

 

Cost Pool Tab 

The system uses the following dimension codes to track costs attributable to a department, job, 

and task.  This allows the allocation routine to correctly compute the burdens allocated. 

Cost Dimension Code: Identifies the dimension used to track cost.  This is typically the 

department dimension. 

Job Dimension Code: Identifies the dimension used to track job costs in the general ledger.   

Task Dimension Code: Identifies the dimension used to track job task costs in the general 

ledger. 
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Report Layout 
 

The report layout page provides the user with the ability to create and save custom reports.  

 

To navigate to Report Layout: Setup & ExtensionsĄManual SetupĄReport Layout Selection 

 

Name and provide a short description of your report on the report layout list page. 

 

 

 
 

While the report line is selected on the report layout list page select Edit Layout  in the ribbon to 

customize the report. 

 

Column Layout: The column structure is setup via the Column Layout link at the top of the 

page.  The applicable column structure is then selected on the report layout list page in the 

Column Name field.   
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Job Queue Category List 
Enter a descriptive code that can be used to group the invoices.   
Ex. Project Invoices prepared by different employees can be grouped under a unique Job Queue Category.  

 

To navigate to the Job Queue Category List: 

AdministrationĄApplication SetupĄJob QueueĄJob Queue Category List 

 

 

 
 

Code: Enter a code that describes the job queue category. 

Description: Enter a short description of the job queue category. 
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Job Queue Scheduler 
The Job Queue Scheduler provides the ability to schedule the creation of invoices overnight and it 

allows you to automate the generation of report layout reports. 

 

Job Queue Category: Identify the Job Queue Category. 

Type: Select the type of function you are scheduling. 

Options are: 
Invoice Creation: This will create invoices for the job and schedule selected when the function is run. 

Report Layout:  

Billing Job No: Identify the job number that you are generating invoices for. 

Billing Group Name: Identify the billing group that you are generating invoices for. 

Billing Group Multi Select: This is selected if you are generating multiple invoices using the 

multi select option in the billing group setup. 

Report Layout Job Filter: This range of jobs is assigned if the type selected is report layout. 

Report Layout WBS Filter:  This WBS Filter is assigned if the type selected is report layout. 

Report Layout Name: This report layout name is assigned if the type selected is report layout. 

Status: This field indicates whether the line is currently being processed or if it is waiting for 

further action. 

Period From: This is the start date for the report being generated. 

Period To: This is the end date for the report being generated. 

Recalculate Period: Once the report is generated the period from and to dates are recalculated 

using this setup. 

Recurring Frequency: Enter the frequency with which this report will be run. 

Next Run Date: This report will not be run prior to the date populated here.  This prevents 

incorrect generation of invoices. 

Expiration Date: Identify the date that the system should no longer submit the line to the job 

queue. 

 

Submit to Job Queue: This will queue the invoices for generation.  Set a filter on the job queue 

category code before using this function.  All lines within the filter will be submitted for invoice 

generation. 

 

Job Queue Entry: Use this function to see the jobs that are currently in the queue and to see if 

there were any errors. 

Job Queue 

The Job Queue page enables users to schedule and run specific reports and code units.  In the GC 

module it will be used to automate invoice creation.  

To navigate to the Job Queue:  

AdministrationĄApplication SetupĄJob QueueĄJob Queue Entries 
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Code: Enter a code that describes the job queue. 

Description: Enter a short description of the job queue. 
Note: For advance setup instructions including the use of the NAS (Navision Application Server) refer to the Dynamics 

NAV documentation. 
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Resource Setups 
 

Timesheet Period 

Timesheet period is a user configurable feature that gives the user the capability of having 

multiple timesheet periods and choosing which one to assign to a resource. This allows for 

scenarios where you may have employees on different pay cycles.  

 

To navigate to Timesheet Period:  

Setup & ExtensionsĄManual SetupĄTimesheet Period 

 

 

 
 

Name: Name the timesheet period. 

Description: Description of the timesheet period. 

Period Frequency: Identify the frequency of the timesheet period. 

Options are: 
Week: A new period will begin every 7 days. 

Bi-Weekly: A new period will begin every 14 days. 

Semi-Monthly: There will be two pay periods per month. 

