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Overview

What's Inside

The Millennium Job Costing and Tracking system is one disk of a two disk, State-of-the-Art, Windows
compatible program designed to be run on either a single workstation or networked system.

Job Cost Reports are available on a separate disk which permits management to review job status from
any computer in the plant. Some of the reports available are Early Morning CSR's, Job Location, Job
Listings, Work Order/Pick Slip, Employee Time Card data, Job Location, Past Due Jobs, both
summary and detailed Job Costing activity and Daily Posting Activity.

With Real Time Tracking of Jobs, management can be instantly aware of all plant activity, right at
their PC.

Job Costing/Tracking Workstation

A small Windows based computer is used for Data Collection and may be any current version of the
Windows Operating System, XP through Windows 11.

Windows 10 or 11:1f using a Win 10 or 11 system with Touch Screen capability, the user will
be able to touch any of the icons such as Start and End Shift, Lunch, Break, Reset, etc. for data entry,
otherwise a mouse click may be required to access these items.

Global Mode: The "Global Mode" of the Job Costing program is a dedicated data collection
workstation in which any user may quickly enter job specific information such as Employee Number,
Department/Operation Codes and/or Job Numbers. The station may be set up with a single Bar Code
Scanner (in Real-Time) or with multiple scanners if used in Batch mode (not Real-Time). Data entry
can be either local (keyboard) or through the use of the bar code Scanner.
A Global Mode must always be a dedicated PC to Job Costing Only.

Individual Mode: The Individual Mode is used in those environments
where the Bar Code Scanner is near the computer so that all scans may be
seen on the PC as they occur. This may also be done where there are
multiple Data Collection PC’s available and are assigned to individual
Departments with multiple employees using the one scanner to enter their
data. The Individual Mode is not dedicated and the program display may be
minimized as well as running other applications. It must be remembered
that you must click or touch the Data Collection screen in order to use the scanner if you in fact have
left it to run a different program.

Bar Code Scanner: The GraphiTech Millennium Job Costing/Tracking system is shipped with
a single Bar Code Scanner. The Scanner may be used with both the Global Mode as well as in the
Individual Mode. It is recommended that when using the Individual Mode, you only use the scanner at
the workstation where the Data Collection program is running. However, if you are using the
application in Global Mode, you may use the scanner up to 50 feet from your Work Station.
Depending on walls, obstructions, etc., the distance may be more or less than described.

Guide to Using Job Costing and Tracking Overview « 1



Network

In order to run Job Costing on multiple input workstations, the user must first obtain a license for use
in a network. This requirement applies only to the Data Collection PC and not the Reports program.
Once the network is enabled for Data Collection, any number of workstations may be utilized by the
system.

Installation of Job
Costing/Tracking

See the Quick Start Guide for instructions on loading the program to your computer.

Always accept the Default procedures unless you are extremely familiar with how you wish to have the
program loaded.

WARNING: Do you wish to keep existing file? If at any time during the installation, you see a
message that states "the file you wish to install is older than what you already have. Do you wish to
keep your existing file?" Answer this question with a YES.

Create a Desktop Icon

An icon may be created for your desktop by the following method.
Click Start or the Windows icon lower left.
Select Programs or All Apps and click GraphiTech MILLENNIUM.

Click Millennium Job Costing/Tracking from drop down menu item.

A S e

Left Click Millennium Job Costing/Tracking and drag to desktop.

Technical Support

If you need further assistance, please call our technical support hotline at 800-634-TECH (8324). Send
written documentation of problems to support@ graphitech.com and either Scott or Nelson will receive
the document. Or visit our Web site at https://GraphiTech.com for the latest news, updates, questions
and answers on our FAQ page.
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Installation of Job Costing
Reports

Run as Admin

Install Job Costing Reports AFTER you have installed the application, “Job Costing and
Tracking”

If when starting the program, you see an error 75 or error 52, this represents an incorrect
permission for the user. The best way to resolve this problem is to right click the program icon (either
from start menu or on desktop) and select “Troubleshoot Compatibility”. Windows 10 will ask you to
“Try the recommended settings” or to “Troubleshoot Program”. If you select “Troubleshoot Program”,
you will need to identify the problem manually which in this case would be to select “The program
requires additional permissions” box. If you select “Try the Recommended Settings”, you will
eventually get to the same place as when you select the second option.

