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Changelog

This changelog contains only significant or other notable changes to the document revision. Editorial or
minor changes that do not affect the context of the document are not included in the changelog.

Rev Date Description
1.0 00-XXX-2021 Initial Release
2.0 00-XXX-2021 EXAMPLE: Updated step 3 in Heading Name to make them consistent with other

steps in the list.
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Logging into Billings (Client-hosted Server)

1. The Billings application is launched by double-clicking the application icon placed on your system or
your desktop by your system administrator. After the application is launched, it will present you with
a login screen.

Account:

InEight’
BILLINGS  Password:

Company: | Billings Internal '|

2. Verify that the company you are logging into is correct and enter your username in the account field,
then enter your password. Click OK.

If this is the first time that you are logging into Billings, leave the password
field blank and simply click OK. The account password can be created under
the user profile tab.

HOME

@
A 6 = ° =

Reset  TheBezier Vacum 3 Undo
Password = - B =

User Management Edit

User: 2]

General

® User Name:

Mame:

A T S i

E-mail:

E

Status: Active

%o

Password:

Confirm Password:

@ @

Clear mabile password

Created:  1/10/2023 5:49 PM
Modified:  1/10/2023 6:51PM
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3. When a new version of Billings has been deployed by your system administrator, you will get a pop-
up message when you attempt to log into the system.

4. Click Yes to upgrade the application. If you choose not to upgrade, you run the risk that your version
can not be compatible with the latest Billings server version, and you will not be able to use the

application until you upgrade. Clicking Yes will close the Billings application and launch the Billings
Updater window.
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Billings Navigation

Navigation Menu

1. Upon entering Billings, the navigation list is collapsed. To view the menu items for navigating
through Billings, there are 2 options:

a) Open the menu by clicking the double arrow, at the top, left corner of the Billings page, as shown
in the image below. This will open the menu to provide the name for each grouping. Click on the
down arrow to open the list of items within the grouping (alternatively, click the up arrow to
collapse the grouping list).

InEight Billings (Billings Internal)

InEight Billings (Billings Internal) =  InEightBillings (Billings Internal)

HOME

v

£ personnel

L& Equipment

== Material
- ch

28 Personnel

pment

)

EN
2
(3

@&

n
0P

i < E @ @

LD

[iif

b) With your mouse, hover over the icon to see the grouping name, then click on the desired icon
to provide you with the list of the items within that grouping.
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InEight Billings (Billings Internal)

HOME

Project Administration

@

0 e = ({3

[y

® © ¥

Billings Setup

Creating a new Division

1. Open the Data Library menu item and click on Division.
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InEight Billings (Billings Internal)

HOME

e Y —v C & Print B}

Add Row Delete Refresh & PrintPreview  Send To
Row(s) -

Personnel Divisions @

Equipment

Mame
o0

Structural Fabrication

mms  Material

Pipe Fabrication
% Personnel Module Assembly

Field Construction

Equipment
e Pipeline
Material Small Projects
Estimating
Headquarters

EM Equipment
Field Construction (Multiple jobs)

2. The Divisions grid will appear. Click on Add Row in the ribbon bar or press the Insert key on the
keyboard.

HOME

A:Q C am Z mE X

addRow | Delete  Refresh @ pontprevew  SendTo Loyout  Close
Rawls) E >

Divisions @

3. The Division setup window will appear. Fill in the Name and the Code fields, both are mandatory.

Divisions must be unique within the database.
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M4 Division m] X

General Detail

Name:

Code:
Status: Active

Motes:

Created:

Modified:

OK, Cancel Apply

4. The Status field will automatically default to Active.

5. Enterin any notes pertinent to the division in the Notes section.

6. Click on the Details tab. This section is used to capture custom field values. (Refer to the Utilizing the
Options Utility section of the Billings Administrator’s Manual for more details on how to set up
custom fields). Populate any custom fields per your organization requirements.

7. Click on Apply or OK, located along the bottom of the setup screen, to save changes.

*Screen Hint: Clicking Apply will save the changes and open a new setup window, allowing user to
quickly make another entry. Clicking OK will save the changes and close the setup window.

8. To view the Divisions grid and all divisions that have been set up, refer to step 1, which should be
open and an active tab.

Any ribbon bar, where there is a Send To function, lets the user to send the active grid to
excel.
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9. The available columns in the Divisions grid are:

e Name
e Code
e Status

If there is a column header that is not currently in view when the grid is open and you
would like to see it, right click on any column header, and select Column Chooser. For
additional support on this feature, refer to the Billings Tips & Tricks section at the end of
this manual on how to manipulate a list view.
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Creating a new Region

1. Open the Data Library menu item and click on Region.

InEight Billings (Billings Internal)

HOME

g = C & Print Ij)

AddRow Delete  Refresh (3 printPreview  SendTo

Row(s)
Regions ©
Equipment
- Name
T Material .
1
Alberta

British Columbia

Payroll (EMP &DSP)

2. The Regions grid will appear. Click on Add Row in the ribbon bar or press the Insert key on the

v
= |= C & = mE X
faddrow |Delete  Refresh @ printPreview  SendTo Layout  Close
Row(s) - b
Regions © -
Name Code Status
o S [
Alberta a8 Active
British Columbia BC
Payrol (EMP &0SP)

Active

PAY-EMP.DSP Active

3. The Region setup window will appear. Fill in the Name and the Code fields, as both are mandatory.

Regions must be unique within the database.
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General  Address = Phomne | Detail

S
%%  Name:

(’.:..1'
Code:

Status: Active

Work Flow

Set whether or not multi project timesheets need to be approved prior to
being invoiced.

Approval required

Motes:
Created:
Modified:

oK Cancel Apply

4. The Status field will automatically default to Active.

5. Set the Approval required flag based on your regional workflow requirements, as they apply to
Multi-Project timesheet approvals. If set to Approval required, an Approver will need to approve any
Multi-Project timesheets before they can be processed on a LEM or Invoice.

6. Enterin any notes pertinent to the region in the Notes section.
7. Click on the Address tab. Enter the necessary information for the primary address for this Region.

8. Click on the append icon along the bottom, left side to add another address. If you need to remove
any address’, select the address card to be removed, then click the delete icon.

9 You can use the arrow keys to move between fields in the boxes within the Address or Phone
tabs or the tab key if moving from one address card to another, or one phone card to another.
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{® Region mi X

General Address Phone Detail

Type: City: .

Address Type:
Address 1:
Address 2:
City:
Prowvince:
Postal Code:
Country:

9. Click on the Phone tab. Enter in the necessary information.

{® Region u] ®

General =~ Address  Phone | Detail

Type: Phone: ~

Phone Type:
Phone Number:
Extension:

10. Click the append icon along the bottom, left side to add another phone number. If you need to
remove any phone numbers, select the card to be removed, then click the delete icon.

New Card

Phone Type:
Phone Number:
Extension:

Record 20f 2 +

11. Click on the Details tab. This section is for capture of custom field values. (Refer to the Utilizing the
Options Utility section of the Billings Administrators Manual for more details on how to set up
custom fields).
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12. Click on Apply or OK along the bottom of the setup screen to save your changes.

13. To view the Regions grid and all current regions that have been set up, go back to Step 1.

14. The available columns in the Regions grid are:

e Name
e Code
e Status

e OrgCode (if applicable)

If there is a column header that is not currently in view when the grid is open and you
would like to see it, right click on any column header, and select Column Chooser. For
additional support on this feature, refer to the Billings Tips & Tricks section at the end
of this manual on how to manipulate a list view.

Creating a new Personnel Classification

1. Open the Data Library menu item and click on Classifications, Personnel.

C (B Copy X cut

HOME

Refresh A i 5 Undo  Show Active
[} Paste Speda only
Actions Edit Tree
Personnel
Ersanne Regions Personnel Classification ©
Equipment {-Bl Add Remove Q Find

Material - - [EEsEE

» | KC_Carpenter 1 (KC-CP1)
» | KC_Carpenter 2 (KC-CP2)
» | KC_Carpenter 3 (KC-CP3)
Personnel »  KC_Carpenter 4 (KC-CP4)
»  .KC_Labourer - Intermediate (KC-LBIN)

Equipment » | .KC_Labourer - Junior (KC-LBIR)
» | .KC_Labourer - Senior (KC-LBSR)
Material » | KC_Superintendent (KC-SUP)

» . KC_Welder - B Pressure (KC-WDBF)
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2. The Personnel Classification tab will appear. This tab lets users view and edit all personnel
classifications currently in the system.

HOME

C o K cut X

Refresh S Undo  Show Active Close
- Only

Actions Edit Tree Window

Regions Personnel Classification  ©

kenne | (@ ring =
EBRA Fersonnel (Emy
Name:  Persomnel

» | KC_Carpenter 1 (KC-CP1)

Code: E
KC_Carpenter 2 (KC-CP2) o =
KC_Carpenter 3 (KC-CP3)

Status: | Active
KC_Corpenter 4 (KC-CP4) .

Parent:  Personnel (Emp)

KC_Labourer - Intermediate (KC-LBIN)

KC_Labourer - Junior (<C4BIR) Created:  4/13/20178:51 AM
eal

KC_Labourer - Senior (KC-LBSR) I
ocifie : :

KC_Superintendent (KC-SUP)
KC_Welder -B Pressure (KC/DEP)
KC_Welder - CWE (KC-WDCWE)
Carpenter (FD-CP)

Field Management (FD-MG)

Field Supervision (FD-5F)

Home Office, Administration (HO-ADMN)
Home Office, Estimation (HO-ESTM)
Home Office, Executive (HO-EXEC)
Home Office, Management (HO-MGMT)
Home Office, Operations (HO-OPRS)
Home Office, Project Controls (HO-PRIC)
Home Office, Projects (HO-PROJ)

Tron Worker (FD-IW)

Labourer (FD48)

waillaright (FD-MW)

Cperator (FD-OF)

Ppefitter (FDF)

QAJQC (FD-QE)

safety (FD-SF)

Warehouse (FD-H)

Welder (FD-WD)

oK Cancel

3. Rightclick the Personnel (Emp) icon and select Add Classification from the pop-up dialog or click the
Add button located just above the list of classifications.

-

» | KC_Carpenter 1 () Add Classification
» | KC_Carpenter 2
» | KC_Carpenter 2
» | KC_Carpenter ¢ -

Collapse

Full Expand

» | .KC_Labourer -1 % Full Collapse
» | KC_Labourer -

Expand To Level
» | .KC_Labourer - ¢

» | KC_Superintenc Collapse To Level
»  .KC_Welder - B Pressure (KC-WDEF)

» | KC_Welder - CWB (KC-WDCWE)

» | Carpenter (FD-CP)

» | Field Management (FD-MG)

4. Within the General tab, enter the Description and Code.

Confidential BILLINGS USER GUIDE Page 15
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General = Details

Name: MNew

Code:

Status : Active

Farent : KC_Carpenter 1 (KC-CP1)
Created :

Modified :

5. The Status field will automatically default to Active.

6. The Parent field is grayed out and will automatically default to the appropriate parent node from the
classification tree.

7. You can create classification structures by dragging and dropping individual classifications into other
classifications, thus building up a tree or folder like structure. This lets you group classifications.

8. Click on the Details tab. This section is for capture of custom field values. (Refer to the Utilizing the
Options Utility section of the Billings Administrators Manual for more details on how to set up
custom fields).

9. Click on Apply or OK along the bottom of the setup screen to save your changes.
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Creating new Personnel resources

1. Click on Data Library, Resources then Personnel.

InEight Billings (Billings Internal)

et B —v; C & Print D)

AddRow Delete Refresh {8 printPreview Send To
Row(s) -

©  personnel
L Bk Personnel Resources @

LB Equipment

Code Last Name
Material
/a4
Blundell

2. The Personnel List grid will appear. Click on the Add Row icon on the ribbon bar.

= |= C s&wm Z mE X

addRow [Delete Refiesh @3 printPrevien  SendTo

Layout  Close

Personnel Resources  ©

Code Last Name First Name Source Biling Ciassification Cost Classification Shift Regon Company Payroll Status status
o o o o o o o o o o e
1013 Atkinson Duane Employee Parts Runner Parts Rumner DAY Aberta Company On Payrol Inactive
1048 Blundell wade Employee Superintendent - 1 Superintendent - 1 DAY Aberta Company on payrol Inactive
1143 Drinkwalter David Employes Welder - Journeyman Welder - Journeyman DAY Aberta Company On Payrel Inactive
1243 Huber Jancle Employee Safety Officer - 1 Safety Officer - 1 DAY Aberta Company on Payrol Inactive
12 Smith John Emplayee Executive - Senior Manag... | Executive - Senior Management | DAY Aberta Company on Payral Actve
1308 Lewis Christopher Employee Vielder - Apprentice 1 Welder - Apprentice 1 DAY Aberta Company On Payrol Inactive

3. The personnel window will open. Enter the employee’s last and first name in the appropriate
fields. Assign a personnel code in the Code field.

Note: The Code must be unique within the database.

Best Practice: Use your Organization’s internal code for the individual (i.e., payroll code).
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2 Personnel O X
General |~ Address ~ Phone | Detals  Site Certification

Last Name:

m™n First Name:

Code:

Source: -
Biling Classification:

Cost Classification:

Company:

Region:

Payroll Status: -
Shift: Day -
Status: Active -
shift Rotation: -

Motes:

Created:
Modified:

oK Cancel Apply

4. Click on the drop-down arrow on the field labeled Source. This field lets you label an employee
as a subcontractor, employee, third party or any other description previously set up by the
system administrator. (Refer to the Utilizing the Options Utility section of the Billings
Administrators Manual for more details on how to set up custom list values).

Source:
Biling Classification: Subcontractor
Cost Classification: Employee
Company: DbsP
i Third Party
Region:
FAC
Payroll Status:
Shift:
Status: »

5. Click on the three dots icon in the Billing Classification field. A Classification list will appear.
Select the employee’s classification by double clicking on it.

Confidential BILLINGS USER GUIDE Page 18
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-, -~co |

KC_Carpenter 1 (KC-CP1)
.KC_Carpenter 2 (KC-CPZ)
.KC_Carpenter 3 (KC-CP3)
\KC_Carpenter 4 (KC-CP4)
\KC_Labourer - Intermediate (KC-LEIN)
.KC_Labourer - Junior (KC-LBIR)
.KC_| abourer - Senior (KC-LBSR)
.KC_Superintendent (KC-SUP)
\KC_Welder - B Pressure {KC-WDEP)
KC_Welder - CWB (KC-WDCWE)
Carpenter (FD-CF)

>
>

>

>

>

>

>

>

>

>

> | Field Management (FD-MG)

» | Field Supervision (FD-SP)

» Home Office, Administration (HO-ADMN)
» | Home Office, Estimation (HO-ESTM)

» | Home Office, Executive (HO-EXEC)

» | Home Office, Management (HO-MGMT)
» Home Office, Operations (HO-OPRS)

» Home Office, Project Controls (HO-PRIC)
» | Home Office, Projects (HO-PRO)

> | Iron Worker (FD-IW)

»  Labourer (FD-LB)

» | Milwright (FD-MW)

» | Operator (FD-OP)

> | Pipefitter (FD-PF)

> | QAJQC (FD-QC)

» Safety (FD-5F)

>
>

Warehouse (FO-WH)

Welder (FD-WD)

6. The Cost Classification field will replicate the classification chosen in the Billing Classification
field. However, this can be changed if required by clicking on the three dots icon in the Cost
Classification field and updating accordingly.

7. Click on the three dots icon in the Company field. This field lets users assign a worker to the
company in/for which he/she works for (i.e., if the employee works directly for ABC Company,
select ABC Company as the company name. If the employee is a subcontractor working for Al’s
Contracting Services, select Al’s Contracting Services as the company the worker works for).
Scroll through the list or use the search field and type in the name of the company the worker is
working for. Double click on the company to select the appropriate company.

MName

Al

Company

SemCAMS ULC
Ovintiv Canada ULC

Canadian Matural Resources Limited

x| Status Active

Refresh

Confidential

Code Relationship Type Status
[[s]3 Al = Active
COMP Owner Active
1063 Client Active
1031 Client Active
1061 Client Active

BILLINGS USER GUIDE

Edit Filter

Cancel
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8. Click on the three dots icon on the Region field. A region list will appear. Scroll through the list or
type in the region name in the search field. This associates the worker with a default region.

{® Region m] x
MName Code Status T
ENE: (s [3 = Active
Alberta AB Active
British Columbia BC Active
Payroll (EMP & DSF) PAY-EMP.DSP Active
% || | Status = Active Edit Filter

Refresh

Confidential
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9. Click on the drop-down arrow of the Payroll Status field and select if the person is On Payroll or
Off Payroll. The value selected here is used to determine if this person’s hours should be sent to
the payroll system.

Payroll Status:
shift: On Payroll
Status: Off Payrall
Shift Rotation:

MNotes:

10. Click on the drop-down box on the Shift field. A selection of Day or Night shift will appear. Select
the default shift type the employee typically works.

Note: You can always indicate the actual shift worked when time is captured for this worker on a
timesheet. This often happens when a worker is temporarily working a different shift from what
his/her master personnel record is set to.

Shift: Day
i oy |
shift Rotation: Night

Notes:

11. Click the drop-down box on the Shift Rotation field. A selection from the Options screen will
appear. Select the default Shift Rotation the employee typically works. Shift Rotations are
defined in the Options menu under the Drop-Down List Setup, Shift Rotation Type. Refer to the
Utilizing the Options Utility section of the Billings Administrators Manual for more details on how
to set up custom list values.

shift Rotation:

20/8 .
Motes: 14/7

86

5/2

10/4

24/4 v
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12. Click on the Address tab. Enter the necessary information for the primary address as listed.

‘ETips and Tricks

You can use the arrow keys or tab key to move between fields in the boxes within the Address or

Phone tabs.

2 Personnel

General ~ Address  Phone  Details  Site Certification
Type: City:
Address Type:
Address 1:
Address 2:
City:
Province:
Postal Code:
Country:
Record 1of 1
OK Cancel

Apply

13. Click the append icon along the bottom, left side to add another address. If you need to remove

an address, select the card to be removed, then click the delete icon.

New Card
Address Type:
Address 1:
Address 2:
City:
Province:
Postal Code:
Country:

14. Click on the Phone tab. Enter the necessary information.

Confidential

BILLINGS USER GUIDE
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2 Personnel O X
General ~ Address | Phone | Detals  Site Certification
Type: Phone:
Phone Type:

Phone Number:
Extension:

Record 1of 1 + —

oK Cancel Apply

15. Click the append icon along the bottom, left-hand side to add another phone card. If you need to
remove a phone card, select the one to be removed, then click the delete icon.

Type: Phone:
Phone Type:
Phone Number:
Extension:

New Card
Phone Type:
Phone Number:
Extension:

16. Click on the Details tab. This section is used to capture values in custom fields. (Refer to the
Utilizing the Options Utility section of Billings Administrators Manual for more details on how to
set up custom fields).
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2 Personnel O X
General ~ Address = Phone | Detalls  Site Certification
Name Value

—  Laptop Issued -
Cell Phone Issued

Laptop ID

17. Click on the Site tab. Enter in the time clock swipe card information for this worker and associate
them with one or more Sites. (Refer to the Creating a New Site section of this manual for more
information).

General ~ Address  Phone  Details  Site Certification
Card 5/N:
Card #:
Site Status Sync
e = L
Record 0 of 0 +
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18. Click on the Certification tab. Add any pertinent certification information as it applies to this
worker.

Note: A Certification Type needs to be set up before they can be assigned to Personnel. (Refer to
Creating a New Certification Type in this manual for more details).

2 Personnel O X
General ~ Address  Phone  Detals  Site Certification
Verified = Code Description Certification Certification #
Record 0 of 0 + 1 [
oK Cancel Apply

19. Click the append icon along the bottom, left side to add a certification record. If you need to
remove a certification, select the one to be removed, then click the delete icon.

20. Click on the drop-down arrow in the Code column and select the certification type.
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Depending on the certification type selected, some of the subsequent fields can become
automatically populated or become un-editable. The exact behavior of these fields is
configured when the certification type is set up by the system administrator.

Verified  Code Description Certification Certification #
Code Description Region Status -

00_ST-IMAGES | O0_SAFETY T.. <Al Regions> @ Active
00_TC-IMAGES | 00_TRADEC... | <Al Regions> | Active

AWP Aerial Work Pl... | <all Regions> | Active
BA Bear Awaren... <Al Regions> | Active
BSO Basic 5afety ... | <Al Regions> | Active
CSEM Confined Spa... | <All Regions> | Active
CSL Courageous ... | <Al Regions> | Active -
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21. An electronic image of the certification can be attached to the record using the Certification
column:

Verified  Code Description Certification Certification #

e Click on the folder icon to attach a graphical image of the certification to the record (this can
be a jpg image file, or an Adobe Acrobat pdf file).

e Click on the Xicon to remove a previously attached image.

22. Enter any other certification specific information.

23. Click on Apply or OK along the bottom of the setup screen to save your changes.

24. To view the Personnel List grid and all personnel that have been set up, go back to Step 1.

25. The available columns in the Personnel List grid are:
e Code

e Last Name

e First Name

e Source

e Billing Classification

e Cost Classification

e Shift

e Region

e Company

e Payroll Status

e Status
e Card#
e CardS/N
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26. If there is a column header that is not currently in view when the List grid is open and you would
like to see it, refer to the Billings Tips & Tricks section at the end of this manual on how to
manipulate this list view.
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Creating a new Equipment Classification

1. Open the Data Library menu item and click on Classifications, Equipment.

2%, Personnel

&0 Equipment

6] Materia
g Material

Companies

2. The Equipment Classification tab will appear. This tab lets you view and edit all equipment
classifications currently in the system.
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3. Right click the Equipment icon and choose Add Classification from the dialog menu or click the Add
button located just above the list of classifications.