Monthly: A new period will begin on the 1st of every month. 

Fiscal Period: A new period will begin at the start of the next fiscal period. 

Other: The periods will be defined by the user. 

Auto Split Week: Auto split week will create a new timesheet if you are on a weekly or bi-

weekly cycle and calendar month end comes in the middle of the cycle. 

Week Starting Date: Identify the day that your pay period should begin. 

Weekday Start: Identify the first working day in the timesheet period. (Ex. 1 - Monday) 

Weekday End: Identify the last working day in the timesheet period. (Ex. 5 - Friday) 

Weekday Start Name: This will be populated by the system per your weekday start selection. 

Weekday End Name: This will be populated by the system per your weekday end selection. 

Hours per Pay Period: Enter the number of regular hours in the pay period. 

Compensated Time Accrual At: Once this number of hours worked is reached by a salary 

employee, they will start to accrue compensated time on the subsequent hours worked. 

 

After the structure of your timesheet period has been created the Periods function in the ribbon 

should be used to generate timesheet periods within the established guidelines.  
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Working Time Calendar 
The working time calendar allows you to determine regular working days, weekends, and 

holidays for a group of users. This calendar will be used to determine when missing time email 

notifications will be sent.  

 

To navigate to working time calendar:  

Setup & ExtensionsĄManual SetupĄWorking Time Calendar 

 

 

 
 

Name: Name the working calendar 

Description: Short description of the working calendar  

 

Select Working Times in the ribbon to open the working times edit screen.   

The working times edit screen is used to create/modify the schedule.  A new schedule is 

populated using the ñCreate Working Timeò function found in the ribbon of this screen. 

 

 

 
 

Identify the starting week day and the ending week day and the table will be created for your 

working time group.  Update the table for any holidays or exceptions to the normal schedule.   
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Time Zones 
An employee is assigned a time zone. This time zone will be used to provide daily notifications 

and to determine time in advance rules.  The time zones are based off of the positive or negative 

offset from the Coordinated Universal Time (UTC) designations.  

 

To navigate to time zones: Setup & ExtensionsĄManual SetupĄTime Zones 

 

 

 
 

Name: Name the time zone that you are setting up. 

Description: Description of the time zone. 

UTC Offset Hours: Enter the time zones offset hours from GMT (Greenwich Mean Time). 

UTC Offset Minutes: Enter the time zones offset minutes from GMT (Greenwich Mean Time). 
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Benefit Accrual 
 

The benefit accrual setup is used to setup the attributes of your PTO codes in NAV. 

 

Navigate to the time posting group setup:  

Setup & ExtensionsĄManual SetupĄBenefit Accrual 

 

 

 

Code: Define the benefit accrual code 

Description: The description for the accrual code 

Accrues Benefits: Identifies hours associated with this code as earning variable benefits 

Exclude From Benefits Earned Calculation: Identifies codes that do not earn benefits 
Where Used: This setup is used when the benefit earned calc. method on resource setup is hours worked (e.g. PTO). 
Accrual Account No: Identifies the g/l account used to make the accrual entry 

Expense Account No: Identifies the g/l account used to expense the cost 

Exclude From Labor Statistical: Hours associated with this code are ignored and will not post 

to the labor statistical accounts selected on resource setup. 

Payroll Integration Code: Identifies the code used to get ADP, Pay-Chex, and NAV payroll 

setups. 
Where Used: These setups are used when time journal lines are posted.  Additional lines are posted to the general 

ledger. 
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Benefit Plan 
The benefit plan describes the benefits that are given to an employee. Benefit plans consist of 

benefit accrual codes. These codes describe how benefits accrue for a benefit plan. 
Note: You assign a plan to an employee on the resource card. 

Note: You can have an un-limited number of plans. If an employee has a special plan, you can create a setup specific to 

the employee.  
 

Navigate to the Benefit Plan Page:  

Setup & ExtensionsĄManual SetupĄBenefit Plan 

 

This will open the Benefit Plan List Page.  Name and give a short description of the Benefit Plan 

you are setting up.  Select the line and click Edit in the ribbon.  The Benefit Plan Card will open. 
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No. of months: This field indicates the number of months that an employee should be employed 

before they begin accruing hours toward the selected PTO time posting group. 
Best Practice: This will be 0 for holiday pay if this is provided to employees from the first day of employment.  

