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Overview

The advanced approval module is available in Jobpac. The setup process requires three steps.

NB References to costing to GL accounts and Assets only applies to Purchase order and
Invoice Approvals.

1. Setup system parameters to enable the function

2. Establish which projects, G/L account numbers, and asset classifications will utilise the
approval process. The business rules for the use of the function can be different for each
project or project group, G/L account or G/L account group, or asset classification.

3. Setup the approval levels by project, account no range, or asset classification for each
Userid who will approve purchase orders or invoices.

Once purchase orders, invoices, subcontract agreements, subcontract payments, and
subcontract variations are entered in the system, emails can be sent to approvers to request
approval. There is a lot of flexibility in determining how many approvers, the sequence of
approval, and approval levels.

Approval levels are applied to the sum of all items with the same job for a purchase order. If
more than one project is costed within the same purchase order, then multiple approvals will be
required.

Once purchase orders are electronically approved, they can be printed and sent to suppliers.
Versioning of purchase orders is available.

Invoices can be matched against these approved purchase orders via the invoice registration
process and the e-invoicing process. This matching process is subject to tolerance levels that
may be setup. The tolerance level % is applied to individual purchase order item rates
compared to the matching invoice rates. In addition, the tolerance level, absolute value, is
applied to the total purchase order item value compared to the total invoice value matched to
the purchase order item.

If the invoice matching process is within the tolerance level, then a batch of invoices can be
prepared via the standard e-invoice process, and emails sent to approvers seeking approval.

Optionally, by using configuration settings, if the invoice is matched to an approved order within
defined tolerance levels, then the invoice can be automatically approved.

Once the batch is electronically approved, it can be posted to the account payable ledger.

Note:the Advanced Invoice approval process can only be used via e-
invoicing.

It is NOT applicable to the Direct Invoice Posting option (called Post
Invoices) available in Accounts Payable.

Workflows can be established to approve Purchase Orders, Invoices, Subcontract
Commitments, Subcontract Payments, and Subcontract Variations.

Payments against unapproved variations can be subject to approval. This process is separate
and independent to the approval process for variations.
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For the purposes of displaying the functional screen in a readable format, only the Jobpac
screen within the portal is displayed throughout this manual.

The menus used to setup business rules and approvals limits, and to actually do the approving
are described in the Menu Section below.

oo & Trimble. Construction
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Menus

Most client have their own menu structures, however for the purposes of the manual, the
standard menu (J9) for Release 9 has been updated and is referenced throughout this manual.

Setup Menu

All setup of business rules and approval limits is done from the System Administration
Menu>Configure Modules>Procurement Approvals Menu. See below.

Home
B My Approvals Broadc:
Recent This is Damie
area.
Menu Please do not
ask you to.
Service Orders...
System Admin...
Approve Now ,
setyour compal
Define Companies...
Define Security...
Define Menus...
Database Integrity...
Utilities...
Configure Modules...
Accounts Receivable...
Jobcosting... You can add a Bl Critical Information Dashboard here You can add a E
General Ledger...
ETS & Billing...
Procurement Approvals
Approval Rules - Jobs
= - .
]
page 8013 & Trimble. Construction
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Approvals Access
This is two places where all approvals can be actioned from

1. The Procurement Approvals Menu.

Home
. My Approvals Broadc:
Favourites y p p
Recent This is Damie
area.
Menu Please do noi
ask you to.
Business Forecasting
Finance... Approve Now ~
sl your compa
Projects...
Job Setup & Reports...
Purchase Orders/Invoices.
Subcontracts...
Procu rem:wt Approvals
Approve Purchase Order
Send Inv for Approval
You can add a Bl Critical Information Dashboard here You can add a E

Approve Invoices

Approve Invoices by Job/L

Approve SC Agreement
Approve 5/C Payment

Approve Variation

Approve Unapp VO Payment
2. From the Initial Screen.

This screen has a section showing the number of approvals waiting for the person who is
signed on. See Above.

oot & Trimble. Construction
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Clicking on this screen will take the user to a screen that shows which approvals are
waiting

Maintain User Approvals

& actions @& ok BACK
Totals
< >
WorkId Purchase Invoice s/cC s/cC S/CVariation  SC Unapp Total
Order Commitment Payment Variation
Payment

920 **TEST** DMB Sydney

The user can click on the number, and the specific Approval screen will be displayed. (See later
in the document)

e oo & Trimble. Construction
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Advanced Approvals Configuration

Setting up the parameters for all Approval Types

A number of system parameters must be setup to enable this function. This is done is the
System Administration Menu, Maintain Parameters.

NB. It is not possible to use any of the Advanced Approval processes and the
‘Old’ standard approval process within the same workid. If the Advanced Approval
Parameter is turned on for a function, then any projects not subject to this
Advanced Approval process will have no approval process.

Purchase Order and Invoice Approval

The POVAPP Parameter describes the system behaviour for Advanced Approvals of
Purchase Orders and Invoices. Positional descriptions can be seen below. Position 1
must be set to A, and Position 5 must bet set to Y as a minimum.

Positions 2,3,4, 6 and 8 apply to the standard PO approval process, (i.e. the NON
Advanced approval process). These do not need to be set.

Position 5 should be setto Y.

Position 7. If more than one job is used on a single purchase order, a summary for each
job is displayed in the ‘Send for Approval’ screen. By default, if there is only one job,
then no summary is displayed. This parameter can be used to force the system to
display the job summary.

03

04

05

06

o7

08

System Parameter Maintenance - Details © actions @ ok BACK
Parm Code  POVAPP PO Value Approval Work ld %10 **TEST** DMB Holding Company
Parm Value A yyy Type *ALPHA
£ > see
Field# Type Description Str Len Alphanumeric Number =
01 *ALPHA Use PO Value Approval (Y, N, A) 1 1A
02 *ALPHA Second Approver Required 2 1

w

*ALPHA  Email Notification From Person Raising The Order To...

*ALPHA  Email Notification From Approver To Person Who Rai...

< < =<

*ALPHA  Commit Purchase Order When Order Has Been Fully ...

“ALPHA  Show Overhead Items (non job related items)

-~ oo

.
"
"
"
*ALPHA  Display Costing Group Even If Only 1 Group To Display 1
.

=]

*ALPHA  Allow Change to Committed Order for non Advanced...

The APPPO Parameter describes which elements of Purchase Order Approvals are
activated. The positional descriptions can be seen below.
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System Parameter Maintenance - Details & actions @& ok BACK
Parm Code  APPPO PO approvals option turned on Work ld %10 **TEST** DMB Holding Company
Parm Value TYYYY Y Type *ALPHA
< ) e
Field# Type Description Str Len Alphanumeric Number =
01 *ALPHA Setto if approvals for jobs is to be turned on 1 1Y
02 *ALPHA Setto if approvals for G/L accounts is to be turned... 2 1Y
03 *ALPHA SettoY if approvals for asset costs is to be turned on 3 1Y
04 *ALPHA SettoY if tolerance function is to be turned on & 1
05 *ALPHA SettoY if approved info is to be printed on the PO pri 5 1
06 *ALPHA SettoY if new orders must be created as enguiry or... [} 1%
07 *ALPHA Setto if approval emails are to be sent at order leve 7 1
08 *ALPHA SettoY if approval allowed for items not yet reques... E:] 1Y
09 *ALPHA Default status filters to all checked 9 1
10 *ALPHA  Default assigned to user to display all for the user 0 1
11 *ALPHA  Set order back to enguiry state when all items are d... 1 1
12 *ALPHA  Separator of responsibility for approval to include R... 12 1
13 *ALPHA Send Purchase Order form back to requestor on fina... 13 1
14 *ALPHA ** DO NOT USE ** Include Option to Add Approval/R... 14 1
15 *ALPHA Hide Action 'Approve all Filtered Items' 15 1
16 *ALPHA Include T&Cs to the final approval email PO form 16 1
17 *ALPHA  Allow supplier change for approved purchase orders 17 1
18 *ALPHA Check mandatory insurances for PO approvals 18 1
Parameter Positions
Position Definition
01 Set to Y to activate Advanced PO Approvals for Invoices costed to Jobs.
02 Set to Y to activate Advanced PO Approvals for Invoices costed to GL
Accounts.
03 Set to Y to activate Advanced PO Approvals for Invoices costed to Assets.
04 Set to Y to turn the tolerance function between PO Items/Dockets and
Invoices
05 Set to Y to have approval data (who when) printed on the PO. This requires
the JOM form to be upgraded to facilitate this.
06 This is applicable to the 'OLD’ Approval system, not Advanced Approval. It
still should be setto Y.
07 If this is set to Y, then a single email is sent for the whole order. If not set,
Approval request emails are sent for each PO Item. Recommended Y.
08 If this is set to Y, then POs can be approved even if they have not been sent

Page 12 of 93
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for approval, i.e. status ‘Approval Not Requested’. Recommended N.
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09 If this is set to Y, then all filters at the bottom of the Invoice Approval Screen
will be ticked.
10 If this is set to Y, then all invoices waiting approval for all users are
displayed, not just those for the signed in user.
11 Recommend this be setto Y.
12

O Creator of Purchase order cannot approve order .
If is set to Y, the person who

sends the PO for approval AND the person who raises the PO, cannot
approve the order.

13 If Set to Y, then the Approved PO JOM Form will be emailed back to the
person who first sent the PO for approval.

14 This is a future feature, and it not operational as at JAN 2021.

15 Set this to Y, if Approval must be done per PO Item

16 Set to Y to for T&Cs to be included in email back to Requestor

17 By default, if a PO is approved, the Creditor cannot be changed. This will

allow itifsettoY

18 There is a function that does not allow approval unless mandatory
insurances are up to date. Setting to Y turns this on.

The APPINV Parameter describes which elements of Invoice Approvals are activated.
The positional descriptions can be seen below.

|
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System Parameter Maintenance - Details & actions @& ok BACK
Parm Code  APPINV Invoice approvals option turned on Work ld %10 **TEST** DMB Holding Company
Parm Value  yyNYNYYYYYYYN | Type *ALPHA
< e
Fields Type Description Str Len Alphanumeric Number o]
01 *ALPHA Approvals for jobs turned on (¥/N) 1 1y
02 *ALPHA Approvals for G/L accounts turned on (Y/N) 2 1Y
03 *ALPHA Approvals for asset costs turned on (Y/N) 3 1T N
04 *ALPHA Tolerance function turned on (¥/N) 3 1y
05 *ALPHA  All approvers must have authority (¥/N) 5 1 N
06 *ALPHA Combine Prepare for Posting AND Request Approval ... 6 1Y
07 *ALPHA Approve by Invoice (OR Approval by Batch) (Y/N) 7 1Y
083 *ALPHA Auto Post on Final Approval E:] 1Y
09 *ALPHA Cancel Batch on Rejection 9 1%
10 *ALPHA  Switch Off RM options Cancel, Edit, Summary 0 1Y
11 *ALPHA Mandatory rejection text n 1%
12 *ALPHA  Collate Action flags batches/inveices as being revie... 12 1Y
13 *ALPHA  Enable Actions item to Flag All Filtered as Approved 13 1T N
14 *ALPHA  Default status filters to all checked 1% 1
15 *ALPHA  Default assigned to user to display all for the user 15 1
16 *ALPHA Default tab in invaoice approvals (B/1) 16 11
17 *ALPHA  Change Invoice Status to Uncoded on Rejection 17 1

Parameter Positions

Position Definition

01
02

03

04

05

06

Set to Y to activate Advanced Invoice Approvals for Invoices costed to Jobs.

Set to Y to activate Advanced Invoice Approvals for Invoices costed to GL

Accounts.

Set to Y to activate Advanced Invoice Approvals for Invoices costed to
Assets.

Set to Y to turn the tolerance function between PO Items/Dockets and
Invoices

If all approvers require delegation for the full value of the Invoice, even

though the sequential option is chosen with in the approval business rules,

then this is set to Y. Usually set to N.

If this is set to Y, then the options of Prepare for Posting and Request

Page 14 of 93
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approval in the Prepare Invoice for approval screen are combined to the
option ‘Send Selected for Approval’. This only applies to the menu option
Cost Pending Invoices Screen (by job or location), and NOT the menu option
Cost Pending Invoices —ALL
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07 If this is set to Y, then Invoices are approved individually, and are batched
one to a batch. Otherwise, approval by batch is done.

08 If this is set to Y, then approval by the last person in the approval chain (may
only be one person) will cause the approved invoices to be automatically
posted to Accounts payable. If not set to Y, then the option ‘Post Pending
Invoice Batches’ must be used by AP staff to post the batch.

09 If set to Y, and batch is Rejected, then the invoices return to the ‘C’ status in
Pending Invoices screen and highlighted in maroon. If not, the batch must be
manually cancelled. Recommend Y.

10 If set to Y, then the options on the right mouse button click for Edit Batch,
and Cancel Batch are Removed.

11 If set to Y, the Rejection Text must be entered when a batch or invoice is
Rejected. Recommend Y.

12 If this is set to Y, then the Collate option for an invoice or batch must be
used to display the invoice and associated documents before the invoice can
be approved.

13 If this is set to Y, then and action option to ‘Approve all Invoices currently
filtered’ is available. This gives the approver the option to approve more than
one invoice at a time.

14 If this is set to Y, then all filters at the bottom of the Invoice approval Screen
will be ticked. (Except ‘Not Required’)

15 If this is set to Y, then all invoices waiting approval for all users are
displayed, not just those for the signed in user.

16 If set to ‘', then the ‘Invoice Tab’ is displayed. If set to ‘B’ then the batch tab
is displayed. If neither, the ‘Batch’ tab is the default.

17 If set to Y, then Invoice returns to Pending Invoices screen, and is set to

Uncoded.

Subcontract Agreement and Payment Approvals

The SCAPP parameter determines the Approval process for Subcontract Agreements and
Subcontract payments.
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System Parameter Maintenance - Details & actions @& ok
Parm Code  SCAPP SC Approval Work ld %10 **TEST** DMB Holding Company
Parm Value gy Type *ALPHA
<
Field¢ Type Description Str Len Alphanumeric Number

01 *ALPHA  SC Approval Used (Y/N/A) 1 1A

02 *ALPHA SC AutoCommit used when Approving orders 2 1%

03 *ALPHA Forced Online Approval? 3 1

0t *ALPHA Approvers to be selected manually for approval (em... 4 1

05 *ALPHA Disable agreement approval 5 1

06 *ALPHA Include zeros amount S/C Agreement 6 1

07 *ALPHA Approver must review the claim prior to approval 7 1

08 *ALPHA Default status filters to all checked 8 1

09 *ALPHA Default assigned to user to display all for the user 9 1

10 *ALPHA  Display approvals for all users 0 1

11 *ALPHA  Activate option to view payment details in Payment ... 1 1

12 *ALPHA Send subcontract forms back to requestor on final a... 12 1

13 *ALPHA Default in SC payment approval (D=Description, C=Cr... 13 1

14 *ALPHA  Automatically uncommit SC agreement when unappr... 14 1

15 *ALPHA  Approver of agreement must have been selected 15 1

BACK

Parameter Positions

01
02
03
04
05
06
07

08

09

10

11

12

Position

Page 16 of 93
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Definition
Set to A to activate Advanced SC Approvals.
Set to Y to commit the SC Value when final approval occurs
Applicable to the ‘OLD’ SC Approval system
Applicable to the ‘OLD’ SC Approval system
Applicable to the ‘OLD’ SC Approval system
Applicable to the ‘OLD’ SC Approval system.

If this is set to Y, then the user must review the SC Payment forms via

‘Collate’ option, before it can be approved.

If this is set to Y, then all filters at the bottom of the SC approval Screen will

be ticked.

The ‘Show My Approvals Only’ will be unticked in the approvals screen, if

thisis setto Y

If this is set to Y, then all SC Agreements or SC Payments waiting approval

for all users are displayed, not just those for the signed in user..

If this is set to Y, then a Right Mouse option to display the details of a

particular SC Payment, with the Drop zone is available.

If Y, then on final approval, a copy of SC Detailed ,and SC Summary

schedule will be sent back to the user who originally sent it for approval as

an attachment to an email.
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13 Agreement Description column in the SC Approvals Screen will be

‘Agreement Description, or Creditor Name

14 When a Subcontract Agreement had been approved and then was set back
to Unapproved, the SC Agreement will be uncommitted. This will enable
changes to the SC Agreement.

15 Generally if only one user is required to approve a SC Agreement, then any
one with the appropriate authority can approve it, regardless of whether they
were selected for approval. If this is set to Y, only the selected approver can
approve the SC Agreement.

Subcontract Variation Approvals

Parameter SCVAPP position 1 must be set to ‘A’ to use the advanced approval process for
subcontract Variations. If the parameter is not present or ‘N’, then no approval process for
subcontract variations is used within the workid.

Payments Against Unapproved Variations

The parameter SCUVPA position 1 must be set to A to use the advanced approval process for
payments against unapproved variations. [f this is not used, then payments against ‘N’ and ‘R’
status variations can be made, regardless of the SCVAPP parameter.

If value of the parameter is ‘A’, business rules can be established for particular jobs or groups of
jobs regarding the approval of payments for unapproved subcontract variations. i.e. a user will
not be able to authorize payment of an unapproved subcontract variation (N or R status) unless
the approval is first authorized according to the business rules.

If the value of the parameter is “A”, then any unapproved subcontract variations for a project
NOT subject to the advanced approval process, i.e. has no approval business rules, will not be
able to be authorized for payment under any circumstances. i.e. the SC variation status must be
‘A’ for any payment to be made against that variation.

Collate Invoices Parameter

There are options within the various approval screens and others, which allow a user to
combine all pdf documents into a single pdf. This single document can be viewed, or emailed,
or filed as required.