Equipment Classification @
remove | & Find
- T

» | .KC_Excavator 10-19 MT (KC-EX1
» | KC_Excavator 1-5MT (KC-EXL.5] Collapse
» | KC_Excavator 20-25 MT (KC-EX2 _
» | KC_Excavator 26-20 MT (KCEX2
» | KC_Excavator 30-35 MT (KcEx3 +—  Full Collapse

» | KC_Excavator 36-39 MT (KC-EX3 Expand To Level
» | KC_Excavator 50-53 MT (KC-EX5

»  KC_Excavator 5-9 MT {(KC-EX55.!,

»  KC_Excavator 80-83 MT (KC-EX80.89)

» | KC_Pickup 1/2 Ton (KC-PU1,2CC)

» | KC_Pickup 3/4-1Ton (KC-PU3.4)

» | KC_SUV (KC-SUVCP)

» | KC Welder 200-750 Amn N (KC-AWN250)

(® Add Classification

Full Expand

Collapse To Level

4. Within the General tab, enter the Description and Code.

General Details

Name: [ ]

Code:

Status: | Active

Parent:  Equipment (Equip)

Created :
Modified :

oK Cancel Apply

5. The Status field will automatically default to Active.

6. The Parent field is grayed out and will automatically default to the appropriate parent node from the
classification tree.
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7. You can create classification structures by dragging and dropping individual classifications into other
classifications, thus building up a tree or folder like structure. This lets you group classifications.

8. Click on the Details tab. This section is for capture of custom field values. (Refer to the Utilizing the
Options Utility section of the Billings Administrators Manual for more details on how to set up
custom fields).

9. Click on Apply or OK along the bottom of the setup screen to save your changes.
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Creating new Equipment resources

1. Click on Data Library, Resources then Equipment.

InEight Billings (Billings Internal)

= C S Print D)

AddRow Delete Refresh {8 printPreview Send To
Row(s) =

= B —
= Personnel e —

‘ Equipment
Code Mame
Afc e

R e

210- Excavator - 270 or equiv.

2. The Equipment List grid will appear. Click on the Add Row icon on the ribbon bar.

rore u]

= = C e D’ mE X

sdiron [odte e precoreven | SeTe Lavout e
) - -

Equipment Resources

Code s nits
o o 0
£200 racte Az
5

27

- 103

w7

802

o

s 1.
: - e
1= 8.
s 151
s %0
0 0
. " 07
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3. The equipment setup window will open. Enter in the name of the unit in the Name field.

£ Equipment

Genersl  Details  Schedule

(L Name:

SED) s

Code

Source:

Desaription:

Biling Classification:

Cost Classification:

Company:

Region:

Location/Yard:

Cost Rate Table:

Status: Active
Serial Number:

Purchase Order #:

Notes:

Created:

Modified:

oK Cancel

4. Enter in the unit number for the piece of equipment in the Unit # field and the unit code in the Code
field. While these can be the same, they do not need to be. The Unit # is typically matched to the
equipment placard, while the code is typically matched to that equipment’s accounting code

designation.

Confidential
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5. Click on the drop-down arrow on the field labeled Source. This field lets you label a piece of
equipment as belonging to an operator, owned, third party, subcontractor or any other custom
description previously set up by your system administrator. (Refer to the Utilizing the Options Utility
section of Billings Administrators Manual for more details on how to set up custom list values).

Source: -
Description: Employee Owned
Biling Classification: Owned
Cost Classification: Third Party
Subcontractor
Company:
DSP Owned
Region:
LocationYard:
Cost Rate Table: x

6. Click on the three dots icon in the Billing Classification field and the Cost Classification field. A
Classification list will appear. Select the unit’s classification by double clicking on it.

BB Ecuipment (Equip) .

\KC_Excavator 10-18 MT (KC-EX10.19)
\KC_Excavator 1-5 MT (KC-EX1.5)
KC_Excavator 20-25 MT (KC-EX20.25)
KC_Excavator 26-29 MT (KC-EX26.29)
KC_Excavator 30-35 MT (KC-EX30.35)
KC_Excavator 36-39 MT (KC-EX36.39)
KC_Excavator 50-59 MT (KC-EX50.59)
KC_Excavator 5-9 MT (KC-EX55.9)
KC_Excavator 30-89 MT (KC-EX80.53)
\KC_Pickup 1/2 Ton (KC-PU1.2CC)
\KC_Pickup 3/4-1Ton (KC-PU3.4)
KC_SUV (KC-SUVCP)

KC_Welder 200-250 Amp D (KC-WD250)
KC_Welder 300-350 Amp D (KC-WD350)
KC_Welder 400-450 Amp D (KC-WD450)
KC_Welder 500-550 Amp D (KC-WD550)
KC_Welder 700-800 Amp D (KC-WD80D)
C-Cans (25)

Clamps (33)
Compressors (20)
Cranes (15)

Dozers (11)
Excavators/Compactors (10)
Generators (22)
Graders (16)

Heaters (31)

Hydro (27)

Light Towers (21)
Office Equipment (30)
Pickers (14)

Pipeline Misc. (37)

Pumps (341

7. The Cost Classification field will duplicate the classification chosen in the Billing Classification field.
However, this can be changed by clicking on the three dots icon in the Cost Classification field and
changing it as required.
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8. Click on the three dots icon in the Company field. This field lets you assign a unit to the company to
which it belongs (i.e., if the unit works directly for ABC Company, select ABC Company as the
company name. If the unit is a subcontracted unit working for Al's Contracting Services, select Al’s
Contracting Services as the company the unit belongs to). Scroll through the list or use the search
field type in the name of the company. Double click on the company to select the appropriate
company.

[# company List

Name Code Relationship Type Status T
e e e = Active “
S - - S

SemCAMS ULC 10683 Client Active

Ovintiv Canada ULC 1031 Client Active

Canadian Matural Resources Limited 1061 Client Active v

® || | Status Active Edit Filter

Refresh Cancel

9. Click on the three dots icon on the Region field. A region list will appear. Scroll through the list or
type in the region name in the search field. This sets the default region for the equipment.

{® Region mi X
MName Code Status T
Alberta AB Active
British Columbia BC Active
Payroll (EMP & DSF) PAY-EMP.DSP Active

x || | Status Active Edit Filter

Refresh Cancel

10. The Status field will automatically default to Active.

11. Select the default Location/Yard where the equipment is normally stored, using the drop-down
arrow.

12. Select the rate table in the Cost Rate Table field which will be used to calculate the daily equipment
cost when the equipment is not explicitly assigned to a project.
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13. Enter in Serial Number and Purchase Order #.

14. Enter in any notes pertinent to the equipment in the Notes section.
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15. Click on the Details tab. This section is for capture of custom field values. (Refer to the Utilizing the
Options Utility section of the Billings Administrators Manual for more details on how to set up
custom fields).

.5 Equipment - O x

General | Details = Schedule
Name Value

= PR Resource Owner -

OK Cancel Apply

16. Click on the Schedule tab. This section is used for assigning/scheduling equipment to specific projects
and to provide daily cost calculation parameters.
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+& Equipment - O X
General = Details = Schedule

Default Daily Cost
Measure;
Qty: -

Schedule

Project Project Code Start End Measure
(=] Afc = = Al
Record 1of 1 + — 4 2
OK Cancel Apply

17. The Default Daily Cost section lets you specify how the equipment daily cost is calculated when the
equipment is not explicitly assigned to a project. The default daily cost parameters will also be used
as default values when the equipment has been assigned to a project, however those values can be
overridden on the project schedule.

18. Enter the unit of Measure to use for the daily cost calculation, keeping in mind that this unit of
measure will be used to extract appropriate rate from the cost rate table specified in the General
tab.

19. Enter the Qty used to calculate the daily cost. Daily cost is calculated using the rate retrieved from
the cost rate table for the Measure selected, and then multiplied by the Qty.

20. Assign the equipment to one or more projects using the Schedule grid.
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Equipment can also be assigned to a specific project from the project screen.
Schedule records consist of the root project, start and end dates and the daily cost unit of
measure and quantity.

While assigned to a project, the daily cost will be calculated using the Project’s Cost Rate
Table, NOT the Equipment’s Cost Rate Table.

21. Click on Apply or OK along the bottom of the setup screen to save your changes.

22. To view the Equipment List grid and all pieces of equipment that have been set up, go back to Step 1.

23. The available columns in the Equipment List grid are:

e Code

e Name

e Region

e Equip Type

e Billing Classification
e Status

e Unit#

24. If there is a column header that is not currently in view when the List grid is open and you would like
to see it, refer to the Billings Tips & Tricks section at the end of this manual on how to manipulate
this list view.
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1. Click on Data Library, Resources, then Material.

InEight Billings (Billings Internal)

Personnel

E3 Equipment

Material

2. The Material List grid will appear. Click on the Add Row icon on the ribbon bar.

HOME

= = C & print E_}

AddRow Delete Refresh @@ printPrevien  SendTo

Material Resources @

INEIGHT @

= X

Layout  Close

x

(m]

Confidential

Code Name Region Material Type Biling Classification Status Company
e e 3 e o o
= BLSPiping Steel Piping alberts Material Material 1-1 Active SemCAMS ULC
Record 1of 1
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3. The material setup window will open. Enter the material Name and Code.

#3% Material (m] X

General Details Site Project

(1
I T R
e

Name:

Source: -
Description:

Biling Classification:

Cost Classification:

Company:

Region:

Status: Active -

Notes:

Created:
Modified:

oK Cancel Apply

4. Click on the drop-down arrow on the field labeled Source. This field lets you label a piece material
using one of the user defined Material Types. (Refer to the Utilizing the Options Utility section of the
Billings Administrators Manual for more details on how to set up custom list values).

Source;

Description: Material
Biling Classification:

Cost Classification:

Company:

Region:

Status:

Motes:

5. Click on the three dots icon in the Billing Classification field and the Cost Classification field. A
Classification list will appear. Select the material’s classification by double clicking on it.
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ST
> | Material 1 (Mat)
Material 2 (Mat 2)

6. The Cost Classification field will duplicate the classification chosen in the Billing Classification field.
However, this can be changed by clicking on the three dots icon in the Cost Classification field and
changing it as required.

7. Click on the three dots icon in the Company field. This field lets you assign material to the company
to which it belongs (i.e., if the material comes directly from ABC Company, select ABC Company as
the company name). Scroll through the list or use the search field to type in the name of the
company. Double click on the company to select the appropriate record.

[# company List

Name Code Relationship Type Status T
e o4 e = Active -
compory Joow Jowe  JAwe

SemCAMS ULC 1063 Client Active
Ovintiv Canada ULC 1031 Client Active
Canadian Matural Resources Limited 1061 Client Active T

x || | Status = Active Edit Filter

Refresh Cancel

8. Click on the three dots icon on the Region field. A region list will appear. Scroll through the list or
type in the region name in the search field. This sets the default Region for the material.
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{9 Region o %
MName Code Status T
NEE il = Active
Alberta AB Active
British Columbia BC Active
Payroll (EMP & DSP) PAY-EMP.DSP Active
® || | Status Active Edit Filter

Refresh Cancel

9. The Status field will automatically default to Active.

10. Enter in any notes pertinent to the material in the Notes section.

11. Click on the Details tab. This section is for capture of custom field values. (Refer to the Utilizing the
Options Utility section of the Billings Administrators Manual for more details on how to set up
custom fields).

=i Material [m] X

General Details Site Project

MName Value

OK Cancel Apply
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12. Click on the Site tab. This section displays all the Sites the Material is filtered on.

58 Material O b4

General Details Site Project

Code Name Status
A e a3

Record 1of1 + —

13. Click on the Project tab. This section displays all the Projects the Material is filtered on.

#52 Material m] x

General Details Site Project

Code MName Status
o ogr o

Record 10f1 + —

Confidential BILLINGS USER GUIDE Page 44



INEIGHT@

14. Click on Apply or OK along the bottom of the setup screen to save your changes.
15. To view the Material List grid and all material items that have been set up, go back to Step 1.

16. The available columns in the Material List grid are:

e Code
e Name
e Region

e Material Type
e Billing Classification

e Status

17. If there is a column header that is not currently in view when the List grid is open and you would like
to see it, refer to the Billings Tips & Tricks section at the end of this manual on how to manipulate
this list view.
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Creating a New Cost Code

1. Click on Data Library then Cost Codes.

Companies

I%I Cost Codes
@ Regions
[Eﬂ Divisions
@ Locations

2. The Cost Codes grid will open. Click on the Add Row icon on the ribbon bar.

AddRow Delete Rebesh (@ proterevew SendTo
Rowis) E

CostCodes @

3. Enter the cost code description in the Name field. In the Code field, enter in the cost code number.
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The cost codes should be set up using a standard set of numbers established
internally by an organization. If this list is populated with client cost codes, the list
will continually grow and will be difficult to manage in the future.

[ cost Code O X

General Details
% Name:
Code:

Cost Code Type:

Status: Active

Created:
Modified:

oK Cancel Apply

4. Click on the Cost Code Type field. Select whether the cost code is Billable or Non-Billable. If non-

billable is selected, any costs allocated to that cost code will not appear on any of the invoices or
invoice-based reports.

[E] Cost Code m] X

General | Details
@ MName:;
Code:

Cost Code Type:
Status: Billable
Non-billable

Created:
Modified:

]

5. The Status field will automatically default to Active.

Confidential BILLINGS USER GUIDE Page 47



INEIGHT@

6. Click on the Details tab. This section is for capturing custom field values. (Refer to the Utilizing the
Options Utility section of the Billings Administrators Manual for more details on how to set up
custom fields).

[E| CostCode O b

General =~ Details
Name Value

= test field -

OK Cancel Apply

7. Click on Apply or OK along the bottom of the setup screen to save your changes.

8. To view the Cost Code grid and all cost codes that have been set up, go back to Step 1.

9. The available columns in the Cost Code List grid are:

e Name
e Code

e Type

e Status
e ID

10. If there is a column header that is not currently in view when the List grid is open and you would like
to see it, refer to the Billings Tips & Tricks section at the end of this manual on how to manipulate
this list view.
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Creating a New Company (Client or Supplier/Vendor)

1. Click on Data Library then Company.

Igl Cost Codes
@ Regions

Certification Types

Confidential BILLINGS USER GUIDE Page 49



INEIGHT@

3. The Company window will appear. Enter in the company name in the Name field. Enter the
applicable code in the Code field.

@ Company: m] b4

General ~ Address  Contact  Phone  Detail

oo
Name:
-] -]
11 Code:
Type of Relationship:

Status: Active -

Motes:

Created:
Modified:

oK Cancel Apply

4. Click on the drop-down box in the Type of Relationship field. Select whether the company is a Client,
Supplier or other description previously specified by your system administrator. (Refer to the
Utilizing the Options Utility section of the Billings Administrators Manual for more details on how to
set up custom list values).

Type of Relationship:

Status: Client
Supplier

Notes: Owner
DsP

Subcontractor

Created:

Modified:

oK Cancel Apply
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5. The Status field will automatically default to Active.
6. Enterin any notes pertinent to the company in the Notes section.

7. Click on the Address tab. Enter the necessary information for the primary address as listed. You can
use the arrow keys or tab key on your keyboard to move between fields.

@ Company: m] b4

General  Address ~ Contact  Phone  Detail

Type: Ciby: A

Address Type:
Address 1:
Address 2:
City:
Province:
Postal Code:
Country:

Record 1of 1 + —

OK Cancel Apply
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8. Click the append icon along the bottom, left-hand side to add another address. If you need to
remove an address card, select the one to be removed, then click on the delete icon.

Type: City: .

Address Type:
Address 1:
Address Z:
City:
Province:
Postal Code:
Country:

New Card =

Address Type:
Address 1:
Address 2:
City:
Province:
Postal Code:
Country:

Record 2of 2 |4

9. Click on the Contact tab. Enter the required information for the contact.

[# company: ul X

General Address Contact | Phone Detail

Type: Name: .

Contact Type:
First Name:
Last Name:

Record 1of1 + —
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10. Click the append icon along the bottom, left-hand side to add another contact. If you need to
remove a contact card, select the one to be removed, then click on the delete icon.

[ company:

General Address Contact | Phone Detail

Type: Name: -

Contact Type:
First Name:
Last Name:

New Card A

Contact Type:
First Name:
Last Name:

Record 2of 2 [+

11. Click on the Phone tab. Enter the required information for the phone number.

[§] company:

General = Address =~ Contact =~ Phone | Detai

Type: Phone: -

Fhone Type:
Phone Number:
Extension:

Record 10f 1 + =
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12. Click the append icon along the bottom, left-hand side to add another phone number. If you need to
remove a phone card, select the one to be removed, then click on the delete icon.

@ Company: m] b4

General ~ Address = Contact  Phone | Detail

Type: Phone: *
Phone Type:
Phone Mumber:
Extension:
New Card 2
Fhone Type:
Phone Mumber:
Extension:
Record 2of 2 |+
OK Cancel Apply

13. Click on the Details tab. This section is for capturing custom field values. (Refer to the Utilizing the

Options Utility section of the Billings Administrators Manual for more details on how to set up
custom fields).
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@ Company: m] x

General =~ Address = Contact =~ Phone | Detail
MName Value

~  Email
GST Mo,
WCB No.

0K Cancel Apply

14. Click on Apply or OK along the bottom of the setup screen to save your changes.

15. To view the Company grid and all companies that have been set up, go back to Step 1.

16. The available columns in the Company grid are:
e Name
e Code
e Relationship Type
e Status

e ID

17. If there is a column header that is not currently in view when the grid is open and you would like to
see it, refer to the Billings Tips & Tricks section at the end of this manual on how to manipulate this
list view.
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Creating a Location

Locations are used to help in tracking of labor and equipment when it’s not assigned to a project.

1. Click on Data Library then Location.

Companies
Cost Codes
Regions
Divisions
Locations

Certifications

Certification Types

2. The Location grid will appear. Click on the Add Row in the ribbon bar.
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3. Enter the location description in the Name field and the location code in the Code field.

General
@ Name:
Code:

Status:

Active

Created:
Modified:

4. Click on Apply or OK along the bottom of the setup screen to save your changes.

5. Toview the Location grid and all locations that have been set up, go back to Step 1.

6. The available columns in the Location grid are:
e Name

e Code
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e Status

7. Ifthere is a column header that is not currently in view when the List grid is open and you would
like to see it, refer to the Billings Tips & Tricks section at the end of this manual on how to
manipulate this list view.
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Creating a New Certification Type

1. Click on Data Library then Certification Types.

Companies
|§| Cost Codes

G Regions
Eﬂ Divisions

Certifications

Certification Types

2. The Certification Types grid will appear. Click on the Add Row in the ribbon bar.

- 8 x
HOME o

AddRow Odlete Refesh @ PriPreview  SendTo Layout  Cose
Row(s) - -
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3. Enter the certification type description in the Name field. In the Code field, enter a short
certification code.

=) Certification Type m] x

(I

General

- MName:;

Code:
Certification Issuer:

Region: <Al Regions> d

Status: Active -

Certification #: -
Date Issued: -
Expiry Date: -
Certifying Agency: -
Prov/State: -

Notify when certification is -

Notes:

Created:
Modified:

Ok Cancel Apply

4. Click on the drop-down box in the Region field. Select the region that this certification type
belongs to.

- You can select All Regions to make it universally accessible.
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=) Certification Type O x

(I

General

» MName:

@ Code:

Certification Issuer:

Region: <Al Regions> -

Stats:
Alberta

Certification #: British Columbia

Date Issued: Payroll (EMP & DSP)

Expiry Date:

Certifying Agency:
Prov/State:

Mntifu whan rartifiratinn ic -

5. The next five fields let you specify the rule regarding the capture of information for the available
fields when a certification is associated with a person (through the Personnel editor). The
available choices are Mandatory, Optional, or Not Available.
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6. Finally, you can specify the number of days to notify people prior to certification expiry when the
certification expiry warning will be triggered on the certification screen or any associated

reports.

* MName:

Code:

Certification Issuer:
Region: <All Regions = bl
Status: Active -
Certification #: -
Date Issued: -
Expiry Date: -

Certifying Agency: -

Prov/State: -

Notify when certification is b=

Notes:

Created:

Modified:

7. Click on Apply or OK along the bottom of the setup screen to save your changes.

8. To view the Certification Types grid and all certification types that have been set up, go back to
Step 1.

9. The available columns in the Certification Types grid are:

e Description

e Code
e Region
e Status

10. If there is a column header that is not currently in view when the List grid is open and you would
like to see it, refer to the Billings Tips & Tricks section at the end of this manual on how to
manipulate this list view.
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Using Billings
Creating Rate Tables

Creating a new Rate Table

A Rate Table consists of Personnel Rates, Equipment Rates and Material Rates. These rate tables must be
created prior to any billable work being LEM’d or invoiced. A single rate table can be used by multiple
projects; however, you can set up a project-specific rate table for each project or even a rate table for a

specific project node.

1. Click on Project Administration then Rate Tables.

K

@ Projects

& sites
[:]EJ Budgets

[‘Eé Commitments

EOd Rate Tables

S

Ly

=

2. The Rate Table grid will open. You can select any rate table to modify, or you can create a new
rate table by clicking the Add Row icon on the ribbon bar.
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3. Enter the name for the new rate table in the Name field. In the Code field enter in the new code.
This can be a numeric value or an abbreviation that the rate table goes by.

Rate Tables RateTable ©

General | PersonnelRates | EquipmentRates | Material Rates

Name: ||

Code:

Region:
Status : Active

Notes :

Created
Modified :

oK Cancel Apply

4. Click on the drop-down box for the Region and select the appropriate region.

General | PersonnelRates  EguipmentRates  Material Rates

Name :

Code :

Region:

Status : Alberta
British Columbia
o Payroll (EMP & DSP)

5. The Status field will automatically default to Active.
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6. Enterin any notes pertinent to the rate table in the Notes section.

7. Click Apply to create the rate table.

8. Click on the Personnel Rates tab to start entering personnel rate information.

9. Update the date in the Show rates effective as of date field on top of the grid to the date you
wish to see or enter rates effective as of. For example, if today is March 1, 2022, and you wish to
enter rates for a date set in the future, make sure the Show rates effective as of is set to, at
minimum, the new effective date for the future rates you are setting up. Going with the example
above, if you wish to create rates for June 1, 2022, change the date in the Show rates effective as
of calendar from March 1, 2022, to June 1, 2022, or greater, and press the Tab key to move the
cursor and set the new viewing date.