Holiday pay may need to be manually adjusted each pay period before payroll is processed dependent on if there is a 

holiday or not.   

Code: The benefit accrual code that should be used for this accrual. 

Hours Earned: The hours the employee will accrue to the selected benefit accrual per pay 

period. 

Max Earned: The maximum number of hours that an employee can retain in this benefit accrual 

code.   
Note: The max amount includes all hours that have been carried over from a previous year. 
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Pay Type 
The pay type setup allows you to configure multiple pay rules for different overtime and shift 

time scenarios.  It is a user defined table that assigns a multiplier to each pay type code and 

determines if the code should be considered as regular time when used.  This setup will also 

determine how the system calculates for the effective rate during labor distribution. 
 

To navigate to pay type: Setup & ExtensionsĄManual SetupĄPay Type 
 

 

 
 

Name: Name the pay type. 

Description: Describe the pay type. 

Base Type: Identify the normal type of pay associated with the pay type. 

Options are: 
Regular: Hours that should be considered regular pay. 

Note: Pay types of base type regular are added to calculate an employeeôs effective rate for labor distribution. 

Overtime: Hours that should be considered overtime pay. 

Overtime Multiplier Salaried: This is the field that the system uses for salaried computation. 

Regardless if the hourly field is populated. 
Best Practice: The regular value is 0. 

Multiplier Hourly:  This is the field that the system uses for Hourly computation. Regardless if 

the salaried field is populated. 
Note: If overtime is setup for salaried employees, overtime is computed by salary divided by hours per pay period (GC 

setup) x the OT rate. 

Default: This is the pay type time entries are defaulted to. Typically this is a regular pay type. 

Payroll Integration Code: Identify the code for ADP, Pay-Chex, and Dynamics NAV payroll. 
 

Payroll Integration Setup 
The payroll integration setup is used to setup the fields needed for integration with ADP, 

Paychex, and the Dynamics NAV payroll modules. 

Code: Define a code for the setup. 

Description: A short description of the code. 

ADP Hours Code: For companies that use ADP, the hours Code Field Name is used to provide 

ADP the field names for special time types such as sick time or vacation. 

ADP Rate Code: If used in the time journal it will be exported with the timesheet lines. 

ADP Other Option:  

Options are: 
Blank 

Other 3 

Other 4 

PayChex Earning Code: Mapping to PayChex table  

Dynamics NAV Payroll Control (Used only if using Dynamics NAV Payroll)  

Where Used: When copying timesheet hours to the payroll module the defined earnings code will be used. 
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Resources Setup 
The resources setup page identifies global setup options for WTE and NAV to include: email 

domain selections, default WTE system settings, ADP import/export mapping tables, Rounding, 

and resource vendor sync setup. 

 

To navigate to Resources setup:  

Setup & ExtensionsĄManual SetupĄResources Setup 

 
 

 
 
Numbering Tab     

Use this tab to specify the default numbering series and other default setups for resources and 

timesheets. 

 

Resource Nos: Specifies the number series used for new resources. To see the number series that 

have been set up in the No. Series table.  This is a required field. 

 

Email Format 

Email Domain: This is the global setup used for company email domain names. 

Email Format: When a resource record is created the email address is generated. 

The options are:   
First Initial + Last Name  

Last initial + First name  

First Name dot Last Name 

Last Name dot First Name 
Where Used: The combination of these two fields generates the employeeôs email address.  You can verify this setup 

via the web tab on the resource card.  If the resource card name is modified the email address will not be updated, 

however, you can edit the email address field directly and do not need to generate a new resource card or project user 

card. 

 

Windows Domain 

When using windows authentication this field has the windows domain name for your 

organization. 
Where Used: When a resource card is created a web user is also created. The login name field on the time and expense 

resource card will be prefixed with a unique domain name.  NAV does not allow duplicate names. 

Note: This field should be left blank when using forms authentication. 
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Benefit Calculation Setups 

Benefit Earned Calc. Method: This selection will be the company default but can be 

overwritten by a resource level setup. 