The parameter is COLINV

The detailed settings are:
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System Parameter Maintenance - Details & ACTIONS BACK
Parm Code  COLINV Collate Invoices Parameter Work ld %10 **TEST** DMB Holding Company
Parm Value  yog9s NSYYYYYYYY Y Type *ALPHA
Fieldd Type Description Str Len Alphanumeric Number =3
01 *ALPHA Activate collate invoices feature 1 1y
02 *ALPHA Maximum number of invoices to collate 2 & 9999
03 *ALPHA Check for scanned image in invoice registration 6 1
0t *ALPHA Password to continue registration if scanned image ... 7 10
05 *ALPHA Default include option in prepare for invoices 17 1
06 *ALPHA Do not display successful confirmation window for b... 18 1T N
07 *ALPHA Document source (S=Sharepoint) 19 15
083 *ALPHA Collate batch auth report and collated invoices into ... 20 1Y
0% *ALPHA Activate collate function in Cost Plus Billing Report n 1
10 *ALPHA  Activate collate function in 5C Payment Approvals 22 1Y
11 *ALPHA  Activate collate function in AP Payment Preview 23 1
12 *ALPHA  Activate collate function in AP Creditor Payment Sel... 24 1Y
13 *ALPHA  Activate collate function in SC Posting 25 1Y
14 *ALPHA  Activate collate function in Prepare SC Payment 26 1Y
15 *ALPHA  Activate collate function in AP Enquiry Detail/Dissec... 7 1Y
16 *ALPHA Include SC Summary, Detailed Schedule, RCTI with .. 28 1
17 *ALPHA  Collate Scanned Images and Auth Rep into Single File 29 1Ty
Parameter Positions
Position Definition
01 Set to Y to activate the feature
02 Usually set to 9999.
03 If this is set to Y, this will force the user registering an invoice to link the
scanned image in the document viewer.
04 Relates to 3 above. This password will be required for the user to move on
without linking a document.
05 This is the default setting for showing Subcontractors and/or Suppliers in the
‘Prepare Invoice For Approval’ Screen. ‘S’ For subcontractors only, ‘C’ for
Suppliers only. Blank for both. Recommend blank.
06 Setting this to Y will prevent the barcode confirmation window being
displayed in the invoice registration process.
07 This is always set to S. Other settings are very specific to some clients.
08 If set to Y, the automatic batch report with dissections and the pfds related to
the invoices in that batch will be collated in a single pdf.
09 to 15 If each is set to Y, the collate documents option will appear in the various
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Position Definition
16 If set to Y, then the SC payment summary schedule, SC payment detalil

schedule and the RCTI, will be included in the collated pdf for the Payment
Preview Report.
NOTE : THIS WILL SIGNIFICANTLY INCREASE THE TIME TAKEN TO
RUN THIS REPORT.

17 Enter "Y' if scanned images and elnvoice Batch Authorisation Reports are to

be collated into a single file. This is in invoice approval screen when Action

'Collate and View Filtered' is taken. Scanned images for the batch will be

followed by the Authorisation Report, then followed by the next batch's
scanned images and then the authorisation report, etc.

Delegations Parameter

There are functions to delegate from an existing approver to a new approver if the original
approver is not available or on leave. This can be setup in advance or delegations can be done
‘on the fly’. To make this function available, the following parameter must setup.

The parameter is APPDEL

Parm Code

APPDEL

System Parameter Maintenance - Details

Approval Delegation Parameters

© actions @ ok

Work ld %10 **TEST** DMB Holding Company

BACK

Parm Value Type *ALPHA
£ > see
Field# Type Description Str Len Alphanumeric Number =
01 *ALPHA  Warning if delegation rule exceeds this many weeks .. 1 3
02 *ALPHA Authoriser name for delegation rule is Mandatory (¥... 4 1
03 *ALPHA Default, Alternate Approver or In Place Of (A[1) 5 1
0& *ALPHA Password To Allow Delegation Of Approver 6 10
Parameter Positions
Position Definition

01

This is to prevent a delegation being setup too far in advance by mistake.
Set the number of weeks (three digits) that a delegation can be setup for,

before a warning message occurs. Recommend 004.
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Position Definition
02 If a delegation rule is to be set up, then this parameter if set to Y will require

the name of the person who sets the delegation to be entered.

03 Delegates can be set to replace the original approver, or as an alternate to
the original approver. Setto A (Alternate) or | (In place of).

04 Delegations ‘On the fly’ can be done by the person originating the original
approval workflow, or by any other person who know this password.

More on delegations later in this document.

Workflow Parameter

If a workflow is unique for a particular approval requirement, this workflow can automatically
update the approvals sequence numbers when the item is sent for approval.

E.G if a SC Payment requires 3 approvers, and a single workflow exists for that Job for SC
Payments, This workflow will automatically populate the 1,2,3 sequence numbers in the Send
for Approval Screen. The user then just selects ‘Send Email’.

The parameter is WRKFLW. There is one position for each type of approval.

System Parameter Maintenance - Details © actions @ ok BACK
Parm Code  WRKFLW Set Automatic Populate OFf Approver If Workflow Are Work ld %10 **TEST** DMB Holding Company
Parm Value Type *ALPHA
& ) e
Field# Type Description Str Len Alphanumeric Number =
01 *ALPHA If Position 1="Y", Auto Set PO Approval 1 1
02 *ALPHA If Position 2 = "Y', Auto Set Invoice Approval 2 1
03 *ALPHA If Position 3 ="', Auto Set S/C Agreement 3 1
0& *ALPHA If Position & ="Y', Auto Set 5/C Payment 4 1
05 *ALPHA If Position 5="Y", Auto Set Variation Approval 5 1
06 *ALPHA If Position 6 = "Y', Auto Set Unapp VO Payment Appro... 6 1

Configure Approvals for all Approval Types

The “Setup Advanced Approvals” menu options in System Administration are used to define
for which Jobs, Accounts, Assets or ranges that approvals will apply. This menu is also used to
set up Approval Limits and Tolerance Levels. One of the advanced features of this module is
that different approval constraints can apply to different Jobs, Accounts, Assets or ranges.

In the following sections, we will describe configuration for Jobs only.
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Approval Business Rules for All Approval Types

Select Approval Rules — Jobs in the Advanced Approvals menu, and the following screen
displays.

In this screen, you can set specific Approval business rules for Ranges of Jobs, Jobs with
wildcard, Job Groups, Job Reporting Units and Sub Units, Job Types, Individual Jobs and for
Creditor ranges, Individual Creditors or Creditor Types within the Job ranges.

Maintain Approval Business Rules - Job & actions @ ok BACK
KEY VALUES DETAILS CHANGE DEFAULTS APPROVALS APPROVALS |
Y dide  Apply a < > see
Types PO Approval Invoice Approval Auto PO Completion Delivery Dockets
SC Commitment Approval SC Payment Approval SC Variation Approval 5C Unapproved Variation Payment Approval
o o o) o o o o o o o
o o o) o o o o o o o
Tp From Job  To Job Job Wecard Job Reporting Unit Reporting Sub  Job Type From To Creditor  From Cred Type  To Cred Type EXC
Grp Unit Creditor T
A RRAARE N
| RRAARE N
P LR "
S RRAARE N
U RRAARE N
v N
Maintain Approval Business Rules
Field Name Description
TP Type: Specifies the type of Approval. This type can be either “P” for
PO Approval, “I” Invoice Approval, “C” Auto PO Completion , “D” for
Delivery Dockets, “S” for Subcontract Agreement approvals, ‘A’ for
Subcontract Payment Approvals, “V” for Subcontract Variation
Approvals, “U” for Approval of Payments against Unapproved
Subcontract Variations.
From Job Starting Job number for approval rules to apply
To Job Ending Job number for the approval rules to apply
Job Wildcard In this field you can use asterisks in the place of characters in the Job
name for wildcards
Job Group Enter a Job group in this field to specify business rules for a whole
Group/Business Unit
Reporting Unit Enter a Job Reporting Unit in this field to specify business rules for a

whole Reporting Unit

Reporting Sub Unit Enter a Job Reporting Sub Unit in this field to specify business rules
for a whole Reporting Sub Unit
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Field Name Description
Job Type Enter a Job Type in this field to specify business rules for all Jobs of a

From Creditor

To Creditor

From Cred Type

To Creditor Type

Exc

Actions Menu

particular Job type

Enter the starting creditor of a range of Creditors for which the
business rules will apply within the specified Job Ranges

Enter the finish creditor for a range of Creditors for which the business
rules will apply within the specified Job Ranges

Enter a creditor Type in this field to specify business rules for a
starting creditor type within other range constraints.

Enter a creditor Type in this field to specify business rules for an
ending creditor type within other range constraints.

This field can be used to exclude the range specified from Approval
default definitions.

Term Definition
Prompt The Prompt is used to scan for existing records when positioned on an
appropriate field.
Refresh Refreshes back to the previous data save.

Add Approval Use this option to add new approval business rules. This will position the
cursor to the next available entry position on the screen.

Next Tab This allows you to toggle between the Tab views.

Show Audit This will display an audit of changes to the Business Rules.

Right Click options when maintaining Approval Business Rules
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Maintain Approval Business Rules - Job & actions @ ok BACK
KEY VALUES DETAILS CHANGE DEFAULTS APPROVALS APPROVALS |
¥ Hide  Apply 9 < » e
Types PO Approval Invoice Approval Auto PO Completion Delivery Dockets
SC Commitment Approval 5C Payment Approval SC Variation Approval SC Unapproved Variation Payment Approval
jol jol fo] jol jol jol jol jol jol o
jol jol fo] jol jol jol jol jol jol jol
Tp FromJob  ToJob Job Weard Job Reporting Unit Reporting Sub  Job Type From To Creditor  From Cred Type  To Cred Type  EXC
Grp Unit Creditor T
A RRAARE N
| RRAARE N
P Rk N
e Details
S RRAARE N
Copy
U RRAARE N
Delete
\‘I RRAARE N
Prompt
Term Definition
Details Select by right click to display the business rules screen.
Copy Select by right click to copy details to another Range of projects
Delete Select by right click to delete a line.
Prompt Select by right click to prompt on a particular field where the cursor currently
is.

When the details option is selected by right click, then different screens will be displayed
depending on the’ Type’ of the entry. Types canbe P, |, C, D, S, A, V, U. See description of TP
field above.

Note:Approval Default details do not apply to D and C types. Specifying a D Type Range
will force Delivery Docket matching for the nominated job while costing Invoices.
Specifying a C type will trigger Automatic PO Completion upon invoicing of all PO
Items for the job range specified.

Purchase Order Approval Business Rules
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If Details is selected for a “P” type, the following screen is displayed

Type P PO Approval (P)

Number of approvers required
OoR

O Every Invoice requires a purchase order

[ Inveice quantity cannot exceed docket qual
O Approve inveice if within tolerances

Sequential approval process or parallel approv

O Any change to an approved purchase order

O Approval is required to delete an approved

Maintain Approval Workflow Business Rules

Range table to determine number of approvers

Re-Approval required for the following changes

Range table to determine tolerances between PO rate and Invoice rates

[ Creator of Purchase order cannot approve order
Automatic email to requestor after approval or rejection

Reminder emails to approvers sent after this nu

[0 Budget must be available to create purchase order item

& actions @ ok BACK

o

Description Changes
Reduction in Quantity
Reduction in Rate
Increase in Discount

Change in Cost Centre

ntity

al process O Seguential O Parallel @ N/A

imber of hours

requires new item(s)

purchase order item

[
Field Name Description
Number of Multiple approvers can be specified. This entry and the one below are
Approvers mutually exclusive.
Required

Range table to
determine number
of Approvers

Re-Approval
required for the
following Changes

Every invoice
requires a
purchase order.

Range table to
determine
tolerances
permitted between
PO rates and
invoice rates

Invoice Quantity
cannot exceed
docket quantity
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An authoriser range table can be specified instead of a fixed number
of approvers. e.g. more approvers for higher values. Maintenance of
Authoriser Range Tables is explained later.

By default any change to Description, Reduction in Quantity,
Reduction in Rate, Increase in Discount, or Cost Centre change will
NOT trigger re-approval. By using the check boxes these changes will
require re-approval.

If this is ticked, then any attempt to cost the invoice to applicable job
will result in an error message. If this is not ticked, then invoices can
be costed directly to a job and cost centre.

A Tolerance Table can be specified. Tolerance Tables can be defined
to specify acceptable tolerances for both percentage and absolute
values for specific value ranges. Maintenance of Tolerance Tables is
explained later.

When matching invoices to delivery dockets, the invoice quantity
cannot exceed the docket quantity if this is ticked.
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Field Name

Approve Invoices
if within tolerances

Sequential
approval process
or parallel
approval process

Creator of
Purchase order
cannot approve
order (Separation
of responsibility)

Automatic email to
requestor after
approval or
rejection

Reminder emails
to approvers sent
after this number
of hours

Any change to an
approved
purchase order
requires new
item(s)

Budget must be
available to create
purchase order
item

Approval is
required to delete
an approved
purchase order
item

Description

If the invoice matches the PO items within the tolerance for rates and
for value, then the invoice will be automatically approved, and ready
for posting.

A Sequential or Parallel approval workflow can be specified. If only
one approver the use N/A.

Determines the separation of responsibility where the creator of the
Requisition Order cannot also form part of the approval process.

Activates an email to be sent to the Requestor if approval request is
rejected

Specify a number of hours before a reminder email is sent to
approvers if no action has been taken. Leave blank to deactivate
reminder emails. If this option is to be used, a monitoring job must be
setup. Your Jobpac consultant can assist to get this done.

Users can be prevented from adjusting PO Items that have already
been approved but instead will need to add a new item for any
adjustment. If this field is left unchecked then users will be able to
adjust PO Items and the Item will automatically require re approval

Users will be advised if they create items that cause budget to be
exceeded for that particular cost centre. The test is based on
Committed budget of the Cost Centre. If the order Value exceeds the
Uncommitted Budget available for the Cost Centre, then special
approval must be obtained. Special approvers can be established to
approve purchase orders that exceed the available budget. These
approvers are marked with a ‘Y’ in the ‘Approval Without Budget’
(AWB) in the Approval levels function.(See later in User Guide)

Deletion of an Approved PO Item will require a further approval. PO
Items where a deletion approval request has been sent will
automatically be deleted once deletion approval is granted.

Invoice Approval Business Rules
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If Details is selected for an “I” type, the following screen is displayed

Maintain Approval Workflow Business Rules & actions @ ok BACK
Type | Invoice Approval {1}

Number of approvers required 1

OR T

Range table to determine number of approvers D

Sequential approval process or parallel approval process O Seguential O Parallel @ N/A

Automatic email to requestor after approval or rejection

Reminder emails to approvers sent after this number of hours

Field Name

Number of
Approvers
Required

Range table to
determine number
of Approvers

Sequential
approval process
or parallel
approval process

Automatic email to
requestor after
approval or
rejection

Reminder emails
to approvers sent
after this number
of hours
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Description

Multiple approvers can be specified. This entry and the one below are
mutually exclusive.

An authoriser range table can be specified instead of a fixed number
of approvers. e.g. more approvers for higher values. Maintenance of
Authoriser Range Tables is explained later.

A Sequential or Parallel approval workflow can be specified. If one
approver set to N/A

Activates an emalil to be sent to the Requestor if approval request is
approved or rejected.

Specify a number of hours before a reminder email is sent to
approvers if no action has been taken. Leave blank to deactivate
reminder emails.
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Subcontract Agreement Approval Business Rules

If Details is selected for an “S” type, the following screen is displayed

Maintain Approval Workflow Business Rules & actions @ ok BACK

Types 5 SC Commitment Approval(s)

Lump Sum Subcontract Agreements

Schedule of Rates Subcontract Agreements

Re-Approval SOR Subcontract Agreements required if
O Quantity Decreased

Quantity Increased
Quantity Increased Tolerance

New Items Added

500 %

O Creator of Subcontract Agreement Cannot Approve

Number of approvers required 1 OR

Range table to determine number of approvers

Sequential or parallel approval workflow O Parallel ® N/A

O Seguential
Automatic email to requestor after approval or rejection

Reminder emails to approvers sent after this number of hours

Field Name Description
Lump Sum Tick this box if the approval rules are to apply to Lump Sum
subcontract Subcontract agreements. Default is ticked.
Agreements

Schedule of rates Tick this box if the approval rules are to apply to Schedule of Rates

Agreements Subcontract agreements. Default is ticked.

Re-approval

required if

Quantity Tick this box if re-approval required when the item quantity is
Decreased decreased. Default is unticked.

Quantity Increased

Quantity Increased
tolerance.
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Tick this box if re-approval required when the item quantity is
increased. Default is ticked.

A tolerance percentage can be entered here. This tolerance is
calculated using the original subcontract quantity of the item when the
subcontract agreement was first approved. E.g. if 10% is entered, then
any change in quantity that is 10 % or less than the original quantity
will not trigger re-approval, and the subcontract agreement will remain
approved.
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Field Name

New item Added

Creator of
Subcontract
cannot Approve.

Number of
Approvers
Required

Range table to
determine number
of Approvers

Sequential
approval process
or parallel
approval process

Automatic email to
requestor after
approval or
rejection

Reminder emails
to approvers sent
after this number
of hours

Description

Tick this box if the addition of any new item is to retrigger approval.
Default is ticked. The tolerance, if nominated, is ignored here.

Tick this box if you do not want the user who created the subcontract
agreement to approve it even if they have the appropriate approval
level.

Multiple approvers can be specified. This entry and the one below are
mutually exclusive.

An authoriser range table can be specified instead of a fixed number
of approvers. e.g. more approvers for higher values. Maintenance of
Authoriser Range Tables is explained later.