When working with Rate Tables, you should save your work often by clicking the Apply
button frequently.

10. To add a new rate record, click on the Add Row icon located in the ribbon bar. If you wish to
delete a record, click Delete Row(s) icon located in the ribbon bar. Click on the drop-down list or
the three dots icon under the Classification column and select the classification being assigned to
the rate record.
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==C 57 w0 @ 0 l

[ Paste
AddRow Delete Refiesh SlUndo SendTo  MassEdt ShowRate L
Ron(s) B Paste Speca B
Actions Edit Save Rates
Rate Tables Rate Table © [

18 personnel dlassification

Gereral | personnelRates | EgupmentRates
it your personnel rates here. By default, th
B2 1o view the rates that were in effecton differ| ~ |~ iekabakG)
» | .KC_Carpenter 1 (KC-CP1)
» | .KC_Carpenter 2 (KC-CP2)
\KC_Carpenter 3 (KC-CP3)
\KC_Carpenter 4 (KC-CP4)
Classification == | » | KC_Labourer - Intermediate (KC-LBIN)

L4 =3 » | KC_Labourer - Junior (KCABIR)

» | .KC_Labourer - Senior (KCABSR)

» | KC_Superintendent (KC-5UP)
-KC_Welder - B Pressure (KC-WDEP)
KC_Welder - CWB (KC-WDCWE)
» | Carpenter (FD-CF)
> Field Management (FD-MG)
> | Field Supervision (FD-5P)
Home Office, Administration (HO-ADMN)
Home Office, Estimation (HO-ESTM)
Home Office, Executive (HO-EXEC)
Home Office, Management (HO-MGMT)
Home Office, Operations (HO-OPRS)
Home Office, Project Controls (HO-PRIC)
Home Office, Projects (HO-PROJ)
Iron Warker (FD-IW)
»  Labourer (D)
> | Milaright (FD-MW)
> | Operator (FD-OF)
» | Pipefitter (FD-PF)
QA/QC (FD-QC)
Safety (FD-5F)
> Warehouse (FD-WH)
> | Welder (FD-WD)

Record 20f 2

11. Billings optionally supports rates by individual resource by classification (i.e., John Smith Bill As
Skilled Laborer can be billed out at rates different than the standard Skilled Laborer). If you wish
to enter a rate for an individual in the classification selected, click on the drop-down box under
the Resource column and select the individual being assigned to the rate record.

Straight Time Overtime
Classification Resource Eff. Date Day Shift Might Shift Day Shift Migh
e [
o E T N R

Name Code Classification Classification ... = Region Status -

Aaron Brewst... | 176689 .KC_Labourer ... KC-LBSR Alberta Active

Aaron Frick A... | 103391 KC_Welder - ... | KC-WDCWE Alberta Active

Aaron Pearso... | 135800 KC_Labourer ... KC-LBSR Alberta Active

Aazzen Michael 30993 Pipefitter - Jo... | PF-IM Alberta Active

Ababio Elvis 31038 Pipefitter - Jo... | PF-IM Alberta Active

Abasolo Jeger | 2875 Fipefitter - Jo... | PF-IM Alberta Inactive

Abbott Sara 3534 Pipefitter - Jo... | PF-IM Alberta Inactive -

x

12. Select the Effective Date of the rate record.

13. Enter in the rates to be used for the different earnings class (i.e., Straight Time, Overtime,
Double Time, Double Time and a Half, Travel Time, LOA, and Day).
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14. To add another classification to this rate table, click on the Add Row icon located in the ribbon
bar. If you need to remove a classification, select the line, then click Delete Row(s) on the ribbon
bar.

= C (3 Copy % cut D) I'_Iilé? I]["]

_i['-_ Paste

Add Row Delete — Undo SendTe  MassEdit Show Rate
Row(s) o Code

15. Continue adding the necessary classifications for the project and the corresponding rates.

16. You can also specify rate codes and customer classification code/description for the entered
classification. This will be required to map classification/shift/unit of measure combinations to
your customer specific rate codes. To enable entry of customer classification code and rate
codes, press the Show Rate Code icon on the ribbon bar. You can then enter customer
classification description as well as rate codes for each resource or classification, along with the
appropriate shift, and unit of measure combination(s).

17. Click on the Equipment Rates tab to start entering equipment rate information.

18. Update the date in the Show rates effective as of date field on top of the grid to the date you
wish to see or enter rates effective as of. For example, if today is March 1, 2022, and you wish to
enter rates for a date set in the future, make sure the Show rates effective as of is set to, at
minimum, the new effective date for the future rates you are setting up. Going with the example
above, if you wish to create rates for June 1, 2022, change the date in the Show rates effective as
of calendar from March 1, 2022, to June 1, 2022, or greater, and press the Tab key to move the
cursor and set the new viewing date.

Confidential BILLINGS USER GUIDE Page 67



INEIGHT @

19. To add a new rate record, click on the Add Row icon located in the ribbon bar. If you wish to
delete a record, click Delete Row(s) icon located in the ribbon bar. Click on the drop-down list or
the three dots icon under the Classification column and select the classification being assigned to
the rate record.

- __ _______________________________________________________________°]

B Cony = =3

= = C € o @ 0 = X

AddRow Delete S unde SendTo MassEdit ShowRate = e
Ron(s) - Code -

Rate Tables Rate Table ©

R F oo

Edit your equipment rates here. By default, the mostaun | Find

9 To view the rates that were in effect on dfferent dates,
B Equipment (Equp) 2

Classification Res

o0 o

20. Billings optionally supports rates by individual resource by classification (i.e., Zoom boom Bill As
a forklift, can be billed out at rates different than the standard Zoom boom rate). If you wish to
enter a rate for an individual resource in the classification selected, click on the drop-down box
under the Resource column and select the individual being assigned to the rate record.

General  PersonnelRates  EqupmentRates  Material Rates

our equipment rates here, By default, the most current rates for each dassification are shown.
o view the rates that were in effect on different dates, change the effective date

Classification Resource Eff. Date Each Hours Days

o0 o
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21. Select the Effective Date of the rate record.

22. Enterin the rates to be used for the different earnings class (i.e., Each, Hours, Days, Weeks,
Months, Standby).

0 0
e e B S I I ) ) S ™) S "]

23. To add another classification to this rate table, click on the Add Row icon located in the ribbon
bar. If you need to remove a classification, select the line, then click Delete Row(s) on the ribbon
bar.

24. Continue adding the necessary classifications for the project and the corresponding rates.

25. You can also specify rate codes and customer classification code/description for the entered
classification. This can be required to map classification/shift/unit of measure combinations to
your customer specific rate codes. To enable entry of customer classification code and rate
codes, press the Show Rate Code icon on the ribbon bar. You can then enter customer
classification description as well as rate codes for each resource or classification, along with the
appropriate shift, and unit of measure combination(s).

26. Click on the Material Rates tab to start entering material rate information.

27. Update the date in the Show rates effective as of date field on top of the grid to the date you
wish to see or enter rates effective as of. For example, if today is March 1, 2022, and you wish to
enter rates for a date set in the future, make sure the Show rates effective as of is set to, at
minimum, the new effective date for the future rates you are setting up. Going with the example
above, if you wish to create rates for June 1, 2022, change the date in the Show rates effective as
of calendar from March 1, 2022, to June 1, 2022, or greater, and press the Tab key to move the
cursor and set the new viewing date.

28. To add a new rate record, click on the Add Row icon located in the ribbon bar. If you wish to
delete a record, click Delete Row(s) icon located in the ribbon bar. Click on the drop-down list or
the three dots icon under the Classification column and select the classification being assigned to
the rate record.
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j-Cciz ~0em =

AddRow Deete Sindo SendTo  MassEdt ShowRate Layout Close
Row(s) - Cod -

Rate Tables RateTable ©

Persomnel Rates  EqupmentRates  Materia Rates

——

29. Billings optionally supports rates by individual resource by classification. If you wish to enter a
rate for an individual resource in the classification selected, click on the drop-down box under
the Resource column and select the individual being assigned to the rate record.

General  PersonnelRates  EgqupmentRates  Material Rates

e 5223 ‘

30. Select the Effective Date of the rate record.

31. Enter in the rate to be used for the Each unit of measure.

32. To add another classification to this rate table, click on the Add Row icon located in the ribbon
bar. If you need to remove a classification, select the line, then click Delete Row(s) on the ribbon
bar.

33. Continue adding the necessary classifications for the project and the corresponding rates.

34. You can also specify rate codes and customer classification code/description for the entered
classification. This can be required to map classification/shift/unit of measure combinations to
your customer specific rate codes. To enable entry of customer classification code and rate
codes, press the Show Rate Code icon on the ribbon bar. You can then enter customer
classification description as well as rate codes for each resource or classification, along with the
appropriate shift, and unit of measure combination(s).
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35. The available columns in the Rate Table grid are:

e Name
e Code
e Status

36. If there is a column header that is not currently in view when the grid is open and you would like
to see it, refer to the Billings Tips & Tricks section at the end of this manual on how to
manipulate this list view.
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Copying a Rate Table

1. Select Project Administration and choose Rate Tables.

@ Projects

)g. Sites

[:]_a_] Budgets

[‘Eé Commitments

Rate Tables

2. The rate table grid list will appear. Select the rate table to be copied by clicking on it once with
the mouse, then on the ribbon bar, select copy on the menu.

- _____________________________________________°

2= OB oy s G e —m

=

AddRow Delste Refresh Sundo @ PrintPrevien SendTo  Import Layout  Close
owls) - Rates -

Rate Tables © Copy (Ctri+C)
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3. Select Special Paste. Ensure Special Paste is selected and not Paste as it creates an exact copy of
the rate table. Special Paste lets you adjust effective dates, change rate table name, and code,
and adjust other aspects of the rate table that are applicable for the new rate table.

[F Cof FOY

= = o Xt & Pt 1
[ Paste

AddRow Delete Refresh _ = Undo & PrintPreview SendTo Import

Row(s) [E Paste Spedal - Rates

4. The Special Paste window will appear. Under section 1, change the name of the rate table. Type
in an appropriate Code for the new rate table.

Paste Special (Copy of # [Internal] Shop/Yard Facility - COST) X

1. Enter rate table details:

Name:

Code: | Copy of 16-COST

2. Choose which rates to copy:
v | Personnel Rates
v | Equipment Rates

v 'Material Rates

3. Rate tables may have more than one effective date. Choose how you wish to copy these:
® Copy rates across all effective dates exactly as they exist on the original rate tab

Copy just the rates that are effective now (recommended)

4. Pressing OK will copy the rate table and:
® Return you to the rate table list

Open the new rate table

oK Cancel

5. Under section 2, determine precisely what portion of the rate table you want to be copied
(either Personnel, Equipment, Material or all three sets of rates).
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6. Section 3 gives the choice of copying the rates exactly as they exist in the original rate table or to
modify the effective dates. If the effective date requires modification, choose the date the rates
will be effective from.
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7. Section 4 will determine the next steps, either to Return you to the rate table list or Open the
new rate table. If the Open the new rate table is selected, the new rate table will open allowing
the user to make any additional modifications.

After the modifications have been made, click OK along the
bottom of the rate table screen to save them.
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Utilizing Mass Edit Functionality with a Rate Table

The Mass Edit feature is available to users to simultaneously adjust rates within a rate table. This
function frees the user from needing to adjusting each rate individually. Although this functionality is
beneficial, users must be cautious when applying it, as multiple rate records are affected
simultaneously. The mass edit feature can also be used to clean up a rate table after it has been
updated using the Rate Import Wizard (see Importing Rate Table section)

1. From the menu. Select Project Administration and choose Rate Tables.

[(_\6 Commitments

Rate Tables

2. Select the required rate table from the grid list by double-clicking on it.

Code Stats
o ol
16PAYR Ac

18 Encana Pipestone Liquids Hub - BILLING 180002-BILLING Active
[iser seprnaroay-com R,
is Hub - PAYROLL 180002-35-PAYROU Active

ROLL i TR Active

2 Pipestone
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3. The Rate Table window will open, and the General tab will be visible.

4. Go through the Personnel, Equipment and Materia Rates tabs to confirm your selection is
correct for making the mass edits to. From the ribbon bar, select Mass Edit.

Rate Tables Rate Table ©

General Personnel Rates Equipment Rates Material Rates

5. The Mass Edit Rates window will appear.
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[ Mass Edit Rates O X

1. Select Mass Update Type:

Updates Rates for the current Effective Date

» Create new Rates for this Effective Date:: Jan-30-2023 -

Remove Rate lines (Classifications) for the current Effective Date

Remove Rates for the current Effective Date which have not changed since last Effective Date

2. Select Scope:

-/ Personnel Rates

~' Equipment Rates

' Material Rates
Indude blank values

+ Indude rate codes

3. Spedfy Adjustment Details:
Blank out Rates

# Keep Current Rates

R R Use a minus sign to indicate negative
Alter Rates by Amount: amount, or percentage decrease.

Alter Rates by Percentage: Yo

oK Cancel

6. Under section 1, select the type of mass update:
e Update Rates for the current Effective Date
e Create new Rates for this Effective Date
e Remove Rate lines (Classifications) for the current Effective Date

e Remove Rates for the current Effective Date which have not changed since last Effective
Date

7. Under section 2, determine precisely what scope of the rate table will be edited (either
Personnel, Equipment, Material or all three sets of rates).

8. Under section 3, specify the adjustment details (gives the choice of blanking out the rates,
keeping the current rates, or altering the rates by either an amount or percentage).

9. After the modifications have been made, click on OK to adjust the rate table based on the
parameters you specified.
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10. The adjusted rate table will automatically open with the effective date and rates altered
accordingly.

11. Click on each tab to review the altered rates.

12. Upon completion, click the Apply button or to save the changes and exit the window, click OK
located along the bottom of the setup screen.
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Importing a Rate Table

Billings lets you to create and maintain rate tables externally in a spreadsheet format and import the
rates into an existing rate table or as a new rate table.

- Only Personnel rate import is supported

1. Select Project Administration Rate Tables and select Import Rates from the ribbon bar.

(R Coy PO

:..' :X‘ ‘ £y X Cut & Print =
AddRow Delete Refresh SuUndo & PrintPreview SendTo  Import
Row(s) v Rates

2. The Rate Imports wizard will appear.

m]
X cut p ¢
*2 Undo Close
Rate Tables Rate Imports: step 10f4 @
F()Y  Welome to the Inight Billings rate import wizard.
ﬂ felcome to the Inight Bilings rate import wiza
pry
Select the fi import:
Data preview:
Rate Table Type: gle rate per of dat: e S per It o
Ignere the frst
el
Confidential
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3. Select the spreadsheet file to import by using the three dots icon to launch the file picker and
select the path.

Rate Tables Rate Imports: step 10f4 O

Dekiprie 7 Open Excel Speadsheet

4 B> ™isPC » Documents

New folder

4. The data preview pane will populate with the contents of the source spreadsheet.

Rate Tables Rate Imports: step 10f4 @
@ elcome to the Inight Bilings rate import wizard.
b

—
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5. Specify whether the rates are stored horizontally or vertically in the spreadsheet and indicate
how many of the top rows to ignore.

ate Tahle as la rate ner row 2 Ailtinle rate r rOW ata
Rate Table Type: o Single rate per row of data Multiple rates per row of data

Ignore the first row(s)
Press Next to proceed.

6. The second page of the wizard lets you map columns or rows in the spreadsheet to resource
classification, resource identifier (if required), and units of measure. The mappings are different
depending on whether the rates spreadsheet is horizontal, or vertical.

Single rates per row of data layout:

Rate Tables Rate Imports: step 20f4 O

2B

Multiple rates per row of data layout:
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Name.

180002, €

180002, €

180003, M.

8071220,

180010-33
180011-35.
180008-33

180011, €
[Internal]

180013, E
180016, E.
180016-33
180015, K.
180013-33
DSP -PAY,

180020, .
180017, €
180022,
180025, €
180023, V.
180015, K
8077923,

180029-33
180030-33

BILLINGS USER GUIDE

18001181
16600
18001341
18001681
180016-33.
180015-32.
180013-33.
DSPPAYR.
18002061
180017-33.
180022PA
18002561
18002361
18001561
BO77923A.
180029-33.
180030-33.

Cancel

INEIGHT@

Page 83



INEIGHT@

7. After you have mapped the columns, click Next to go to the third page of the wizard which will
preview the imported rate table in Billings format. The last column in the import preview grid
specifies errors that have been found with each line of the import file. Only lines which are error-

free will be imported into Billings. Review and correct any errors reported and press Next to
proceed.
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8. The final page of the wizard lets you control whether the rate import will be imported into a new
rate table or whether the import will update an existing rate table.

9. Create a Rate Table Name or choose an existing rate table from the Rate Table Name drop down
list when the Update Existing Rate Table option is selected. Indicate the Effective Date for the
rates. After you are done, click Import to import the rates.
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Creating a New Site

1. Click Project Administration and choose Sites.

K

@ Projects

,{. Sites

[]!j Budgets

[(_‘9 Commitments

Rate Tables

e

2. To add a new Site, select the Add Row button then select the Name for the new site, the Code
being allocated to this site, as well as the Region the site belongs to or is located in.

Generdl | Area  Pesonel | Eaubment | Materiol | Contact

Region:

Created:
Modified:
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3. Click on the Area tab to view and create a list of site areas. Site areas can correspond to
geospatial areas of the site or can be logical in nature. Areas defined at a site level can be
assigned to individual nodes of all projects belonging to that site, allowing you to group data
within reports by site area across multiple projects. Add additional sites by clicking on the Add
Area button located just above the grid list. Provide the new area with a Name and Code, and
optionally, filling in additional descriptive details in Notes section.

4. Toremove an Area that is not applicable, highlight the row associated to the Area being
removed and click the Remove Area button, located just above the grid list.

Click on the Personnel tab to view and assign who is currently working on this site. The Personnel
tab is split into 2 sections — Assign People (left) and Create Crews (right). To use the personnel
list and assign crews to a project, the Project must be set up correctly.

a. Use the left side to assign specific personnel that are associated with the site. Assigning
personnel to the site gives more control over who can charge their time to projects
associated with that site.
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Assign personnel to the site by using the "Add Personnel button. Once assigned, you can group personnel into crews, as well as configure project/WBS
items related to this site to limit the timesheet personnel lists to this pre-assigned list.

(® Add Personnel | X Remove Personnel
I
Code Last Name First Name Bl As Cost As Shift Sync  Status Order Site Code
T a0 0 e 0e e e 8] | = - e
S Personnel Resources o X
jo)
Code Last Name First Name Source BilingClas... CostClassi.. S.. Region Company Payro Y
T ol e e e e 0 0 D e 0e -
2N N U N T [0 [Abera | Corpany ] one..
1599 Witter Howard Emplo... TruckDriver ~TruckDriver D.. Aberta Company OnP.. | Act
1761 Gerstel Crystal Emplo. Manager - Manager - D Alberta Company OnP Act
2338 Krawiec Ken Emplo... Executive Executive D.. Aberta Company OnP. Act.. ¥
x v Status Active Edit Fifter
Refresh oK Cancel

Record 0of 0 «

On the right side, you can further restrict who can work on any one project by creating
site crews and assigning personnel to each specific crew they are associated to.
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Create site crews and add personnel to them by dragging and dropping the personnel rows from the left side of the screen, or by using the "Add Crew'
g: button. You can override the personnel attributes within a crew.

(® AddCrew < Remove Crew

Type Notes
Y| = - e
s
Record 1of 1
oK Cancel Apply
Confidential BILLINGS USER GUIDE

Page 89



INEIGHT@

5. Click the Add personnel located directly above the gird, to launch the Personnel List pop-up
window. You can select multiple records using the mouse and holding the CTRL key to select
each applicable record or select a range of records by selecting the first record, hold the SHIFT
key, and select the last applicable record. Press Ok to bring the selected records to the grid.

S Personnel Resources O X
Code Last Name First Name Source  Billing Clas CostClassi.. S.. Region Company Payro Y
T afJc e aflc e sfc afc aflc e = &
1761 Gerstel Crystal Emplo... Manager - Manager - D Alberta Company Act
Thibault Emplo Estimator -1 Estimator -1 D Alberta Company OnP Act
MacMullin Kevin Emplo... Superinten... Superinten.. D... Aberta Company Act
E_——mmu—-mm
Sagert Laurence Emplo... Warehous Warehous D... Aberta Company OnP Act
> __MEM-E-- on.. |1
30019 Watts Clint DSP Welder -B Welder -8 D... Aberta DSP Comp OnP Act
30024 Anderson Barry DSP Constructi Constructi D... Aberta DSP Comp OnP Act
30027 Cross Brymer DSP Pipefitter - Pipefitter - D Alberta DSP Comp OonP Act
-
x v | Status Active Edit Filter
Refresh OK Cancel

4. After an individual is assigned to the grid, specific details can be entered, such as Order, Site
Code, Shift Rotation, Start Date, End Date, and User Def 1-4. The Shift Rotation is populated from
the Personnel screen by default (if assigned on the global resource record) but can be
overridden. Shift Rotation selections are defined in the Options menu under the Drop-Down List
Setup, Shift Rotation Type. Refer to the Utilizing the Options Utility section of the Billings
Administrators Manual for more details on how to set up custom list values.

5. Use the right side of the grid to create crew definitions for the site. Create crews by using the
Add Crew button, located directly above the grid. Enter the crew’s name and assign the crew a
code, then click Apply.

6. After the crew has been created, individuals can be assigned using the personnel assigned on the
left side of the tab. They can be added to one or more crews, by dragging and dropping them
from the left side of the grid into the appropriate crew row on the right side of the grid.
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You can override a worker’s default Bill and Cost Classifications while they are part of the
crew, by changing the Bill As and Cost As fields for the individual. These changes will be
the new default for timesheets when using these resources on a project, where the

project has the crew option enabled (Project Administration Project Crew Filter by
selected crews).

An individual can be part of multiple crew definitions at the same time. To view the crew
list, expand the crew definition by using the + button next to the crew code. Notice in the
example below, how one individual is associated with 2 different crews.