The options are: 
Fixed Rate - Fixed amount of benefit hours are accrued per pay period.   

Hours Worked ï Benefit is calculated based on the number of hours that are worked.   

Benefit Calc. Recurring Frequency: Identifies how often the Benefit balance should be 

updated. (Ex.1W)  
Where Used: These setups are used to populate the lines in the benefit batch when the ñCalculate Benefits Accrualò 

function is run in the Benefit Journal.  Last accrual date on the resource card must be entered. 

W = Week 

D = Day 

M = Month 

 

Labor Calculation Setups 

Labor Dist. Calc. Method 

The options are: 
Effective Rate ï This option calculates the employee unit cost as (Pay period salary) / (Total regular hours). 

For hourly employees overtime lines are calculated as (Hourly rate) X (OT multiplier)  

Weighted Average ï This option calculates the employee unit cost as (Pay period salary) + (Overtime pay) / 

(Total hours) 

Where Used: This setup is used in the labor distribution calculation in the Time Journal. 

Labor Statistical Option  

The options are: 
Cost will post the cost for a department based on standard setups in combination with the timesheet  

Hours will post the hours for a department based on standard setups in combination with the timesheet.   

Cost home department will always use the department from the resource card. 

Hours home department will always use the department from the resource card. 

Labor Stat. Account No: G/L account number that should be used for labor distribution.  

Labor Stat. Contra Acct. No: G/L account number that should be used for labor distribution 

contra postings. 
Where Used: These setups are used when time journal lines are posted.  Additional lines are posted to the general 

ledger statistical accounts. 

 

ADP Mapping Setup 

This section of the window is a mapping table to setup codes that import and export payroll data 

to ADP.   

 

The fields are as follows: 

Company Code ï This is the company code assigned in ADP. 

Regular Hrs Field Name ï This is the name of the field that regular timesheet hours will be 

entered to.  This field is usually called ñRegularò. 

O/T Hrs Field Name - This is the name of the field that overtime hours will be entered to.   

Import Row Start ï This field is not normally used. 

Resource Col ï This field is not normally used. 

Regular Earnings Col ï This is the name of the field that regular timesheet earnings will be 

entered to.   

O/T Earning Col - This is the name of the field that overtime earnings will be entered to.   

Other Earnings Code Col ï Codes for additional earnings should be posted here.  (Ex. Bonus) 

Other Earnings Col - Additional earnings for preceding other earnings codes should be posted 

here. 

Sequence Col ï This field is not normally used. 

Deduction XI Row Start ï This field is not normally used. 
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Rate Code Field Name ï This field maps rate code field names to associated hourly rate.  When 

a rate code is selected, and an earnings amount isnôt selected, NAV will calculate the earnings by 

multiplying the hours entered by the rate code amount. 

 

Rounding 

Invoice Rounding Required: By default, invoices will have all lines from a timesheet.  

Checking this box summarizes the lines on the invoice per resource and task.  This may be 

required if you have a time entry policy where the default behavior may lead to invoice totals 

being rounded.   

Invoice Rounding Resource: You may want to use this feature if invoices are not rounding as 

needed.  This is typically used when invoices are printed by labor category. 
Where Used: These fields are used together to summarize invoices by labor category or task.  This is needed if time 

entry is in ¼ increments or less.   

Best Practice: If using ¼ hour time increments we recommend using the invoice rounding feature. 

 

Defaults for Resource Vendor Record 

Create Vendor: This is selected if you want the system to automatically create the vendor record 

when the resource is created.  If selected, the values in this vendor record will be updated with the 

information populated in the fields following:  

Vendor Nos: Supplies the number series that the system will use when generating vendor 

records.  If this field is left blank the system will use the next vendor number from the vendor 

number series. 

Vendor Posting Group: Allows you to identify the payable G/L account associated with the 

vendor record.   

Gen. Bus. Posting Group: Grouping or classification of employee vendor records.  This is 

usually defaulted to ñVendorò. 
Where Used: Used for expense report payables to create the vendor record to reduce duplication of data entry.  These 

fields are required for the vendor setup when creating vendor records. 
Best Practice: If the company does not have employees or has a low volume of expense reports turn off this feature. 
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Resource Class 
The resource class setup page identifies category classes that the company uses to classify 

resources and drive general ledger accounts used when labor or wage costs are posted for an 

employee.  Resources can be classified per client site or company site, full time or part time, and 

subcontractor labor.  Unlimited classifications can be established per company requirements.   