A Sequential or Parallel approval workflow can be specified. This only
applies if more than one approver specified. This will default to
‘Parallel’ if not entered, and number of approvers exceed one.
Sequential is the most common option.

Activates an email to be sent to the Requestor if approval request is
approved or rejected

Specify a number of hours before a reminder email is sent to
approvers if no action has been taken. Leave blank to deactivate
reminder emails. If this option is to be used, a monitoring job must be
setup. Your Jobpac consultant can assist to get this done.
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Subcontract Payment Approval Business Rules.

If Details is selected for an “A” type, the following screen is displayed.

Types A

Maintain Approval Workflow Business Rules

SC Payment Approval(A)

Lump Sum Subcontract Agreements

Schedule of Rates Subcontract Agreements

& AcTions BACK

@ ok

s

[ Creator of Payment Cannot Approve Payment

O Automatically Post SC Payment When Approved

Number of approvers required 1 DOR  Range table to determine number of approvers

Sequential or parallel approval workflow (O Sequential O Parallel ® N/A

Automatic email to requestor after approval or rejection

Reminder emails to approvers sent after this number of hours

Field Name Description

Lump Sum Tick this box if the approval rules are to apply to Lump Sum
subcontract Subcontract Payments. Default is ticked.
Agreements

Schedule of rates
Agreements

Creator of
Subcontract
cannot Approve.

Automatically Post
SC Payment when
Approved

Number of
Approvers
Required

Range table to
determine number
of Approvers

Tick this box if the approval rules are to apply to Schedule of Rates
Subcontract Payments. Default is ticked.

Tick this box if you do not want the user who created the subcontract
payment to approve it even if they have the appropriate approval level.

Tick this box if you want the SC payment to be posted on approval.
There is no ‘Undo’ on this. If a mistake is made, a credit subcontract
payment will be required to reverse the original payment.

Multiple approvers can be specified. This entry and the one below are
mutually exclusive.

An authoriser range table can be specified instead of a fixed number
of approvers. e.g. more approvers for higher values. Maintenance of
Authoriser Range Tables is explained later.
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Field Name

Sequential
approval process
or parallel
approval process

Automatic email to
requestor after
approval or
rejection

Reminder emails
to approvers sent
after this number
of hours

Description

A Sequential or Parallel approval workflow can be specified. This only
applies if more than one approver specified. This will default to
‘Parallel’ if not entered, and the number of approvers exceed one.

Activates an email to be sent to the Requestor if approval request is
approved or rejected.

Specify a number of hours before a reminder email is sent to
approvers if no action has been taken. Leave blank to deactivate
reminder emails. If this option is to be used, a monitoring job must be
setup. Your Jobpac consultant can assist to get this done.

Subcontract Variation Approval Business Rules

If Details is selected for a “V” type, the following screen is displayed.

Types v

Include SC Variations that are part of

Head Contract Variations

E

Internal Variations

B =

Number of approvers required

Maintain Approval Workflow Business Rules

SC Variation Approval(V)

Lump Sum Subcontract Agreements

Schedule of Rates Subcontract Agreements

Re-approval required for the following changes

Reduction in Approved Price

[ Creator of Variation Cannot Approve Variation

Sequential or parallel approval workflow (O Seguential
Automatic email to requestor after approval or rejection

Reminder emails to approvers sent after this number of hours

& actions @ ok BACK

1 DOR  Range table to determine number of approvers

O Parallel ® N/A
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Field Name

Head Contract
Variations

Internal Variations

Lump Sum
subcontract
Agreements

Schedule of rates
Agreements

Re-approval
required if

Reduction in
Approved price

Creator of
Variation cannot
Approve.

Number of
Approvers
Required

Range table to
determine number
of Approvers

Sequential
approval process
or parallel
approval process

Automatic email to
requestor after
approval or
rejection

Reminder emails
to approvers sent
after this number
of hours

Description

Tick this box if you want the approval rules to apply to subcontract
variations associated with head Contract Variations. Default is ticked.

Tick this box if you want the approval rules to apply to subcontract
variations associated with Internal Variations. Default is ticked.

Tick this box if the approval rules are to apply to variations to Lump
Sum Subcontract agreements. Default is ticked.

Tick this box if the approval rules are to apply to variations to
Schedule of Rates Subcontract agreements. Default is ticked.

Tick this box if re-approval required when the Approved Price is
decreased. Default is unticked.

Tick this box if you do not want the user who created the subcontract
variation to approve it even if they have the appropriate approval level.

Multiple approvers can be specified. This entry and the one below are
mutually exclusive.

An authoriser range table can be specified instead of a fixed number
of approvers. e.g. more approvers for higher values. Maintenance of
Authoriser Range Tables is explained later.

A Sequential or Parallel approval workflow can be specified. This only
applies if more than one approver specified. This will default to
‘Parallel’ if not entered, and number of approvers exceed one.

Activates an email to be sent to the Requestor if approval request is
rejected

Specify a number of hours before a reminder email is sent to
approvers if no action has been taken. Leave blank to deactivate
reminder emails. If this option is to be used, a monitoring job must be
setup. Your Jobpac consultant can assist to get this done.
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Approving Payments against Unapproved Variations.

If Details is selected for a “U” type, the following screen is displayed.

Maintain Approval Workflow Business Rules & actions @ ok BACK

Types u SC Unapp Varn Payment Appl(lU)}

Lump Sum Subcontract Agreements

Schedule of Rates Subcontract Agreements

Reduction in Authorised Amount

[ Creator of Payment Cannot Approve Payment

Number of approvers required

Sequential or parallel approval workflow
Automatic email to requestor after approval or rejection

Reminder emails to approvers sent after this number of hours

O Seguential

1 DOR  Range table to determine number of approvers

O Parallel ® NA

Field Name

Lump Sum
subcontract
Agreements

Schedule of rates
Agreements

Re-approval
required if

Reduction in
Approved price

Creator of
Payment cannot
Approve.

Number of
Approvers
Required

Range table to
determine number
of Approvers

Description

Tick this box if the approval rules are to apply to unapproved
variations to Lump Sum Subcontract agreements. Default is ticked.

Tick this box if the approval rules are to apply to unapproved
variations to Schedule of Rates Subcontract agreements. Default is
ticked.

Tick this box if re-approval required when the Authorised Amount
against an unapproved variation is decreased. Default is ticked.

Tick this box if you do not want the user who created the payment
against the unapproved subcontract variation to approve it even if they
have the appropriate approval level.

Multiple approvers can be specified. This entry and the one below are
mutually exclusive.

An authoriser range table can be specified instead of a fixed number
of approvers. e.g. more approvers for higher values. Maintenance of
Authoriser Range Tables is explained later.
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Field Name Description
Sequential A Sequential or Parallel approval workflow can be specified. This only
approval process applies if more than one approver specified. This will default to
or parallel ‘Parallel’ if not entered, and number of approvers exceeds one.

approval process

Automatic email to Activates an email to be sent to the Requestor if approval request is
requestor after rejected

approval or

rejection

Reminder emails Specify a number of hours before a reminder email is sent to

to approvers sent  approvers if no action has been taken. Leave blank to deactivate
after this number reminder emails. If this option is to be used, a monitoring job must be
of hours setup. Your Jobpac consultant can assist to get this done.

Once details have been added for the Approval Type and Range the default details can be
easily seen in summary or maintained quickly by selecting the “Details” tab views.

Approval Limits —Jobs

Select System Admin>Configure Modules>Setup Advanced Approvals>Approval Limits— Job,
and the following screen displays.

In this screen, User Authority Limits are defined. A User can have a different authority level for
different Work ID’s, Jobs, Job Ranges, Job Groups, Job Reporting Units, Reporting Sub Units,
and Job Types and for different Creditor Ranges or creditor types within the Job Constraints. In
addition, a user may have different Authority levels for each Approval Type. (Approval type C
does not require and entry | this screen. Approval Type D does not require an approval level.
The amount should be blank.

& Trimble. Construction
e e




Advanced Electronic

Approvals

W Viewpoint
Jobpac Connect”

Maintain Approval User Authorisation - Job & actions @ ok BACK

Y Hide  Apply T B D < > e

Types PO Approval Invoice Approval Auto PO Completion Delivery Dockets
SC Commitment Approval SC Payment Approval SC Variation Approval SC Unapproved Variation Payment Approval
L 9w fo] fo] fo] o fo] fo] o fo] fo] o
L 9w fo] fo] fo] o fo] fo] o fo] fo] fo]
User Wkid Tp From Tojob  Job JG  Reporting  Reporting Job From To From ToCred AWB Amoun
Job Weard Unit Sub Unit Type Creditor Creditor CredTp Tp T
ALNPETO 960 A wekns N 200,000
ALNPETO 960 S wekns N 200,000
ALNPETO 960 V wekns N 200,000
BADLESO 960 A wekns N 200,000
BADLESO 960 S wekns N 200,000
BADLESO 960 V wekns N 200,000
BOUDAMO 960 A rekks N 200,000
BOUDAMO 960 S wekns N 200,000
BOUDAMO 960V N 200,000
KASSAMD 960 A wekns N 200,000
KASSAMD 960 S wekns N 200,000
MISSHAD 960 A wekns N 200,000
Field Name Description
User Jobpac User Profile
Workid Work ID to which the Authority limit applies
Type Type: Specifies the type of Approval.
From Job Starting Job number for Approval Authority Limit
To Job Ending Job number for the Approval Authority Limit
Job Wildcard In this field you can use asterisks in the place of characters in the Job
name for wildcards

Job Group Enter a Job group in this field to specify User Approval Authority Limits

Reporting Unit

Reporting Sub Unit

Job Type

From Creditor

To Creditor

Cred Type
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for a whole Group.

Enter a Job Reporting Unit in this field to specify User Approval
Authority Limits for a whole Reporting Unit

Enter a Job Reporting Sub Unit in this field to specify User Approval
Authority Limits for a whole Reporting Sub Unit

Enter a Job Type in this field to specify User Approval Authority Limits
for all Jobs of a particular Job type

Enter the starting creditor of a range of Creditors for which the User
Approval Authority Limits will apply within the specified Job Ranges

Enter the finish creditor for a range of Creditors for which the User
Approval Authority Limits will apply within the specified Job Ranges

Enter a creditor Type in this field to specify User Approval Authority
Limits for a particular creditor type within other range constraints.
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Field Name Description
AWB Approve Without Budget allows this user for the specified constraints

to approve PO Commitments where there is not sufficient budget. This
only applies to type ‘P’ only.

Amount User Approval Authority Limit dollar value. Applied to the total amount
of all PO Items on a particular order that fall within the Job
Constraints.

Actions Menu

Term Definition
Prompt The Prompt is used to scan for existing records when positioned on an
appropriate field.
Refresh Refreshes back to the previous data save.

Add Authority  Use this option to add a new User Approval Authority Limit. This option will
position the cursor to the next available entry position on the screen.

Download This will download contents of screen to a spreadsheet. Also accessed by
Download button. This is the template for the Upload.

Upload This will upload new and changed authorisation levels.

Right Click Options

Term Definition

Delete Select by right click to delete a line.

Copy Select by right click to copy record. This displays a copy screen. Make the
changes required and select OK.

Tolerance Levels

This screen only applies to the matching process between purchase orders items or delivery
dockets and invoices.

Select System Admin>Configure Modules>Setup Advanced Approvals>Tolerance Levels, and
the following screen displays.
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Approval Tolerance Maintenance & actions @ ok BACK
Y Hide  Apply D < > e

a

Table Number Description

1 Standard Tolerance Levels

In this screen, you can add Tolerance Tables that define percentage tolerance values and
absolute tolerance values for PO Item value ranges. Below is described the method for defining
a Tolerance Table. These tables can then be linked to Approval Business Rules for “Invoice”
Approval types.

If activated for Purchase Order Approvals then the Tolerance Table linked to the approval
constraint will be used to determine acceptable values for invoices matched to PO Items.
Regardless of whether the invoice is matched directly to the PO Item or indirectly via a delivery
docket matching process, the invoice value and rates will be matched to the PO Item value and
rates and if within the acceptable tolerances defined the invoice can be processed.

Actions Menu

Term Definition

Prompt The Prompt is used to scan for existing records when positioned on an
appropriate field.

Refresh Refreshes back to the previous data save.

Add Table Use this option to add a new Tolerance Table. This option will position the

cursor to the next available entry position on the screen. You will be able to
add a Table number from 1 to 999 and give the Table a Description.

Once you have added a new Table or to maintain an existing Tolerance Table use right click to
define the table details or to delete the Table if required. The screen below will be shown.

Right Click Options

Term Definition
Details Select by right click to maintain Tolerance Table details.
Delete Select by right click to delete a line.

Prompt Select by right click to prompt on a particular field.

Then define your table by inputting a “To Amount” and the Tolerances as required as shown
below.

Actions Menu
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Term Definition
Prompt The Prompt is used to scan for existing records when positioned on an
appropriate field.
Refresh Refreshes back to the previous data save.
Add Range Use this option to add a new Tolerance Range. This option will position the
cursor to the next available entry position on the screen. Enter Ok after each
line.

NB Make sure you select OK after entering each line. This will bring the ‘From Amount’
from the previous line.
Approval Tolerance Maintenance - Details & actions @ ok BACK
Table Number 1 Standard Tolerance Levels
Y dide  Apply a < > e
Range Number From Amount To Amount Percentage Tolerance Absolute Value =]
1 10,000.00 3.00 100.00
2 10000.00 200,000.00 1.00 200.00
3 200000.00 100,000,000.00 0.50 500.00
Field Name Description
Range number Automatic Sequence number generated when adding a new range
From amount The starting PO Item value for the range to which the tolerance applies.
This will be generated automatically.
To Amount The ending PO Item value for the range to which the tolerance applies.
Percentage The percentage tolerance applies to the PO Item Rate. l.e. the Invoice
Tolerance rate must not exceed the PO Item Rate by more than this percentage.
Absolute Value The Absolute Value applies to the total value invoiced against the PO

Item. l.e. the total value invoiced against a PO item must not exceed
this absolute value

Authorisor Ranges

Select System Admin>Configure Modules>Advanced Approvals>Authoriser Ranges, and
the following screen displays.
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Number of Authorisers Ranges Maintenance & actions @ ok BACK
Y Hide  Apply D < > e

a

Table Number Description

1 Standard 5C Payment Workflow Rules

In this screen, you can add Authoriser Range Tables that define how many Approvers are
required depending on the value of the transaction. Below is described the method for defining
an Authoriser Table. These tables can then be linked to Approval Business Rules for all
Approval Types. (Except ‘C’ and ‘D’)

If activated, then the Authoriser Range table linked to the approval business rules will be used
to determine how many Approvers will be required for a transaction.

For Purchase orders the value used will be the sum of all ltems on a particular order that fall
within the same Allocation Group (e.g. Job).

For Subcontract Agreements the value used will be the sum of all Items on a subcontract order.

For Subcontract Payments the value used will be the total value of the authorised payment for
this subcontract payment, excluding retention. If a payment of $10,000 is authorized, and
$1,000 retention is held, the amount used to determine who can approve will be $10,000.

For Subcontract Variations the value used will be the value of the variation ‘Proposed Approval
Value’

For payments against unapproved variations, the value used will be value authorised against a
particular unapproved variation item.

Actions Menu

Term Definition
Prompt The Prompt is used to scan for existing records when positioned on an
appropriate field.
Refresh Refreshes back to the previous data save.
Add Table Use this option to add a new Authoriser Range Table. This option will

position the cursor to the next available entry position on the screen. You will
be able to add a Table number from 1 to 999 and give the table a
Description.

Once you have added a new Table or to maintain an existing Authoriser Range Table use right
click Details option to define the table details or to delete the table if required. The screen below
will be shown.
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Number of Authorisers Ranges Maintenance

Y Hide  Apply

Table Number Description

l_ctandard SC Payment Workflow Rules
—_— Dgtails

Delete

Prompt

& actions @ ok BACK

@ < > .-

a

Then define your table by inputting a “To Amount” and the Number of Approvers as required as

shown below.

NB Make sure you select OK after entering each line. This will bring the ‘From Amount’

from the previous line.

Number of Authorisers Ranges Maintenance - Details

Table Number 1 Standard SC Payment Workflow Rules

& actions @ ok BACK

Y Hide  Apply

Range Number From Amount To Amount Number Of Approvers With Budget Number Of Approvers Without Budget =
1 1,000.00 1 2
2 1000.00 50,000.00 2 3
3 50000.00 100,000,000.... 3 4
Field Name Description

Range number
From amount

To Amount

Number of
approvers (With
Budget)

Number of
Approvers
(Without

budget)
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Automatic Sequence number generated when adding a new range

The starting value for the range for that number of approvers applies.
This will be generated automatically.

The ending value for the range for that number of approvers.

The number of Approvers required for that range. This must be greater
than zero.

The number of Approvers required for the PO Value range specified, if
the PO does not have sufficient budget. This must be greater than zero.
This column only applies to business rules for the Type ‘P’. i.e. Purchase
Order approval.

Sufficient budget is defined as Current Budget — Committed cost.
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The no of approvers can be more or equal to the Number of Approvers
without Budget. This is linked to the AWB (Approval without Budget)
column in User approval levels.

Defining Approval Workflows

Specific workflows nominating specific people can be setup. These can be for a specific Job, or
to cover all jobs.

Select System Admin>Configure Modules>Setup Advanced Approvals>Set up Workflows, and
the following screen displays.

These workflows can be used by parameter WRKFLW to automate the selection of Approvers.

