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· OVERVIEW

· Every company is unique in how they do business in regards to processing procedures and reporting requirements.  For this reason, it is highly recommended that every company create a procedures guide for all of the important tasks that must be done as part of operations of their business.

· This document is intended to help you create your companies own procedures guide regarding processing on the CONTRAC2 system. You should edit this document so that it details exactly how you want things done. This will need to be updated as procedures change.

· You will see a section for each system along with a daily, periodic, monthly and yearly procedures section for each section. There are also suggestions of what reports to save and file. 

· SYSTEM

· Daily

· Periodic

· Monthly

· Yearly

· CONTRAC2 System Requirements and Business Requirements

· CONTRAC2 System Requirements

· These are operation procedures required by the CONTRAC2 System. Each module will have its own requirements. Examples of these are:

· Entering service orders

· Posting Journals

· Payroll - Save Year-End Info and Reset

· Business Requirements

· These are procedures that you determine are necessary to run your business that are not a requirement of the CONTRAC2 System. Business requirements will be indicated by a ( symbol. Examples of these are:

· Making bank deposits

· Sales and marketing

· Paying payroll and sales taxes 

· You Determine What Is Necessary!

· We have provided you with some general procedures that apply to most companies, but not necessarily yours.  These are suggested procedures. When and if these procedures are to be done and what reports are printed and saved are your final decision. All accounting decisions should of course be reviewed with your accountant.  Contact your Compusource representative if you have any questions regarding the CONTRAC2 system.

· This document assumes that you are running CONTRAC2 revision 7.00.03.

· Check our Website

· We post support documents on our website. At year-end we will post an updated document that will detail year-end processing instructions and federal tax table changes for the CONTRAC2 Payroll System. Go to www.compusource.com to keep current. You can of course call your Compusource Representative or hotline for assistance.

· SERVICE DISPATCH

· Daily Procedures:

· Enter all service orders

· Dispatch technicians to the service orders.

· Keep the service order inquiry current by updating the service orders using the dispatch option.

· Verify that the Service Order Inquiry is current. 

· Are all open service orders open and completed service orders complete? 

· Call and reschedule any service orders that were not completed by the promised time. Enter a new promise date and time and increase the priority level of the service order.

· Schedule technicians and service orders.

· Process the service orders and work orders

· Enter and update the labor hours.

· Complete the work order entry and close the work order.

· Run the Prebill Register.

· Verify that all entries and totals are correct before proceeding to update the invoices.

· Check the totals on the last page of the Prebill Register. These totals should balance with your bank deposit.

· Run Update Invoices after the Prebill Register is correct.

· Deposit cash and checks in bank. (
· There should be a separate deposit for each invoicing and cash receipts batch. 

· This will make balancing your cash postings against the monthly bank statement much easier

· Reports to File:

· Final Prebill Register (by batch)

· G/L Distribution Report (by batch)

· Invoice Registers (by batch)

· Periodic Procedures:

· Enter new Jobsite Maintenance Contracts for new service agreements that have been sold.

· Enter and maintain Jobsite Filter (Tasking) records.

· Enter and maintain Component records.

· Print an Unbilled Service Orders Report. This should be done at least weekly. This should not be a long report.

· Determine if there are any old orders that need to be processed and determine what needs to be done.

· Waiting on parts?

· Waiting for the paperwork to be turned in?

· Does the service need to be rescheduled?

· Should the service order be cancelled?

· Reports to File:

· None Required.

· Monthly Procedures:

· Print an Unbilled Service Orders Report.

· (See the notes under the periodic procedures section).

· Create Maintenance Service Orders (if this feature is used)
· Run this program to create the scheduled maintenance service orders for the month.

· Print the report to the printer.

· Verify that the report I correct before proceeding to create the maintenance service orders.

· Note the range of service orders that are created. This will be displayed on the screen after they are created.

· Print Service Orders (optional)
· This is often done for the maintenance service orders that were created.

· Filter Requirements Report (optional)
· Print this to determine what parts are required for the maintenance service orders for the month.

· Reports to File:

· Create Maintenance SO’s Report.

· Year End Procedures:

· There are no system required year-end procedures for the Service Dispatch System.

· Print the Print an Unbilled Service Orders Report and review any old service orders that need to be processed.

· Reports to File:

· None Required

· INVENTORY CONTROL

· Daily Procedures: (assuming you are tracking inventory quantities)
· Restock Trucks

· Determine What Parts Need To Be Ordered

· Reports to File:

· Signed Invoice Breakdown Reports (if used)

· Signed Restock Backorders Reports (if used)

· Periodic Procedures:

· Process warranty parts returns.