 

 

 
 

Name: Identify the name of the resource class. 

Description: Describe the resource class. 

 
Where Used: Once resource classifications are identified, they are used on the resource card, category group, and job 

group resource class setups.   
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Wage Determination Location 
Wage determination location standards, also known as prevailing wage, can be setup using the 

wage determination location setup page.  This allows the user to establish a minimum hourly rate 

for employees, based on their location and job category, for compliance per state or federal 

government regulations.  

 

To navigate to Wage Determination Location: 

Setup & ExtensionsĄManual SetupĄWage Determination 

 

 

 
 

Location Code: Identify the location code that you are setting up. 

Description: Identify the full description name of the location you are setting up. 

 

Once the location has been identified click the Actions tab and Details in the ribbon to set up the 

rates that will be used. 

 

 

Job Category Name: Identify the job category that you are setting up. 

Effective Date: Identify the date that this minimum rate will be effective.  This field is optional. 

Hourly Rate: Identify the minimum hourly rate per the job category and location. 
Where Used: Wage determination location is setup on the resource card.  
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Job Setups 
Contract Type 
The contract type table is used to create contract types for projects awarded.  Tasks created will 

default to the projectôs contract type selected.     
Note: The contract type will print on reports including the sales invoice.  

 

To navigate to the Contract Type Setup:  

Setup & ExtensionsĄManual SetupĄContract Type 

 

Name: Name the contract type. 

Description: Description of the contract type. 

Include in Utilization: Specifies how the system treats time posted against different contract 

types as productive (utilized) or un-productive time for utilization reports and calculations. 
Where Used: Contract type is a field on the job card and the task card. 
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Job Group 
The Job group setup allows you to group jobs for the purpose of revenue recognition and 

reporting. The job group is also one of the sequences the system evaluates in the job posting 

process (see job posting).  

 

To navigate to the Job Group Setup:  

Setup & ExtensionsĄManual SetupĄJob Group 

 

 

 
 

Name: Name the job group. 

Description: Description of the job group. 
Where Used: This is used on the job card. 

Cost Account: Identify the G/L account that the cost for this group should post to. 
Note: The cost account on Job Groups is used to record labor costs for IR&D and B&P projects. 

Allow Time in Advance: This allows employees to charge time in advance to jobs in this group. 

 

Select Edit in the ribbon to setup the additional g/l accounts associated to the job group: 

 

 
 

Revenue Account: Identify the G/L account that the revenue for this group should post to. 

Accrued Revenue: Identify the G/L account that is credited when using when using the revenue 

recognition routine. 

WIP Sales Value: Identify the G/L account debited during the revenue recognition routine. 
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Job Group Resource Class 
The job group resource class setup table is used in conjunction with the job group and allows the 

user to override the g/l account based on a job group and the class code on a resource. This 

feature may be used to map labor to a G/L account based on the job group.  For example, B&P 

labor associated with subcontractors can be posted to the B&P subcontract labor account using 

the appropriate resource class. 
Where Used: This is used when posting labor using the time journal or subcontract labor using a purchase order. 

 

To navigate to the Job Group Resource Class Setup:  

Setup & ExtensionsĄManual SetupĄJob Group 

 

 
 

 

 
 

Resource Class Name: Identify the resource class that you are setting up.  

Pay Type: Identify the pay type that you are setting up.  

Cost Account: Identify the g/l account to use for the job group, resource class, and pay type 

selected. 
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Job Account Group 
The job account group is used to override the g/l account assigned to a job category.  It also 

allows you to restrict a job to job categories selected. For example on B&P projects this feature is 

used to map the job category ñLodgingò to the lodging account in the B&P section of your chart 

of accounts, overriding the direct cost account default setup on the job category.  

 

To navigate to the Job Account Group Setup:  

Setup & ExtensionsĄManual SetupĄJob Account Group 

 

 

 
 

Name: Name the job account group. 