Approval Workflow Maintenance - Workflows & actions @ ok BACK

Y dide  Apply E 9 < > e
Approval Types -[# Purchase Order Invoice SC Commitment Approval 5C Payment Approval SC Variation Approval SC Unapproved Variation Payment Approval

00 o o o fo] o
nwp - O o o o o My

Type Wkid Job Workflow Description Appraover 1 Approver 2 Approver 3 Mare Approvers [}
B 710 | Ca7n2 | FIVEAPPS Five Approvers ALNPETO BEAGLED BOUDAMO Y

B 710 FROz FOURAPPS Four Approvers ALNPETO BEAGLED BOUDAMO Y

B 710 SIXAPPS Siz APPs ALNPETO BEAGLED BOUDAMO Y

B 710 THREEAPPS Standard 3 approvers BEAGLED ALNPETO BOUDAMO M

B 710 TWOAPPS Standard 2 approvers ALNPETO BOUDAMO N

B 710 10-APPS 10 Approvers ALNPETO BEAGLED BOUDAMO Y

5 710 Cloot 2 Testing STGPANSWAD  STGPANSWAT  STGPANSWAZ N

Field Name Description
Type This is the approval type, i.e. P, I, S, A, V, U.
Workid This is the workid of the approval workflow.
Job This is the Job for the workflow. If this is blank, then it can be used for
any project.

Workflow Work flow Name
Description Work flow description
Approver 1 The userid of the first approver
Approver 2 The userid of the second approver
Approver 3 The userid of the Third approver
More Approvers If more than three approvers required, select line, choose More

Approvers, and enter their userids.
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To add a workflow, just enter the data into the fields across the screen. Selecting OK will save
the workflow. Once saved the first four fields cannot be changed. If they are incorrect, the
workflow must be deleted, and then re-entered.
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PO Approvals

Enquiry Orders to Create an Order

When using Advanced PO Approvals “Quote Orders” must be used to create new purchase
orders. Otherwise known as “Enquiry Orders” or “Requisition Orders”.

Once ALL Items on the Quote Order are approved then the order is automatically committed to
cost. While in an unapproved state, a Quote Order will have no impact on Job Cost.

To enter a Quote Order select Projects>Purchase Orders/Invoices>Enter Quote Orders,
and the following screen displays.

Note, the “Quote Orders” Entry Screen has the words “Enquiry” in the heading as shown below.

Enter your Quote Order as if you would enter a normal Purchase Order.

Enquiry Order Maintenance m > & acmions @& ok BACK
Supplier ABELPIPE Pipe Company
Australian Business Number 86 169 813 487 Currency AUD Phone Fax
Order Number ABDOOOOG Description test1 Delivery Job/code p
Order Date 13/12/2021 Delivery Date 13/12/2021 Delivery Address
Raised By BOUDAMO Internal Contact
User 1 Supplier Contact D Suburb
User2 Requisition No State
Supplier Email damien.bourke@viewpoint.com BA Postcode/Country
Payment Terms 30 D Last day of next month Delivery Contact
Product/Service o] Delivery Phone
Special Instructions @

O Invoices in Taxable Payments Reporting

Crder Totals 10,400.00 11,440.00

TEM SUMMARY TEM LIST VIEW

Emerlan Item No. to Add or Edit, 7 Choose Cost Allocation Method if Adding @ Job O GLAccount O Asset then hit Enter or click Add here Q
or leave blank to auto generate
T <> e
Item Description Quantity Nett Item Value  Gross ltem Value TC Wkid  Allocation  Allocation Cost Resource
AUD Job Centre T
1 testl 2.0000 2,000.00 2,200,00 A1 920 L2900 208 /sC
2 festl 2.0000 2,000.00 2,200,000 A1 920 L2900 208 /sC
3 testi 2.0000 2,000.00 2,200,000 A1 920 L2900 208 /sC
L& testl 2.0000 2,000.00 2,200,000 A1 920 L2900 208 /sC
5 ftestl 2.0000 2,000.00 2,200,000 A1 920 L2900 208 /sC
6 testl 1.0000 400.00 440,00 A1 920 20009131

Requesting Approval

Once the Quote Order is entered then approval for the PO must be requested.

Select Send for Approval from the options on the Actions menu of the Quote Orders entry
screen.

e ot & Trimble. Construction

User Guide | Version: 1.0




Advanced Electronic

Approvals

W Viewpoint

Jobpac Connect”

Upon Selection, the following screen may be shown with an Allocation Group Summary line
for each different allocation for which differing approval business rules have been configured. If
there were purchase order items costed to different jobs, then an “Allocation Group” will display
for each job. These jobs may have different business rules for approval, and each “Allocation
Group” is separately sent for approval.

NB Generally there is only one Allocation Group, and this screen, by default, will not
display. The user will be taken directly to the screen with alist of approvers. Display can
be forced by position 7 on parameter POVAPP.

As there two PO lines one costed to a job ,and another costed to a GL account. Two Allocation
Groups will display, and each must be sent for approval, as the will have different approval rules

and approvers.

Enquiry Order Maintenance

Supplier ABELPIPE
Australian Business Number B6 169 513 487
Ord  Send for Approval
Ord

Y apply
Rai:

Use

Pipe Company

Currency AUD

m > ©amons @& ok

Phone Fax

Use

SUE wkid Al

(¥

Total Value  All Items Marked/Sent For App B

BACK

Job/Asset/GL Account Description Nbr Of ltems
Pay 920 1 L2900 NRT Stations 5 10,000.00 N
Fro gpg 3 20009151 Bank Charges 1 40000 N
Spe L\\:
Field Name Description
Wkid Work ID of the Order
All Allocation of the Order (1=Job, 2=Asset or 3=GL Account)
Job/Asset/GLAccount Will display either the Job, GL account or Asset depending on the
Allocation
Description Job/Account/Asset Description
Iltems The number of PO Items included in the Allocation Group Summary
line
Total Value

All Items Marked/Sent
for Approval

The total value of Items included in the Allocation Group Summary

line

Y/N — Have all Items in the Allocation Group Summary line been sent

for approval Yes/No

Use right click to send approval requests to selected authorized approvers on each Allocation
Group Summary line that has not already been marked or sent for approval.
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Select Show Status of Items in Group by right click as shown below to display an approval
status enquiry screen for all PO Items in the selected group.

Select Select by right click as shown below to send an approval request to authorised

approvers.
Enquiry Order Maintenance m > & actions @& ok BACK
Supplier ABELPIPE Pipe Company
Australian Business Number 86 169 813 487 Currency AUD Phone Fax
Ord  Send for Approval ®
Ord Y Apply ( ) see
Rai:
Use
Use (ving )
SuE Wkid All  Job/Asset/GL Account Description Nbr Of Items Total Value  All Items Marked/Sent For App =)
Pay 920 1 | L2900 ! - 5 10,000.00 N
Se‘lict
Fro gpg 3 20009151 ) 1 40000 N
N Show Status of Items in Group
pE

If the right click option Select is taken from the Send for Approval screen then a new screen will
be presented showing all approvers that have sufficient authorization levels for the selected
Approval Group. This screen is shown below and in the header, you will see a summary of the
Approval Group including the number of approvers that you are required to select, and for
multiple approvers if the approval process is sequential or parallel.
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Enquiry Order Maintenance m > & acmions @& ok BACK
Supplier ABELPIPE Pipe Company

PO Approval - Send for Approval ®

Job L2900 Total Value 10,000.00 MNo. Approvers 2 *Sequential

Subject  Enguiry Order 920/AB000006 is submitted for your approval

Y Apply € > oo

User Name Authorisation Limit Sequence Order  Selected  App W/o Delegated To Alternate/ In
Budget Place Of T

BOUDAMO Damien Bourke 0 1,000,000.00 N N

KWOOHS0 0Oh Soo Kwon - Jobpac 100,000.00 N N

Select Approval Workflow H B Send With Email H == Send No Email H W OK H ‘i Select H x Close

If the approval process is determined to require a single approver then you will be required to
select a single user.

If the approval process is determined to require multiple approvers in a parallel workflow then
you will be required to select multiple users.

If the approval process is determined to require multiple approvers in a sequential workflow then
you will be required to select multiple users and also enter the approval sequence against
each selected approver.
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Enquiry Order Maintenance m > & acmions @& ok BACK
Supplier ABELPIPE Pipe Company

PO Approval - Send for Approval

Job L2900 Total Value 10,000.00 MNo. Approvers 2 *Sequential

Subject  Enguiry Order 920/AB000006 is submitted for your approval

Y Apply > e

User Name Authorisation Limit Sequence Order Selected  App W/o Delegated To Alternate/ In &=
Budget Place Of T

1,000,000.00 Ty N

BOUDAMO | Damien Bourke 0

KWOOHS0 0Oh Soo Kwon - Jobpac 100,000.00 2% N

Select Select User by right click as shown below to select an authorized approver.
Select Remove User from Selection by right click as shown below remove the selection.

Select required users then use the Send Email or Mark for approval Only buttons to
commence the Approval process. Both options will change the status to ‘Approval Requested'.
If Mark for Approval Only was selected, then no emails are sent.

Field Name

User

Name
Authorisation Limit
Sequence

Selected

Approve Without
Budget

Delegated To

Alternate/In Place of

Description

Authorised Approver
Authorised Approver Full Name
The users Approval Limit

If sequential approval is required enter the approver sequence in this
field. i.e. 1 or 2

Y/N is the user selected already

This indicates if the approver can approve if there is insufficient
budget for the PO amount. A Text message under the email subject
will indicate if there is insufficient budget. If this message does
appear, then the requestor must pick a user for the final approval
that can approve without budget.

If a delegate has been setup via system administration for an
approver, it will be displayed here.

‘A’ here means the delegate is an alternate approver, i.e either can
approve, and ‘I’ means only the delegate can approve.

Send Email

Send an email request for approval to selected users. This will be
sent to the first approver only. When that person approves the order,
an email will be sent to the second approver.
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Field Name Description
Mark for Approval Mark Items in the Group ready for approval for the selected users
Only without sending an email.
Select Approval If multiple users are required then an Approval sequence workflow
Workflow can be selected if configured. Only workflows that meet the approval

criteria are displayed.

Immediate Approval If only one approver is required, and the requestor has the
appropriate approval level for the purchase order, then selecting this
option will take the user directly to the approval screen, and the
order can be approved.

NB. If the parameter WRKFLW position 1 is set to Y, and there is only one Workflow that
satisfies this approval, then the users will automatically be selected with the appropriate
sequence number.

Approving or Rejecting a Purchase Order Approval Request

To approve or reject a PO Item commitment select Projects>Advanced Approvals>Approve
Purchase Orders, and the following screen displays.

NB By default only those Items ready for your approval will display. To see all items for
approval, untick the box ‘Only Items Waiting approval by User’.

Right click on the required Item to change approval status. Right click options are described
below.

Note also the filter options at the bottom of this screen, which includes the ability to show orders
already fully approved.

Note:Once all Items on an order are approved then the whole order will be committed
and no longer considered to be a Quote or Enquiry order.
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Purchase Order Approval & actions @ ok BACK

SUMMARY SUPPORTING DATA
¥ Hide  Apply Clear < > eee

O Show Crders Fully Approved Show My Approvals Only

Approval Status - [] Approved Partially Approved [ Rejected Not approved [ Approval Mot Requested

o
o
Order Item Description All Job f Asset [  Cost Code T Amount Sts Approved/Reje Alternate/ Last JJ\ctitEH
GL Account By In Place Of Da ™
ABOODOOG 1 test? 1 L2900 208 ! | *Waiting ap... 13/12/201
Approve
ABODOOODG 2 testl 1 L29%00 208 ) H *Waiting ap... 13/12/2021
Information Txt
ABOODODG 3 test? 1 L2900 208 ] *Waiting ap... 13/12/201
Show Approvers Selected
ABOODODG 4 festl 1 L2900 208 . ] *Waiting ap... 13/12/201
Approval Audit
ABOODODG 5 test? 1 L2900 208 ] *Waiting ap... 13/12/201 k
Reject
Display PO
PO Enquiry
Site AP Enguiry
Set As Waiting Approval
Apply Filter by this PO

Summary Tab

Field Name Description
Order Purchase Order
Item Purchase Order Item
Description Description of the order Item
All Costing allocation of the order 1=Job, 2=Asset, 3=GL Account
Job/Asset/GL Costing detail dependent on the costing allocation will either show the
Account Job, Asset or GL Account
Cost Centre Further Costing Allocation information
Amount Value of the Order Item
Sts Status of Approval Request A=Approved, P=Partially Approved,

R=Rejected, N=Waiting Approval, X=Approval not yet requested.

Approved/Rejected User who has made the last status change to approved or rejected.
by
Last Action Date The date of the last status change to approved or rejected
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Supporting Data Tab

Purchase Order Approval & actions @ ok BACK
SUMMARY  SUPPORTING DATA

Y Hide  Apply Clear < > eee

O Show Crders Fully Approved Show My Approvals Only

Approval Status - [] Approved Partially Approved [J Rejected Notapproved [0 Approval Not Requested

| e | -] Fr]
D | I —
Order Item Description All Job [ Asset/  Cost Code T Budget Committed Costs Uncommitte
GL Account Budge ™
ABODOODG 1 test1 1 L2900 208 5C 9,120.83 9,453.46
ABODOOOG 2 ftest1 1 L2900 208 SC 9,120.83 9,453.46
ABODOOOG 3 testl 1 L2900 208 SC 9,120.83 9,453.46
ABODOOOG 4 test] 1 L2900 208 SC 9,120.83 9,453.46
ABODOOOG 5 testl 1 L2900 208 SC 9,120.83 9,453.46

This shows the budget and what has been committed against the cost centre to date. It allows
an approver to see if budget remains for this PO item.

Right Click Options

Term Definition

Approve Select to approve a PO Commitment. If further approvers are required as
part of a multiple approver workflow then the status will change to *Partially
Approved. This will trigger an email to the next user in the workflow.

Information Select to see or maintain rejection text or any other comments.

Text

Show Select to show other approvers required for multiple approval workflows
Approvers

Selected

Approval Select to see the approval audit trail.

Audit

Reject Select to reject a PO Commitment. If you reject an approval request, you will

need to enter rejection text as explanation.

Display PO Selecting this will display the PO as a JOM form. If it is unapproved, it will
display
Purchase Requisition — Internal Use Only at the top of the PO.

PO Enquiry Select to launch the standard PO Enquiry.

Site AP This will display the site AP enquiry for the Creditor of the PO
Enquiry
Set as Waiting  gelect to reset the status to *Waiting Approval. This can be used if Approved
Approval or rejected by mistake.
P?:1 L] .
rage 49,13 & Trimble. Construction

User Guide | Version: 1.0




| V¥ Viewpoint
Advanced Electronic Jobpac Connect”

Approvals

Term Definition

Apply Filter Uses the current PO to auto populate the PO filter fields.
by this PO

Chanqging the Approver(set Delegate)

From within the Approve PO screen, it is possible to change the Approver to a user id that has
the same or higher approval level than the original approver. To do this you must be the original
sender of the approval, or you must know the password do the delegation.

This is done through the ‘Show Approvers Selected’ option.

Purchase Order Approval & actions @ ok BACK
SUMMARY SUPPORTING DAT,
Y Hide  Apply Clear < > e

O Show Crders Fully Approved Show My Approvals Only

Approval Status - [] Approved Partially Approved [] Rejected Notapproved [0 Approval Not Requested

asooooos £

asooooos £

Order Item Description Al Job [ Asset| CostCode T Budget Committed Costs Uncommitte

GL Account Budge ™

ABOODOOG 1 | test1 Alppro'u'e B 5C 9120.83 9,453.46

ABOODODG 2 testl Information Txt B 5C 9120.83 9,453,456

ABOODODG 3 test? Show tgprovers Selected B 5C 9120.83 9,453,456

ABOODODG 4 festl approval Audit B 5C 9120.83 9,453,456

ABOODODG 5 testl Reject B 5C 9120.83 9,453,456

When this is selected, the list of approvers is displayed
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Purchase Order Approval & actions @ ok BACK
SIHMMARY SIIPPORTING NATA
PO Item Approvers Selected ®
| e
Order/ltem ABOO0OODG Ttest1 No. Approvers 2 *Sequential
= Subject  Purchase Order Item 920/AB000006/1 is submitted for your approval
Appl
asc T Apply < T
ABC
— | fo] o o —
Orc o) o) (AR ) iz}
ABI Seq Order Approver Name Requestor Name Delegated To Alternate/ Approved
User InPlace Of [ Rejected ™
ABI
1 BOUDAMO Damien Bourke 0 BOUDAMO Damien Bourke 0

ABI
18 2 KWOOHS0 Oh Soo Kwon - Jobpac BOUDAMO Damien Bourke 0

]
ABI

Delegate To User H W 0K H ¥ close
-

The first user has approved the PO. The second approver can be delegated by selecting the
‘Delegate to User’ button. If you are not the original requestor, a password is required. The
password is set in the APPDEL parameter is system Administration.

When the password is entered, the Delegate field opens up.

Purchase Order Approval & actions @ ok BACK
SIHMMARY SIIPPNRTING NATA
PO Item Approvers Selected ®
| e
Order/ltem ABOODOOG Ttest 1 No. Approvers 2 *Sequential
= Subject  Purchase Order Item 920/AB000006/1 is submitted for your approval
Appl
asc T Apply < T
ABL
— o o ol —
Orc o) o) (AR ) iz}
ABI Seq Order Approver Name Requestor Name Delegated To Alternate/ Approved
User In Place Of  Rejected
ABI
1 BOUDAMO Damien Bourke 0 BOUDAMO Damien Bourke 0
ABI
2 KWOOHS0 Oh Soo Kwon - Jobpac BOUDAMO Damien Bourke 0
ABI
ARI
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You can enter a Userid, or use Right Mouse Click on the field and then Prompt, to see a list of
qualified approvers.