You must have admin rights when installing this program. To install as the administrator, right click on
the “sefup.exe” in the program install folder and select “Run as Admin’. This will ensure that you
have full access to being able to read and write files to the database of Job Costing and Tracking. If
you still have trouble, right click and left click Troubleshoot Program and select the item that states
you are having trouble with permissions.

Accept Default Installation Procedures

Always accept the Default procedures unless you are extremely familiar with how you wish to have the
program loaded.

Overwriting Files During Install

WARNING: If at any time during the installation, you see a message that states "the file you wish to
install is older than what you already have. Do you wish to keep your existing file?" Answer this
question with a YES.

Installation Folder

The Reports Program will automatically load to a folder called “GraphiTech Job Costing and Tracking
Reports”. Since this is NOT where the live database is located, you will need to change the path to
“Drive Letter:\Program Files (x86)\GraphiTech Job Costing and Tracking\Data” .

Please note that the Reports program may produce an error if the path that is chosen no longer exists or
if the destination computer has been turned off.

Also note that the name of the Reports Program will be called *“ GraphiTech Reports Job Cost and
Tracking” on the Start Menu of Windows.
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Quick Start

Start Job Costing Program

After installing the Job Costing program, you will need to click
on the icon you previously created or select Start (lower left of
display) and click on the GraphiTech Job Costing and
Tracking application.

The first screen that appears is the Terminal Selection screen.
If you are using the single user version (non-network), then
you simply touch or click Terminal #1. See Figure 1.

The next screen that appears is shown in Figure 2. This is
where employees may add various jobs, materials and

operations to the Job Costing/Tracking system. P —— o

Those Terminals In Red Have Been Left Open. Select A Red Terminal Number To
D f It Load lts Data. White Terminal Numbers are Available. If Terminal Missing.
e aU S it's Loaded Elsewhere. In Emergency. Type Missing Terminal Number to Load.

Note: If you are using the Single User Job Costing/Tracking, _—_—
you probably do not need to configure the Default Settings. If Figure 1 — Terminal Selection

desired, Sklp to Individual Mode. GraphiTech Job Costing (Individual) Non Network £1 ==

@.

Reset F2

File Defaults Help

Defaults are useful when a single employee is using the station. ‘ : .
See Figure 2A and click on Menu Item, Figure 2 Defaults. The EM HD =.E- JE JI\ M{ UM
reason for adding the Default screen is to allow for those Clobal Management Gystem

situations in which you only want to scan a job number or I
perhaps only a job number and an employee code. '

e

Multi Log-In

Modify Defaults In other words
b

Dept: |EERES x| Oper [Maching Fun Ea| R . '.
Enpk [Soott Thatcher <] @ ListClosed dob assume this station T — @D &
_ Job Hum | Empigyee Location Time el PSP
Load Interval (Minutes): [1 Reload Data 18 Slttlngdln pre D00 o0 Sj¥hatche DesignlZ Compuler 102632 fupeh 77 ) jebviner
press and we are OO by Hemdnfn i G
Figure 2A - Defaults the only user. We then only need to ot seaes | el o
scan the job number to display the job on the data collection I L BT o
. . l/§ :aTERIALS TO J0B OR INVENTORY
computer. All default data is used. Note that if the default I e e e A e i roee st e |
. ] - anen Enamel cott Thatche k2
screen is not filled out, you will need to scan or enter all three wRlEE Al dERdREeh] pieas e
items: Employee Number, Department/Operation Code i ;
(OpCode) and Job Number. And you may scan any data that is Figure 2 -- Primary Data Collection Screen

different from the Default data as well.
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General Operation

Individual Mode

Let's start out by using the Individual Mode. Click on File at top left | Shart Form Work Order / Pick Slip i
and at bottom of menu select "Job Costing" followed by (I Menday, November 13, 2013

clicking "Individual Mode". The Individual Mode allows us = waty || owcme 1izne

to work on other applications while still permitting data collection. e i T ||

We only need to click in the Job Costing/Tracking window (so it has — s s

the focus of our attention) and start entering data by keyboard or by g;;o;;}g:;;g';s Cover, 4.l stch i

bar code scanner. Note that you may also click on the small icon
shown here (See Figure 2 Left Side of Date and Time) to switch brodution Guaniiies
between Global and Individual Modes repeatedly. o403 | s e