7. Click on the Equipment tab to view and maintain a list of equipment attached/assigned to this
site. User Def 1-4 can be set in the Site List. Use the Add Equipment button, located directly
above the grid, to bring up the Equipment List pop-up window. You can select multiple records
using the mouse and holding the CTRL key to select each applicable record or select a range of
records by selecting the first record, hold the SHIFT key, and select the last applicable record.
Press Ok to bring the selected records to the grid.

Genessl | pres | Personnel  Equpment  Materisl  Contact
a Assign equipment to the site by using the "Add Equipment button. Once assigned, you can configure project/WBS items related to ths site to lmit the timesheet equpment ists to this pre -assigned kst
-

5) Add Equpment| X Remove Equipment

Code Name Region Equip Type Biling Classfication Status T Unts

I T U e o S TR

Truck - 1/2T-1T Crew

8. Click on the Material tab to view and maintain a list of material attached/assigned to this site.
User Def 1-4 can be set in the Site List. Use the Add Equipment button, located directly above
the grid, to bring up the Material List pop-up window. You can select multiple records using the
mouse and holding the CTRL key to select each applicable record or select a range of records by
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selecting the first record, hold the SHIFT key, and select the last applicable record. Press Ok to
bring the selected records to the grid.

Sites site @
General | Area  Personnel | Eoubment  Material  Contact

Assign material to the site by using the ‘Add Materia button. Once assigned, you can configure project

tems reisted to this site to kit the timesheet material ksts to this pre-assgned lst.

Code Name Region Company UserDefl UserDef2  UserDef3 | UserDef4

Statuss = Active Edit Fiter

9. Click on the Contact tab to view and maintain a list of contacts associated with this site. Use the
Add Contract, located directly above the grid, to add additional contacts to this list.

Sites site @
General | Area  Personnel | Equbment | Materisl  Contact
% Assign contacts to the site by using the 'Add Contact’ button.
‘Add Contact Remave Contact

Type: Name:
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10. To view the site grid list and all sites that have been set up, click on Project Administration and
then Sites.

11. The available columns in the Site grid list are:

e Name
e Code

e Region
e Status

12. If there is a column header that is not currently in view when the List grid is open and you would
like to see it, refer to the Billings Tips & Tricks section at the end of this manual on how to
manipulate this list view.

Confidential BILLINGS USER GUIDE Page 93



INEIGHT @

Creating a New Project

1. Click Project Administration and choose Projects.

@ Projects

& sites
[:]_B_] Budgets

[‘Eé Commitments

Rate Tables

=3
=

(&

2. The Projects grid will appear. Select the Add Row button to add a new project. Add the project
and the Code being allocated to this project (this could be a numeric value or abbreviation that

each project goes by).

- Use your internal project code as the project root folder’s Code.
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Equipment Crew Material Timesheet Options Work Order Attachments Mobile Security Mobile Configuration

General Configure Line Item Markups Cost Code Details/Notes Budget Progress

Name: |

v Code:

Company:
Bill To:

Site:

PO =

Internal Code:

Division: -
Status: Active N

Project:

Est. Start Date: -

Est. End Date: -

oK Cancel Apply

3. Click on the three dots icon for the Company field. A Company list will appear. Select the
customer’s name the work is being done for by double clicking on it.

SemCAMS ULC 1063 Client Active

Ovintiv Canada ULC 1031 Client Active

Canadian Natural Resources Limited 1061 Client Active M
x v  Status Active Edit Filter

Refresh oK Cancel
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4. The Bill To will default in with the primary address that has been set up for the company selected
above. If you require a different bill to address, click on the three dots icon and all addresses that
have been set up for that company will appear. Double click on the correct address to select it.
This is the address that will be used to generate invoices and will appear on project related

reports.
iy,
Bil To:
SHE: 18 Address List o x
PO = O
pe,
Internal C¢
Type Address
Division:
S0 Business 500 Centre St SE PO Box 2850, Calgary AB CA T2P 255
Project: Business 2100, 855 - 2 Street S.W., Calgary AB CA T2P4)8
Business 9708-117 Street, Grande Prairie AB CA T8W 0C7
Business 8th Floor 520 3 Avenue SW, Calgary AB CAT2P 0R3
Est. Start|
Business 10333 Southport Road SW, STE 200, Calgary AB CA T2W 3X6
Est. EndD Ricinece QNN1-112 Strest Grande Prairie AR CA TRV 714 M
Refresh OK Cancel

5. Click on the drop-down box for the Site and select the site where the work is being performed.

- This is a mandatory field. The project cannot be saved without this information.

Site:

PO #:
. o x
Interng
Divisior >
Status:  Name Code Region Status T
Project T | ¢ Active
SemCAMS 170016 Alberta Active
CNRL 1720025 Alberta Active
= Encana 170010 Alberta Active
Est.En Encana 170024 Alberta Active M
x v | Status = Active Edit Filter
Refresh oK Cancel
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6. If the project has a purchase order, enter the number in the PO # field.

7. Ifthere is another code or name that can be used to identify the project, place it in the Internal
Code field.

8. Click on the drop-down list for the Division and select the division that applies to the work being
performed.

9. The Status field will automatically default to Active.

10. Enter the Est. Start Date and Est. End Date if you know what they are.
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11. Click the Configure tab.

Equpment Crew Material Timesheet Options Work Order
General Configure Line Item Markups Cost Code
Bl Rates

Seiect the defau't rates to be used in the inveicing of tha project (and chid WES Zems

Bil Rate Table:

Alow Override Tmesheet Bil Rate

CostRates

Saect the defaut rates o ba used in the costing of this project (and child WES tems)

Cost Rate Table:

Payrol Rates

Seect the default rates o be used in the payrol of this project (and chid WES e

Payroll Rate Table:

Set whether or nct mesheets against this project (and chid WES fems) need to be spproved prior to

Approval required

Budgeting

Attachments Mobie Security Mobie Configuraion

Detais/Notes Budget Progress

Set the level of detad of budgeting that wil be used on this project, Once progress or budgets have been entersd, you can no longer edt th

Budget By:

Budget at Level:
Custom Detais

Dim 1.

Dim 2:

Activity Code:

INEIGHT @

12. Click the Bill Rate Table drop-down list and then select the rate table that contains the bill rates

that apply to the project.
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General

Bill Rates

Cost Rates

Payroll Rates

Work Flow

Budgeting

Custom Details

INEIGHT@

Crew Material Timesheet Options Work Order Attachments Mobile Security Mobile Configuration

Configure Line Item Markups Cost Code Details/Notes Budget

Select the default rates to be used in the invoicing of this project (and child WBS tems).

Bil Rate Table: =
..o R

[Internal] Non-project Spedific - COST
[Internal] Shop/Yard Fadility - COST

Select the defauk rates to b 1nternal) Shop/Yard Fadiity - PAYROLL

180002, Encana Pipestone Liquids Hub - BILLING

180002, Encana Pipestone Liquids Hub - PAYROLL

180003, MEG - PAYROLL (Inactive)

Select the defauk rates to b 13,003 MEG Energy - BILLING (Inactive)

Payrol Rate Table: 180004, Encana TOWER 13-34-79-17 W6 PADSIT - PAYROLL

180005, Encana, Tower 6-16-080-17 W6 10 Well Pad - PAYROLL (Inactive)

180006, Encana SCLH - BILLING (Inactive)

180006, Encana SCLH - PAYROLL (Inactive)

180008-33 - PAYROLL (Inactive)

180009-33 - PAYROLL (Inactive)

180010-33 - PAYROLL (Inactive) v
Set the level of detail of bu  x

Cost Rate Table:

Set whether or not timeshy

Approval required

Budget By: -
Budget at Level: @
Dim 1:
Dim 2:
Activity Code:
OK Cancel

13. Select the applicable job Cost Rate Table from the drop-down menu.
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Equipment Crew Material Temesheet Options Work Order Attachments Moble Security Moble Configuration
General Configure Line Item Markups Cost Code DetaiisNotes Budget Progress
Bl Rates
Select the defaut rates to be sed in the nvoiong of tha project (and chid WES tems).
Bl Rate Table:
Allow Override Tmesheet 5 Rate
CostRates
Select the defaul rates o be used in the costing of this projact (and chid WES tens).
Cost Rate Table:
{intemal] EQUE .
AolRie [internal] EQUIPMENT - COST
e defut s o1 [internal] Non-project Spedfic - COST
[internal] Shop/Yard Fackity - COST
Payrol Rate Table: Internal] Shop/Yard Fadiity - PAYROLL
Work Flow 180002, Encana Ppestone Liquids Hub - BILLING
v ety 180002, Encana Ppestone Liquids Hub - PAYROLL
1 MEG - PAYROLL (Inactve]
Approval required | 180003, MEG Energy - BILLING (inactive)
180004, Encana TOWER 13-34-79-17 W6 PADSIT - PAYROLL
Budgeting
180005, Encana, Tower 6-16-080+17 W6 10 Well Pad - PAYROLL (Inactive)
Set the level of detad of bu
180006, Encana SCLH - BILLING (Inactive)
Budget By: 180006, Encana SCLH - PAYROLL (Inactive)
Catlaiek 180008-33 - PAYROLL (Inactive)
18000 AYROLL (Inactive)
Custom Detals 180010-33 - PAYROLL (Inactive) v
Dim 1: %
Dim 2:
Activity Code:
oK Cancel Apply

14. Select the applicable Payroll Rate Table from the drop-down menu.

Payroll Rate Table:

Set whether or not timeshy

Approval required

Set the level of detail of bu
Budget By:

Budget at Level:

Dim 1:
Dim 2:

Activity Code:

[Internal] EQUIPMENT - COST -
[Internal] Non-project Specific - COST

[Internal] Shop/Yard Fadility - COST

[Internal] Shop/Yard Fadility - PAYROLL

180002, Encana Pipestone Liquids Hub - BILLING

180002, Encana Pipestone Liquids Hub - PAYROLL

180003, MEG - PAYROLL (Inactive)

180003, MEG Energy - BILLING (Inactive)

180004, Encana TOWER 13-34-79-17 W6 PADSIT - PAYROLL

180005, Encana, Tower 6-16-080-17 W6 10 Well Pad - PAYROLL (Inactive)

180006, Encana SCLH - BILLING (Inactive)

180006, Encana SCLH - PAYROLL (Inactive)

180008-33 - PAYROLL (Inactive)

180009-33 - PAYROLL (Inactive)

180010-33 - PAYROLL (Inactive) -
X

15. If timesheet approvals are required for the project, check the Approval required check box (the
main result of this check box being set is that unapproved timesheets are not picked up for LEM
or Invoicing process, or other exports which have timesheet approvals enabled).
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Workflow can also be handled at the processing stage of the timesheet cycle. If user is

generating a LEM process, the process can be set to ignore approval workflow, depending
on your organizational workflow requirements.

16. Select the level of detail you would like the budgeting information to be set at. Most projects will
require more than one level of detail in the project structure. You can track budgets and

progress at the Project/WBS level or at the Cost Code level, depending on your budgeting
requirements.

Project Level 1 means the budget is being created at the root project level. If set to Project

Level 2, it means the budget is being applied to WBS Level 1,second node of the project
tree.

Budgeting

Set the level of detail of budgeting that vill be used on this project. Once progress or budgets have been entered, you can no longer edit these values.

Budget By: Project

Budget at Level: 2%
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17. Click the Line-Item Markups tab.

Equipment Crew Material Timesheet Options Work Order Attachments Mobide Security Mobie Configuration
General Configure Line Item Markups Cost Code Details/Notes Budget Progress

Default Markup Values

Line Items on timesheets will use the following markup percentages when calculating LEM amounts. Exceptions to these default percentages are spedified in the table below.

Personnel line items are charged at cost plus %
Equipment line items are charged at cost plus
Material line items are charged at cost plus

Line items are charged at cost plus %
Other line items are charged at cost plus %

= Invoice markups as seperate invoice items

Exceptions

The default percentages above may not be accurate for some of the resource type /ine item combinations. Spedify the exceptions here.

Personnel Equipment ~ Material Line Items ~ Other
Source

Line Item Type Subcontractor Employee DSP Third Party FAC

OK Cancel Apply

18. In the Default Markup Values section enter markup percentage values for your charge out rates
for Line Items that are entered on timesheets.

Default Markup Values

Line Items on timesheets will use the following markup percentages when calculating LEM amounts. Exceptions to these default percentages are specified in the table below.

Personnel line items are charged at cost plus %
Equipment line items are charged at cost plus %
Material line items are charged at cost plus %
Line items are charged at cost plus %
Other line items are charged at cost plus %

u  Invoice markups as seperate invoice items
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19. Select the Invoice markups as separate invoice items if you want the markups to show on their
own invoice line, otherwise invoices will show fully marked-up amounts.
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20. In the Exceptions section, enter any markup exceptions that apply to specific line-item types.
These values are entered as percentages, and they override the values set up in step 18 above.

Exceptions

The default percentages above may not be accurate for some of the resource type/line item combinations. Specdify the exceptions here.

Personnel Equipment Material Line Items Other
Source
Line Item Type Subcontractor Employee DsP Third Party FAC
Material
Expense
3rd Party
Other
Consumables
Subcontractor
Equipment
Labour
Fuel
Transport & Freight
BURDENS - CPP
BURDENS - EI
BURDENS - Small Tool All...
BURDENS - Health
TEST

oK Cancel Apply

21. Click the Cost Code tab.

22. Click the Add Row on the ribbon bar to add new cost codes to the project/WBS node selected.
Billings will only allow charging of time and resources to a project node if cost codes have been
associated with the project or WBS node applicable. If your project structure is complex, you
would normally not attach any cost codes at the very root node, as they would be defined at the
lowest level of the project/WBS tree structure created.

- O]
= = C @ coor X cut 14 SortBy Name Tl X

AddRow Delete Refresh SUndo ShowActive |} sortByCode Oirecton Close
Row(s) Only Asc

Projects Project: O
Work Order Attachments Mobile Security Moble Configuration

ost Code Detais Notes Budget Progress
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23. If you need to remove a cost code, select the line, then click the Delete Row(s) from the ribbon
bar.

24. Add as many cost codes to the node as needed to capture the required information during LEM
data entry. If the Project/Cost Code custom fields have been setup, you can populate them by
clicking on the small filter icon next to the cost code to open a list of the custom fields available.
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25. Click the Details/Notes tab. This tab lets you to enter project specific data into custom fields that
have been setup by the administrator, as well as general project notes. (Refer to the Utilizing the
Options Utility section in the Billings Administrators Manual for details on the set up of custom

Equipment Crew Material Timesheet Options Work Order Attachments Mobile Security Mobie Configuration
General Configure Line Ttem Markups Cost Code Detais Notes Budget Progress
Name Value

Travel Allowance Taxable?
Project LocationLSD

AFE No.

Client Ref, No

[Company] A

Client Approval

Tax Code

eek threshold

ping

Enable bill
Enable payroll ratx

Enable cost rate valid

26. Click on the Budget tab.

@ cony
= = G e x Lpsmoyame T X
AddRow Delete Refesh Slndo SowAcive | ] SortByCode Drecton: Cose
Rowls) Only Asc
Add Row Project: O
0 — o — = e o e

Use the fiter riteria and the button below to refrieve the sum of budgets for this project.

Equipment Crew Material Timeshest Options. Work Order Attachments Moble Security Mable Configuration

27. Under Show budget type the default of Progressive scenario will populate. You can also track
Final scenario by clicking on the dropdown arrow.
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Both scenarios can be utilized at the same time. This drop down simply selects which
scenario you are currently viewing or editing.

28. Enter the date in the Show budget effective as of, based on the information you would like to
see displayed. Press the Retrieve button. If you choose Final from Show budget type, the date
Show budget effective as of field will be grayed out, as the information being gathered is not
dependent on a date.

29. To view the progress of the project, select the Progress tab. Select a date in the Show progress
effective as of, and click on the Retrieve button. If the data is available, the system will calculate
weighted averages for progress values being displayed at summary levels.

30. Click on the Equipment tab.

General Configure Line Ttem Markups Cost Code Details/Notes Budget Progress

Equipment Crew Material Timesheet Options Work Order Attachments Mobie Security Mobile Configuration

LY

Schedule assignment of equipment to this project and set the parameters to calulate its dady cost whie assigned

Spedify how to fiter the equipment list for timesheets entered against this project

Filter by Schedule

Record 0 of 0

31. Select the equipment filtering option that you wish to employ on this project.

e No Filter will allow users to select any active piece of equipment, given the Region
security filters.
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e Filter by Site will allow users to select only those pieces of equipment which have been
associated with the site to which this project belongs to.

o Filter by Schedule will allow users to select only those pieces of equipment for which the
work date falls between the Start and End dates on the schedule grid.

32. When Filter by Schedule is selected, add equipment that is working on this project, using the Add
Row located on the ribbon bar.

.- _________________________________________________°
X

Bl C Y x; Wsmopme T
Cose

{§ paste
AddRow Delete Refresh Sund ShowActive |} SortByCode Direction:
Row(s) Only Asc

Add Row Project: @
General Configure Line Item Markups Cost Code DetalsMNotes Budget Progress

Equipment Crew Material Tmesheet Optons. Work Order Attachments Mabie Security Mobie Configuration

Schedue assignment of equipment to this project and set the parameters to calculate its dady cost whie assigned.

fite the equpment Ist for tmesheets entered aganst ths project

33. Enter the assignment start and end dates as well as unit of measure and quantity to use in
calculating of the daily equipment cost.

The rate used in this calculation will be extracted from the Cost Rate Table set up
for this project on the Configure tab.
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34. Click on the Crew tab.

General Configure Line Ttem Markups Cost Code Detais/Notes Budget Progress
Equipment Crew Materia Timesheet Options Work Order Attachments Mobie Security Mobie Configuration
@@ |frequred, lmit which crews may work on this project by adding them from the pre-defined site
o  cewlst
Specify how to fiter the personnel st for timesheets entered against this project
Fiter by selected cews
P
Code Name Type Notes Message
= ) L' 0 0
oK | Cancel Apply

35. Select the personnel/crew filtering option that you wish to employ on this project.

e No Filter will allow users to select any active person from the personnel list, given the
Region security filter.

e  Filter by Site Personnel List will allow users to select only those individuals who have
been associated with the site to which this project belongs to.

o Filter by Selected Crews will allow users to select only those individuals who belong to
the crews selected in the grid below from the crews defined for the site this project
belongs to.

36. If Filter by Selected Crews was selected, select which crew(s) will be working on this project by
using the Add Row icon located on the ribbon bar.

Crews are defined at the Site level, which is identified in the General tab of the
Project.
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37. Click on the Material tab.

Genera Configure Line Item Markups Cost Code Details/Notes Budget Progress

Equipment Crew Material Timesheet Options Work Order Attachments Mabile Security Mobile Configuration

38. Select the material filtering option that you wish to employ on this project.

e No Filter will allow users to select any active material from the material list, given the
Region security filter.

e Filter by Site will allow users to select only those materials who have been associated
with the site to which this project belongs to.

e  Filter by Materials will allow users to select only those materials who belong to the
materials selected in the grid below.

39. Click on the Timesheet Options tab.
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40. In the Multi Day Timesheet section set the number of days that will appear by default on a Multi
Day timesheet.

41. The Timesheet Numbering section lets you set up the prefix or suffix for the name you want to
use in the naming of your timesheets. It also lets you set the starting number and number of
digits you wish to use. If you want to allow users to override the timesheet number, check the
Allow user to override Timesheet number.

42. Check the Web Client check box to allow this Project to be available on the Web and Mobile
Billings apps.

43. Click on the Work Order tab.
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45.

46.

47.

48.

49.
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You can enter in Work Orders that will be available on the timesheet screen. To add a new work
order, select the Add Row icon located on the ribbon bar. When the new row appears on the
grid, provide all applicable information, then click Apply.

Click on the Attachments tab to upload any pertinent documentation for this project.

Click the Add Row icon located on the ribbon bar to add a new attachment. Alternatively, to
delete an incorrect attachment, click the Delete Row(s) icon located on the ribbon bar.

After the new row appears, click the folder icon in the new row in the Attachment column, to
select the document you wish to upload.

Navigate through the folder structure until the document is found and select it, then click Open.
The Attachment column will be filled in with the attachment name. Select the Type, as thisis a
required field, then select the File Date and click Apply or OK.

After all the tabs have been populated with the required information, it is time to create the
WABS structure. To add a WBS level to a project, right click on the project, and select Add WBS.
Alternatively, a new WBS item can be added using the Add button, located directly above the
project name.
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50. Enter in the Name of the new WBS node.

51. Enter in the Code or abbreviation to be use for this level and the PO number if required.

52. All other fields under the general tab are optional unless instructed otherwise by the
administrator or required for the job. If left empty, these fields will be inherited from the parent
node, or the parents parent node, using inheritance rules (defined in the glossary).

53. Unless a different set of rates need to be used on this node than those set up at the project
node, nothing needs to be set up under the Configure tab. Rate table assignment also follows
the inheritance rules as above.

54. To capture data on a timesheet against the project, cost codes must be applied to the project,
either at the project node (not recommended), or at the WBS nodes. This can be done by clicking
on the Cost Code tab of the applicable project or WBS node.

Cost Code Description
Cost Code Description

<Add New Cost Code > <Add New Cost Code >

Billable

55. Click the Add Row icon located in the ribbon bar, then select the drop-down menu to choose the
cost code.

56. The Budget and Progress tabs will only be visible if you specified budgeting configuration
information at the root node of the project in the Configure tab (i.e., level to budget at and what
type of budgeting mechanism to use for the project).
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Equipment Crew Material Timesheet Options Work Order Attachments Mobile Security Mobile Configuration

General Configure Line Item Markups Cost Code DetailsNotes Budget Progress

@ Use the filter criteria and the button below to retrieve the sum of budgets for this project.