Select the Approver, and then OK. This will send an email to the new approver. If ‘A’ is
displayed in the Column Alternate/In place of, then either the original approver or the delegate
can approve it. If ‘I’ is displayed in the Column Alternate/In place of, then only the delegate can
approve it.

The other option to change the approver or select further approvers, is to go back into the
Quote Order and select Send for Approval again. Simply select a different authorised
approver. The previous approval request will not be removed.

Adjusting an Approved PO ltem

If a Purchase Order is fully approved and therefore committed to cost and no longer a Quote
Order then any adjustment to an Order Item will also have an impact on committed cost but will
require that the Item be re-approved. These changes must be made in the purchase order
maintenance screens, not the Quote order screens. There are some changes that can be
configured to NOT trigger re-approval. These are available within the business rules for that
project.

Re-Approval required for the following changes Description Changes

Reduction in Quantity
Reduction in Rate

Increase in Discount

EEEEE

Change in Cost Centre

Any new items added to a previously committed order will always have an impact on committed
cost and require approval.

Items adjusted on a Quote Order will require re-approval.

It is possible to configure the system so that previously approved items cannot be adjusted and
so new items will be required for each adjustment after approval. See business rule setting.

[] &y change to an approved purchaze order requires new itemls)

Printing a PO with Advanced PO Approvals activated

Navigate to PO Maintenance and select your Purchase Order in the normal fashion

Select »Print from the options on the Actions menu to launch the standard print options window
as shown below.

& Trimble. Construction
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Purchase Order Maintenance m > & acmions @& ok BACK
Supplier ABELPIPE Pipe Company
Australian Business Number 86 169 813 487 Currency AUD Phone Fax
Order Number ABOOOOOS Description Various Pipes Delivery Job/code p
Order Date 1/12/2021 Delivery Date 1/12/2021 Delivery Address
Raised By BEOUDAMO Internal Contact
User 1 Supplier Contact D Suburb
User 2 Print Options ®
Supplier Email damien.bourke Order ABDO0DOOS Revision
Payment Terms 30 Jo T Include conditions

Product/Service

Special Instructions

Crder Totals

TEM SUMMARY TEM LIST

Enter an Item No. to Add or Edit, lit Enter o click Add here 9
or leave blank to auto generate
? ( ) e
Item Description In Cost Resource
. . 0K Close
1 Various Pipes | v H X ic
2 Various Pipes _iC

Print options from PO Maintenance

Select your options and Click [OK] and you will be taken to the new Select PO Print Version

screen as shown below.

To create a New Version take the following steps.

1. Choose the option This is to be sent to a supplier

2. Choose option Print version number to print the version number on the PO, if required.
3. Edit the *Current Version description as required

4. Select the new version by right click » Select

5. Click [Print] to print the PO and create and print the selected new Version

int a Prior Version take the following steps.

Choose option Print version number to print the version number on the PO, if required.
Select the version you wish to print by right click » Select

To pr
1. Choose the option This is to be sent to a supplier, if required.
2.
3.
4,

Click [Print] to print the PO

e oo & Trimble. Construction
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Purchase Order Maintenance m > & acmions @& ok BACK
Supplier ABELPIPE Pipe Company
Australian Business Number 86 169 813 487 Currency AUD Phone Fax
Order Number ABDOOOOS Description Various Pipes Delivery Job/code D
Order Date 11/12/2011 Select PO Print Version
Raised By BOUDAMO . -
PO Number ABOOOOOS Various Pipes
User This is to be sent to a supplier
User 2 P Print version number |)'<
Supplier Email damien.bourke O
A—— T Apply < > o .
Payment Terms 0 DL
Product/Service
Special Instructions
Version Description Dal®R
1 Original Version 15/01/2022
Version 2 15/01/2022
Order Totals

ITEM SUMMARY ITEM LIST

Enter an [tem No. to Add or Edit,

lit Enter or click Add here Q
or leave blank to auto generate

T < > e
Item Description n Cost Resource o
1 Various Pipes } ic
2 Various Pipes i JC
‘ [l Print H W 0K | Sy Select ‘

o oo & Trimble. Construction
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Invoice Approvals

This section describes the invoicing process with both Advanced PO and Invoice Approvals
activated. Firstly, we will look at the Invoice to PO matching process and the relationship to
tolerance table definitions. Secondly, the Invoice Approval process will be detailed. To use
Invoice approvals the Jobpac elnvoicing module must be used. The Jobpac option ‘Post
Invoices’ is used only for invoices that do not require the approval process. This section
assumes that you are already familiar with the Jobpac elnvoicing process.

PO Matching

When preparing your registered invoices for approval and if the invoice is linked to a PO, then
tolerance definitions will be referred to at the PO matching or Delivery Docket matching stage.
We will pick up the process now in the PO Matching screen and describe how tolerances impact
the matching process.

From the Prepare Invoices for Approval — Dissection screen select » PO Matching from the
options on the Actions and the PO Matching screen will be displayed as shown below.

Prepare Invoices for Approval - New Batch > ° ACTIONS O oK BACK

*All Invs for All Jobs/Locns

NVOICE PO RAISED BY DATES PROJECT MANAGER [ JOB NO
v PO Matching L .
Sc Invoice number INVDOD2 CONCRETE SUPPLY Gross Invoice Amount 1,100.00
Order number 30510001 CONCRETE SUPPLY Gross Accumulated Total 0.00
Authorising Job 305100 HEIDELBERG HOSPITAL
Y apply < >
Credi stR
O Fully Invoiced Not Fully Invoiced
ACOL —— C
Item Description ltem Oty Item Value Rem To Be Rem To Be  This Inv Qty This Inv  Cmp
ACOL - . , . (=3
Inv'd Oty Invd Amount Amount
Acay 1 CONCRETE SUPPLY - 25MPA 50.0000  6,600.00 31.6667 £180.00 | | N ¢
ANDI 5
PlOC C
PIOC C
LLl]
Enter Nett ‘ PO Maintenance ‘ Show/Hide Tax ‘ nvoice All H Accept & Proceed H W 0K H x Close

When updating the This Invoice Quantity and/or the This Invoice Amount on this screen the
following tolerance checks will be carried out in sequence.

o Check the “P” type Approval Business rules for the Allocation Group on the PO Item
being matched.
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e If a Tolerance Table is to be used for this Allocation Group, then determine which
Tolerance Values to use. This will be dependent on the Tolerance Range definition.
Note the Tolerance Range relates to the value of each of the PO Items.

e Firstly, the Percentage Tolerance will be checked. This check will compare the
calculated Invoice Rate against the PO Item Rate and will fail if the Invoice Rate is
greater than the PO Item Rate by more than the acceptable Percentage Tolerance.
NB in the example below, the QTY was entered as 7, so the invoice rate exceeded the

PO Item Rate.
Prepare Invoices for Approval - New Batch > & actions @ ok BACK
*All Invs for All Jobs/Locns
NVOICE PO RAISED BY DATES PROJECT MANAGER [ JOB NO
v PO Matching vos

5c Invoice number INVDOD2 CONCRETE SUPPLY Nett Invoice Amount 1,000.00

Order number 30510001 CONCRETE SUPPLY Nett Accumulated Total 0.00

Authorising Job 305100 HEIDELBERG HOSPITAL

Y Apply < 2
Credi stR

O Fully Invoiced Mot Fully Invoiced

ACOL — C

Item Description ltem Qty  Item Value Rem To Be Inv'd Rem To Be Inv'd  This Inv Qty This Inv Cmp
ACOL - . (=3

Qty Amount Amount
Aco 1 CONCRETE SUPPLY - 25MPA 500000 6,00000 31,6667 3,800.00 -- N c
ANDI Error 5
PlOC C
o #7553 Invoice rate exceeds PO item rate by more than the tolerance
value.
PIOC C
W OK
LLl]
Enter Gross ‘ PO Maintenance ‘ Show/Hide Tax ‘ nvoice All H Accept & Proceed H W OK H x Close

e Secondly, the Absolute Value Tolerance will be checked. This check will compare the
total dollar value invoiced to date against that purchase order item, including the current
proposed invoice value, against the value of the matched approved PO Item. This test
will fail if the acceptable Absolute Value Tolerance limit is exceeded.

Using Delivery Docket Matching

It is possible to force the use of Delivery Dockets when preparing invoices for approval. This is
achieved by setting up a “D” type Approval Default in the configuration.

You do not have to set this option to use delivery dockets. If you don’t have a ‘D’ approval type,
you can use delivery dockets on some purchase orders and not on others.

When selecting a registered invoice to dissect from the Prepare Invoices for Approval screen,
the following check will take place. If the invoice is linked to a PO and an Allocation Group on

e oo & Trimble. Construction

User Guide | Version: 1.0




| V¥ Viewpoint
Advanced Electronic Jobpac Connect”

Approvals

the PO has been configured with a type “D” Approval Default then Delivery Docket matching will
be forced.

Under these conditions then the following error message will be displayed if delivery dockets
have not been entered.

Prepare Invoices for Approval - New Batch > & actions @ ok BACK
*All Invs for All Jobs/Locns
NVOICE PO RAISED BY DATES PROJECT MANAGER [ JOB NO
PO Matching
LLl]

5c Invoice number INVDOD2 CONCRETE SUPPLY Gross Invoice Amount 1,100.00

Order number 30510001 CONCRETE SUPPLY Gross Accumulated Total 0.00

Authorising Job 305100 HEIDELBERG HOSPITAL

Y apply < >
Credi stR

O Fully Invoiced Mot Fully Invoiced

ACOL — C

Item Description ltem Qty  Item Value Rem To Be Inv'd Rem To Be Inv'd  This Inv Qty This Inv Cmp
ACOL - . (=3

Qty Amount Amount
Aco 1 CONCRETE SUPPLY - 25MPA 500000 660000 31,6667 480,00 -- N c
ANDI Error 5
PlOC C
o #9517 You must match invoice to a delivery docket.
PIOC C
W 0K
LLl]
Enter Nett H PO Maintenance ‘ Show/Hide Tax ‘ Invoice All H Accept & Proceed H W OK H x Close

If Delivery Dockets have been entered then the user will be taken directly to the Delivery Docket
matching screen where tolerance rules will then apply.

If the option to not allow the invoice quantity to exceed the docket quantity is turned on, then
this is checked in this screen.

Sending Invoices for Approval

Batches of coded invoices are prepared using the normal elnvoicing process (refer to the
elnvoicing reference guide for more information on the batching process if required).

If Advanced Invoice Approvals is activated using “I” type Approval Business Rules for any
Allocation Group within the batch, then the batch will become available to Send for Approval.
Batches requiring approval must be approved before they can be posted to accounts.

If the parameter APPINV position 6 is set to “Y’, then Preparing a batch of Invoices and
Requesting Approval is combined, and sending for approval is done directly from the Cost
Pending Invoices screen.

oo & Trimble. Construction
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Prepare Invoices for Approval - New Batch > | & acions | @ ok BACK
Expand/Contract
*All Invs for All Jobs/Locns
Refresh
NVOICE PO RAISED BY DATES PROJECT MANAGER [ JOB NO Existing Batches
¥ Hide  Apply Send Selec]}d for Approval  jees

Scanned Invoices [ Not Scanned Include (O Subcontractors O Suppliers @& Both Select All

Deselect All
P
o o — Next Tab |
T Prompt

Creditor Invoice No  IC Invoice Date  Description Typ Order No Gross Amt  TC Tax Amt . R
PO Maintenance

ACOLOG CQroaxx100 | 19/11/2000  Issue 106302 P CQ702X41 10.00 A5 10.00 b
Collate Invoices

ACOLOG CO702xK1 I 19/11/2000  Issue 106302 P COT02T 110.00 A5 10,00 T

ACOLOG 46324687 I 31/08/2005 Acoustic Control Ma.. P RV000003 10.00 A1 10.00 30/09/2005 C N R S

PIOCON INVO02 I 31/05/2005 CONCRETE SUPPLY P 30510001 1,100.00 Al 100.00 30/11/2005 C M R 5

PIOCON PIOD0234 18/03/2005 CONCREYTE P CNODOODO4 3,080.00 A1 280,01 12005 C

PIOCON PIO0090 18/03/2005 CONCREYTE P CNODOODS 3,300.00 M1 300.00 30/04/2005 C N R S

This displays a list of approvers to select from. See example further down in this document.

If there is more than one Project Number in the Invoices Selected, OR The Send from Approval
was done from the Cost Pending Invoices —ALL screen, then separate batches for each job are
created, and are available in the ‘Send Invoices for Approval Screen’, and the following

message displays.

Prepare Invoices for Approval - New Batch

> &9 AcTions

Success

° AD103 New batch successfully created.
printed.

@ ox BACK
*All Invs for All Jobs/Locns
NVOICE PO RAISED BY DATES PROJECT MANAGER / JOB NO
Y Hide  Apply < 3 eee
Scanned Invoices [0 Not Scanned Include (O Subcontractors O Suppliers @ Both
= | P LFrm] il e el
T
Creditor Invoice No  IC Invoice Date  Description Typ Order No Gross Amt  TC Tax Amt DueDate PM Tp H StE
ACOLOG CQ702X%11 | 19/11/2000  Issue 106302 P 70241 10.00 A5 10.00 311122000 C N R
PIOCON PI0O00234 18/03/2005 CONCREYTE P CNODO00D& 3,080.00 A1 280.00 [2005

Authaorisation report has been

; Zor :

Then Invoice Approval is requested to Authorised U

sers using the standard menu option

Projects>Advanced Approvals>Send Inv for Approval, after they have been batched.
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This will display all batches of invoices that the user has prepared. It is filtered on the user’s

name

Sending Invoices for Approval Entry Screen

send Invoices For Approval & acrions @ ok BACK

User BOUDAMO Damien Bourke
BATCH
¥ side  Apply > oo
Batch Status - 'P-Pending '&-Authorised 'F'-Failed Posting
Approval Status - [ Approved (A) [ Partially Approved (P) [ Rejected (R} [J Waiting Approval (N) Not Requested (X) [0 Not Required
| BOUDAMO P
BOUDAMO
Batch Prepared By Date  Time Total Batch #Trans Batch )L Job/ App  Approved/Rejec Alternate/ Last Action Autc
User Id Value Status Locn Sts By In Place Of Date App
T023 BOUDAMO 15/01/2022  14:04... 220.00 1P J P1002 X *Approval not... 15/01/2022 N
TO124 BOUDAMO 15/01/2022  14:41... 110.00 1P J carnz X *Approval not... 15/01/2022 N
T0125 BOUDAMO 15/01/2022  14:41.. 3,300.00 1P J DMO001T X *Approval not... 15/01/2022 N
TO126 BOUDAMO 15/01/2022  14:41.. 10.00 1P J RV0OO01 X *Approval not... 15/01/2022 N
T0Z7 BOUDAMO 15/01/2022  14:41.. 1,100.00 1P J 305100 X *Approval not... 15/01/2022 N
Field Name Description

Batch The pending batch number waiting for approval

User ID The user who created the batch

Date The date the Batch was created

Time The time the batch was created

Total Batch Value  The total value of all invoices in the batch

#Trans The number of transactions in the batch

J/IL J=Authorizing Job or L=Location

Job/Location

Approved status

Approved/Rejected
By

Alternate/ln Place
of

Date
Auto App
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The Authorizing Job or Location

A=Approved, P=Partially Approved, R=Rejected, N=Waiting Approval,
X=Approval Not Requested, blank=Approval not Required

Approval Status description or the User who last changed the status

This will only be populated if a Delegate has been nominated to perform
this approval,

The date of the last status change to approved or rejected

If the Business rule for approval of the PO include this option being
ticked, then Invoice batch will be auto approved, if the Invoice is within
the allowed tolerances.
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Field Name

Description

[0 Approve invoice if within tolerances

Use right click to send approval requests to selected authorized approvers on each Pending
Batch that has not already been marked or sent for approval.

send Invoices For Approval & actions @ ok BACK
User BOUDAMO Damien Bourke
BATCH
Y Hide  Apply £ > e
Batch Status - 'P-Pending '&-Authorised 'F'-Failed Posting
Approval Status - [ Approved (A) [ Partially Approved (P) [ Rejected (R} [J Waiting Approval (N) Not Requested (X) [0 Not Required
BOUDAMO P
BOUDAMO
Batch Prepared By Date  Time Total Batch #Trans Batch )L Job/ App  Approved/Rejec Alternate/ Last Action Autc
User Id Value Status Locn Sts By In Place Of Date App
1
T0123 BOUDAMO 15/01/2022  14:04... 220.00 . . X A al not... 15/01/2022 N
. |_ View & Collate Batch Details pproval no
TO124 BOUDAMO 15/01/2022  14:41... 110,00 X A I not... 15/01/2022 N
/ Show Approvers Selected Pprovat no /
T0125 BOUDAMO 15/01/2022  14:41.. 3,300.00 . X *Approval not... 15/01/2022 N
Approval Audit
TO126 BOUDAMO 15/01/2022 14:41... 10.00 L X A I not... 15/01/2022 N
/ View/Print Batch Summary pproval no /
T0Z7 BOUDAMO 15/01/2022  14:41.. 1,100.00 X *Approval not... 15/01/2022 N
/ Send Sele&ted For Approval PR /

Right Click Options

Term

View and
Collate Batch
Details

Show
Approvers
Selected

Approval
Audit

View/Print
Batch
Summary

Send Selected
for Approval
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Definition
Select to print a summary report of all invoices and their supporting scans in
the Batch.

If users have been selected for approval, this option will list them

This shows the approval audit so far.

Select to print a report of all invoices in the Batch. One line per invoice.

