
QUICK GUIDE

Phone: In United States: +1 800 801 1426 In Australia: 1 800 727 102 Worldwide: +61 3 9291 0820 Email: support@ineight.comPhone: In United States: +1 800 801 1426 In Australia: 1 800 727 102 Worldwide: +61 3 9291 0820 Email: support@ineight.com Contract Quick Guide Last Updated:

 CREATE AN ACCRUAL

1. The accrual function can be used for 
services/materials completed but not yet 
invoiced, to create select the tab Accruals & 
Receipts

2. Press the        icon to create a new record. Select 
Accrual and enter the description, select the 
contract and enter the posting date. Press Save.

ACCRUALS

 COMPLETE AN ACCRUAL

1. Press the Save & Submit button

 REVIEW  AN ACCRUAL

1. In the Contract go to the Line Items tab and set 
the view to Accruals/Receipts.  The view will 
now display the total Accruals and Goods 
Receipts against each line item.  The Amount 
field will allow drill through to see each accrual 
posted.

 ENTERING ACCRUAL DETAILS
1. Press the        icon to add the relevant contract 

lines for this Accrual.

2. Select the Type of Accrual and enter the Amount 
for each item.

 ATTACHING SUPPORTING 
DOCUMENT

1. Select the         to attach a scanned copy of the 
Calculations or other supporting Document
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