· Process returns to vendors.

· Process inventory transfers.

· Print and distribute Price Books.

· Print an Inventory Analysis Report to analyze your sell prices and see if adjustments are necessary.

· Inventory Trucks (assuming you are tracking inventory quantities)

· Create new Part records for any parts found that you want to track. 
· Maintain your Bill of Material records.
· Update new records from other flat rate system.

· Manually maintain the Bill of Material records if another flat rate system is not being used.

· Reports to File:

· Costed Inventory Reports

· Inventory Analysis Report

· Monthly Procedures:

· Complete all inventory transactions for the month.

· Proof & Post all journals using the Journal Proof & Posting option from the General Ledger Menu.

· Print the I/C to G/L Audit Report and fix and discrepancies.

· Inventory Month/Year End

· ARE YOU SURE YOU WISH TO BEGIN EXECUTION ? (Y/N) Y
· IS THIS A YEAR-END UPDATE ? (Y/N) N
· Run the Inventory Transaction Purge (optional)
· This is a date sensitive purge. Most accounts want to keep at lease three month of the inventory transaction history.

· Reports to File:

· I/C to G/L Audit Report

· Year End Procedures:

· This can be completed at either Calendar or Fiscal Year End, which ever you prefer most.  If you do not track inventory quantities on the system, then you do not need to complete the following steps.

· Complete any necessary inventory transactions for the year - this includes doing postings from the Purchasing, Dispatch, and A/R Invoicing systems.  Do not do any transactions for the new year before completing these steps.

· Print the Inventory Transaction Listing and Purge.  This can be a VERY long report if it is not purged regularly.  If you normally do not use this report, just do the purge.

· Print the IC to GL Audit report to balance your inventory to General Ledger. Complete any necessary adjustments.  This step is only necessary if inventory is accrued.

· Complete a Data Backup.  This needs to be done in case there are any problems encountered with the Year-End update.

· Run the Inventory Month/Year End option. Be sure to tell the system that this is for a Year End.  This will recalculate the Average Monthly Usage for each part.  It will also zero the MTD/YTD Usage, YTD Received, and YTD Adjustments.  People can be in CONTRAC2 during this processing.

· Inventory Month/Year End

· ARE YOU SURE YOU WISH TO BEGIN EXECUTION ? (Y/N) Y
· IS THIS A YEAR-END UPDATE ? (Y/N) Y
· Reports to File:

· The final Costed Inventory Report

· IC to GL Audit Report

· Inventory Transaction Listing

· PURCHASING SYSTEM

· Daily Procedures:

· Create new purchase orders:

· Quick PO’s for:

· Purchases that reference work orders.

· Where house transfers to a truck.

· Standard purchase orders for purchase orders that:

· Are for stock in the warehouse or a truck.

· Are for an existing Job Cost System job.

· P/O Receipt Entry

· Update Part/Vendor File

· P/O Invoice Entry Cycle

· This process should be done to enter vendor invoices for every purchase order that references a purchase order. These entries will interface with the Accounts Payable System. 

· Accounts Payable - G/L Account Distribution for New transactions.

· Review PO’s that have not been received yet with either of the following reports:

· Purchase Orders by PO Number  

· Purchase Orders by Vendor     

· Purchase Orders by Job        

· Purchase Orders by Part Number

· Reports to File:

· None Required

· Periodic Procedures

· Process returns to vendors.

· Reports to File

· None Required
· Monthly Procedures:

· Remove Closed Purchase Orders (optional)
· This is a date sensitive purge. You may want to keep a few months of PO’s on the system.

· Purchase Order Memo Purge (optional)
· This is a date sensitive purge of the Purchase Order Memo file.

· Reports to File:

· None Required

Year End Procedures:

· There are no required year-end processes that need to be run for the Purchasing System.

· Reports to File:

· None Required

· JOB COST SYSTEM

· Daily Procedures:

· Add new jobs to the system once a contract is signed.

· Enter contract amount for the job R.

· Enter the billing breakdown for the job. B.

· Enter the estimated costs for the job T.

· Update Job Costs To System

· Reports to File:

· None Required

· Periodic Procedures:

· Add change orders as necessary.

· Bill the customer as necessary using the Enter & Print Contract Bills program.

· Print the Contracts in Progress Report to determine the current percentage complete and if a job is over or under billed.

· Reports

· Print the Job Cost Report to manage your jobs.

· Print the Job Cost Detail Report to audit the cost totals on the Job Cost Report.

· Flag the jobs as closed after the job is complete.