Select to choose Authorised Approvers. The header will show how many
Approvers are required. Use right click options to select or deselect users
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Term Definition

Note: If multiple approvers are required in a sequential workflow then the final approver must
have a sufficient authorisation level to cover all Allocation Groups within the Batch. If the Final
user has insufficient authorisation level to cover all Allocation Groups in the batch, an error
message will be displayed. If more than one approver is required, then enter the order for
approval by entering in the Seq Order column a 1 for the first approver, and a 2 for the second
approver, and then select OK.

send Invoices For Approval & actions @ ok BACK
User BOUDAMO Damien Bourke
Send for Approval - Select Approvers and Send
= Batch TO123 No. Approvers 1
Subject Batch 710/ T0122 is submitted for your approval
Y Apply '
SAD
TANHANT
User Name Seq Order  Selected Delegated To Alternate/ In Place Of =
SADSHED Sheraz Sadik N
STGKUMSAND Santhoshini Kumar N
STGKUMSANZ SANTHOSHIN N
STGPANSWAD Swatik Panda N
TANHANO HP Tan N
TANHANT HP Tan M
Select Approval Workflow H B Send With Email H = Send No Email H W OK H ‘i Select H x Close

Approving Invoices

Once Invoice Approval has been requested, the invoice batches will become available for
approval by the selected authorised Approvers.

The Approver must then navigate to the standard menu option Projects>Advanced
Approvals>Approve Invoices to approve all invoice batches waiting for approval.

Invoices can be approved individually, or a batch containing more than one batch can be
approved, and all invoices in that batch will be approved. Parameter APPINV position 7
determines this.
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If this parameter is blank or N, then batches with more than one invoice can be approved. If the
setting is Y, then each batch contains only one invoice.

When a batch is prepared it can have many invoices. If the setting for the parameter above is Y,
then the system will automatically split the batch into separate batches with one invoice only in

each batch.

Send Invoices For Approval

User BOUDAMO

BATCH NVOICE

Y Hide  Apply

O show Only Batches Assigned to User

Approval Status - [] Approved (A) Partially Approved (P) [ Rejected (R) Waiting Approval (N) [0 NotRequested (X) [0 Not Required

& actions | @ ok BACK

Refresh

Damien Bourke

Next Tab

Collate & View Filtered

*Use Actions to Collate and View your Filtered Invaices N N
ext Approver

Flag Filtered as Approved

Batch Status - 'P-Pending 'A-Authorised ‘'F-Failed Posting

Batch Prepared By Date  Time Total Batch #Trans Batch )L Job/ App  Approved/Rejec Alternate/ Last Action Autc
User Id Value Status Locn Sts By In Place Of Date App
TO052 KWOOHS0 7/09/2017 1151, 200.00- 1 P J DMODOT N *Waiting appr... 12/09/2018 N
TO053 KWOOHS0 5/10/2018 14:19.. 627.00 1 P J RVOOO1 M *Waiting appr... 5/10/2018 N
TO0A5 BOUDAMO 13/03/2021 1451 220.00 1 P J RVOOO1 M *Waiting appr... 13/03/2021 N
TO15 TUCANDO 16/09/2021 1441, 4,400,00 2P J Cloot M *Waiting appr... 16/09/2021 N
TON7 TANHANO 7/10/2021 10:46... 110.00 1 P J carnz2 M *Waiting appr... 7110/2021 N
TO118 STGPANSWAD 10/11/2021 18:08... 100.00 1P J Cloot ] ".'u'aiting appr... 10/11/2021 N
TO122 TANHANOD 13/12/2021  9:30:1 110.00 1 P J carnz2 M *Waiting appr... 13/12/2021 N
Field Name Description

Batch The pending batch number waiting for approval

User ID The user who created the batch

Date The date the Batch was created

Time The time the batch was created

Value Approved
#Trans

Batch Status
J/IL
Job/Location

Approved status

Approve/Rejected
by
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The total value of all invoices in the batch
The number of transactions in the batch
P=Pending, A=Authorised, F=Failed Posting
J=Authorizing Job or L=Location

The Authorizing Job or Location

A=Approved, P=Partially Approved, R=Rejected, N=Waiting Approval,
X=Approval Not Requested, blank=Approval not Required

Approval Status description or the User who last changed the status
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Alternate/ln Place

of
Date

Auto Approval

If nominated, the delegate to approved the invoice

The date of the last status change to approved or rejected

If the batch has been auto approved according to the business rules
(see Auto Approval section below) this will show as Y, and no further

approval will be required.

Action Button Options

Option Name

Collate and View
Filtered

Next Approver

Flag Filtered as

Approved

Description

Collates scanned invoices and Invoice summary for all batched that

are filtered

Populated the column ‘Approved/Rejected By with the next sequential

Approver.

This will bulk approve all filtered batches if user has sufficient

authority.

Right Mouse Button Click Options

User

BATCH

¥ Hide

NVOICE

Apply

Send Invoices For Approval

BOUDAMO

O Show Only Batches Assigned to User

Damien Bourke

*Use Actions to Collate and View your Filtered Invaices

Approval Status - [] Approved (&) Fartially Approved (P) [0 Rejected (R}

Batch Status - 'P-Pending 'A-Authorised

Batch Prepared By Date  Time Total Batch #Trans Batch
User Id Value Status
T0052 KWOOHS0 7/09/2017 1151 200.00- 1 |P_
TOO53 KWOOHS0 5/10/2018 1419... 627.00 1P
T0095 BOUDAMO 13/03/2021 1451 220.00 1P
TOMS TUCANDO 16/09/2021 44, 4,400.00 2 P
TON7 TANHANO 7/10/2021 10:56... 110.00 1P
Tome STGPANSWAD 10/11/2021 18:08... 100.00 1P
To22 TANHANO 13/12/2021  9:30:21 10.00 1P

& ACTIONS

'F'-Failed Posting

Waiting Approval (N} [0 NotRequested (X) [0 Not Required

J/IL  Job/ App  Approved/Rejec Alternate/
Locn Sts By In Place Of
I 1 OMAONNT B *\waiting appr...
Approve/Send Email
ng appr...
Approve/No Email
ng appr...
Review Batch Details
ng appr...
View & Collate Batch Details
hg appr...
Show Approvers Selectad
ng appr...
Approval Audit
hg appr...
Reject Batch
Invoice Details
Set As Waiting Approval

@ ox

Last Action
Date

12/09/2018
5/10/2018
13/03/2021
16/09/2021
7/10/2021
10/11/2021

13/12/2021

BACK

Autc
B
App

N
N

N

Page 63 of 93

User Guide | Version: 1.0

& Trimble. Construction
.




| V¥ Viewpoint
Advanced Electronic Jobpac Connect”
Approvals

Term Definition

Appr_ove/Send Select to approve the batch. Approving the batch will change the Approved
Email status to “A” if it is the final approval or “P” if there is further approval
required. An email will be sent to the initiator.

Approve/No Select to approve the batch. Approving the batch will change the Approved
Email status to “A” if it is the final approval or “P” if there is further approval
required. No email will be sent to the initiator.

Review Batch  gselect to display a list of all invoices in the batch. Individual invoices within

Details the batch can be rejected here

View and This option will combine the batch report with dissections and any scanned

Collate Batch  jmages of the invoices into a single pdif.

Details

Show This will display a list of Approvers that were selected

Approvers

Selected

Approval This will display the approval audit so far.

Audit

Reject Batch  gglect to reject the batch. An email will be sent to the requestor if configured
to do so.

Invoice This will display dissections for the Invoice

Details

Set as Waiting  An approved invoice, or partially approved, or rejected invoice can be set
Approval back to Waiting Approval.

Rejecting an Invoice within a Batch.

When Review Batch Details is selected for a batch with more than one invoice, the individual
invoices are displayed.

Review Batch Invoices & actions @ ok BACK
Authorising Job @ ciom Chami's Job

*Use Right Click to Reject Individual Invoices, Use Acticns to Approve

¥ Hide  Apply '
Creditor Inv No Tp Inv Date  Description P/O No. Gross Amount  GST Cd Tax Amount DueDate PM Acc HE
ALLLOC BATCHTOC3 | 1/08/2020 | Test Batch App how | : 3,300.00 A7 300.00  30/09/2021 B Y R
how Invoice
ALLLOC BATCHTOO1 | 1/08/2020 Test Batch App i 1,100.00 A7 100.00 30/09/2021 B Y R
PO Enquiry

Reject

Text

o I
Invoice Notes Right-click to show available options

An Invoice can be selected for rejection. If this is selected, you need to enter a reason. This
invoice is then automatically returned to the ‘Cost Pending Invoices’ screen and an email is sent
to the initiator.

[
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The remainder of the invoices remain in the batch which has a reduced batch total. The batch
can then be approved.

Automatically Approving Invoices

If the option to automatically approve invoices has been turned on via the PO Approval
Business Rules, then the option to “C” Code an invoice will check if the invoice meets the
tolerances, and will automatically approve that invoice. The invoice will appear in the Invoice
Approval screen as Approved. This is indicated in the last column on the screen. The Last
Actioned will be the person who Coded the invoice.

Auto PO Completion

It is possible to automatically complete Purchase Order Items when posting Approved Invoices
for specific Allocation Groups. This is achieved by setting up a “C” type Approval Default in the
configuration. See example below.

Maintain Approval Business Rules - Job & Actions & ok BAC
KEY VALUES DETAILS CHANGE DEFAULTS APPROVALS APPROVALS |
Y Hide  Apply a < > e
Types PO Approval Invoice Approval Auto PO Completion Delivery Dockets

5C Commitment Approval 5C Payment Approval SC Variation Approval 5C Unapproved Variation Payment Approval

o o o o o o o ol o ol
o] o] o] o] o] o] o] o o] o
Tp  Fromjob  Tolob Job Job Reporting Reporting Job Type From To Creditor  From Cred Type  To Cred Type  Excy
Weard Grp Unit Sub Unit Creditor T
A dedddeked N
C N
D ALBAAN 999999 N

Purchase Order Items will be flagged as complete if after posting an Approved Invoice the
gquantity on the PO Item has been fully invoiced. i.e. Purchase Order Quantity — Authorised
Quantity = Zero.

Purchase Orders will be flagged as fully complete if after posting an Approved Invoice all PO
Items on the order have been completed.
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Subcontract Agreement Approvals

Creating Subcontracts that Require Approval.

Subcontracts for projects that have subcontract agreement approvals turned on are set up in
the normal way. Payments cannot be made against the subcontract until the agreement is fully
approved. Subcontract agreement approvals do not have to be turned on to utilise the
subcontract payment approval process. The two approval processes can operate
independently.

When all items have been entered, the user can choose the Email Approvers option from the
Actions Button, on the screen below.

Subcontract Maintenance > | & actions | & ok BACK
Expand/Contract
Costing Work 1d o Costs Committed No Accepted Contract Sum 1
Job DMO0D1 99 WALKER ST ) Prompt
Less Contingency Sums
Agreement DMO06E002 Test 5C Agreement Approval subcontractor Details
Agreement Type Lump Sum Subcontract Status Active PC & ProvSums .
Clear Filters
Trade Nett Contract Sum
App 5ts: Not Yet Requested Item Total Add Item
Subcontractor  AACTEM ACC Temp Fence special Instructions
COMMITTED BUDGET HEAD CONTRACT ITEMS DESCRIPTION RATES Emailltgprouer.-‘s
. MNext Tab
Y Hide  Apply eee
Print Contract
o _ Upload -
fol | Basic Works Agreement | ©
Item Description Cost Code cT Cost Centre Description Amount Approval Text Hget 16
1 Test SC Agreement Approval 2.0104 ST Carpentry 10,000.00

Requesting Approval for the Subcontract Agreement

This will display the following screen. In this example two approvers are required, and the
approvals must be sequential.

Two approvers must be nominated, and the order of their approval entered, i.e. 1, then 2. The
second approver must have sufficient approval level for the total subcontract agreement.
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Subcontract Maintenance > & acions & ok BACK
Costing Work Id Fali} Costs Committed No Accented Contract Sum 10 NN0 N0
SC Approval - Send for Approval ®
Agreement : DMO0B002 Total Value 10,000.00 No. Approvers 1
Subject  SC Agreement 710/DMO0G002 is submitted for your approval
Y Apply > e
|
User Name Authorisation Limit Selected  Delegated To Alternate/ In Place Of "B
BOUDAMO Damien Bourke 100,000.00 N
INGCHAD Chamika Ingilizian 100,000,000.00 N
JURWILO Wilma Juridico 10,000,000.00 N
JURWILT Wilma 10,000,000.00 N
KWOOHS0 0h Soo Kwon 100,000.00 N
KWOOHS1 200,000.00 N
LEYKIED 1,000,000.00 N
SADSHED Sheraz Sadik 10,000,000.00 N
STGKUMSAND Santhoshini Kumar 100,000.00 N
STGPANSWAD Swatik Panda 10,000,000.00 N
TANHAND HP Tan 88,000.00 N
TANHANT HP Tan 88,000.00 N
TANHANZ 88,000.00 N
TANHAN3 88,000.00 N
Self Approve H Select Approval Workflow H > Send With Email H == Send No Email H W 0K H ‘i Select ‘ x Close

Select required users,

and then use the Send Email or Mark for Approval Only buttons to

commence the Approval process. Both options will change the status to ‘Approval Requested'.
If Mark for Approval Only was selected, then no emails are sent.

Field Name

User
Name
Authorisation Limit

Sequence

Selected
Delegated To

Alternate/ln Place
of

Description

Authorised Approver
Authorised Approver Full Name
The users Approval Limit

If sequential approval is required enter the approver sequence in this
field

Y/N is the user selected already

If present, the userid of the person to reploace the originally nominated
approver.

‘A’ means can be approved by either, ‘I' means only the Delegate.
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Field Name Description

Send Email Send an email request for approval to selected users. This will be sent
to the first approver only. When that person approves the order, an
email will be sent to the second approver.

Mark for Approval Mark the Subcontract Agreement ready for approval for the selected

Only users without sending an email.
Select Approval If multiple users are required then an Approval sequence workflow can
Workflow be selected if configured. Only workflows that meet the approval

criteria are displayed.

Self Approve If only one approver is required, and the requestor has the appropriate
approval level for the SC Agreement, then selecting this option will take
the user directly to the approval screen, and the agreement can be
approved.

Approving or Rejecting a Subcontract Agreement Approval Reguest

To approve or reject a Subcontract Agreement select Projects>Advanced Approvals>Approve
Subcontract Agreement, and the following screen displays.

SC Agreement Approval & actions @ ok BACK
Y odide  Apply < > o
Only ltems Waiting App by User O Approved Partially Approved Waiting Approval O Rejected O Not Requested

(=]
(]
Order Description Job Acceptance Agreement Returned Amount Sts  Approved/Reje Alternate/ Last JJ\ctitEH
Date Sent Date Date By In Place Of Da ™
DMO08005 SC Agreement Approval DMO001 | ! - *0,000.00 N Damien Bou... 13/03/201
SC Enquiry
Approve

Reject

Set As Waiting Approval
Information Text
Approval Audit

Show Approvers Selected

Special Instructions

SC Maintenance

Right-click to show available options

Column Headings

Field Name Description
Order Subcontract Agreement No
Description Description of the subcontract agreement
Job Job Number

Acceptance Date Date the Agreement was accepted by the Head Contractor

=
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Field Name Description

Agreement Sent Date the agreement was sent to the subcontractor

Date

Agreement Date the signed agreement was returned

Returned Date

Amount Total value of the Subcontract

Status Status of Approval Request A=Approved, P=Partially Approved,

R=Rejected, N=Waiting Approval, X=Approval not yet requested.

Approved/Rejected User who has made the last status change to approved or rejected.

by

Alternate/ln Place  If Delegations are used, the Delegate name will appear.
of

Date The date of the last status change to approved or rejected

Action Button Options

SC AGREEMENT APPROVAL © actions | @ ok

Prompt

Refresh

ORDER DESCRIPTION JOB ACCEPTANCE  AGREEMENT  RETURNED AMOUNT STS  APPR
DATE  SENT DATE DATE BY Next Approver

DMOOG005 SC Agreement Approval DMODOT 10,000.00 N Damien Bourke

<

BACK

> e

LAST ACTI “O =

A

12/03/2021

The option Next Approver option in the Actions Menu will display the next approver’'s name in
the column Approved/Rejected By column and change the column heading to Next Approver.
This column can be filtered by the Next Approvers name to see all SC Agreements awaiting

approval by that user.

Right click on the required Iltem to change approval status. Right click options are

described below.

Term Definition

Subcontract  gelect to launch the standard Subcontract Enquiry.

Enquiry

Approve Select to approve the Subcontract Value. If further approvers are required as
part of a multiple approver workflow then the status will change to *Partially
Approved. This will trigger an email to the next user in the workflow.

Reject Select to reject the Subcontract Agreement. If you reject an approval

request, you will need to enter rejection text as explanation.

Set as Waiting  gelect to reset the status to *Waiting Approval. This can be used if Approved

Approval or rejected by mistake.
Information Select to see or maintain rejection text. This may also contain any notes
Text entered by the person requesting the approval.
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Term Definition
Approval Select to see the approval audit trail.
Audit
Show Select to show other approvers required for multiple approval workflows
Approvers
Selected
Special The Special Instructions entered in the SC Maintenance Screen can be

Instructions viewed and Updated.

sC Takes the user to the SC maintenance screens
Maintenance

Chanqing the Approver

The option for changing the approver by selecting a Delegate to replace the Approver is
described in the PO Approval section of this document. It is the same process.

Another option to change the approver or select further approvers, is to go back into the
Subcontract Maintenance and select Send for Approval again. Simply select a different
authorised approver. The previous approval request will not be removed.

Adjusting an Approved Subcontract ltem

If a SOR Subcontract Agreement is fully approved and therefore committed to cost then any
adjustment to a Subcontract Order Item will also have an impact on committed cost but will
require that the Agreement be re-approved if the change is outside any defined tolerance setup
in the business rules... These changes must be made in the subcontract maintenance screen.
There are some changes that can be configured to NOT trigger re-approval. These are
available within the business rules for that project.