Shests: Total Sheet Court; Fini
Run Press Shests, cut Out
Pui 0001, Z0# white bond

ool

Example 1. Suppose you are sitting at your work station and a

job comes to you that requires your input (such as scanning, ripping, ey
etc.). You
[ Job Cost Reparts [ may have
Job Status/Location previously
Lerit ob be Customer T = S remn on oo e e weracn 70 s 70 TeseerE 7 s 0 o
5":“ o H""t .7.1.—‘.—‘1 S =1l setup the T
elect Jol OF Fieport: | e e e Eane e Iy P 230 D Jaasesoes
efault
Job Description Screen tO
Client: Joe's Landscaping Date: 11/22/2022
Stock: 20# Bond White Mountie Prook: 11/28/2022 look like the 5060 WaSher Standard
Qry: 1500 Est$: .00 Due: 1/3/2023 .
Desc: 2/ lettetheads, 32 pags booklet with 10 pt co example m
Figure 2A
Job Status/Location ( . f
Job Number: 00001001 (W] 4 [scalipeiiy ¥ M| your 1nfo,
not ours) and
Start Date: 02/12/2022 1142772022 J b
Start Time: 07:46 1011 your JO .
e . . Figure 3 — Work Order
Erd Time: 1218 Costing/Tracking g
Total Time: 0z2:04 . . . . . A
Department: Desian Felding application is showing on your computer in Individual mode.
Opetation: - Carrputs Furrine (See above the menu bar in Figure 2 the word Individual in
parenthesis).

The job shows up as a Work Order attached to a Skid or Part that
shows you information similar to the Work Order shown in
Figure 3. You pick up your scanner and scan the Job Number top left, or manually enter the 8-digit job number.

Fioure 3A — Job Status and Location

Note that in this example, we only need to scan the Job Number! The Default Screen contains the other information.

The Job Costing/Tracking software now displays your Employee Name, along with Job Number, Department/Operation
Number and Time on screen. At any time you may also look at your Reports Program for any number of items such as
Current Location, Job Cost, etc. The Location report followed by the CSR report are most useful with regard to current
activity. Of course, the Reports Package contains many more useful reports which will be discussed later.

Where’s my job? Let's assume the customer calls Barbara (office manager) who answers the phone. The customer
asks if their job has started work yet so Barbara brings up her Reports Program (See Job Costing & Location — Job
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Location or Figure 3A) and selects Standard Reports. She then selects Job Location and enters the Customers Name or
Job Number or uses the drop-down list. Instantly she tells the customer it just started in Pre-Press a few minutes ago.
Since the customer needed to know if they had time to make some AAs (Author Alterations), Barbara now has quickly
determined that this time, the customer can bring in the changes with only minimal impact, if any, to the quoted price.

Bar Code Font Missing: 1f the Bar Code font is missing when printing the Work Order/Pick Slip (usually
supplied with Word and Job Costing), see the Troubleshooting Guide.

Global Mode

Example 2: You operate a Miehle 2 Color press and you have the Bar Code scanner located near you while the
software is running in Global Mode on a computer about 50 feet from your location. (Global means the software is
dedicated on a small tablet or computer and may accept remote scanning of bar codes in real time).

You have set up the Defaults with similar information as shown in Figure 3 except in your case, the Department,
Operation and Name would be based on your parameters.

When the Job is given to you, all you need to do is scan the Department/Operation Code (a sheet with the codes may be
attached to the Department or located on a wall or table in laminated sleeve), along with the Job Number (attached to the
Skid or Part) to load to the system. Obviously, you could also scan just the Job Number which would then use all of the
Default information, rather than a specific operation.

Once you do that, anyone needing to know where the job is will instantly see that you are working on the job at your
work station (Miehle 2 Color) and you are washing up the press, for example.