Show budget type: Progressive >
Show budget effective as of: | Jan-30-2023 b Retrieve
Budget Item Cost Code Qty Hours $ Amount
Equipment Crew Material Timesheet Options Work Order Attachments Mobile Security Mobile Configuration
General Configure Line Item Markups Cost Code Details/Notes Budget Progress

/i/l‘i Track the completion percentage for this project by date using the grid below.
"

Show progress effective as of: | Jan-11-2023 -

Effective Date CostCode % Complete Units Installed

57. In the Budget and Progress tabs, you can retrieve information on the selected job to view.

58. Click Apply to complete the setup of the node.

59. Continue to create any folders and sub-folders that are further required following the steps
above.

60. After all folder levels have completed, click OK to save the project and exit the setup screen.

61. To view the Project List grid and all projects that have been set up, click on File, Open and
Project.
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62. The available columns in the Project List grid are:

e Name
e Code
e Status

e Company

e |nternal Code
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Setting up Budgets and Tracking Progress

1. Under Project Administration, select Budgets.

@ Projects

,ﬂ Sites

Q8] Budgets
E‘Q Commitments
Rate Tables

e

m~—

2. The budget list will appear. Select the project for which you wish to set up or update budgets or

track progress.

Only projects which have been configured for budgeting will appear in this list (Refer to
the Creating a New Project section of this manual for more details).
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HOME m}
C &m I m X
Refresh & PtPreview  SendTo Layout Close

Budget List ©

Hame Code Status
0 Actve
Actve

tion Fagiity - Field Constructon(.

x| ([Status) = ‘Active) Edit Fiter
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3. The Project Budget screen lets you set up and update budgets. The left side tab of the budget
grid lists the project nodes from the level selected in the project budget configuration. If
budgeting is being done at a project cost code, the Cost Code column will be visible and
populated with cost codes from the budgeting project level nodes.

Budget List Project Budget: 180002 ©

4. Budgets can be viewed and tracked under two scenarios, Progressive and Final.
Progressive lets you to track changes to the budget over time using the Effective Date, while
Final tracks only the final budget values.

If you select Progressive, you must supply an Effective Date to view the data as of that date. You

can use the Show budget effective as of date to select the date that you wish to see that data as
of.
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Budget List Project Budget: 180002 ©

5. The budgeting screen lets you capture Units, Hours, and Dollars for each of: Original, Change
Order, Current, Direct, Indirect, Labor, Equipment, and Materials. Finally, you can also manually
enter Cost to Complete amount if you are finding that the automatic calculation shown on
system reports is not accurate. The combination of the different types of budgets, budget
scenarios, and the ability to capture details at the unit, hour, and dollar mount levels, provides
the functionality to handle most budgeting scenarios.

Budget List Project Budget: 180002 O

Save the new layout using the custom layout functionality.
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6. Click on the Progress tab.

Project EFF. Date % Complete nite Installed

7. The Progress tab lets you track progress at the project or project cost code node.

Progress is tracked at the same level as the budgets. Progress is tracked by
effective date and can be tracked as a Percent Complete and Units Installed.

8. The available columns in the Budget List grid are:

e Name
e Code
e Status

9. Ifthereis a column header that is not currently in view when the List grid is open and you would
like to see it, refer to the Billings Tips & Tricks section at the end of this manual on how to
manipulate this list view.
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Setting up Project Commitments and POs

1. Select Project Administration and select Commitments.

@ Projects

‘g. Sites
[:]_E] Budgets

l‘_lo Commitments

Rate Tables

2. The Project Commitment/PO List grid will appear. Click on the Add Row icon located on the

ribbon bar.
- 0
= C & coor Xat @ pint D @ ><

AddRow Delete Refresh Sundo @ PrintPreview SendTo
Rowis) -
Project Commitment/PO List ©

Project Code

0

3. The Project Commitment/PO setup window will appear. Click the three dots icon located to the
right of the Project field. A Project selector will appear. Select the project this commitment/PO is
for, by selecting it in the grid and clicking OK or by double clicking the selected project.
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4. Fillin the PO #, Supplier and Description fields if required.

5. The PO Status field will automatically default to Open, and the PO Date field will default to
today’s date. Both values can be overridden as required.

6. Click the Add Row icon located on the ribbon bar to add a PO line-item record. If you need to
remove a line item, select the one to be removed, then click the Delete Row(s) icon located on
the ribbon bar.

7. Add a line-item description, and then fill in the cost code by typing it in or using the drop-down
selector. Fill in the Unit type, quantity, and rate per item for each line item entered.
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8. After all the required line items have been added, click on Apply or OK along the bottom of the
setup screen to save your changes.

9. To view the Project Commitment/PO List grid and all commitments created for all projects, click
on Project Administration and Commitments.

10. The available columns in the Project Commitment/PO List grid are:

Confidential

Project Code
Project Name
Created By
PO #
Description
Supplier

PO Date

Status

BILLINGS USER GUIDE
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Copying a Project

1. Select Project Administration and choose Projects.

l(_|9 Commitments
Rate Tables

<

L

2. The Project List grid will appear. Select the project to be copied by clicking on it once.

Actve

Comgressor Plant

e Liquids Hub, Fadity Construction

Edit Fiter

3. Select Copy located on the ribbon bar.
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- _ ________________ ____________________________________________________________°

Copy. = =
= = C B X cut print D = ><
Add Row RDEIEIE Refresh Sund @ PritPrevien  SendTo Layout Close
anle] - -
Projects ©
o
Name Code Status T
i . -
DEMO \cth
RC 200006 Active
I T~ [ S
= > Active
Kennedy QA Test ctive
A test 2 QA tes Active

4. Click Special Paste (ensure Special Paste is selected and not Paste as Special Paste lets you
control the copy operation details while Paste creates an exact copy of the original).

Paste Spedcial (Copy of QA test)

‘

1. Enter project details:

o of O =<t

Code: | Copy of QA test

2. Choose how much of the project structure you wish to copy:

®  Entire project structure (following choices will apply to entire structure) Selected project only (no child WBS items)

3. Choose how much of the project structure you wish to copy:

® Yes, copy all fields (company, region, etc)

No, I will add these details later

4. Copy the following values from the original:
v Cost Code
v | Assodated rate tables, invoice rules and markups
v | Budgets (if applicable)
Vv |Crew
v | Equipment

v Timesheet numbering options
S. Pressing OK will copy the project and:

® Return you to the project list Open the new project

OK Cancel

5. A Paste Special window will appear. Under section 1, change the name and code to the new
project.
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6. Under section 2, specify precisely what portion of the project structure will be copied (either the
entire project structure or the root project only and no WBS nodes).

7. Under section 3, specify whether to copy the project details exactly as they exist in the original
project, or to blank these values out so that they can be entered later.
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8. Under section 4, specify which of the source project values and references/associations will be
copied to the new project. This includes cost codes, rate tables, invoice rules, markup settings,
project configuration settings, budgets, crew and equipment assignments, and timesheet
numbering configuration.

9. Under section 5, specify what to do after the copy process is completed. If the Open the new
project is selected, the newly created project will be opened allowing the user to make any
required changes, otherwise the new project will be created and update in the grid of the Project
List.

10. After the copy options have been specified, click OK to execute the copy process.
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Creating a New Attendance Entry

1. Click on Attendance, choose Attendance.

2. A grid list of records will appear. Click the Add Row icon located on the ribbon bar to add a new
attendance record.

HOME (]

= = C oam 3 mE X

AddRow Delete Refresh (& PrntPreven SendTo tayout Close
Row(s) = 2

3. Select the Work Date and Site for which you wish to record attendance. The Region field will
automatically populate based on the selected site.
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Attendance List Attendance: ©

v | CreatedBy = Natabe Delocruz

4. Use the Add Personnel icon located on the ribbon bar to add new personnel records. You can
select multiple records by clicking on the first record in the pop-up table, and then while holding
down the Shift button, select the last row. After multiple rows have been selected, click Ok to
bring those rows into the attendance table. Alternatively, you can select the first record, then
hold the CTRL key to select additional, individual records. After all the rows have been selected,
click OK.

HOME

2o
2 & = C
Add Personnel  Add Crew  Delete

Row(s)

e List e: 180018 ©

Region: Aberta

Y shift

Status Active
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5. Use the Add Crew icon located on the ribbon bar to add personnel records by crews. You can
filter the list of available personnel by using the Crew selector. You can select multiple records by
clicking on the first record in the pop-up table, and then while holding down the Shift button,
select the last row. After multiple rows have been selected, click Ok to bring those rows into the
attendance table.

% 8 = C
2 S =
Add Personnel  Add Crew Delete
Row(s)

Attendance List Attendance: 180018 ©

fe) Work Date:

(g

Status Active Edit Filter

6. Now you can specify the attendance status for all personnel rows on the attendance table. You
can also add notes to each line. This can be used to explain absences if such explanation is
known or required.

7. Click on Apply or Ok to save the attendance data.

8. Toview the Attendance List grid and all attendance records that have been generated, click on
Attendance and Attendance.

9. The available columns in the Attendance List grid are:

e Work Date
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e Sijte
e Sijte Name
e Region

e C(Created By

10. If there is a column header that is not currently in view when the List grid is open and you would
like to see it, refer to the Billings Tips & Tricks section at the end of this manual on how to
manipulate this list view.
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Creating a new timesheet entry

Billings supports three types of timesheets:

e Single Day, Single Project

e Multi Day, Single Project

e  Multi Day, Multi Project

Timesheet Status Rules

In any combination of timesheet, Approval, and Parked status the most restrictive rules apply.

Timesheet Status

Timesheet and Approval Status Rules

Open

All items contained on the Timesheet can be modified or deleted and new
items will be added providing user has security permissions.

Locked

Timesheet contains items that have been invoiced or exported. Exported or
invoiced Timesheet lines/items cannot be modified or deleted but new
lines/items can be added or modified by an Administrator or Power User until
they too are invoiced or exported.

Closed

Timesheet cannot be modified

Pending Approval

All items contained on the Timesheet can be modified or deleted and new
items will be added providing user has security permission.

User Defined (optional)

All items contained on the Timesheet can be modified or deleted and new
items can be added providing user has security permission.

Approved Timesheet cannot be modified. Un-invoiced Timesheet items will be eligible for
invoicing. Timesheet status must be changed to Pending approval or user
defined status to make any modifications.

Parked Timesheet is temporarily unavailable for exporting and invoicing until parked
status is removed. When parked status is removed, Timesheet returns to the
status it had prior to being parked.
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Creating a Single Day, Single Project Timesheet

1. Click on Timesheet and choose Timesheet.

&K
o

&
=)
——

2. From the ribbon bar, select the timesheet type by using the drop-down arrow on the New icon,
and select Single Project - Daily. A new Timesheet window will appear.

-] x
HOME [m}
= o

SCF @ B % xxem [J ® m\ X
New  Delete Refresh Generate Viewlods Create Slnd & PrintPreview  SendTo  View: Al Layout Close
= Row(s) Line Items Template - v -

Single Project » Daily

Multi-Project » Weekly

Timesheet & Type Timesheet ID Job & Root Project Name Regor Compar Cate Day Status

o - o o o o o o - - # Coses
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3. Click the three dots icon located to the right of the Project field. A Project display will appear.
Select the Project that this timesheet is for by using the Project Root or Code drop down.

Timesheets Timesheet - Single Day: O

Project: Ordered By:
Regon Location Biled To:
Division:

Clent #:

T/5 Totak 50.00

Personnel | Egupment | Moterid | Line [tems

Y

4. After the project root is selected (either by using the project name or code), the project work
breakdown structure (project tree) will appear in the main area of the Project display. Select the

appropriate project folder by double clicking it. This will return the name of the folder selected
to the Project field on the Timesheet entry screen.

Selecting a more detailed level of the project using the tree picker will pre-filter

the available project/cost code paths when entering Labor, Equipment, Material,
and Line Items.
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5. The project name will be filled in the Project field in the Timesheet entry screen. The Region and
Client fields will default to the selected project’s region and client values (or those inherited from
the parent tree nodes of the selected project tree structure).

T/S Totak $0.00

6. If the selected project has been configured to use automatically generated Timesheet numbers,

skip to the next step, otherwise click on the Timesheet # field and enter in the unique Timesheet
number for this Timesheet.

You can leave the Timesheet # field blank, in which case the Timesheet # will be

automatically generated by the database and will match the system generated
Timesheet ID.

7. Click on the Date drop down arrow and select the date of the Timesheet (i.e., when the work
was performed).

T/SID: Ordered By:

/s #: Location Billed To:

Job #: Client #:

Date: Jan-30-E0PK - T/S Total: $0.00

Monday, January 30, 2023

< January 2023 >
SU MO TU WE TH FR SA
1 2 3 4 5 6 7
8 9 10 11 12 13 14
15 16 17 18 19 20 21
Cost Code oT DT DTH
2 23 24 25 2 27 28
29 30 31

Clear

8. Click on the Personnel tab. There will be several columns listed, as well as some columns hidden,
however, to speed up the process of data entry, it is beneficial if the user removes or adds only
the necessary columns. The columns that are available in the Personnel tab are:

o Unit#
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Personnel Name
Personnel Code
Bill As

Cost As

Shift

Cost Code *Mandatory field.

ST
oT
DT

DTH

LOA

Day

Amount

Crew

Day Rate

DT Rate

DTH Rate

LOA Rate
Location Code
Notes

Order

OT Rate
Parent Timesheet #
Spec. Process
ST Rate

TT Rate

User Def 1

User Def 2
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e User Def3
e User Def4
e User Def5
e User Def6

9. Some of the fields listed above are normally less used so they must first be added to the
Timesheet layout before data can be entered into them. Right click any column header and
select Column Chooser to view this list. You can then drag and drop any of the additional fields
into the Timesheet view or remove any fields that are not required.

Personnel | Egupment  Maferid | Line[tems  Detsls  Dary  Attachments

Unit # Personnel Name 5l As Cost As shift Cost Code st or ot DTH ™ LoA Day

Hide This Column

= Column Chooser
A+ BestFit

Best Fit (all columns)
Y Filter Ecitor..

Show Find Panel

Show Auto Filter Row

You can control where the new column will be displayed in the grid by dragging

and dropping the column headers in the desired location, as identified with the
black line.

10. After a layout has been created with the columns relevant for data entry, save the layout by

selecting the layout drop-down from the top, right side of the tool bar. Click on the drop-down
arrow.
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11. Click on Save As. A window will appear allowing you to name the layout. This layout is specific
only to the user logged into Billings. It will not be available to other users unless it is shared by
the user or an Administrator. After the layout has been saved, the user can select Set Default
which will be the default view when the user enters the Timesheet screen in the future.

When creating a Timesheet layout, multiple layouts can be created. It can be beneficial for
the user to create a layout for when they are entering data and another layout for when
they are auditing the data entered.

12. After the layout has been modified, go into the Personnel field in the grid and either begin typing
the resource last name or use the drop-down menu to pull up a list of personnel resources.

e | Eguoment Materid  Line[tems Detsls  Diary | Attachments

Unit # Personnel Name Personnel Code | Bl As

Hame Code a Classification

ein

13. The Bill As, Cost As, and Shift fields will automatically populate with the default values specified
for the person selected. However, if the person whose time is being entered is to be billed out or
costed at another classification, the Bill As or the Cost As field(s) can be changed to the
appropriate personnel classification to ensure the Timesheet is invoiced and costed
appropriately. (For example: A Journeyman is promoted for a day. Since it is a temporary change
to the classification, the Bill As field can be changed as needed on a single Timesheet line/item
without changing the persons’ default classification.)

14. Tab to the Cost Code field. Click on the drop-down arrow to display a list of cost codes defined
for the selected project node (and any child nodes). Depending on how the project is set up, will
determine how the cost code list will appear.
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persomnel  Egupment | Msteridl  Lneltems Detais Dy Attacments

Unt s Personnel Name Personnel Code Bl As CostAs shift Cost Code st or ot oTH ™ oA Day

The list of cost codes is embedded in a project path. This path is created by following the
folder levels of the project tree so that the costs are allocated to the proper area. (For
example, if the path is 1/EXT/PIP/11.01, this means that the costs are going to Plant 1,
Extraction Area, Piping, and Cost Code 11.01)

15. The next set of fields determines the billing type for the units. Dependent on the project
contract, Personnel can be billed out for ST, OT, DT, DTH, TT, Day, and LOA.
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16. If multiple personnel are being used for the job, click on the Add Row icon located on the ribbon
bar, to add a row (or use the Tab key to move all the way to the right of the screen and press Tab
again to generate a row).

Billings will automatically copy most of the information from the previous row to a new
row. To remove a row, click on the Delete Row(s) icon located on the ribbon bar.

17. Perform similar steps to enter equipment on the Equipment tab, and materials on the Material
tab. Both Equipment and Materials that appear from the drop-down list will be filtered if the
Project on the Timesheet is being charged against has been setup to filter the Equipment or
Material lists. (see the Creating a New Project section of this manual for more details).

- The multi-line entry pop-up is available on these tabs as well.

Bersonnel  Egupment  Msteril  Lne[tems  Detsis Dary  Attachments

Jel
Uit 2 Equpment 8l As Cost Cade Measure GQuantity

Code
I - T R

0.00

Record 10f 1

18. The columns available on the Equipment tab are:

o Unit#

e Equipment

e Code
e Bill As
e Cost Code

o [Measure
e Quantity

e Amount
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Parent Timesheet#
Rate

Spec. Process

User Def 1

User Def 2

User Def 3

User Def 4

User Def 5

User Def 6

19. The columns available on the Material tab are:

Confidential

Unit #
Material
Code

Charge As
Supplier

Cost Code
Type
Measure
Quantity
Amount
Notes

Parent Timesheet#
Rate

Spec. Process
User Def 1
User Def 2

User Def 3
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e UserDef4
e User Def5
e UserDefb

20. When there is data that needs to be entered but does not fall within the predefined units of
measure on the Personnel, Equipment, or Materials tabs, click on the Line Items tab.

Source PO# Cost Code Descrpo Tipe Measure Quantity Rate Amount  Attachment Attachment File Date

0.00 50.00

21. The Line Items tab offers the flexibility to enter any other items that are related to the Timesheet
but that do not neatly fall into the predefined categories of Personnel, Equipment or Materials.
This can include expenses, surcharges, rental fees, or other additional fees that are related to the
Timesheet. If required, a line item can be assigned to a person (i.e., small tools allowance,
equipment rentals, etc.), a piece of equipment (i.e., repairs, additional charges), material (i.e.,
hauling charge, etc.), or simply entered as an Other line item.

22. The Line-Item tab lets you:

e Allot a Custom Description to the item
e Charge it to a cost code (required)

e Attach it to an applicable PO#

e Assign a unit of measure

e Track the quantity

e Key the rate instantaneously

23. The columns available on the Line Items tab are:
e Flag —identifies a line as Personnel, Equipment, Material, Line Item or Other.

e Assigned to
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e Source
e PO#
e Cost Code

e Description
o Type

e Measure

e Quantity
e Rate

e Amount
e Notes

e Parent Timesheet#
e Project Commitment

e Spec. Process

e UserDefl
e User Def 2
e User Def 3
e User Def4
e User Def5
e User Def6

24. Track the item against Project Commitments (Refer to the Assigning Commitments to Projects
section of this manual).

25. The Details tab lets you capture any field notes associated with the Timesheet as well as enter
data into any custom Timesheet fields set up by the application administrator. (Refer to Using
the Options Utility section of the Administrators Manual for more details on how to setup
custom fields).
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Personnel | Egupment = Msteril  Lne[tems  Detsis  Dary  Attachments
e Value
- Exdude From Time Re-Allocation

Notes

26. Additional Timesheet details can be captured in the Diary tab.

Bersonnel | Egupment  Msterill  Lne[tems  Detsis Dary  Attachments

Did 2ny of the Crew experience an injury today that was not reported? [f so, please descrbe. e e
Wiork Performed Visitors to Site
X-tra Work Performed Equipment Damage
Cost Impacts Other Observations
Schedule Impacts Indidents

Did any incdents ocaur today that need to be reported? If so, please describe. i Lo
Weather Conditions.

What other information is relevant to support noted items from the Daly Diary Cheddst?
Temperature

27. Upon completion of entering data into the Timesheet, click on Apply or OK along the bottom,
right side of the screen.

Park Close  Last Created TS #: | New TS after Apply oK Cancel Apply

The Park and Close fields affect Timesheets that need to be put on hold or closed. For
further information see the Creating a New Invoice section for a description of these

statuses.

28. To view the Timesheet List grid and all Timesheets that have been created, click on Timesheets
and Timesheets.

Confidential BILLINGS USER GUIDE Page 145



29. The available columns in the Timesheets grid are:

e Timesheet #
e Work Date

e Timesheet ID
e Job#

e Root Project
e Name

e Region

e Company

e Days
e Status
e Type

e Approval Status
e Close

e C(Created By

e Created Date

e Timesheet Total
e Modify By

e Modify Date

e Park

INEIGHT@

30. If there is a column header that is not currently in view when the List grid is open and you would
like to see it, refer to the Billings Tips & Tricks section at the end of this manual on how to

manipulate this list view.

Confidential
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Creating a Multi Day, Single Project Timesheet

1. Click on Timesheet and choose Timesheet.

Templates

2. From the ribbon bar, select the timesheet type by using the drop-down arrow on the New icon,
and select Single Project - Weekly. A new Timesheet window will appear.

Timesheets Timesheet - Single Day: ©
Project: (DEMO) 5
Region: Compar /]
on Job o
Date: T/S Totak $0.00
Bersonel | Egupment | Materisl  lne[ems  Detsks Dy | Attachments
Did any of the Crew experience an injury today that was not reported? If so, pease describe. |
te

Equipment Damage

Ofher Cbservatans

Tnodents
. et scour ez thot meed & ted? 1F s0, phease dend Injuries
Did any incidents occur today that need to be reported? If so, please desaribe.
ihat other nformation i relevant to support nated items fiom the Dady Ciary Checkist?