If a SOR subcontract agreement has the contract value increased from within the subcontract
payment authority process, this will also trigger re-approval if the change is outside the
tolerance value.

Re-Approval SOR Subcontract Agreements reguired if
Quantity Decreased

Ouantity Increased
Quantity Increased Tolerance o.00 %

MNew ltems Added

Any new items added to a previously approved SOR subcontract agreement will always have
an impact on committed cost and require approval, unless the last item above is unticked.

This tolerance is calculated using the Original Quantity when the agreement was first approved.
I.e. (Current New Quantity — Original Quantity)/Original Quantity * 100 must be less than or
equal to the tolerance percent.
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Subcontract Payment Approvals

Creating Subcontract Payments that Require Approval.

Subcontracts Payments for projects that have subcontract payment approvals turned on are set
up in the normal way. Payments cannot be made against the subcontract until the agreement is
fully approved. Subcontract payment approvals do not have to be turned on to utilise the
subcontract agreement approval process. The two approval processes can operate
independently.

A subcontract payment is prepared in the normal way using the subcontract payment authority
process. On the Final screen of the SC payment process the user can choose the Send for
Approval option on the screen below, using the Actions Button.

The Comments to/from Approver option can be used to record notes that the approver may

Vview.
Subcontract Payment Authorisation & actions | @ ok BACK
Display SC Schedule
Job omooo1 0 ’
Subcontractor  |LLBLU [o] Send fOI'L«gDFD‘-’al
Bereement - o Comments to/from Approver
Send for App (5C Vars)

Using the Send for Approval will display the following screen. In two approvers are required,
then two approvers must be nominated, and the order of their approval entered, i.e. 1, then 2.
The second approver must have sufficient approval level for the total subcontract agreement.
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Subcontract Payment Authorisation & actions @ ok BACK
Jab DMO001 o]

SC Approval - Send for Approval ®

Agreement : SConol Authority @ 5 Total Value 5,000.00 No. Approvers 1

Subject  SC Payment 710/SC0001(5 is submitted for your approval

Y Apply £ > e
User Name Authorisation Limit Selected  Delegated To Alternate/ In Place Of =]
BEAGLEO Glenys Beaumont 100,000.00 N

BOUDAMO Damien Bourke 100,000.00 N

INGCHAD Chamika Ingilizian 100,000,000.00 N

JURWILO Wilma Juridico 100,000.00 N

JURWIL1 Wilma 100,000.00 N

KWOOHS0 Ch Soo Kwon 100,000.00 N

KWOOHS1 200,000.00 N

RAYMARQ Marc Raynor 9,999,999,999.00 N

SADSHED Sheraz Sadik 10,000,000.00 N

STGKUMSAND Santhoshini Kumar 100,000.00 N

STGPANSWAD Swatik Panda 100,000.00 N

TANHANOD HP Tan 88,000.00 N

TANHANT HP Tan 88,000.00 N

TANHANZ 88,000.00 N

Self Approve H Select Approval Workflow H = Send With Email H == Send No Email H W OK H ‘i Select H x Close

Select required users, and then use the Send Email or Mark for Approval Only buttons to
commence the Approval process. Both options will change the status to ‘Approval Requested’.
If Mark for Approval Only was selected, then no emails are sent.

Field Name

User
Name
Authorisation Limit

Sequence

Selected

Delegated To

Alternate/ln Place of

Description

Authorised Approver
Authorised Approver Full Name
The users Approval Limit

If sequential approval is required enter the approver sequence in this
field

Y/N is the user selected already

If present, the userid of the person to reploace the originally
nominated approver.

‘A’ means can be approved by either, ‘I’ means only the Delegate.

Send Email
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Send an email request for approval to selected users. This will be sent
to the first approver only. When that person approves the payment, an
email will be sent to the second approver.
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Field Name Description
Mark for Approval Mark the Subcontract Payment ready for approval for the selected
Only users without sending an email.
Select Approval If multiple users are required then an Approval sequence workflow can
Workflow be selected if configured. Only workflows that meet the approval

criteria are displayed.

Self Approve If only one approver is required, and the requestor has the appropriate
approval level for the purchase order, then selecting this option will
take the user directly to the approval screen, and the subcontract
payment can be approved.

Approving or Rejecting a Subcontract Payment Approval Request

To approve or reject a Subcontract Payment, select Projects>Advanced Approvals>Approve
SC Payments, and the following screen displays.

Action Button Options

Subcontract Payment Approval & Actions | @& ok BACK
) Refresh
Userld BOUDAMO Damien Bourke
SC Agreement Enquiry
PAYMENT APPROV,
AYMENT APPROVAL RETENTION MNext Tab
Y Hide  Apply Unapp SC Variations see
o MNext Approver
Only ltems Waiting Approval by User O Approved Waiting Appr O Incomplete [ Rejected Partially Approved []
Creditor Name
Job S/CAgrmnt  Description Clm Auth # Subby Claim Authorised Sts  Approved/Rejected  Alternate/ Last Actit
No. Typ Amount By In Place Of DaEd
DMOO0O1 SCoom METAL WORK P 5 5,000.00 5000.00 N Damien Bourke 15/01/2022

The option Next Approver will display the next approver’s name in the column
Approved/Rejected By column and change the column heading to Next Approver. This
column can be filtered by the Next Approvers name to see all SC Payments awaiting approval
by that user.

Column Headings

Field Name Description
Job Job number of the Subcontract Payment
Order Subcontract Agreement No
Description Description of the subcontract agreement
Claim Type ‘P’ is SC Claim, ‘R’ is Retention Claim
Claim No The sequential number of the claim
Slubcontractor Amount of the SC Claim for this claim
Claim
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Field Name Description
Authorised Amount authorized for this claim. This is the amount requiring
Amount approval.
Status Status of Approval Request A=Approved, P=Partially Approved,

R=Rejected, N=Waiting Approval, X=Approval not yet requested.

Approved/Rejected User who has made the last status change to approved or rejected.
by

Delegated To If present, the userid of the person to reploace the originally
nominated approver.

Alternate/ln Place ‘A’ means can be approved by either, ‘I’ means only the Delegate.

of

Date The date of the last status change to approved or rejected

ON RETENTION

TAB

Retention This Amount of retention held for this claim. If the amount is negative, then
Claim it is the amount of retention Released. If the Claim Type is ‘R’

Retention Claim, then the SC Claim amount and the Authorised
Amount will be blank.

Invoice Date Invoice Date from the Subcontract Payment Authority.
Unapproved SC If there are payments to unapproved subcontract Variations this will
Variations show as ‘Y’. See later section for special approvals to deal with

payment to unapproved Variations.

Right Click Options
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Subcontract Payment Approval & actions @ ok BACK

Userld BOUDAMO Damien Bourke

PAYMENT APPROVAL RETENTION

¥ dide  Apply > oo
Only ltems Waiting Approval by User O Approved Waiting Appr O Incomplete [ Rejected Partially Approved [] Not Requested [ Posted
Job S/CAgrmnt  Description Clm Auth & Subby Claim Authorised Sts  Approved/Rejected  Alternate/ Last Acti

No. Typ Amount By In Place Of DaEd

DMO001 SCo0m METAL WORK P H |_ Appro';; Damien Bourke 15/01/2022

Text to/from Approver
Collate All Documents
Show Approvers Selected
Approval Audit
Reject

Right-click to show available options

SC Agreement Enguiry

SC Schedule

SC Claims

summary Schedule
Detailed Schedule
Unapproved SC Variations

Set as Waiting Approval

Term

Approve

Text to/from
Approver

Collate all
Documents

Show
Approvers
Selected

Approval
Audit

Reject

SC Schedule
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Definition

Select to approve the Subcontract Payment. If further approvers are required
as part of a multiple approver workflow then the status will change to
*Partially Approved. This will trigger an email to the next user in the
workflow.

Select to see or maintain rejection text. This may also contain any notes
entered by the person requesting the approval.

This option will bring together in a single pdf, the SC Summary Schedule,
the SC Detail Schedule, and all SC Claims for the payment

Select to show other approvers required for multiple approval workflows

Select to see the approval audit trail.

Select to reject the Subcontract Payment. If you reject an approval request,
you will need to enter rejection text as explanation.

This will display the JOM form for the subcontract payment schedule. It
displays both the Summary and the Detail FORMSs.
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Term Definition

sC This displays the Subcontract Enquiry filtered at this agreement

Agreement

Enquiry

SC Claims This lists the individual SC Claims that were used for this payment. The

scanned images of the subcontractor’s claims can be viewed here.

Summary This displays just the Summary Subcontract Payment Schedule

Schedule

Detailed This displays just the Detailed Subcontract Payment Schedule

Schedule

Set as Waiting  gelect to reset the status to *Waiting Approval. This can be used if Approved
Approval or rejected by mistake.

Unapproved If there are payments against unapproved variations, and the approval

SC Variations  fynction is turned on for payments against unapproved variations, then this
will take the user to the screen to approve these payments. See later in this
guide.

Detail This will display the summary screen from the SC payment process, and a
‘Drop Zone’ to enable the user to add any additional documents.

Chanqing the Approver

The option for changing the approver by selecting a Delegate to replace the Approver is
described in the PO Approval section of this document. It is the same process

Also to change the approver or select further approvers, go back into the Subcontract Payment
Authority and select Send for Approval again. Simply select a different authorised approver. The
previous approval request will not be removed.

Adjusting an Approved Payment

If changes are required for a payment already approved, then the approval status in the
Approval Screen must be changed to ‘R’ rejected, or ‘N’ Ready for Approval. User can then go
into the subcontract Payment authority and make the necessary changes, and re-send for
approval. The SC payment Advice (RCTI) text can be updated at the SC Payment Posting
screen without having the reject the approval.
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Payment Against Unapproved Subcontract
Variations

Summary of Processes to make Payments against Unapproved Subcontract
Variations

There are a number of options for processing payments against unapproved subcontract
variations.

1. The approval process is turned on for the workid, i.e. SCUVPA is set to 'Y’, and the
project the variation belongs to IS subject to the approval process.

2. The approval process is turned on for the workid, i.e. SCUVPA is set to 'Y’, and the
project the variation belongs to is NOT subject to the approval process.

3. The approval process is NOT turned on for the workid, i.e. SCUVPA is set to ‘N, or does
not exist.

There is a standard overriding default that does not allow payments against ‘N’ status
subcontract variations. This default can be changed by setting the parameter SAGPVR position
2 to Y’. This will then allow payments against ‘N’ subcontract variations.

This parameter is overriden if the the approval process is turned on for the workid, i.e.
SCUVPA is set to Y’, and the project the variation belongs to, is subject to the approval
process. For all other options it will still apply.

Option 1.

Any payment against an unapproved subcontract variation, status ‘N’ or ‘R’, will need to be
approved according to the business rules for that approval, before the whole subcontract
payment is approved. This is tested for in the summary screen of the Subcontract Payment
Authority, and a warning message will display.

Option 2.

Payments can be made against unapproved subcontract variations with a status of ‘R’, without
any approval.

Option 3.

Payments can be made against unapproved subcontract variations with a status of ‘R’, without
any approval.

Requesting Approval for a Payment against Unapproved Subcontract Variations

If the approval process for payments against unapproved variations is turned on for the project,
then a subcontract payment is prepared in the normal way. Amounts can be entered for
payments against unapproved subcontract variations. When the user returns to the Payment
Summary screen, and selects Ok, the system check if payments have been entered against
unapproved variations. If they have a warning message is displayed. See Screen below.
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Subcontract Payment Authorisation & actions @ ok BACK
Job DMOO01 99 WALKER 5T Iz Y
Subcontractor  MCKCAR McKill Carpentry & Surfboards
Agreement Nun  SC0002 CARPENTRY WORK Lump Sum Retention Cash
Authority Number & For Period Ending  21/08/2005 This S/C Invoice Value 5,000.00
S/Clnvoice Number gr_gps S/C Invoice Date 31/08/2005 Total 5/C Invoices to Date 50,500.00
Received On
Current Contract Current Valuation Previous Authorised Total Authorised Nett Value
Net Contract Sum 83,000.00 14,750.00 43 750,00 43 750,00
Variations - Approved
- Unapproved 10,000.00 250.00 1,250.00 6,250.00
Rise and Fall
Subcontract Payment Authorisation
Materials on Site
o Payments have been autherised for Unapproved Variations, approval is required.
Less WCT L\\:
) W OK
Expiry Dates : | |
[0 statutory Declaration Received Print all Variations

This is just a warning message, and the subcontract payment should be completed through to
the last screen. See below.

SUBCONTRACT PAYMENT AUTHORISATION Q AcTions | @ oK BACK
Display SC Schedule
Job oMocol O
Subcontractor MCKCAR [e) Send for Approval
Agreement 5C0002 o Comments to/from Approver
Send for App (SC Vars)

Select the option Send for App(SC Vars) and the following screen is displayed.

NB. If the subcontract payment is subject to approval, then the option Send for Approval can
also be selected. (See section on Subcontract Payment Approvals)
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Subcontract Payment Authorisation & actions @ ok BACK
Jab DMO001 o]
SC Approval - Send for Approval ®
Agreement : SCoo02 Authority @ L Total Value 5,000.00 No. Approvers 1
Subject  Unapproved Variation Payment 710/SC0002/4 is submitted for your approval
Y apply £ > e
User Name Authorisation Limit Selected  Delegated To Alternate/ In Place Of =]
BOUDAMO Damien Bourke 100,000.00 N
KWOOHS0 Ch Soo Kwon 100,000.00 N
KWOOHS1 200,000.00 M
TANHANOD HP Tan 88,000.00 N
Right-click to show available options
TANHANT HP Tan 88,000.00 N
TANHANZ 88,000.00 N
TANHAN3 88,000.00 N
Self Approve H Select Approval Workflow H = Send With Email H == Send No Email H W OK H ‘i Select H x Close

Select required users, and then use the Send Email or Mark for Approval Only buttons to
commence the Approval process. Both options will change the status to ‘Approval Requested’.
If Mark for Approval Only was selected, then no emails are sent.

Request Approval for Payments against Unapproved Subcontract Variations.

Field Name

User

Name

Authorisation Limit

Sequence

Selected

Delegated To

Alternate/ln Place

of

Description

Authorised Approver
Authorised Approver Full Name

The users Approval Limit

If sequential approval is required enter the approver sequence in this

field
Y/N is the user selected already

If present, the userid of the person to reploace the originally
nominated approver.

‘A’ means can be approved by either, ‘I' means only the Delegate.

Type

m O O

@]
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Field Name Description Type

Send Email Send an email request for approval to selected users. This will be E
sent to the first approver only. When that person approves the
payment, an email will be sent to the second approver.

Mark for Approval Mark the Unapproved Payment for Subcontract Variations ready for E

Only approval for the selected users without sending an email.

Select Approval If multiple users are required then an Approval sequence workflow E

Workflow can be selected if configured. Only workflows that meet the approval
criteria are displayed.

Self Approve If only one approver is required, and the requestor has the E

appropriate approval level for the unapproved SC Variation payment,
then selecting this option will take the user directly to the approval
screen, and the payment against unapproved subcontract variations
can be approved.

Approving or Rejecting Payments against Unapproved Subcontract Variations

To approve or reject a Payment against an unapproved subcontract variation select
Projects>Advanced Approvals>Approve Unapproved SC Variation Payments, and the
following screen displays.

This approval must be done before the whole subcontract payment can be approved.

Unapproved SC Variation Payment Approval & actions @ ok BACK
Y Hide  Apply £ > o
Status O Approved Partially Approved [ Rejected Waiting Approval [0 Not Requested Only Items Waiting Approval By User

fo] jol
fo] jol

Job Agreement Auth Varn No  Varation  Item Decription Authorised Unapproved Sts  Approved/Reje Alternate/ Last JJ\ctitEH

No. No. Item Amount Varn Amt By In Place Of Da ™
DM0O001 5C0002 4 20001 1 T 10,000.00 N *Waiting ap... 150122

| Additionalpaasl l
SC Enquiry

Approve
Reject
Set As Waiting Approval Right-click to show available options

Information Text

Show Approvers Selected

Approval Audit

Column Headings

Field Name Description Type
Job Job number of the Subcontract Payment
Agreement No Subcontract Agreement No C

Authorisation No Subcontract Payment Authorisation Number

& Trimble. Construction




W Viewpoint

Advanced Electronic Jobpac Connect”
Approvals
Field Name Description Type

Variation Number The number of the unapproved variation

Variation item The Variation Item Number of the unapproved variation.
There can be multiple variation items within the same
variation number.

Item Description Description of the Variation item C
Authorised Amount authorized against the unapproved variation.

Amount This is the amount requiring approval.

Unapproved The full value of the unapproved variation. i.e. Assessed

Variation Amount value.

Status Status of Approval Request A=Approved, P=Partially C
Approved, R=Rejected, N=Waiting Approval, X=Approval
not yet requested.

Approved/Rejected User who has made the last status change to approved C

by or rejected.

Date The date of the last status change to approved or C
rejected

Right click on the required Item to change approval status. Right click options are described
below.

Right Click Options

Term Definition
SC Enquiry This displays the Subcontract Enquiry filtered at this agreement

Approve Select to approve the Variation Payment. If further approvers are required as
part of a multiple approver workflow then the status will change to *Partially
Approved. This will trigger an email to the next user in the workflow.

Reject Select to reject the Variation Payment. If you reject an approval request, you
will need to enter rejection text as explanation. Use Information Text option.

Set as Waiting  gelect to reset the status to *Waiting Approval. This can be used if Approved

Approval or rejected by mistake.