Example 3:1n this example, there are several people working in the department or location so all we need to scan is
the Employee Badge Code and the Job Number. The Default will then become whatever Department and Operation we
set up in the Default screen.

Example 4: This last example requires that we enter all three items of information. In other words, we have a
scanner located strategically in the center of the Department (say Bindery for example). We have previously set up the
Default screen but in general it will not be used in this case because we have one employee that works outside of our
department but uses our PC to log jobs. He will scan his employee badge number followed by the Department Code and
finally the Job Number. Any employee in the plant can use the scanner but those employees that work entirely in the
default department only need to scan their badge code and job number.

So, for this example, when the job appears at our location, we scan our Badge Number, then the Department/Operation
Code Number and finally the Job Number. The job immediately appears on the display as well as on all computers
running the Reports program. In fact, the Reports program can also display (in real-time), all activity for all Job Costing
PCs within a few seconds of their actual data entry!

General Information

Hierarchy: The sequence to be followed in all cases is as follows: (1) Scan Employee Badge Number. (2) Scan
appropriate Department/Operation Code. (3) Scan Job Number off of Work Order.

Note that any of these scans may be skipped and if they are, the Default will take the place of the skipped scan.

Job Number is Last Code Scanned: The Job Number must be the last code scanned. It is used as the
trigger to post information to the database and display it on your Job Costing Reports. If entering the Job Number

6 ¢ General Operation Guide to Using Job Costing and Tracking



manually, always use 8 digits because the program is designed to trigger the posting of data when it "sees" an §-digit
number.

Remove Job from Display: As soon as you enter your Employee Number or a new Job Number, the last job
you entered is removed from the display. And as soon as you scan the Job Number, that new Job is then displayed.

Configur e Bar Code Scanner: The Bar Code Scanner is configured by GraphiTech to work immediately,
right out of the box. The small USB device that is part of the Bar Code Scanner is connected to your computer's USB
port. If necessary, you may need to also plug in the scanner to charge the battery.

Once the scanner's USB device is plugged in and your computer recognizes it (solid blue light), you can simply use the
Bar Code Scanner to input whatever you need to enter.

Incorrect Code Scanned: There are times when an incorrect code was scanned. To remedy the situation,
simply scan your employee badge number and your incorrect entry will be wiped off the display. This can be done in
seconds thus not allowing the incorrect entry to contribute to the cost of the job.

If you happen to notice that the incorrect data is still showing on the screen and more time has passed than just a few
seconds, including even days since it was logged, you may want to use the next method of removing an incorrect entry.

Incorrect Code Scanned (Won’t Record Any Time): Simply double click on the incorrect entry that
appears in the Data Collection screen. You will see a warning message and you simply respond with YES that you want
to delete the listing.

In this method, no time is recorded regardless of how long ago the incorrect data was entered.

Icon Review

The Job Costing screen contain 2 columns of 4 icons each that may be touched with a touch screen, clicked with a
mouse, keyed in using the keyboard Function Key shown or scanned with the Bar Code scanner.

Start Shift F5

) Start Shift B3] When the employee arrives in the morning, they may touch
St T - 00515 | the start shift icon and either scan their badge or simply enter
: ; their employee code. Once this is done, their name appears in
the shift window as having started their day.

Start Shift F5

Employee Number

ekl e If no entry is made within a 5 second window, the Start Shift display will
- be taken off the screen so it is important to enter the employee code
fairly soon after invoking the Start Shift.

Note that if the employee logs into a job, they will also be logged into the Start Shift at that point, assuming they haven’t
done so already.

End Shift F6

) End Shift =] At the end of the employee’s shift, they again touch, click or =
P y ‘ scan the End Shift icon followed by scanning or entering their ;;3
: badge (Employee) number. End Shit F6

Once they scan End Shift and enter their Badge Number, they will be
logged into the Shift Screen as having entered their End Shift.

Employee Number |

Timer Countdawn: 3

Note also that if they had failed to log off of any job prior to entering
their End Shift, that job would be automatically logged off for them.
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Lunch F7

11f Go To Lunch

Start Time = 09:23:54

8

When the employee is ready for their Lunch or Dinner, ..
simply scan or touch the Lunch Icon and enter the Employee Q
Number within 5 seconds. This is an automatic Logging Lunch F7
sequence which will have the effect of logging off any job or jobs you

are working on, followed by entering you into a non-chargeable area
which will be displayed on the Job Log screen as starting Lunch.