Temperatire
----- Cose  LastCreated T/S #: lew T/5 after Apply ance i

3. Click the three dots icon located to the right of the Project field. A Project display will appear.
Select the Project that this Timesheet is for by using the Project Root or Code drop down.
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Timesheets Timesheet - Single Day: @ -
Project: KIEWIT DEMO(DEMO) S D: Ordered By:

Region Alberts - | company: Miing Company TS = Location Bled To:

Devision: - Job & Clent #:

st o

ProjectRoot: | KIEWIT DEMO
Code: DEMO -

Name

B 54T DEMO(DEMO)
BMT Burmaby Mountain Tunnel(1892)
Did any of the Crew experience an inkury today that was not reported? If so, | s | 57 5pread 72672) Conversations W/ Owner

Personnel  Egupment  Material  Lne Jtems  Detals Dy 4

» | ST Sumas Terminal(3052) Visitors to Site
Equipment Damage
Other Cbservations
Incidents

Did any ncdents occur today that need to be reported? If 50, pease describe Mg

What other information is relevant to support noted items from the Dally Diary

oK Cancel

Park Cose  LastCreated /S #:  New TS after Apply =3 Cancel Apply
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4. The project name will be filled in the Project field in the Timesheet entry screen. The Region,
Division, and Company fields will be automatically populated based on the selected.

T5ID: Ordered By
Regon: Aberta ~ Company: Minng Company s Location Blled To:
Division z b # Cient #

Jan-30-2023 - T/S Totak $0.00

5. If the selected project has been configured to use automatically generated Timesheet numbers,
skip to the next step, otherwise click on the Timesheet # field and enter in the number of the
Timesheet.

You can leave the Timesheet # field blank, in which case the Timesheet # will be
automatically generated by the database and will match the system-generated Timesheet
ID.

6. Click on the Start Date drop down arrow and select the starting date of the Timesheet (i.e., the
first day the work was performed or the first day of the shift).

T/SID: Ordered By:

TS = Location Billed To:

Job #: Client #:

Date: Jan-30-E0FE - T/5 Totak: $0.00

Tuesday, January 31, 2023

. January 2023 o
SU MO TU WE TH FR SA
2 3 4 5 6 7
8 9 10 11 12 13 14

15 6 17 18 19 2

22 23 24 25 2% 27

» I =

Clear

Cost Code or DT DTF

NN

7. Adjust the Number of Days on Timesheet if needed.
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8. Click on the Personnel tab. There will be several columns displayed, as well as some columns
currently hidden. To speed up the process of data entry, it is beneficial if the user removes or
adds only the necessary columns. The columns that are available in the Personnel tab are:

Confidential

Personnel Code
Personnel Name
Bill As

Cost As

Shift

Cost Code *Mandatory field.

Total

ST

oT

DT

DTH

TT

LOA

Day

Crew

Location Code
Notes

Order

Parent Timesheet #
Spec. Process
Status

User Def 1
User Def 2
User Def 3
User Def 4

User Def 5
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e UserDefb

9. Some of the fields listed above are rarely used so they must first be added to the Timesheet
layout before data can be entered into them. Right click any column header and select Column
Chooser to view the hidden field list. You can now drag and drop any of the hidden fields into the
Timesheet view or remove any fields that are not required.

Bersonnel | Egupment  Materidl | Line[tems  Detsis  Dary  Attachments

Urit # Personnel Name ¥ Darennnal Frda

Bl As Cost As Shift Cost Code T or oT DTH m LoA Day
d 2 s tocendng [N N I A [ — _— __— ___—

2| Sort Descending
&, Group By This Column
4" Hide Group By Bex
Hide This Column
= Column Chooser
as BestFit
Best Fit all columns)

Y Fiter Editor.

Record 10f 1

You can control where the new column will be displayed in the grid by dragging
and dropping the column headers in the desired location.

10. After a layout has been created with the columns relevant for data entry, save the layout by
selecting the layout dropdown from the top, right side of the tool bar. Click on the drop-down
arrow.

mE X

Layout Close

Save As...

System Default
Set Default

Remove Default
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11. Click on Save As. A window will appear allowing you to name the layout. This layout is specific
only to the user logged into Billings. It will not be available to other users unless it is shared by
the user or an Administrator. After the layout has been saved, the user can select Set Default
which will be the default view when the user enters the Timesheet screen in the future.

InEight Billings X

Save Layout As...

oK Cancel

When saving a layout, it is best to modify all the tabs (i.e., Personnel, Equipment, Material
and Line Items) that will be used in the specific layout being saved.

12. After the layout has been modified, go into the Personnel field in the grid and either begin typing
the resource last name or use the drop-down menu to pull up a list of personnel resources.

Bersonnel | Egupment  Materidl | Line[tems  Detsis  Dary  Attachments
jo)

Blas Personnel Code Cost As shift Cost Code sT or or DOTH m oa Day
Cl on  Classfication

Region Status -

Aberta Active
aberta Actve
Aberta Active
Aberta
Aberta

A
A

Abera Active
P’

Aberta

Record 10f 1

When entering time sheets into Billings, it is time effective for the Cost Administrator to
use the TAB key to move from column to column. When using the TAB key at the end of
the last row, Billings automatically creates a new row and jumps to the first column in the
new row, copying values from the last selected row.

13. The Bill As, Cost As, and Shift fields will automatically populate with the default values specified
for the person selected. However, if the person whose time is being entered is to be billed out or
costed at another classification, the Bill As or the Cost As field can be changed to the appropriate
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personnel classification to ensure the Timesheet is invoiced and costed appropriately. (For
example: A Journeyman is promoted for a day. Since it is a temporary change to the
classification, the Bill As field can be changed as needed on a single Timesheet line/item without
changing the persons’ default classification.)

14. Tab to the Cost Code field. Click on the drop-down arrow to display a list of cost codes defined
for the selected project node (and any child nodes). Depending on how the project is set up will
determine how the cost code list will appear.

Personnel | Egupment  Maferid | Line[tems  Detsls  Dary  Attachments
jel

T or oT DTH m LoA Day
- N I IS N N —

Personnel Name BilAs Personnel Code | Cost As shift Cost Code

Urit #

Cost Code

<Edit Cost Code List>

Record 10f 1

15. The next set of fields is used to capture the number of hours worked per type of hours.
Dependent on the project contract, Personnel hours can be recorded against ST, OT, DT, DTH, TT,
Day, and LOA.

ar or v DTH m LOA

ST
N I R N

16. If time for multiple persons is being used for the job, click on the Add Row icon located on the
ribbon bar, to add another row (or use the TAB key to move all the way to the right of the screen
and press Tab again to generate a row).

Billings will automatically copy most of the information from the previous row to a
new row. To remove a row, click on the Delete Row(s) icon located on the ribbon
bar.
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If the same data is being entered for multiple personnel rows, it is more efficient to use the multi-
line entry pop-up rather than manually entering individual rows. The multi-line entry pop-up lets you
select several personnel records and then apply same cost codes and quantities of units of measure
to these rows in one step. If you select multiple cost codes, then multiple rows will be created for
each personnel record and cost code record selected.

17. Perform similar steps to enter equipment on the Equipment tab, and materials on the Material
tab.

Personnel  Egupment  Msteril  Lne[tems  Detsis  Dary  Attachments

Unit

Equipment Code Bl As Cost Code
8 oo lor e umraem (o) N " S

18. The columns available on the Equipment tab are:
e Unit#

e Equipment

e Code

e BillAs

e Cost Code
e Total

e Each

e Hrs

e Days

o  Weeks

e Months
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Notes

Parent Timesheet#
Spec. Process

User Def 1

User Def 2

User Def 3

User Def 4

User Def 5

User Def 6

19. The columns available on the Material tab are:

Confidential

Date
Material
Code

Charge As
Supplier

Cost Code
Type

Unit
Quantity
Notes

Parent Timesheet#
Spec. Process
User Def 1
User Def 2
User Def 3
User Def 4

User Def 5
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e UserDefb

20. Some of the fields listed above are normally less used so they must first be added to the
Timesheet layout before data can be entered into them. Right click any column header and
select Column Chooser to view this list. You can then drag and drop any of the additional fields
into the Timesheet view or remove any fields that are not required.

You can control where the new column will be displayed in the grid by dragging and
dropping the column headers in the desired location.

Personnel | Egupment  Maferid | Line[tems  Detsls  Dary  Attachments
yol

Bl As Cost As Shift Cost Code T or oT DTH m LoA Day
[N N I A [ — _— __— ___—

Unit # Personnel Name-

Record 10f 1

21. After a layout has been created with the columns relevant for data entry, save the layout by
selecting layout drop-down from the top, right side of the tool bar. Click on the drop-down
arrow. If this is a new layout, select Save As. If you are saving changes to an existing layout,
select Save.
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22. When there is data that needs to be entered but does not fall within the predefined units of
measure on the Personnel, Equipment, or Materials tabs, click on the Line Items tab.

el | Egupment Materid | Linc[tems  Detals  Dary | Attachments

0.00 50.00

23. The Line Items grid offers the flexibility to enter any other items that related to the Timesheet
but that do not neatly fall into the predefined categories of Personnel, Equipment or Materials.
This can include expenses, surcharges, or other additional fees that are related to the Timesheet.
If required a line item can be assigned to a person (e.g., small tools allowance, equipment
rentals, etc.), a piece of equipment (e.g., repairs, additional charges), material (e.g., hauling
charge, etc.), or simply entered as an Other line item.

24. The Line-Item grid lets users:

e Allot a Custom Description to the item

e Charge it to a cost code (required)

e Attach it to an applicable PO#

e Assign a unit of measure

e Track the quantity

e Key the rate instantaneously

e Track the item against Project Commitments (See Assigning Commitments to
Projects section of this guide)

25. The columns available on the Line Items tab are:

Flag — identifies a line as Personnel, Equipment, Material, Line Item or Other.

Assigned to

Source

PO #
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e Cost Code

e Description

e Type

e Date

e Unit

e Quantity
e Rate

e Amount
e Notes

e Parent Timesheet#
e Project Commitment

e Spec. Process

e UserDefl
e User Def 2
e User Def3
e UserDef4
e User Def5
e User Def6

26. Some of the fields listed above are used less frequently, so they must first be added to the
Timesheet layout before data can be entered into them. Right click any column header and
select Column Chooser to view this list. You can then drag and drop any of the additional fields
into the Timesheet view or remove any fields that are not required.

You can control where the new column will be displayed in the grid by dragging
and dropping the column headers in the desired location.
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21 Sort Ascending
Z1 Sort Descending
Clear All Sorting
I Group By This Column
4% Hide Group By Box
Hide This Column
= Column Chooser
+A+ Best Fit
Best Fit (all columns)
Y Filter Editor...
Show Find Panel
Show Auto Filter Row
Filter Mode »

My Column Caption

Right click on the column header that you wish to rename and select My Column Caption
option. If you wish to use the default name, blank out the custom name.

27. After a layout has been created with the columns relevant for data entry, save the layout by
selecting layout drop-down from the top, right side of the tool bar. Click on the drop-down
arrow. If this is a new layout, select Save As. If you are saving changes to an existing layout,
select Save.

28. The Details tab lets users to capture any field notes associated with the Timesheet as well as
enter data into any custom Timesheet fields set up by the application administrator.

personnel  Egupment  Materidl | Line[tems  Detsis  Dary  Attachments

Notes Hame Value

Enter notes here| Exduge From Time Re-Allscation

29. Additional Timesheet details can be capture in the Diary tab.
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Personnel  Egupment  Maferid | Line[tems  Detsls Dary  Attachments

Did any of the Crew experience an injury today that was not reported? If so, please describe. Safety Concerns Conwversations W/ Owner
wiork Performed Vsitors to St
X-tra Work Performed Equipment Damage
Cost Impacts Other Observations
Schedule Impacts Indidents

Did any incidents accur today that need to be reported? If so, please describe. e Ll=

Weather Condtions.

‘What other information s relevant to support noted items from the Daly Diary Cheddst?
Temperature

30. Upon completion of Timesheet data entry, click on Apply or OK along the bottom right of the
setup screen to save your changes.

Park Close  Last Created TS #: | New TS after Apply oK Cancel Apply

- The Park and Close fields affect Timesheets that need to be put on hold or closed.

31. To view the Timesheet List grid and all Timesheets that have been created, go to the menu list
and expand the Timesheets option and select Timesheets.
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32. The available columns in the Timesheet List grid are:

Confidential

Timesheet #
Work Date
Timesheet ID
Job #

Root Project
Name

Region
Company

Days

Status

Type

Approval Status
Close

Created By
Created Date
Timesheet Total
Modify By
Modify Date

Park
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Creating a Multi Day, Multi Project Timesheet

1. Click on Timesheet and choose Timesheet.

AN

Timesheets

d@@«“’%l

5

Templates

2. From the ribbon bar, select the timesheet type by using the drop-down arrow on the New icon,
and select Multi Project - Daily. A new Timesheet window will appear.

<= [
B=C ~* 8

New Delete Refresh Generate View Locks
v Row(s) Line Items

Single Project »

Multi-Project » Weekly

3. Click on the Timesheet # field and enter in the number of the Timesheet.

You can leave the Timesheet # (T/S) field blank, in which case the Timesheet # will be

automatically generated by the database and will match the system-generated Timesheet
ID.

4. Click on the Start Date drop down arrow and select the starting date of the Timesheet (i.e., the
first day the work was performed or the first day of the shift).
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TSID: Job #: Ordered By:

Location Biled To:

~ | Company:

5. Adjust the Number of Days on Timesheet if needed.

6. Click the three dots icon next to Company field to select the client this work was done for.

Timesheets Timesheet - Multi Project: O
/5 I0: Xb #: Ordered By
5 # Start Date: Feb01-2023 - Location Biled T

Region Payroll [EMP &.05P ~ | Mumber of Days on T/5: 52 Chent #:

Division: = Company: |:|

7. Click on the Personnel tab. There will be columns listed, as well as some columns which are
normally hidden. To speed up the process of data entry, it is beneficial if the user removes or
adds only the necessary columns. The columns that are available in the Personnel tab are:

e Personnel Code

e Personnel Name

e BillAs
e Project
e CostAs
e Shift

e Cost Code *Mandatory field.

e Total
o ST
e OT
e DT

LOA DAY
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e DTH
o TT

e |OA
e Day
e Crew

e Location Code

e Notes

e Order

e Parent Timesheet #

e Spec. Process

e Status

e UserDefl
e User Def 2
e User Def3
e User Def4
e User Def5
e User Def 6

8. Some of the fields listed above are user less frequently so they must first be added to the
Timesheet layout before data can be entered into them. Right click any column header and
select Column Chooser to view this list. You can then drag and drop any of the additional fields
into the Timesheet view or remove any fields that are not required.
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Sort Ascending

Sort Descending
Clear All Sorting
Group By This Column
Hide Group By Box
Hide This Column
Column Chooser
Best Fit

Best Fit (all columns)
Filter Editor...

Show Find Panel
Show Auto Filter Row
Filter Mode

My Column Caption

INEIGHT @

You can control where the new column will be displayed in the grid by dragging
and dropping the column headers in the desired location. You can also select My

Column Caption to rename the column headers.

9. After a layout has been created with the columns relevant for data entry, save the layout by
selecting the layout dropdown from the top, right side of the tool bar. Click on the drop-down

arrow.

10. Click on Save As. A window will appear allowing you to name the layout. This layout is specific
only to the user logged into Billings. It will not be available to other users unless it is shared by
the user or an Administrator. After the layout has been saved, the user can select Set Default
which will be the default view when the user enters the Timesheet screen in the future.

Tips and Tricks

Confidential

mE X

Layout Close

Save As...
System Default
Set Default

Remove Default

InEight Billings X

Save Layout As...
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When saving a layout, it is best to modify all the tabs (i.e., Personnel, Equipment, Material
and Line Items) that will be used in the specific layout being saved.

11. After the layout has been modified, go into the Personnel field in the grid and either begin typing
the resource last name or use the drop-down menu to pull up a list of personnel resources.

Bersonnel | Egupment  Materidl | Line[tems  Detsis  Dary = Attachments
Vied Feb-01-23 Thu Feb-02-23
Cost As ST  OT | DT OM TF LOA DAY ST  OT ©OT DM TT LOA DAY ST @F

Shift Cost Code Total
L L | Joe | [ [ | | | [ [ | [ | | | [ | |
Status.

Personnel Code  Personnel Hame ol A
a Classification . Region s &

Aberta Active
Aberta Active

Ppefitter -Jo... | PF-M Aberta

000 .00 00 .00 .00 .00 .00 .00 00 .00 00 .00 00 .00 .00 00 .00

Record 10f1 4

When entering time sheets into Billings, it is time effective for the Cost Administrator to
use the TAB key to move from column to column. When using the TAB key at the end of
the last row, Billings automatically jumps to the next day.

12. The Bill As, Cost As, and Shift fields will automatically populate with the default values specified
for the person selected. However, if the person whose time is being entered is to be billed out or
costed at another classification, the Bill As or the Cost As field(s) can be changed to the
appropriate personnel classification to ensure the Timesheet is invoiced and costed
appropriately. For example: A Journeyman is promoted for a day. Since it is a temporary change
to the classification, the Bill As field can be changed as needed on a single Timesheet line/item
without changing the persons’ default classification.

13. Tab to the Project field. Click on the three dots icon to display the Project list.
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WedF

Cost As Shift Project Cost Code Total ST oT DT |

E| 0.00

Project Root: | KIEWIT DEMO -
. = [
Name

- -

BMT Burnaby Mountain Tunnel(1892)
» | 57 Spread 7(2672)
» ST Sumas Terminal(3052)

OK Cancel

lose Last Created T/S #:

14. Tab to the Cost Code field. Click on the drop-down arrow to display a list of cost codes defined
for the selected project node (and any child nodes). Depending on how the project is set up, will
determine how the cost code list will appear.

Personnel  Egupment  Materil  Line[tems Detals Dary = Attachments
Wed Feb-01-23 Thu Feb02-23 FriFeb-03-23

slas Cost As shift  Project Cost Code

dame.
| | |cwoswonew)

DT DM TT 10A DAY ST OT OFT OM 75 LOA DAY ST ©OT OT DM TT ILOA

Total ST or
- 1Y I N I N N N O

. 2896/2899/00
2672/2675(2896/2500/00

000 00 00 00 00 00 00 00 00 00 .00 00 .00 .00 .00 .00 .00 .00 .00 .00 .00

Record 10f 1 4
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15. The next set of fields is used to record the number of hours against the type of hours. Dependent
on the project contract, Personnel time can be recorded against ST, OT, DT, DTH, TT, Day, and
LOA.

If the same data is being entered for multiple personnel rows, it is more efficient to use
the multi-line entry pop-up rather than manually entering individual rows. The multi-line
entry pop-up lets you select several personnel records and then apply same cost code(s)
and quantities of units of measure to these rows in one step. If you select multiple cost
codes, then multiple rows will be created for each personnel record and cost code record
selected.

Personnel Equipment = Material Line [tems  Details = Diary Attachments

Personnel Code Personnel Name Bill As Cost As Shift Project Cost Code
Personnel Multi Line Entry X
Project Personnel
Name Code
Cost Code e e -
s Aaron Brewster Aaron 176689
Date Aaron Frick Aaron 103391
Feb-01-2023 Aaron Pearson Aaron 135800
Feb-02-2023 Aasen Michael 30998
Feb-03-2023 Ababio Elvis 31038
Feb-04-2023 Abdi Hirole Abdi 174112
Feb-05-2023 Abdi Hussein 30937
Abdi Kulmie Abdi 132864
Abdiaziz Nur Abdiaziz 111629
Unit/Value Abdihakin Mahamad Abdihakin 152469
ST v = Abdijabar Khalif Abdijabar 174472
or Abdirahman Hilowle Abdirahman 181403
oT Ahdirachid Theahim Ahdirachid 120417 b
DTH Crew
T - -
oK Cancel

Record 10f 1 <

Park Close Last Created T/S =:

Each of the selection grids on the multi-line pop-ups can be right clicked to bring up a small pop-up
menu allowing you to quickly Mark or Unmark a row or multiple rows.
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Name Code
e ac
Aaron Brewster Aaron 176689
Aaron Frick Aaron 103391
Aaron Pearson Aaron 135800
Aasen Michael 30998
Ababio Elvis 31038
Abdi Hirole Abdi Mark Selected

Abdi Hussein Unmark Selected

Abdi Kulmie Abdi

Abdiaziz Nur Abdiaziz MarkcAll

Abdihakin Mahamad Abdihakin Unmark All

Abdijabar Khalif Abdijabar 174472
Abdirahman Hilowle Abdirahman 181403

Ahdirachid Theahim Abhdir achid

1208172
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16. Perform similar steps to enter equipment on the Equipment tab and materials on the Material

tab.

- The multi-line entry pop-up is available on the Equipment and Materials tabs.

17. The columns available on the Equipment tab are:

o Unit#

e Equipment

e Code

e BillAs

e Project
e Cost Code
e Total

e Each

e Hrs

e Days

o  Weeks
e Months
e Standby
e Notes

e Parent Timesheet#

Confidential
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Spec. Process
User Def 1
User Def 2
User Def 3
User Def 4
User Def 5

User Def 6

18. The columns available on the Material tab are:

Confidential

Unit #
Material
Code

Charge As
Supplier
Project

Cost Code
Type

Unit
Quantity
Notes

Parent Timesheet#
Spec. Process
User Def 1
User Def 2
User Def 3
User Def 4
User Def 5

User Def 6
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19. Some of the fields listed above are used less frequently so they must first be added to the
Timesheet layout before data can be entered into them. Right click any column header and
select Column Chooser to view this list. You can then drag and drop any of the additional fields
into the Timesheet view or remove any fields that are not required.

You can control where the new column will be displayed in the grid by dragging
and dropping the column headers in the desired location, as identified with the
black line.

21 Sort Ascending
Z] Sort Descending
Clear All Sorting
:i Group By This Column
4% Hide Group By Box

Hide This Column

Column Chooser
+A+ Best Fit
Best Fit (all columns)
Y Filter Editor...
Show Find Panel
Show Auto Filter Row
Filter Mode >

My Column Caption

You can rename columns. Right click on the column header that you wish to
rename and select My Column Caption option. If you wish to use the default
name, blank out the custom name.