· Set the CLOSED field in the job master file to C to prevent costs from being applied to the job.

· Do the Job Closing Process (if using the work in process accounting method) to move costs from the WIP asset accounts to the costs of goods sold accounts. 

· Use the process detailed on the Job Closing Menu.

· Delete Job From System

· Use this process ONLY when you no longer want to apply and costs or print any Job Cost Reports for a job. This is very permanent.

· Reports to File:

· Job Cost Posting Reports

· Monthly Procedures:

· From the General Ledger Menu - Journal Proof & Posting

· Update Job Costs To System

· J/C to G/L Audit Report (assuming you are using the WIP accounting method)

· Use this report as a tool to balance and audit your work in progress accrual account.

· Reports to File:

· J/C to G/L Audit Report

· Year End Procedures:

· Complete your month-end processing.

· Complete your job cost transactions for the year.

· Print a Job Cost Report for all jobs, summarized by job. (optional)

· Reports to File:

· Job Cost Report for all jobs, summarized by job

· COMMISSION SYSTEM

· Daily Procedures

·  There are no daily procedures for the commission system.

· Reports to File:

· Periodic Procedures

· Technician Commission Report (this is usually done weekly)
· Second Man Commission Report (this is usually done weekly)
· Deliver these reports to the payroll department.

· File Maintenance

· Add any new technicians to the Technician file.

· Maintain and commission rate changes in the Technician file. 

· Maintain the spiff amounts in the Part file.

· Maintain the Customers Exempt From Commission file as necessary.

· Reports to File:

· Technician Commission Report

· Second Man Commission Report

· Monthly Procedures

· There are no month-end procedures for the Commission System.

· Reports to File:

· None Required

· Year End Procedures:

· There are no year-end procedures required for the Commission System.

· Reports to File:

· None Required
· ACCOUNTS PAYABLE

· Daily Procedures (or as necessary)

· Enter and update all invoices, credit memos and adjustments.

· Enter manual checks.

· Enter and update all direct checks.

· Print AP Checks

· Run the G/L Account Distribution Program

· Process all voided accounts payable checks (if necessary).

· Reports to File:

· Final Data Entry Proof Reports

· Final Cash Requirements Report

· Check Register

· G/L Distribution Reports

· Periodic Procedures

· Add vendors as necessary.

· Reports to File:

· None Required

· Monthly Procedures

· Complete all data entry and check writing for the month.

· Use the Check Reconciliation program to enter all cleared accounts payable checks.

· Print a MTD Paid Invoice Report.

· Print the AP - Check Listing.

· Print an AP Accounts Payable Ageing Report using the month end date.

· Proof and post all journals.

· Run the Compare A/P to G/L Report.  Correct any balancing problems.

· Reports to File:

· Accounts Payable Ageing Report

· Check Listing

· Compare A/P to G/L Report

Year End Procedures

· If you are going to generate 1099's, this processing must be performed at the calendar year end.

· Complete ALL A/P transactions for the calendar year. Transactions for the new year can be entered prior to completing the Year-End processing.
· Print the Vendor Analysis Report (optional).
· Run the Vendor 1099 List and select the option to print vendors missing information.  Review the list and make corrections as necessary.
· Complete a Data Backup. This needs to be done in case there are any problems encountered with the update.
· Verify your AP Control Tax Payer ID Field. Print the 1099's to plain paper, check the figures and layout.  Do not approve the 1099's.
· Print the 1099's on your forms.  Once they have printed ok, approve the report.  This will move the Current 1099 Payments to Last Year in the Vendor Master file.  It will move Next Year 1099 Payments to Current Year, and it will zero the Next Year 1099 Payments for each vendor.  Everyone CAN be on the system during this process.
· Reports to File:

· Vendor Analysis Report (optional)
· The following processing should be performed for fiscal year end:

· Complete ALL A/P transactions for the fiscal year. Transactions for the new year can be entered prior to completing the Year-End processing.
· Print the G/L Account Distribution Report.  This will post any outstanding AP transactions to the General Ledger.
· Print the Vendor Analysis Report. This program will print a detailed listing of the Year-to-Date purchases and payments by vendor.  The Year-End program will purge this information, so you need to print this for an audit trail.
· Complete a Data Backup. This needs to be done in case there are any problems encountered with the Year-End update.
· Year-End Update. This program will move the Current Year Purchases, Payments, Discounts Taken and Discounts Lost to the Last Year buckets.  It will move the Next Year Purchases, Payments, Discounts Taken and Discounts Lost to the Current Year buckets.  It will zero the Next Year Purchases, Payments, Discounts Taken, and Discounts Lost buckets.  Everyone CAN be on the system during this process.
· Reports to File:

· Vendor Analysis Report (optional)
· ACCOUNTS RECEIVABLE

· Daily Procedures:

· Cash Receipts, balance deposit to the cash receipts register.