Employee Number |
Timer Countdown: 3

Once you come back from Lunch and start another job, just scanning
your Badge Number will take you off of Lunch and start your next job.

Break F8

§1% Go On Break ==5a] The Break Icon is similar to the Lunch Icon except that the
Star i < 03:45:43 =5 s || time spent on break is paid to the employee while the time
spent on Lunch is not. Break F8

This entry also follows the same rules of logging on and off of Jobs as

Employee Number | stated under the Lunch Icon.

Timer Cauntdown: 3

Break Codes & Master Job Number

In all 4 cases above, the amount of time that is spent by the employee is actually charged to a job called 00099999. In
addition, the Department/Operation codes applied to these four icons are: 88887, 88888, 88889, 88890. You must not
overwrite any of these five numbers with your own codes as these are critical to the use of the program.

Obviously, we could not charge the customer for lunch or breaks thus the reason for Break Codes. The Break Codes and
Master Job Number will also be discussed in the Job Cost Reports section.

Reset F2

There may be times when you have started to enter information that was incorrect such as wrong employee number of
wrong Department/Operation number. Rather than trying to figure out how to start over, just hit or
scan the Reset icon. This clears out the information entered and waits for new information to be
entered.

As long as the Job Number has not been entered, the reset will wipe out the incorrect data.

Reset F2

If the incorrect information happened to log out a job, then that job will need to be re-entered since
once it is logged off, it cannot be reset.

Next Three Icons Enabled Only with Individual Mode

Multi-Log-In (Same Employee)
The Multi Log-in allows the employee to work on more than one job at a time.

To use this icon, the employee would enter the job they are working on first. Once that is done, they
would then scan the Multi Log-in followed by their second job. It doesn’t matter if another

; employee has already logged into a different job.
Multi Log-In
— Once the Multi Log-In has been entered, the employee may enter their next job at any time but it

must follow immediately after scanning the Multi Log-In Icon. Also, each log-in requires the employee code,
Department/Operation Code and the Job Number.

If the Icon was incorrectly scanned, the use of the Reset will turn it off so that it no longer will be waiting to log the
employee into more than one job.
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If the employee logs into a job without first hitting the Multi Log-In Icon, any and all jobs they were working on will be
logged off.

Note that this procedure may only be activated at the Data Collection screen by touching or clicking the Multi Log-In
Icon. The actual logging in of the employee can still use the scanner for the remainder of the log in but remote activation
of the icon is not permitted.

Inventory to Job F4

(&) Material To Job [ 2 ea| Materials may be added to the job by clicking or scanning or
=| touching this Icon. The employee has 20 seconds to enter the
information shown. All the Bar Codes necessary (except

i,

Start Time = 10:47:29 | Jab Tt F4

Emplnye;a N;mha - 1| possibly t.he quantity) are available on the Employee’s Badge as well as

T R : the Job Ticket.

Quantity (sheets) [~ /| Once the employee has entered the information, the Job Number will

dobMumber [ ||| trigger the entry of the data to the Data Collection screen and appear in
the Materials to Job Screen.

Timer Countdowr: 18

This entry also has the effect of removing material from the inventory
and updating the usage history. By running a Job Cost report,
management can see all the materials that have been entered to this job.

Cancel I

Load Material to Inventory F9

[ B) Material To Inventory [2 22| This Icon will allow the employee to add material to the venon)
B J : existing Inventory. Since this data entry does not require a @
5 Job Number, it will post only with the word -POSTED-, fosdim B2

rather than an actual Job Number.

Stock Murnber

A T Although this entry will post to the Material Display of Job Costing, it

will not be available during a Refresh of the display. Therefore, if you

il || wish to clean up the display after having entered a number of items into
inventory, you could click on the LM-Load Material button shown here.
(| Concel [ HHFA N MATERIALS TO JOB OR INVENTORY

L

| Job Murm | Stock # | Quantity | Stock Description |

The purpose for the display is only to let the
user know that the material posted to Inventory. In place of the Job Number it will display the word “-POSTED- “.