Information Select to see or maintain rejection text. This may also contain any notes
Text entered by the person requesting the approval.

Show Select to show other approvers required for multiple approval workflows
Approvers

Selected

Approval Select to see the approval audit trail.

Audit
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Chanqging the Approver

The option for changing the approver by selecting a Delegate to replace the Approver is
described in the PO Approval section of this document. It is the same process

Another option to change the approver or select further approvers, is to go back into the
Subcontract Payment Authority and select Send for Approval again. Simply select a different
authorised approver. The previous approval request will not be removed.

Adjusting an Approved Payment

If changes are required for a payment already approved, then the approval status in the
Approval Screen must be changed to ‘R’ rejected, or ‘N’ Ready for Approval. User can then go
into the subcontract Payment authority, make the necessary changes, and re-send for approval.
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Subcontract Variation Approvals

Creating Subcontract Variations that Require Approval.

Subcontracts Variations for projects that have subcontract variation approvals turned on are set
up in the normal way. The business rules setup for the project determines if both external and
internal subcontract variations require approval, and if variations to lump sum and schedule of
rates agreement require approval.

NB This approval function only applies to the subcontract variation status, NOT whether
payments can be made against the variations. Payments against unapproved variations
are a separate approval process addressed earlier in this guide.

If subcontract variations for a project have the approval process turned on, then new fields for
“Proposed” approval values will be displayed in the subcontract variation setup screen. See
below.

The user cannot set the variation as Approved, but must complete the ‘Proposed Approved
Price’ fields and then send for approval. When approved, the status will automatically change
to Approved.

The Email Approvers option can be used to send for approval
The Approval Text option can be used to record notes that the approver may view.

The Print Variation Acceptance option can be used to print the acceptance form. The form will
use the ‘Proposed’ amounts.

Variation Register & actions @ ok BACK
Job DMO00 99 WALKER 5T Allocated 0.00
Variation o oooz Not Transferred To Jobcost Unallocated 0.00
S/C Agreement SCoo01 1  Subcontractor [LLAWARRA BLUE METAL
Cost Centre 2.0102 5T
Description Increase height of fence 20| (o)

Status O Motified @ Received
Approval Status N-Waiting approval
Date Quantity UOM Rate Amount
Notified | Assessed Price 16/03/2011 10000 EACH &,000.0000 & 000,00
Received --» Subcontractor's Price 16/03/2011 1.0000 4500.0000 £500.00
Budget
Proposed Approved Price 18/03/2021 1.0000  EACH 3,900.0000 3,900.00
S/CRef. Proceed/Quote @ Proceed O Quote [ Print on SC Status Advice SAA No
Site Ref [ Subject to R&F [ Formal Assessment Done

Requesting Approval for the Subcontract Variation

Using the Email Approvers option will display the following screen. In this example two
approvers are required, and the approvals must be sequential.

Two approvers must be nominated, and the order of their approval entered, i.e. 1, then 2. The
second approver must have sufficient approval level for the subcontract variation proposed
price.
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Variation Register & actions @ ok BACK
Job DMO001 99 WALKER 5T Allocated 0.00
VR Approval - Send for Approval ¥
Variation : 10002 Total Value 3,900.00 No. Approvers 3 *Sequential
Subject  Variation 710/DM0001/10002/1 is submitted for your approval
Y Apply ' I
User Name Authorisation Limit Seq Order Selected  Delegated To Alternate/ In Place Of =)
BOUDAMD Damien Bourke 100,000.00 N
INGCHAD Chamika Ingilizian 1,000,000.00 N
JURWILO Wilma Juridico £8,000.00 N
JURWILY Wilma £8,000.00 N
KWOOHS0 Oh Soo Kwon 100,000.00 N
KWOOHS1 200,000.00 N
LEYKIED 1,000,000.00 N
SADSHED Sheraz Sadik 1,000,000.00 M
STGKUMSAND Santhoshini Kumar 88,000.00 N
STGKUMSANT Santhoshini Kumar 88,000.00 N
TANHANOD HP Tan £8,000.00 N
TANHANT HP Tan £8,000.00 N
TANHANZ £8,000.00 N
TANHAN3 £8,000.00 N
Self Approve H Select Approval Workflow H B Send With Email H == Send No Email H W OK H ‘i Select H x Close

Select required users, and then use the Send Email or Mark for Approval Only buttons to
commence the Approval process. Both options will change the status to ‘Approval Requested’.
If Mark for Approval Only was selected, then no emails are sent.

Column Headings

Field Name Description Type
User Authorised Approver C
Name Authorised Approver Full Name C
Authorisation Limit ~ The users Approval Limit C
Sequence If sequential approval is required enter the approver sequence E

in this field
Selected Y/N is the user selected already C
Delegated To If present, the userid of the person to reploace the originally

nominated approver.

Alternate/In Place ‘A’ means can be approved by either, ‘I' means only the Delegate.
of
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Field Name Description Type
Send Email Send an email request for approval to selected users. This will E

be sent to the first approver only. When that person approves
the variation, an email will be sent to the second approver.

Mark for Approval Mark the Subcontract Variation ready for approval for the E
Only selected users without sending an email.

Select Approval If multiple users are required then an Approval sequence E
Workflow workflow can be selected if configured. Only workflows that

meet the approval criteria are displayed.

Self Approve If only one approver is required, and the requestor has the E
appropriate approval level for the subcontract variation, then
selecting this option will take the user directly to the approval
screen, and the subcontract variation can be approved.

Approving or Rejecting a Subcontract Variation Approval Request

To approve or reject a Subcontract Payment select Projects>Advanced Approvals>Approve
SC Variation, and the following screen displays.

Variation Item Approval © actions & ok BACK

APPROVAL DETAILS COST CENTRE
¥ Hide  Apply < > e

Status [0 Approved Partially Approved [ Rejected Waiting Approval [J NotRequested [0 Only Items Waiting Approval By User

jol jol jol
jol jol jol
Job Order Creditor  Varn Description SC Price To Be Appr'ed Sts  Approved/Reject Alternate/ LastActi[EH
Price By In Place Of Da~
Cloot ClIO01AD  ACTGED 020001  Testing Email Notification 10000 N *Waiting appr... 25/10/2021
DMOO0O1 SC00M ILLELU 010002 | Increas - = L 4,500.00 3,90000 N *Waiting appr... 15/01/2022
VR Enguiry
Approve

Reject
Set As Waiting Approval
Information Text

Show Approvers Selected

Approval Audit

Column Headings

Field Name Description Type
Job Job number of the Subcontract Variation
Order Subcontract Agreement No C
Creditor Creditor Id for the subcontractor C
Variation No Variation Number requiring approval C
Description Variation Item Description C
P'*:1 = .
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Field Name Description Type

Subcontract Price Amount the subcontractor has claimed

To be Approved Proposed approved amount. This is the amount

Price requiring approval.

Status Status of Approval Request A=Approved, P=Partially C
Approved, R=Rejected, N=Waiting Approval, X=Approval
not yet requested.

Approved/Rejected User who has made the last status change to approved C

by or rejected.

Date The date of the last status change to approved or C
rejected

COST CENTRE

TAB

Creditor Name

Variation item

Cost Centre

Name of the subcontractor

Dissection item number for the variation. The variation
may have more than one component.

Cost Centre of the Subcontract Item to which the
variation is assigned.

Right click on the required Item to change approval status. Right click options are described

below.

Right Click Options

Term Definition
VR Enquiry Variation Enquiry filtered to this variation.
Approve Select to approve the Subcontract Variation. If further approvers are required
as part of a multiple approver workflow then the status will change to
*Partially Approved. This will trigger an email to the next user in the
workflow.
Reject Select to reject the Subcontract Variation. If you reject an approval request,

you will need to enter rejection text as explanation.

Set as Waiting  gelect to reset the status to *Waiting Approval. This can be used if Approved

Approval or rejected by mistake.

Information Select to see or maintain rejection text. This may also contain any notes
Text entered by the person requesting the approval.

Show Select to show other approvers required for multiple approval workflows
Approvers

Selected

Approval Select to see the approval audit trail.

Audit
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Chanqging the Approver

The option for changing the approver by selecting a Delegate to replace the Approver is
described in the PO Approval section of this document. It is the same process

To change the approver or select further approvers, go back into the Subcontract Variation
entry screen and select Send for Approval again. Simply select a different authorised approver.
The previous approval request will not be removed.

Adjusting an Approved Payment

If changes are required for a Variation approved, then the User can then go into the subcontract
screen and make the necessary changes, and re-send for approval. This will display a
message:

This change will retrigger approval — Do you want to continue ?

This will change the status to ‘R’, and the option Email Approvers must be selected.

[
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Reports and Enquiries

PO Exception Reports

Select Projects>Purchase Orders/Invoices> PO/Inv Reports>PO Exception Reports.
This report can be used to show, for any selection of Work ID’s, the following PO Exceptions.

Purchase Orders raised after the matched invoice date
Purchase Orders under a nominated dollar value
Completed Purchase Orders with un-invoiced items
Purchase Orders that have been re-opened

Deleted Purchase Orders

PO EXCEPTIONS BOUNDING © actions @ ok BACK

Start Work id E
Finish Work id

or

Select Work ids [N ]

[0 POs raised after matched invoice date

O Pos under amount $ l:l

[ Closed POs with un-invoiced items

O Purchase Orders re-opened

O Deleted Purchase Orders

Report Option ® PDF O Excel

View the report

PO Exceptions Report

PO Changes Audit Enquiry

Select Projects>Procurement Approvals>PO Changes Audit

This enquiry will show you an audit of all additions, changes and deletions at both PO Item and
PO Header level. On the screen below, note the different tab views at the top of the screen and
notice also the display options at the bottom of the screen to select Headers, Items or both.
Each column has filters applied.
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Purchase Order Audit Enquiry & actions @ ok BACK
COSTING TEM VALUES HEADER VALUES
¥ Hide  Apply < >
Display - @ Headers Items
jol fo] o
o fo] fo) (vINg )
Order Item Description Last Upd Lst LastUpd Act All Cost Job/ Asset/  Cost cT Value €
Date Upd  User Wkid  GL Account Code T
Cl000006 test 15/03/2019  16:00 INGCHAD 1 N
Cl000006 test 15/03/2019  16:00 INGCHAD 3 100.00 N
Cl000006 test 14/05/2021 7:56  TANHAND 3 1000 N
Cl000006 1 test 15/03/2019  16:00 INGCHAD 1 1 710 Cloo1 100 LW 100.00 N
Cl000006 2 test 14/05/2021 7:56  TANHAND 1 1 710 Cloo1 100 LW 10.00 N
Cl000007 test po 15/03/2019 16817 INGCHAD 1 N
Cl000007 test po 15/03/2019 1617 INGCHAD 3 50.00 N
1000007 test po 15/03/2019  16:17  INGCHAD 3 10000 N
Cl000007 test po 15/03/2019 1617 INGCHAD 3 50.00 N
Cl000007 1 testpo 15/03/2019 1617 INGCHAD 1 1 710 Cloo1 100 LW 50.00 N
Cl000007 2 testpo 15/03/2019 1617 INGCHAD 1 1 710 Cloo1 100 LW 50.00 N
Cl000007 2 testpo 15/03/2019 1617 INGCHAD 2 1 710 Cloo1 100 LW 50.00 N
1000008 tesPO 1 21/03/2019  15:05 INGCHAD 1 N
1000008 tesPO 1 21/03/2019  15:05 INGCHAD 3 100.00 N
1000008 tesPO 1 21/03/2019  15:08 BADLESO 3 100.00 N
1000008 tesPO 1 1/07/2019 1441 HETOMO 3 100.00 N
1000008 1 tesPO1 21/03/2019  15:05 INGCHAD 1 1 710 Cloo1 100 LW 100.00 N
1000008 1 tesPO1 21/03/2019  15:08 BADLESO 3 1 710 Cloo1 100 LW 100.00 N
PO Exceptions Bounding Screen
Field Name Description
Order Purchase Order Number
Item Purchase Order Item
Description PO Description

Last updated
Date,Time,User

The last Date update information relating to the Action column

Act Audited Action 1=Add, 2=Delete, 3=Change

All Costing Allocation Type 1=Job, 2=Asset, 3=GL account
Cost wkid The costing work 1D

Job/Asset/GL Costing information dependent on Allocation Type

Account

Cost Code Costing information dependent on Allocation Type

CT Cost Type Costing information dependent on Allocation Type
Value Value of Item as at Audit timestamp

C Completed Y/N

Tab 2: Item Values
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Field Name

Quantity Ordered
Unit

Description

Quantity on PO Item at time of audit timestamp

Unit of Measure

Rate Rate of PO Item at time of Audit timestamp
Value Value of Item as at Audit timestamp

Cmp Completed Y/N

Tab 3: Header Values

Supplier Vendor, Supplier, Creditor

Order Date Order date at the time of Audit Timestamp

Delivery Date
Raised By
Internal Contact

Supplier Contact

Delivery date at the time of Audit Timestamp
User profile of the user who raised the order
Internal contact noted on the Purchase Order

Supplier Contact noted on the Purchase Order

Invoice Enquiry

The invoice enquiry has been modified to show approvers of Subcontract Payments.

Accounts Payable Transaction Enquiry

Creditor ACOLOG
Transaction FRO4000103
Trans. Type INVIOICE

Payment Method BPAY

Currency AUD

Prepared By JURWILO

Subcontract FRO40001

Costing Work id 710

Job FRO&

Diss  Ch/Ef/Bp Type

134 Cheq...

O actifys | @ ok BACK
Dissections
Batch AD253 *** This Invoice hag
Acoustic Logic Consultancy G/L Enquiry
Testing Issue 69545 Invoice Date 30/08/2006  Accountin .
Show Invoices
Status Released Payment Due Date 13/09/2006 Prompt Paj
Entry Date 10/03/2020 Creditor
Received Date PPS App scanned Invoice
Posted Date 10/03/2020 )
Invoice Notes
Wilma Juridico Approved By JURWILD Wilma Juri Summary/Detail
Invoice Amaount RCTI/Payment Advice
Tax Amount Show Approval Audit
Discount Amount
) o ] Collate Documents
*5B ABC Construction Division 710 Paid Amount
Approval Audit
Test Job With PEA Amount to be Paid 0.00
Amount Remaining 0.00 7] AP Payment
Retention Held 0.00 = Schedule
Date  Status Change Amount Paid Settlement PPS Tax  Bank Account Batch# &=
Date Discount Deducted T
10/09/2020 110.00 101521

If there are multiple approvers, then the option ‘Approval Audit’ in the Actions menu, will display
the approval sequence.
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Subcontract Enquiry

The subcontract enquiry now shows the approval trail for a subcontract approval and for
subcontract payments.

From the subcontract enquiry, select any item for a subcontract, and then select the option
Agreement. This displays a summary of the subcontract agreement. Select the option Status
Audit, and the following screen displays. This shows the approval audit trail for each
subcontract payment. Where the claim no is zero, this will show the approval audit for the
subcontract agreement itself.

SC Authorisation Status Audit & actions @ ok BACK
Job DMO001
Subcontract  SC0002 CARPENTRY WORK
Creditor MCKCAR McKill Carpentry & Surfboar
Y Hide  Apply < >
Mot Approved Approved Partially Approved Rejected
SC Created Committed Uncommitted Claim Created Ready to Approve Posted
I
Change Date  Change Time ClaimNo Type  Status Contract / Claim Amt  User User Name =}
11/05/2021 20:07 3 P Posted 30,000.00 BOUDAMD Damien Bourke
11/05/2021 20:07 3 P Approved 30,000.00 BOUDAMO Damien Bourke
13/03/2021 17:59 3 3] Mot Approved 30,000.00 BOUDAMO Damien Bourke
13/03/2021 1759 3 P Approved 30,000.00 BOUDAMO Damien Bourke
13/03/2021 1757 3 P Not Approved 30,000.00 BOUDAMO Damien Bourke
13/03/2021 753 2 P Posted 500.00 BOUDAMO Damien Bourke
&[05/2020 1&55 2 P Approved 500.00 TANHANO HP Tan
30/03/2018 1341 2 P Mot Approved 500.00 KWOOHS0 Oh Soo Kwon
19/10/2016 1438 2 P Create Agreement 500.00 WHEFRAD
19/10/2016 1430 2 P Create Claim 500.00 WHEFRAQ
19/10/2016 1429 2 P Create Claim WHEFRAOD
11/09/2014 16:05 2 P Create Claim 1,000.00 SADSHED Sheraz Sadik
If the option Claims is selected for the subcontract Iltem (same place as Agreement option
was), the list of claims displays. There is an additional tab, which shows the total value of
unapproved variations that were approved for that claim. See screen below.
SUBCONTRACT CLAIM ENQUIRY & actions @ ok BACK
Contractor:  MCKCAR McKill Carpentry & Surfboards Acceptance Date 1/06/2005
Agreement: SCO002 CARPENTRY WORK Commence Date 9/06/2005
Type Contact Completien Date
CLAIMS PAID INVOICES LAST UPDATED UNAPPROVED VARIATIONS
& > e
CLM INV DATE TYPE CLAIMED VALUATION AUTHORISED UNAPPROVED VARNS CLAIM TO =3
‘I.DDl 2/07/2005  PRG 15,000.00 14,500.00 10,705.00
200 31/08/2005 PRG 500.00 500.00 250.00 310,805.00
.00 21/08/2020 PRG 30,000.00 30,000.00 ,000.00
P-q‘ - .
»
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Subcontract Reports

The following subcontract reports have been upgraded to show the approval status of
variations.

VO — Awaiting Approval
Internal Variations

S/C VOs - By Agreement
S/C VOs - By Cost Centre
S/C VOs - By Variation No.
Forecast Commitment
Forecast Commitment (CC)

NouswNR
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