· Invoicing, Balance deposit to the totals at the bottom of the Prebill Register.

· Make a bank deposit for the receipts. You should make a separate bank deposit for each cash receipts and service-invoicing batch. This will make balancing/auditing your cash account to your bank statement easier.

· Proof & Post all journals.

· Run the AR to GL Audit Report to verify that they are in balance (there is no difference).

· Reports to File:

· Cash Receipts Register

· General Ledger Distribution

· Deposit Slips (optional)

· Periodic Procedures:

· NSF Checks

· Receive Deposits

· Apply Deposits

· Enter adjustments & Write-Offs

· Create Customers

· Flag Trouble Customers 

· Adjust Credit Limits

· Change the customer terms code to reference their current A/R status. 

· Collection Calls

· Update the customer’s notes with the results of the collections call.

· Monthly Procedures:

· Complete all cash receipts and invoicing for the month. 

· Proof & Post all journals.

· Print the Sales Tax Report for the month.  This can be used to determine the total sales for the month.

· Run an Ageing by Customer (detailed) as of the month ending date.

· Calculate service charges using the monthly method (optional).

· Print statements (optional).

· Make sure that the AR and GL Balance by running the AR to GL Audit Report. Correct any balancing problems before proceeding.

· Run AR Month End Update as of the month‑end date that you are closing.

· Reports to File:

· Ageing by Customer

· Sales Tax Report

· AR to GL Audit Report

· Year End Procedures:

· This must be run after all processing is complete for the year being closed AND before any invoicing is done for the new year!

· Complete your normal A/R Month-End procedures.
· Complete a Data Backup. This needs to be done in case there are any problems encountered with the Year-End update.

· Run the A/R Year End option.  This will allow you to print reports with the YTD Sales information and then will zero these figures in the Customer file.  People can be in CONTRAC2 during this process.

· GENERAL LEDGER

· Daily Procedures

· Proof and post your journals daily using the General Ledger - Journal Proof & Posting program.

· Reports to File:

· Journal Posting Report

· Periodic Procedures

· Correct journals before posting as necessary.

· Enter journals as necessary.

· Add and Create Recurring Journals as necessary.

· Print the following reports as necessary:

· Trial Balance

· Subledger Report

· Journal Re-Creation

· Financial Statements

· Run the Change Fiscal Months program when necessary.

· Reports to File:

· Any of the reports that you determine. (
· Monthly Procedures

· Enter and post and month-end adjusting journals. (
· Audit and balance your accrual accounts. (
· Print a trial balance report and review totals. Make any necessary corrections. 
· Print your financial statements. (
· Optionally change the “Last Fiscal Month/Year Closed:” in the G/L Company File so that no future postings can be done for the month being closed. (
· Reports to File:

· Trial Balance Report

· Financial Statements

Year End Procedures

The General Ledger system can hold 2 years of detail at any one time. Even if you are not using the General Ledger system, you must still go through the closing process so that postings can be made to the new year. When running the Year End, the system doesn't ask which year to close, it automatically closes the oldest year.

You can check which years are open by going to the Company File and viewing your company (usually 1). It will display the dates for the two years currently open.

Complete the steps that follow to close the oldest year. If you are not using the General Ledger system, you can skip the printing of Financial Statements and Trial Balance. You can also skip setting up budgets.
· Complete all updates for the current year that will create Journals. Also complete all special Journal adjustments.

· Run the Journal Proof & Posting option to be sure all Journals have been posted to the General Ledger.

· Print the Trial Balance for all accounts, all months in the current year, in detail. This information will be purged, so you will need this report for an audit trail.

· Print all desired Financial Statements for the current year. Again this information is going to be purged, so this is your last chance to print these.

· Enter Budgets for the new year (Optional). Budgets must be entered for the new year before you close the current year. You only need to do this if you use budgets.

· Complete a Data Backup. This needs to be done in case there are any problems encountered with the Year-End update.

· Run the G/L Year End program. You will need to know the Retained Earnings account that you want the system to post your profit/loss for the year to. This program will purge all detail transactions from the General Ledger Detail file. All Revenue and Expense accounts will be zeroed. A Year Forward transaction will be posted for all of the Asset, Liability, and Equity accounts. The Next Year Budgets will get moved to the Current Year Budgets, and the month ending dates in the Company file will be set to the new year.