-
GraphiTech Job Costing (Individual) Non Network #1

Primary Menu _
NIUM

Path
pent System

I Set Local Printer
e m s Set Default Printer
TRACEKTIN G S

Clean Job Listing Below

At the top of the Primary Display are three menu items: File,
Defaults and Help.

Refresh Employees
Refresh Jobs
Refresh Departments

File Menu ltem

Figure 4 identifies the selections available under the menu
item File.

Job Costing

Figure 4 — Primarv File Menu
Path: In Figure 4A we see that the path that is shown while in single user or single computer mode is the local Data
folder. In other words, this program is not available on any other computer or path.
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If an attempt is made to change the path, it will simply revert back to the applications Data folder. If you have the
Network License, then this area is accessible and is used to identify where your data will be found.

The next item
under the menu
item called File is
Printer Selection.

Generally, if you
don’t select a local
printer, the
program will use
the Default printer
which is the

f B3 Change Local Printer @1
Set Local Printer

Click on Desired Local Printer. Thig will Mot Change vour Default Printer.

v iciosoft P35, Document iter

Fax

WF-3640 SeriesNetwork)
PDFCreator

Send To OneMate 2016
doPDF ¥7

Location of Millennium Database and Job Tracking Folders (Data)

Figure 4B — Setting the Local Printer

printer identified as such to any user of any program on the entire

network.

Click on Drive followed by Double Clicking on Folder Where Millennium Data

Folder and Job Tracking Folders Reside. Results are shown below.

Location of Millennium DataBase

Location of Job Tracking Data

[=cos -]

[Sc 08 |

=0
{Z3Piogram Flles (486]
{3 BraphiT ech.Job Costing and Tracking

Location of Millennium Data Folder

==
“Z3Program Files (+86)
‘3 GraphiTech Joh Costing and Tracking

Location of Job Tracking Folder

CAProgram Files
(x86)\GraphiTech Job Costing
and Tracking\Data

C:\Program Files
(xBB)\GraphiTech Jab Costing
and Tracking\Data

Please Note that You May Not Select A New Path Unles Networking License is Enabled.
If the locations above are comect, click the Continue button below.

Continue

Figure 4A — Setting up the Path

Local and Default Printers: There are two selections available for the printer, the Local printer and the Default
printer. Generally, you won’t need to select any printer if you plan to use the Default printer. However, if you have

inadvertently changed to a different printer when selecting the Default printer, you will probably need to change it back
to what it was originally.

Local Printer: In Figure 4B, we are shown a list of printers and all we need to do is select one that we want to use for
our reports. Now this isn’t entirely necessary while using he Job Costing program since there are no reports or other
printing requirements in this program but should you want to take a screen shot or something similar, it would be a good
idea to have it print on the local printer rather than the Default, which might actually even be in another area of the plant.

Clean Job Listings and Refresh Data: These selections are actually redundant since each area has a Refresh
Button next to the data that actually does the cleaning and refreshing of the data. See Figure 4 for a screen shot of a
Refresh Button called “Load Materials”.

Job Cost: This is the last item in the File menu and allows you to select either Individual or Global Mode. As
mentioned earlier, the small icon shown under the heading of “Individual Mode” near Figure 2, will perform the same
function as it simply toggles between Individual and Global. The definitions of these two modes are also defined above.

Help Menu ltem

You must be in Individual
Mode to use the top menu
items called Defaults and
Help. The first four items
shown on the Help Menu
(File Structure, General
Help, How to use Scanner
and Install Bar Code First)
are instructions regarding

GraphiTech's Millennium Job Tracking System B

File

Job Costing System

Wersion 3.6.48 (=] 2011-2023 by Scott Thatcher of
GraphiT ech Computer Spstems

5. Modified Date Entry on Work Order to be logical. Dates must ahuays
increase ar be the same as previous. :

result in severe civil and crimingl penalties, and will be
prozecuted ta the fullest extent possible under the lav.

the various areas of the

program. See Figure 5.