20. After a layout has been created with the columns relevant for data entry, save the layout by
selecting thee layout drop-down from the top, right side of the tool bar. Click on the drop-down
arrow. If this is a new layout, select Save As. If you are saving changes to an existing layout,
select Save.
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mE X

Layout Close

-

Save As...
System Default
Set Default

Remove Default

InEight Billings X

Save Layout As...

oK Cancel

21. When there is data that needs to be entered but does not fall within the predefined units of
measure on the Personnel, Equipment, or Materials tabs, click on the Line Items tab.
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Source PO# Cost Code Descrpo Tyoe Measure Quantity Rate Amount  Attachment Attachment File Date

0.00 $0.00

22. The Line Items grid offers the flexibility to enter any other items that are related to the
Timesheet but that do not neatly fall into the predefined categories of Personnel, Equipment or
Materials. This can include expenses, surcharges, or other additional fees that are related to the
Timesheet.

If required a line item can be assigned to a person (e.g., small tools allowance, equipment
rentals, etc.), a piece of equipment (e.g., repairs, additional charges), material (e.g., hauling
charge, etc.), or entered as an Other line item.

23. The Line-Item grid lets users:

e Allot a Custom Description to the item

e Charge it to a cost code (required)

e Attach it to an applicable PO#

e Assign a unit of measure

e Track the quantity

o Key the rate instantaneously

e Track the item against Project Commitments (See Assigning Commitments to
Projects section of this guide)

24. The columns available on the Line Items tab are:
e Flag —identifies a line as Personnel, Equipment, Material, Line Item or Other.

e Assigned to

e Source

e POH#

e Project

e Cost Code
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e Description

e Type

e Date

e Unit

e Quantity
e Rate

e Amount
e Notes

e Parent Timesheet#
o Project Commitment

e Spec. Process

e UserDefl
e User Def 2
e User Def3
e User Def4
e User Def5
e User Def 6

25. Some of the fields listed above are less frequently used so they must first be added to the
Timesheet layout before data can be entered into them. Right click any column header and
select Column Chooser to view this list. You can then drag and drop any of the additional fields
into the Timesheet view or remove any fields that are not required.
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21 Sort Ascending
Z1 Sort Descending
Clear All Sorting
l Group By This Column
4% Hide Group By Box
Hide This Column
=/ Column Chooser
+A+  Best Fit
Best Fit (all columns)
Y Filter Editor...
Show Find Panel
Show Auto Filter Row
Filter Mode >

My Column Caption

You can control where the new column will be displayed in the grid by dragging
and dropping the column headers in the desired location, as identified with the
black line. My Column Caption lets you rename the grid columns If you wish to use
the default name, blank out the custom name.

26. After a layout has been created with the columns relevant for data entry, save the layout by
selecting the layout tab from the top, right side of the tool bar. Click on the drop-down arrow. If
this is a new layout, select Save As. If you are saving changes to an existing layout, select Save.

27. The Details tab lets users to capture any field notes associated with the Timesheet as well as
enter data into any custom Timesheet fields set up by the application administrator.

28. Additional Timesheet details can be captured in the Diary tab

29. Upon completion of entering data into the Timesheet, click Apply or OK along the bottom right
side of the setup screen to save your changes.

Park | |Cose  LastCreated TS #: ¥ |New TS after Apply oK Cance Apply
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- The Park and Close fields affect Timesheets that need to be put on hold or closed.

30. To view the Timesheet List grid and all Timesheets that have been created, click on Timesheets
and Timesheets.

31. The available columns in the Timesheet grid are:

Timesheet #
Work Date
Timesheet ID
Job #

Root Project
Name

Region
Company

Days

Status

Type

Approval Status
Close

Created By
Created Date
Timesheet Total
Modify By
Modify Date

Park

32. If there is a column header that is not currently in view when the List grid is open and you would
like to see it.

Confidential
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Correcting a Locked Timesheet

There are several mechanisms available in Billings to make corrections to previously processed data. The
choice of the data correction mechanism to use, depends on which timesheet data elements need to be
changed, and how many timesheets the change will affect. As an example, a payroll export will not lock
the Bill As field on the labor grid, as this field is not required for payroll, therefore this column will be
available for editing in the timesheet, even when the labor line has been exported to the payroll system.
Conversely, the number of hours worked will be locked and therefore no longer editable after the data
has been exported to the payroll system. For scenarios where only a small number of processed
timesheets need to be adjusted or corrected, it is usually simplest to make adjusting line entries on the
affected timesheets directly. To simply remove an entry, you will create a line which backs out the
original line. To correct an entry, you will need to create two lines, one to back out the incorrect entry,
and another one to add back in the record using the correct information.

If the timesheet status is set to Approved (because of the workflow established at the project), change
the status to any value other than Approved. In most cases, the status should be changed to Pending.
The reason for this is that Approved timesheets cannot be edited in any way. You can visually see which
lines and which columns are locked by their font color. Locked data elements on the labor, equipment,
material, and line-item grids will show up in red font, while fully editable data elements are black. To
make a correction to a locked data element on a locked line, select the line that you wish to correct, and
then either press the Insert key on the keyboard, or click on the Add Row icon, located on the ribbon bar.
This will result in a new line being added to the timesheet, with most of the information copied from the
selected line. You will need to enter negative quantities to back out the original quantities in the
applicable columns. As an example, to back out a labor line that originally had 8 hours of straight time,
and 2 hours of overtime, put -8 hours for straight time, and -2 hours for overtime in the newly created
labor line. If you simply needed to back out a line, you are done. However, if you wanted to correct a
line, you can now use the Tab key to tab to the end of the line, and yet another new line will generate,
copying the information from the correcting line. Now you can enter the replacement information, as
the original information will have been backed out by the line you just finished. You can repeat this
process for any number of locked lines on the timesheet, and after you’re done, press either the Ok or
the Apply button to save your changes.
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Copying an existing timesheet
Copy an existing timesheet by following these steps:

1. Select Timesheets and then choose Timesheets.

Timesheets

Templates

2. Select the timesheet to be copied by clicking on it once with the mouse. If the timesheet you are
looking for is not in the list, type in the timesheet number in the timesheet# field to search for it.

HOME
+ [ == (@ Cooy - =

== =3 = ot & e @® mE X
New Delete Refresh Generate Viewlods Create *Sunde @ PrintPreview SendTo  View: Al Layout  Close
*  Ron(s) Line Items Template - - -
Timesheets ©

Tmesheet # Tyoe Timesheet 1D Job # Root Project Hame Regan Company Work Date
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3. Click Copy from the ribbon menu.

INEIGHT @

4. Click Special Paste (ensure Special Paste is selected and not Paste as Special Paste lets you

control how the copy process is performed).

Paste Special (Copy of T/S# 0000019389) X

1. Choose the type of copy you wish to make:
® Copy (makes a new unlocked copy only)\

Credit (makes a credit timesheet only)

Adjustment (make;
L ( Céaredit (makes a credit timesheet only) FDY)

2. Enter timesheet details:
Credit T/S =:

New copy of Timesheet:
TS #: Copy of 0000019389
T/S Date: Jan-15-2023 -
Copy the following values from the original:

v |Hours and Quantities
v |Line Items

v Timesheet Notes
GPS Location

To remove from the newly created copy:

Inactive Employees
Inactive Equipments

Inactive Materials

3. Pressing OK will copy the timesheet and:

e Return you to the timesheet list Open the new timesheet

oK Cancel

5. Insection 1, choose the type of copy you wish to make.
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6. Section 2 will automatically name the timesheet as Copy of + original timesheet number; change
this to the new timesheet number if desired. Select the date for the timesheet. There is an
option of having the Hours and Quantities, Line Items, and timesheet Notes pull in from the
original timesheet it was copied from. If these boxes are checked off with a v/, the selections
made will copy from the original.

7. Insection 3, you will have the options of Return you to the timesheet list or Open the new
timesheet. Choose Open the new timesheet.

8. Click OK and the new timesheet will open. The new timesheet can then be modified as required
with any information that needs to be changed.
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Generate Timesheet Line Items Wizard

It can be necessary to generate multiple timesheet line items based on a set of project rules. The
Timesheet Line-ltem Generator lets you create a timesheet with automatically generated line items

which are based on results of calculations based on entered set of criteria.

1. From the Timesheet grid, click on the Generate Line Items icon on the ribbon bar.

HOME
= C '-1_- a @ (G Copy Kot Gt D) @ E X
New Delete Refresh Generate Viewlods Create SUndo G PrintPreview SendTo  View: Al layout Close
= Row(s) Line Items Tempiate - - -
2. Press Next to continue.
Timesheets Generate Timesheet Line Items O
Generate Timesheet Line Items
tain caladated
e, dck Next
Page 181
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3. Select the type of calculation logic that you need to utilize for the line-item generation and press
Next.

Timesheets Generate Timesheet Line Ttems  ©

Line ltem Parameters

Set amount per hour worked — calculates amount by simply multiplying total Labor hours within
a specified time by a preset hourly amount.

Timesheets Generate Timesheet Line Ttems  ©

Line ltem Parameters
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Set amount per hour worked by type of time — calculates amount by multiplying various Labor
hour totals grouped by unit of measure by a preset hourly amount set per type of time. Type of
time refers to the Labor unit of measure (i.e. ST, OT, DT, etc.).

Set daily amount if hours worked for that day exceed set threshold — calculates a daily amount
if the total Labor hours for that day meet or exceed a preset threshold.

Timesheets Generate Timesheet Line Ttems  ©

Line ltem Parameters

Set daily or weekly amount based on daily and weekly minimum hours rules — calculates
amounts based on day of week threshold hours rules. If Labor hours meet or exceed all daily
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thresholds then the weekly amount applies, otherwise daily amounts are calculated for all days

that meet or exceed the daily thresholds. For days that do not meet the daily threshold, hourly
amount applies.

For this calculation type, the date range is specified with a starting date and an indicator
as to how many full weeks of data to use as source for the calculations.

Timesheets Generate Timesheet Line Items O

Line item Parameters
Speafy calculation details

The Daiy/Vieekly ine item alows you to specify daly, weekdy, and hourly thresholds and the ine ftem amounts.
By default, if an indhvidual has warked the required number of hours on esch specified day of the week, then

the weekly ine item amount will apply, otherwise dady ine item amounts will be generated for the days that the
work hours meet or exceed the daly Hresholds. If daly threshold is not met, then the simple amount per hour

Weekly ine item amount: Use zero (0) tresholdrule (7 Monday h
Daly ine item amount: s Use zero (0) thveshold e (%) Tuesday h
Hourly ne ftem amount:  § viednesdsy h
Include Travel Time (TT) in threshoid calculation Thursday h
Inchude Living Out Allowance (LOA) in threshold calculation Friday h
() Zero (0) threshold rde: Saturday b
This rule creates andfor counts as ebgbie dayshours where. -
threshald has been zet to zero (3), but hours have been worked an SR

that day.

<Back Next > Cancel

4. Press Next to begin specifying the timesheet criteria to base the calculations on. The criteria

include project(s), timesheet and timesheet Approval Status, and timesheet Work Date range.
After you have specified the filters press Next.
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Ttems ©
Line tem Parameters
‘Speafy source data for calaulation
[ Projects
Please select the project or projects for which the ine items should be generated.
v <AlProjects>

“SAMPLE BUDGET PROJECT (190013) - 15-30 Separation Facity - Field Constructon(190013)
“SAMPLE PROJECT (180002) - Pipestane Liquids Hub, Facilty Construction(180002)
“SAMPLE PROJECT (190010) - AWTF Biectrical Construcbon(190010-K104)
*SAMPLE PROJECT (1500 10) - AWTF Pipeine (1500 10-€110)

*SAMPLE RETRO RATE AD] PROJECT(180004)

*SAMPLE TASK TRANSFER PROJECT (190012) - 15-30 Separation Faciity Fabrication & Assembiy(150012)
“SAMPLE WO PROJECT (1900 10) - AWTF General Constructon{190010.K103)
[INTERNAL] Estmating - 2020{200000)

BL Project Mame(Bi. Project Code)

Import Raot Project(IMPRCZ)

Imgort Raot Project(IMPRC2_CSV)

Kennedy QA Test{kennedy QA Test)

KIEWIT CEMO(DEMO)

Q4 test 2(QA test 2)

QA test{QA test)

SAMPLE PROJECT - 14-30-071-08 WM Compressor Plant{180011)

SAMPLE PROJECT - E-406 Stainless Valve Repiacement{200005)

SAMPLE PROJECT - Fabrication & Assembly(180015)

SAMPLE PROJECT - Field Ppe Fabrication(200006)

SAMPLE PROJECT - Shop Fabricated Pipe & Fittings(150008)

SAMPLE PROJECT - Stainiess Steel Spoois(200002)

SAMPLE PROJECT - Tower Stabiizer Feed Bottom Exchanger (200001)

TEMP(TEMP)
| Timesheets
Include timesheets that are: ./ Al Timeshests, or: Approved Locked Pendng
L e
<Back U Next > Cancel
5. Select personnel filters, if any, and click Next.
Only projects with assigned personnel will let you filter by person.
— .
Line item Parameters
Select Personnel
Select "All Personnel”, or spedify individuals for whom the line items should be generated. By default, line items wil be generated for al individuals.
Note: If any of the selected. quIre pr per |, all personnel for included in the calauk
Name Code
7] | tvwemas R .
Aaron Brewster, Aaron 176689
Asron Frick, Aaron 103381
Aaron Pearson, Aaron 135800
Assen, Michael 30998
Ababio, Elvie 31038
Abasolo, Jeger 2875
Abbott, Sara 3584
Abdalla, Ahmed 3544
Abdi, Hussen 837
Abdi, Abdulkad 2%
Abdi, Hussen 0937
Abdi, Mohamed (Moe) 3385
Abdi, Abdala 3384
Abdi, Mahat 3649
Abdi, Sharmale 3653
b Hirole, Abdi 174112
Abd Kulmie, Abdi 132864
Abdazz Nur, Abdiaziz 111629
Abdhakin Mahamad, Abdhakin 152469
Abdijabar Khakf, Abdgabar 174472
‘Abdirahman Hiowde, Abdrahman 181403
Abdrashid [orahim, Abdrashid 129617
Abdirashd Mohamud, Abdrashid 130343 -
Spedfy the| By default, ine items for active as wel
T 5
<Back U Next > Cancel
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6. The generated line items will attach to a newly created timesheet. In this step, provide details
about the timesheet header as well as the generated timesheet Line Items, and press Next.

The Roll up calculated values to a single line-item option lets you sum all generated line

items to a single line item on the generated timesheet. This is a single line item will not be
associated with any personnel records.

Timesheets O Generate Timesheet Line Items &

Line Rem Parameters
Specfy generated tmeshest detals

The e items vl be generated on 8 new timesheet, Please supply values for the varous detais of the generated
timesheet below.

032023 -

/5 Type:

Project
Generated Line Ttems

Line Ttem Type:

Line Description:

Rol up calodated values to single Ine item

7. Review your criteria and press Next.

The criteria preview content will copy to the Notes field of the generated
timesheet.

8. The final screen of the wizard displays the calculation results. Pressing the Finish button will
open the timesheet screen with the generated timesheet. Note that the generated timesheet is
not actually created in the database, and you will need to click Ok or Apply on the timesheet
screen to save it to the Billings database.

Confidential
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Importing a timesheet

Billings lets you to import timesheets from a spreadsheet if the correct template was utilized. note that
as of version 3.8, only Multi-Project Multi-Day timesheets can be imported, and that only Personnel and
Line Items are currently supported.

1. Select Imports from the main menu, Adjustments and select timesheet import.

Actuals Task Transfer Adjustment

Retro Rate Adjustment

Classification Import
Equipment Import
Marterial Import
Personnel Import
Project Import

Rate Table Import

Timesheet Import

Legacy Labour Rate Imports

2. The timesheet Import window will appear.
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3. Select the Create Import button at the top left side of the ribbon bar. The Import Definition
Dialog will show. Once you have specified a file, Billings will automatically preview the file
contents in the three tabs, “timesheet Header”, “Personnel” and “Line Items”.

[¥ 1mport Definition o X

| el Name: Timesheet Import

Enter Criteria:

Import Timesheet Source Excel File: C:\Users\Crystal.Gerstel\Desktop\Time

You can edit the data in the import grid in Billings to correct any errors that are reported. Once you have
corrected the errors, click the OK again to re-validate the data. This allows you to correct errors in the
import file without having to edit the file itself.
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Processing adjustments to timesheets

Billings lets you reverse locked timesheets to process various adjustments, such as retro-active rate
changes, etc. The Adjustment process generates locked credit timesheets which back out the

previously locked timesheet information, and create new timesheets with refreshed rates, allowing
the user to perform further edits before using the newly generated timesheets for LEM, invoice, or

other system processes (exports).

1. Select Processes, Adjustments and then choose Retro Rate Adjustment or Actuals Task Transfer

Adjustment.

Timesheets

Templates

Actuals Task Transfer Adjustment

Retro Rate Adjustment

¥

2. The Adjustments Process grid will appear for the adjustment process selected.
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3. To create a new process, select the Create Adjustment icon located on the ribbon bar.

- [
B =C m X

Create Delete  Refresh Layout Close
Adjustment  Row(s) -

4. The adjustment selection criteria window will display. This screen lets you set the filtering and
adjustment specific parameters which will control the scope of the data selected for adjustment
and any output formatting of data by the adjustment process. The filtering parameters as well as
control parameters are unique to each adjustment process type.

H

- O
P =C mE X

Create Delete  Refresh Layout Close
Adjustment ~ Rowls) -

Retro Rate Adjustment O

iy Using adjustment processes allows you to system generate credt and adjustment LEM enries for timesheet entries that have aready been locked.

Desaiption Created By Status
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5. Click Submit icon located on the ribbon bar when you are done setting the parameters and wish
to initiate the adjustment.

InEight Billings X

o Process has been submitted. Please use the Refresh button to check the result after the process done.

6. To check on the progress of your request, use the Process Status screen (Processes - Process
Status).

7. Tosee your new request on the Adjustment list screen, click the Refresh icon located on the
ribbon bar.
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Viewing timesheet locks (processes that have consumed the
timesheet data)

The timesheets can be locked by multiple processes in the system. The ability to understand which
processes have locked a specific timesheet record is often helpful in troubleshooting a solution to fix a
record that has been incorrectly captured. For example, if a timesheet record has been locked by a LEM
process, but the LEM has not been issued to the client, then deleting the LEM process with that
timesheet record on it, will enable the record to be modified, as it will become unlocked after the
process has been deleted. However, if one or multiple processes have locked a record, and they cannot
be deleted, then any adjustments will need to be handled through way of an adjusting process, that is
defined earlier in this manual.

1. Select Timesheets, and then Timesheets.

2. From the Timesheet grid list, select the timesheet(s) you wish to view, and click View Locks icon
located on the ribbon bar.

SCF @ B xueom [ @ @ X

Delete Refresh Generate Viewlods Creste Sund @ PrintPrevien  SendTo  View: Al Layout  Close
Row(s) Line Itesms Template - - -

Actions Edit Print Save  Filter Window

.fui

Timesheets ©  Timesheet - Single Day: 0000019385

Timesheet # T Type Timesheet ID Job & Root Project Narm Regon Company Work Date Days Status

S [0 S = = S S =N
foosm—— Jawommie Jowow | Jeochoie oo [on | oo (s | iom |
T L S T N N . T S [ N = S I N
N [ = S T S N - S o R [ P N BT =S
e T U . S T S S L R NN

0000019384 Single Day Tmesheet 0000019384 180002 SAMPLEPROJECT (L. | Aberta Ovintiv Canada LLC Jan-11-2023
0000019383 Single Day Tmeshee 0000019383 180002 SAMPLEPROJECT (1. | Aberta Ovintiv Canads LLC Jan-10-2023 1 Open

3. The Timesheet Cross Reference grid list will open with the timesheet(s) selected, with these
available columns:

e T/SID

o T/SH

e T/S Start Date

e T/SType

e Approval Status

e T/S Status
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e Parked

4. From the T/S ID column, click the + icon to view the selected timesheet results. This will bring up

all timesheet records within the timesheet selected, via T/S Items tab.

> undo Layout  Glose
Edit

Timesheets Timesheet - Single Day:

o
£
TSI TSe T T/5StartDate TS Type Approval Status T/S Status Parked
T - 0000019385 e o s i o
[+ omoooiszes  ovcooisses EEIT S Day Tt e = A
Record 10f 1
X s 0000019385

Edit Fiter

From within the T/S Items tab, double click the timesheet item you wish to view to see which
processes have captured/consumed that timesheet record.

Timesheets Timesheet - Single Day: 0000019385 © Timesheet Cross Reference
Project: 8L Project Code (BL Project Name) TSI 0000019385 Ordared By:
Region: Alberta = | Company: SemCAMS LLC TS 0000019385 Location Biled To:
Division: Fiedd Construction - Job #: Clent #:
Date: Jan-11: T/ Totak $816.30
Personnel Eguipment Material Line [tems Detals Duary Attachments
5
Unit # Personnel Name Personnel Code Bl As CostAs Shift Cost Code ST or DT DTH h LOA Day
T e e e e T ) S A [ S S S
o e m w e
Record 10f 1
Multi Line Entry... Park Close oK Cancel Apply
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Certification Management

1. Select Data Library and then choose Certifications.

Personnel
Equipment

Material

Personnel

Equipment

Material
Companies
Cost Codes
Regions
Divisions

Locations

il <o B @ m

Certifications

Certification Types

@

2. The Certification screen will display.
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3. You can retrieve all certifications in the system, or you can filter the retrieved list by using the
check boxes and the project selector.

e Show personnel assigned to the selected project lets you select a project, and
then retrieve certifications for the personnel that have been assigned to that
project.

e Show personnel that have hours charged against the selected project lets you
select a project, and then retrieve certifications for the personnel who have time
charged against the project.
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4. After you have decided whether you want to filter the certification list, and how, click the
Refresh icon on the ribbon bar, to retrieve the data from the database.

5. If you wish to add a certification, click on the Add Row icon located on the ribbon bar.

6. Select the person for whom you wish to capture the certification by using the dropdown in
either the Code or the First or Last Name fields.

7. Select the certification type that you wish to attach to the selected person by using the
dropdown in either the Certification Description or Code fields.