· People CAN be in CONTRAC2 while this program runs. It generally will run for at least an hour, so you may want to run this overnight.

· Reports to File:

· The final Trial Balance Report for the year being closed.

· The final Financial Statements for the year being closed.

· PAYROLL

· Daily Procedures

· Enter, edit and update labor hours.

· Reports to File:

· Final Timecard Edit List

· Periodic Procedures

· Process Payroll Checks

· Run the Print Hold File program to print the Payroll Holding Audit Report.

· Verify that all labor has been entered correctly before proceeding.

· Check Writing Cycle

· Do NOT run the Update Payroll System until the Pre Check Register is correct for everyone.

· Print the Certified Payroll Report (if used)
· Maintain employee records.

· Add new employee records as required.

· Terminate employees by entering a termination date as required.

· Maintain employee deductions.

· Pay payroll taxes. (
· Reports to File:

· Payroll Holding Audit Report

· General Ledger Transactions Report

· Journal/Check Register

· Certified Payroll Report (if used)
· Any other reports that you determine are necessary. (
· Monthly Procedures

· Union Report (If you use union employees) 

· Work Comp by Skill (If you use union employees)
· Work Comp Report (Monthly)

· When running the Start Payroll Cycle program:

· Answer “Y” to the “Is this the first payroll of the month” prompt ONLY after the following reports have been run:

· Union Report

· Work Comp by Skill

· Work Comp Report

· These cannot be run after you have answered “Y” to the “Is this the first payroll of the month” prompt.

Reconcile your payroll checks using the Check Reconciliation program.

· Reports to File:

· Union Report

· Work Comp by Skill

· Work Comp Report
· Check Reconciliation Report
· Any other reports that you determine are necessary. (
· Quarterly Processing

· Complete all payroll processing for the month.

· Process any voided payroll checks that have not already been processed.

· Complete the month-end processing.

· Print the Quarterly Reports.

· Run the Quarter End Reset to reset all quarter-to-date totals in the employee file.

· This must be done after the last payroll of the quarter AND prior to the first payroll of the next quarter.

· This does not have to be done after the last quarter of the year.

· Reports to File:

· All quarterly reports

· Any other reports that you determine are necessary. (
· Year End Procedures:

· You may want to print a detailed employee file listing for all employees. This is an option from the Employee File Maintenance program. (optional)
· STEP 1: Complete all check runs and check voids for the current year. Do not do any processing for the new year.

· STEP 2: Complete all of your normal Month-End procedures.

· STEP 3: Check the PR Control File to be sure the field CUR QTR has a value of 4. If it does not, contact the HOTLINE for instructions on how to proceed. If the value is 4, go on to the next step.

· STEP 4: Print all of your Quarterly reports. Do not do the Quarter End Reset.

· NOTE: If any employee appears on the Quarterly Reports Twice, this is usually an indication that the Employee Master has both states flagged as active (i.e., CA CA). To fix this you must blank out the second state, and combine the State #1 and State #2 figures in the Quarter and Year End screens into the State #1 buckets. Zero out the State #2 buckets. You can then re-run the reports.

· STEP 5: Print the Detailed Employee File Listing (L-option from the Employee Master File) for all employees and save this report.

· STEP 6: Run the Save Year-End Info and Reset option. Do not change the State/Federal Tax Tables for the new year until this has been completed.

· STEP 7: Update your State/Federal Tax Tables with the new year information. The federal tax table changes are available online at www.compusource.com .

· STEP 8: Run the Print Hold File option using the last day of the year as the payroll end date, and select to print Future transactions. This will identify any transactions that have accidentally been posted with bad dates. Call HOTLINE to have these deleted.

· STEP 9: At this point you can start doing Payroll runs for the new year.

· STEP 10: Print the Year-End Reports and the W2's. This can be done at any time after completing Step 6 above.
· NOTE: Print the W2's to plain paper and review the figures and lineup so to avoid wasting forms. Once they appear ok on plain paper, print them on the forms.

· If any employee gets 2 W2's, follow the instructions in the NOTE on Step 4 above and then reprint the W2's. Print all of your Quarterly reports. Do not do the Quarter End Reset.

· Verify the employee’s deduction amounts and limits.

· Reports to File:

· Payroll Year End Reports

· Detailed Employee Listing (
· Any other reports that you determine are necessary (





























































































	[image: image1.png]
	
Page 2 of 19
	
C2 Procedure Guide.doc


	C2 Procedure Guide.doc
Revision Date: April 22, 2001
	Page 19 of 19
	






[image: image3.png]


_1047793932.doc
[image: image1.png](© compusource