Description: Description of the job account group. 

Restrict to Labor Categories Listed: Restricts postings for the job account group to only the 

labor categories selected on the job account group detail screen. 

Restrict to Expense Categories Listed: Restricts postings for the job account group to only the 

expense categories selected on the job account group detail screen. 

 

Select Details to open the Job Account Group Detail Setup Screen: 

 

 

 
 

Job Category Name: Identify the job category from the job category list. 

Cost Account: Identify the G/L account that the cost for this group should post to. 

Revenue Account: Identify the G/L account that the revenue for this group should post to. 

Accrued Revenue: Identify the G/L account that is credited when using when using the revenue 

recognition routine. 

WIP Sales Value: Identify the G/L account that is debited when using the revenue recognition 

routine. 
Where Used: This is used on the job card and the task card. 

Note: See job posting for more information on how the above g/l accounts post from jobs to general ledger. 



35 
Revision 1.10 

Job Posting 
 

This section describes how the g/l account is selected for each posted transaction (cost and 

revenue). Each transaction evaluates seven setups in the sequence below to identify a g/l account. 

The first setup with a g/l account populated is used. 

 

1 ï Job ï The job card is the first place the system will look for a g/l account selection for 

postings.  G/L selection on the job will override all other g/l selections. 

2 ï Job account group selected on the job ï The job account group can be used to override the g/l 

account selection on the job category.  Ex. Fringe costs for B&P projects. 

3 ï Job group, resource class code - If there is a resource class code selected the cost account 

associated will be used. 

4 ï Job group selected on the job ï Groups jobs for revenue recognition and reporting. 

5 ï Job category ï The job category allows the user to categorize job costs within a category 

group.  Ex. Category group (travel) will have (lodging, per diem) as job categories. 

5 ï Category group, resource class code and pay type ï If there is a pay type selection on the 

resource class table the cost account associated will be used.  If pay type is not selected, but a 

resource class is assigned the cost g/l account assigned to the class code is used.   

Ex. Labor charges when an employee is at a client site vs. labor charges when an employee is at 

the company site should go to different g/l accounts. 

7 ï Category group ï The category group creates groups for common charges. Ex. Travel 

  

When posting cost (labor, expense or burdens) the ñcost accountò field is used. If a cost account 

is setup on the job it is used. If one is not supplied on the job, the job account group is searched 

for a cost account. This continues until a cost account is found. 

 

When posting an invoice the ñrevenue accountò field is used. The same search is performed as 

with the cost account. There are additional fields for revenue accrual. 

 

 

 

 

Job Card

 2
Does the Job Account 

Group have a G/L 
account number 

selected?

1
Is the job card 

populated with a 
G/L Account?

3
Does the Job Group 
resource class code 

have a G/L?

4  
Does the Job Group 
have a G/L Account 

number?

5  
Does the Job Category 

have a G/L Account 
number?

6
Do the Category 

Group and resource class 
code/pay type have  a 

G/L?

7
Does the Category 

Group have  a 
G/L?

2
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Account Set 
 

The account set is used to set a range of accounts that is then assigned during allocation setup. 

 

To navigate to account set:  

Setup & ExtensionsĄManual SetupĄBilling Account Set 

 

 

 
 

Name the account set that you are setting up and click Details in the ribbon. 

 

 

 
 

Effective Date: The date that the account set will be effective. 

From Account: Identify the starting g/l account number in the account set. 

To Account: Identify the ending g/l account number in the account set. 
Note: Multiple lines can be used for breaks in the account set. 
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Department Set 
The department set is used to set a range of departments that is then assigned during allocation 

setup. 

 

To navigate to department set:  

Setup & ExtensionsĄManual Setup ĄBilling Department Set 

 

 

 
 

Name the account set that you are setting up and click Details in the ribbon. 

 

 

 
 

Effective Date: The date that the department set will be effective. 

From Department: Identify the starting g/l account number in the department set. 

To Department: Identify the ending g/l account number in the department set. 
Note: Multiple lines can be used for breaks in the department set. 

Note: The Effective Date should always be in line with a companyôs fiscal year. 

 

 

  




















































































































































































































































































































































































































