8. Add the certificate image file by using the folder icon. You can attach a PDF file or any supported
graphic bitmap image file.
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9. Fill any other fields required for the selected certification type.
10. Click Apply or OK along the bottom of the setup screen to save the changes.

11. To view the Certification List grid and all personnel that have been set up with certifications, click
on Data Library and Certifications.

12. The available columns in the Certification List grid are:
e Verified
e Code

e Last Name

e  First
e Status
e Region

e C(Certification Description
e Certification Code

e Certification

e Certification #

e Issue Date

e Expiry Date

e Expired

e Certifying Agency

e Prov/State

e Certification Status

e Notes

e C(Certification Region

e Certification Type Status

e (Classification
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e Cost Classification
e Crew/Supervisor

e ID

If there is a column header that is not currently in view when the List
grid is open, and you would like to see it.
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Running Reports

1. Click on Reports and choose Reports.

2. The Reports grid list will appear. This window lets a user select which report to run and define
the filter requirements for the reports. Double click on the report you wish to run.

3. Determine the filter requirements for the report.
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The filter requirements will differ with each report and the screen shown below is only an
example of what a criteria screen for a report can look like.

Reports Reports - Classification Audit ©

General®

Filin the parameters required for the chosen report and press Previe

4. After the filter criteria has been entered, click on the Preview button along the ribbon bar to
generate a pdf (for pdf formatted reports), or grid results (for transaction formatted reports, OR
click on the send to button located on the ribbon bar, and choose either Grid or Pivot Grid.

5. The Report Preview screen Toolbar offers the following functions:

=] Table of Contents =0 % - Zoom Combo

i Find + Previous Page

0 Single Page View Next Page

23] Multiple Page View 1425 Current Page Number
= Continuous Scroll (€ Backward

Q Zoom Out @ Forward

IE.:J‘Zoom In
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6. Click on the close button along the top right-hand side of the ribbon tab or the X from the Design
or Preview tab to return to the reports list.
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Report Export Options
1. When viewing a report, there are three Export options available — Grid, Pivot Grid, and Excel.

2. Click on the send to button located along the ribbon bar at the top of the screen and choose
either Grid or Pivot Grid. Depending on which report is opened, the Excel option can only be
utilized when the report has first been exported to a Grid or Pivot Grid.

3. If Grid is selected, the report data is pushed to a spreadsheet-like grid which lets you group and
sort the data, as well as creating basic mathematical group functions like summing, counting,
averaging, etc.

Grouping is done by dragging a column header to the grey box located at the top.

Sorting is done by clicking on a column header, with first click sorting the data by this field in an
ascending fashion, and on next click, reversing the order.

All other functions are accessed through the customization menu by right clicking a grid column
to bring up the pop-up menu.

4. After a layout has been created with the relevant columns, save the layout by selecting layout
button from the top, right side of the tool bar. Click on the drop-down arrow.

5. If Pivot Grid is selected, there are seven View Options to select from and more than one of these
options can be selected at the same time.

Show Column Grand Totals Show Column Totals
Show Custom Totals for Single Values Show Grand Totals for Single Values
Show Row Grand Totals Show Row Totals

Show Totals for Single Values

As with the Grid report, the data is displayed in a spreadsheet pivot-like style, and it can be
manipulated by dragging and dropping the columns around the screen. Again, you can further
customize the results by applying filters to headers, add or remove displayed columns using the
customization pop-up menu, rename columns and saving layouts with these changes.

6. If Excelis selected, an Export to Microsoft Excel Document window opens. Choose the
destination the file should save to and click Save.
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When the file is opened, the user can edit or adjust the report as required through the Excel
spreadsheet.

7. Click the close button to exit any of these reports. This will return the user to the Report List grid.
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Utilizing Layout Management

1. Click on Suite Administration and choose Layout Management.

O,

i)
oﬁ User Management
- 9

u:ﬁ Layout Management

Report Management

Tl+ System Configuration

T Master Data Uploads

@

2. The Layout Management window will appear. The Layout Management tool is user specific.
Therefore, any layouts listed in the window are layouts the logged-in user has previously created
and saved through the screen Layout toolbar functionality.

Confidential BILLINGS USER GUIDE Page 204



INEIGHT@

Confidential BILLINGS USER GUIDE Page 205



INEIGHT@

3. From the General tab, you can view the available layouts and delete any layouts that are no
longer required. To delete a layout, highlight the line item by clicking on it, then click the Delete
Row(s) icon located on the ribbon bar.

= C (& Copy 2 ><

Delete  Refresh = Undo
Row(s)

4. Click the View tab to view the basic outline of the selected layout. Any changes made to the
layout from this Preview screen will not be saved. This is strictly for viewing purposes. All
changes must be done from the screen to which the layout applies (i.e., if you are viewing a
timesheet layout, you must be in the timesheet screen to change the layout).

Layout Management @

5. Click Apply or OK along the bottom, right side to exit the Layout Management window.
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Importing and Exporting Data

Billings lets you exchange data with other systems on either ad-hoc basis or on a predetermined
schedule. Depending on your security profile as granted to you by your system administrator, you
can schedule the various imports and exports to run automatically, to execute these manually on an
ad-hoc basis, or to check whether they executed successfully or encountered problems.

System integrations are implemented on a case by case basis, therefore the actual imports and
exports that have been configured for your installation of Billings can be substantially different than

the examples shown in this section. Any specific requirements or parameters needed by your
imports and exports were documented during the system implementation.

Importing Data

1. Click on Processes, Imports, then select the desired import.

Actuals Task Transfer Adjustment

Retro Rate Adjustment

Classification Import
Equipment Import
Material Import
Personnel Import
Project Import

Rate Table Import

Timesheet Import

2. The Imports list will appear for the selected import process and show all results associated to the
selected import.
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B =C m X

Create Delete  Refresh Layout Close
Import  Row(s) -

Classification Import O

[(J Using imports allows you to import a file from other applications into DTC.

Created Description Create By Status

B o - .
e ——t T =
DTC Process (1) Crystal Gerstel Cancelled

3. Toreview the results of a particular import, double-click the instance that you wish to review
using the grid.

Depending on the import type, the Notes section can contain information regarding the
outcome of the process.

4. To request another instance of an import, select the Create Import icon located on the ribbon
bar.

HOME
= C m X
La:m.t Cose

Create Delete Refresh
Impart  Rowls)

5. The Import Definition screen will display. You can set the parameters of the import, and then
press the Submit button to request that the import be ran.

[¥ 1mport Definition o X

| el Name: Classification Import

Enter Criteria:
Import Source XML File: \\tsdient\C\Users\cgerstel\Desktop\VISTA 2017\DT
Import Source: (]

Submit oK Cancel Apply
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6. Upon completion, click OK or Cancel along the bottom, right side of the screen.

7. To check on the progress of your request, use the Process Status screen (Processes - Process
Status).
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Creating a LEM

Click on LEMs and choose the LEM process you wish to use. The standard Billings LEM process is
called Generate LEM (Billings); however, each organization can customize a specific LEM process

other than the default Billings LEM process.

1.

2. The LEM process selected will open with a list of all results generated for the specified LEM process.

- =
mE X

= C e
Layout  Close

Create Delete Refresh 8 PrintPreview
Process  Rowls)

LEMs ©

D) Using exparts alows you to save system data as a file. This file can then be imported into other applcations to remove th d

Created By

Created
o0
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3. Toreview the results of a particular LEM process, or for LEMs that require approvals, select the
appropriate result, and double-click to open.

Depending on the process type, the Notes section can contain information regarding the
outcome of the process. The contents of the details page will vary by each process type.
refer to your implementation documentation for details about your organizations specific
processes.

If the LEM has not yet been approved, you can review the results grid, and remove any lines that you do
not wish to finalize. After the results have been reviewed, you can then approve the LEM, which will in
turn lock the underlying data from future edits.

LEMs. LEMs Detail ©

Notes:

value. Marking an export as approved is a permanent action and will make this record read-orly. Marking an export as approved

=) T Export has not yet been approved. To mark t a5 approved, set the Status to Approved and fil n the exports Date Accepted

cannot be undone.

Description:  LEM # DEMO - DEMO4 (23695)

Created:  5/18/2022 2:55PM

Modified:  5/18/2022 2:56 PM

Detal  Attachments

T/SID  Proj
= 18338 DEMO
1833 | DEMO
18338 DEMO
18333  DEMO
18338 DEMO
18338  DEMO
18338 DEMO
18338  DEMO
1833 | DEMO
18338 DEMO
18333  DEMO
18338 DEMO
18338  DEMO
18338 DEMO
18338  DEMO
1833 | DEMO
18338 DEMO
18333  DEMO
18338 DEMO

Record 10f 38

Proj.
KIE
KE
KEE.
KIE
KIE
KIE
KIE
KIE
KE
KEE.
KIE
KIE
KIE
KIE
KIE
KE
KEE.
KIE
KIE

Froj

Proj.

Proj.

(73

Status:

Date Accepted:

Wor.
05/0.
05/0.
05/0.,
05/0.
05/0.
05/0.
05/0.
050.
05/0.
05/0.,
05/0.
05/0.
05/0.
05/0.
050.
05/0.
05/0.,
05/0.

05/0.

s #
DEM.
oEm
DEM...
DEM.
oEm
DEM.
oEm
DEM.
oEm
DEM...
DEM.
oEm
DEM.
oEm
DEM.
oEm
DEM...
DEM.
oEm

Criteria:

Pending Approval Date From: May-01-2022
Date Tos May-18-2022
Override LEM No.: DEM:
Project: KIEWIT DEMO(DEMG)

TSI T/S). Reso. Reso. Reso.. Type Reso. Shift Cust. Cust. BIA. BillA

18338 D .. Linel Ape.  Mate

18338 RD .. Linel Ape. | Mate

18338 D .. Lnel. Ape... | Mate.

18338 RD .. Linel Ape. | Mate

18338 WD .. Linel Ape. | Mate

18338 | D .. Linel Ape. | Mate

18338 WD .. Linel Alia... | Mate

18338 | D .. Linel Aia... | Mate

18338 RD .. Linel Alia... | Mate

18338 D .. Lnel. wily'.. Tran

18338 RD .. Linel Ape. | Mate

18338 WD .. Linel Ape. | Mate

18338 | D .. Linel DNO... | Cons.

18338 WD .. Linel ON... | Mate

18338 | D .. Linel DNO... | Mate

18338 RD .. Linel Alia... | Mate

18338 D .. Lnel. Russ.. | Mate.

18338 RD .. Linel Ape. | Mate

18338 WD .. Linel Ape. | Mate

Cost

Cost

Line

360-

360-
360-

360-
6374
6374
6374

1804...

360-

9138,
o138
9136,
6374

6034.

360-

Line
2782
782
2782
27082
2782
27082
27409
27409
27408
27617
27331
7322
27382
27415
27415
27408
27221
27364
27384

wes,
%72
72
%72
2672
%72
2672
%72
%672
72
%72
2672
%72
2672
%72
%672
72
%72
2672
%72

Qty
1,000
1.000
1,000
1.000
2.000
0.100
1.000
1,000
1.000
1,000
1.000
1000
1,000
1.000
1,000
1.000
200
1.000
1000

68.1...

Mark.
10.0.
10.0.
10.0...
10.0.
10.0.
10.0.
10.0.
10.0.
10.0.
0,000
10.0.
10.0.
6,000
10.0.
10.0.
10.0.
10.0...
10.0.

10.0.

Mark.
36.8.
15.8.
8.241
8.7,
17.6.
0,880
10.5.
3.156
1820
0,000
3.425
2.500
0.670
13.4
134
123
1L,
3.757

1.096

. 305...

P

Bl A. T/sL. T/sCom.

405, FdParty *
174 dparty
90.6... FrdParty
316. SdParty
193. dparty
3,630 JdParty
115. adparty
347. FdParty
211 dparty
75.3.. FrdParty
103. SdParty
275 dparty
118 JdParty
147. adparty
147. FdParty
135. dparty
121.. FrdParty
413 SdParty
219 wdparty
... 350..

Cancel Apply

You can create a layout for the export result grid. Save the layout by selecting the layout drop-down
from the top, right side of the tool bar. Click on the drop-down arrow.

4. Depending on the process, you can send the process results to a report, or send the data to a file
using the export specific buttons at the bottom of the screen. See the Exports: Report Exports
section below for more details for viewing the export details as a report.
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mE X

Layout Close

-

Save As...
System Default
Set Default

Remove Default

InEight Billings X

Save Layout As...

oK Cancel

5. After you have reviewed and optionally approved the export, click Ok or Apply to save your
changes and exit the screen. If you wish to cancel your changes, click Cancel.
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6. Toinitiate a new instance of a LEM, click the Create Process icon located on the ribbon bar.

Enter Filter Criteria:

General *

The Criteria screen will display. This screen lets you set the LEM parameters which will control

7.
the scope of which data is processed by the LEM process.

Click Submit icon located on the ribbon bar when you are done setting the parameters and wish

to initiate the LEM process.

9. To check on the progress of your request, use the Process Status screen (Processes - Process

Status).

10. To see your new request on the LEM list grid, click the Refresh icon located on the ribbon bar.
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Creating an invoice

1. Click on Invoices and choose the invoices.

Invoices

2. The invoice process selected will open with a list of all results generated for the specified invoice

process.
rove
= C e m X

Create Delete Refresh @ Print Preview
Process  Rowls)

Invoices @

G

Using exports alows you to save system data as a fle. Ths fle can then be imported into other applicatans to remave the need to double enter data and reduce entry erors

o - R
0 2
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3. Toreview the results of a particular invoice process, or for invoices that require approvals, select
the appropriate result, and double-click to open.

183.000 10000  4.000 31,803.. 42834

If the invoice has not been approved, you can review the results grid, and remove any lines that you do
not wish to finalize. After the results have been reviewed, you can then approve the invoice, which will in
turn lock the underlying data from future edits.

4. After you have reviewed and optionally approved the export, click Ok or Apply to save your
changes and exit the screen. If you wish to cancel your changes, click Cancel.

5. Toinitiate a new instance of an invoice, click the Create Process icon located on the ribbon bar.

Layout Close

6. The Criteria screen will display. This screen lets you set the invoice parameters which will control
the scope of which data is processed by the invoice process.
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Enter Filter Criteria:

7. Click Submit icon located on the ribbon bar when you are done setting the parameters and wish
to initiate the invoice process.

8. To check on the progress of your request, use the Process Status screen (Processes - Process
Status).

9. To see your new request on the invoice list grid, click the Refresh icon located on the ribbon bar.
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Exports: Report Export Options

1. There are 2 options to view reports for any of the processes, which include LEMs, invoices,
payroll, etc. Reports can be viewed from the process grid list, or from the results within a
specified process. To view reports:

e Click the Print Preview icon located on the ribbon bar. If only one report is assigned to the
process that you are reviewing, then the default will be for the report to open. If there are
multiple report options, a window will appear listing all available reports. Double-click on the
desired report to open.

C & Print D) E X

Refresh @ printPreview SendTo Layout Close

ee®H B A0 B DSOS a»» Ff aaa &§ p B X

Print %m Options Header Footer Scale Margns  Orientation Size Fnd Thumbnais ;ﬁe t Last aQ Many Pages ZoomOut  Zoom  Zoom In Page Color  Watermark Export Cose
nt - - - - age  Page - - - To~

Reports Reports - Print Preview O

Report Name
Activity Repott
Attendance - LEM Discrepandes
Attendance Grid Report
Attendance Roster
Blank TS
Classification Audt
Classificabon List
Commitment Summary
DTC-Copy of Activity Report
DTC- Copy of Job Summary
Dally CrewTimesheet
Daily LEM
Detailed Payroll Entry Repot
Equipment Audt
Equipment List
Incurred Commitments
Invoice Report
Job Summary
Labour Equipment Material
Material List
Next Day Timesheet

Payroll Audit Report (Multi Unit Columrs)

Payroll Audit Report (unit and quantty)

Payroll Entry Repost
Personnel Audt

Personnel List

2. Click on the send to located along the tool bar at the top of the screen and choose either Grid or
Pivot Grid. Depending on which report is opened, the Excel option can only be utilized when the
report has first been exported to a Grid or Pivot Grid.
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C & Print | _)|

Refresh @ printPreview | SendTo

Grid
Reports © Pivot Grid
Excel

Report Name

"0 XML I

Activity Report

3. If Grid is selected, the report data is pushed to a spreadsheet-like grid which lets you group and
sort the data, as well as creating basic mathematical group functions like summing, counting,
averaging, etc.

Grouping is done by dragging a column header to the grey box located at the top.

Sorting is done by clicking on a column header, with first click sorting the data by this field in an
ascending fashion, and on next click, reversing the order.

All other functions are accessed through the customization menu by right clicking a grid column
to bring up the pop-up menu.

Tips and Tricks

Not only can you add less used fields, and move the columns around, but you can also rename
columns. Right click on the column header that you wish to rename and select My Column Caption
option. If you wish to use the default name, blank out the custom name.

4. After a layout has been created with the relevant columns, save the layout by selecting layout
drop-down from the top, right side of the tool bar. Click on the drop-down arrow.

5. If Pivot Grid is selected, there are seven View Options to select from and more than one of these
options can be selected at the same time.

Show Column Grand Totals Show Column Totals

Show Custom Totals for Single Values Show Grand Totals for Single Values
Show Row Grand Totals Show Row Totals

Show Totals for Single Values
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As with the Grid report, the data is displayed in a spreadsheet pivot-like style, and it can be
manipulated by dragging and dropping the columns around the screen. Again, you can further
customize the results by applying filters to headers, add or remove displayed columns using the
customization pop-up menu, rename columns and saving layouts with these changes.

6. If Excelis selected, an Export to Microsoft Excel Document window opens. Choose the
destination the file should save to and click Save.

When the file is opened, the user can edit or adjust the report as required through the Excel
spreadsheet.
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Checking Status of in Import or Export

1. Click on Processes and choose Process Status.

Classification Import
Equipment Import
Material Import
Personnel Import
Project Import

Rate Table Import

Timesheet Import

Legacy Labour Rate Imports

©00 Process Status

2. The Process Status grid list will appear. This list lets you track progress of the submitted request.
You will need to click the Refresh icon located on the ribbon bar.
For jobs that have not yet begun processing, you can request that the job be abandoned by
checking the Cancel Job check box for that job.

=
= C e~ [[§ m&E X

Delete Refresh (& printPreview  SendTo

Layout  Close
Row(s) B
Process Status @
Cancel Job Process Type Status T RequestDate Start End Request Source Created By Modfied By Message
Vista AR Inveice .. Cancelled 22 32 Orine Request Crystal Gerstel stel =]
Ges M Canceled 0 e =]
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Verifying Billings Version Info

1. To determine version information for Billings, click Help and then System Info.

InEight Billings (Billings Internal)
HOME

200 X cut

 Undo

About InEight Billings ©

InEight Billings
Version: 22.12.0.0

Copyright (c) 2023, InEight Inc.
All rights reserved.

Database Server: INSDTCSQLO1\BILLINGSDEV 19
Database Name: Billings
http://10.200.21.77/Billings

Active Plugins:
ARDSoft.DTC.PlugIn.ReportHelper.HeavyD:22.12.0.0

@ Contact InEight Billings Support

@ System Info
C Refresh Menu

2. The following window appears providing details on the version and the Billings website link.

3. Click OK along the bottom of this window to exit this screen.
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Billings Tips & Tricks
Resetting Billings Password (Client hosted server ONLY)

1. Click on Profile and select User Profile then click the Reset Password lock at the top of the
Ribbon bar.

ﬂ 6 G oy % cut

Reset | TheBezer Vaaum 5 Undo

::::::

Created:  1/10/20236:49 PM

2. AReset Password box will appear. Enter in the old password, the new password and confirm the
new password.

Reset Password

ﬂ Old Password:

New Password:
Confirm:

oK Cancel

3. Click on the OK button along the bottom of the pop-up screen.
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OK, Apply, and Cancel Buttons

You will notice all three of these buttons available on majority of the Billings data maintenance screens.
Pressing Cancel will exit the screen and abandon any changes that you have made. The functionality of
the OK and Apply buttons differs slightly depending on whether you are creating a new record or
modifying an existing record. In both cases pressing either of the buttons will apply your changes to the
database, however if you were adding a new record, pressing Apply will not only save the data to the
database, but also refresh the screen to let you enter yet another record. This was done to maximize the
data entry speed by allowing you to add multiple new records without needing to exit the screen.

Detail Modification

1. If there are fields in a column header that you do not require and would like to remove, select
the field then drag it down until you see an X appears then drop it, repeat this step for all the
fields you would like removed.

2. If you would like to retrieve the removed field or any other hidden field, right click anywhere on
the column header bar to bring up a pop-up menu and select Column Chooser. A Customization
table will pop up. Click on the field you require then drag and drop it where you would like it to
appear in the column headers of the grid.
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Filter Functionality

1. When opening a list within Billings, an auto-filter feature is available. This feature is available
with the following lists:

e LEM e Invoice e Project

e Rate Table e Invoice Rule Table e Company
e Cost Code e Equipment e Personnel
e Region e Division

There is a filter icon in the first row of each of these lists. In this row a user can narrow the list by
entering in specific criteria (i.e., LEM number, Project Name, etc.) A filter icon appears in each column
header when the mouse is placed over the column. If a filter is activated, the icon is highlighted. If the
filter icon is clicked, the filter can be automatically adjusted by selecting from the options of Custom,
Blanks, or Non-blanks.

Edit Filter

In the bottom right corner of some of these lists, there is an Edit Filter button. This lets the user adjust
the default filter settings.
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By clicking the and button, the following options appear:

Filter Editor x

And
And d
Or

Mot And

€ 8 ¢ 8

Mot Or

0K Cancel Apply

By clicking the plus button beside the and button, gives the following options:

Filter Editor x

And
5 =, Add Condition

= Add Group

0K Cancel Apply

Within this row, each character can be edited.

2. Another option when retrieving data is the Quick-Type feature. This lets a user open an existing
list and begin typing in the first characters of the word. Billings will automatically begin to filter
the list by these characters. The example below is searching LEM Numbers by the letter s. Billings
will display all LEMs beginning with this character.
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