About: The About selection not only provides basic information regarding GraphiTech, it also contains a display that

Figure 5A — Selection of Versions

Defaults

Wil

File Structure
General Help

6. Reset now sets Multi Logrln to False a G jol'
7. Materials posted to Inventory display on screen as -POSTED- but | Tnstall Bar Code Font
JOB C
S 5 e ] About
‘aming: This computer pragram is protected by copyright Exit Vers: 3 _ﬁ:‘.
lawe and international treaties. Unauthorized reproduction T |
or distribution of this prograr. or any portion of it. may Licamnes

System Info..

How to Use Scanner

Figure 5 — The Help Menu

identifies all the changes that are made to the program up to the last Version. In order to view the Versions, See Figure
10 and select the command, “Versions”.
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License: In order to use this program where

there is no longer a limitation in its use, you GraphiTech's License Program |E|
will need to obtain a license from GraphiTech. =

800 Number: Simply call our 800-634-
TECH (8324) line and request the desired
code based on your use of the program, i.e.,
do you need more than one computer running
the program or will one program running on a
single computer work fine for you.

™ Once Licensed, you have several

{ methods of entenng Job Location. After
the Default Screen iz filled out, a job
 may be posted az zoon az the Job
Murnber iz scanned [the Default: are
wzed for mizzing information]). 1F you
enter an Employee Mumber follovwed by
' the Job Mumber, the Default
Department will be uzed. Likewize if
wou juzt enter the Department and Job
Murnber, the Diefault Emploves will be
uzed. OF course, vou may alzo enter or
zcan all three itemz as well.
Thiz License allows full access to the program: There are bwo options

Single Computer Vs Network: Note
that if you elect the single computer route,
that just means your data collection is limited
to that one computer but your Reports
Program may be installed on any computer in
the network. A Network version means that
you will be using the Data Collection program

on more than one computer. however; Single Workstation [up to B employess sharing a zingle
. reader] ar Mulki \warkstation. Call GraphiT ech at B00-634-3324 and
Key Code: Once you have paid for the provide Kev Code to abtain unlocking Passward.,
License you want, call GraphiTech and tell
them what the Key Code is and you will Get Key Code |

receive the Password necessary to unlock the
program. Be sure to fill out the Company Key Code: Passward:

Name and Phone so that it is identified on the
Data Collection Screen. Company Name: |

Upgrade: Note that should you get the Phone:

license for the Single Computer Version, you
can always upgrade to the Network Version
(Multi Computer) at any time. Just call
GraphiTech and let them know you want to
upgrade to Multi Computer Version. Specify the Key Code and you will be sent an electronic bill. Once paid, you will be
sent a corresponding Password. If necessary, a new Key Code may be needed if you have left the license screen for any
reason.

Cancel E nter Pazzwiord & Chek HEhlI

How to Start Collecting Data

Once you have set up the Defaults as discussed earlier (and note that you can just leave the Defaults blank), you are
ready to use the sample data for practice. You should have a sample scan sheet that shows various employees,
departments and operations, some Function Keys and some inventory as well.

You can use your scanner later, but for now we will use the keyboard so that you have a better understanding of how
data entry works.

AutoScan: Do Not Try to Place Your Cursor in the “Enter Job” area! That area is reserved for you to see what jobs are
available (if you need to know that information). It really doesn’t ever need to be used unless you lost the Job Ticket and
need to enter the Job Number. The program is designed so that as soon as you enter any information, whether through
the Keyboard, the Touch screen or the Bar Code Scanner, it will be accepted and processed. It will not appear on the
screen in any box such as the Enter Job area. But once you enter the correct employee code and department/operation
code, they will appear in the appropriate place.
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Individual Mode: If you are in Individual Mode, you can run other application but when ready to enter data, be sure
to bring Job Costing back in focus. In other words, make sure the selection bar at the top of the application is
highlighted.

Global Mode: If you are in Global Mode, the program will attempt to remain the focus always and you may find
yourself trying to do other things but the program keeps bringing you back to Data Collection. The point of the Global
Mode is that the computer must be dedicated to Data Collection only.

Using the Sample Scan Sheet: To see how you would use the scanner, get out the sample scan sheet and try to
scan the employee code on the scan sheet. If successful, it will appear on the Job Costing screen under the Employee
area. Note that it doesn’t matter where your cursor is since AutoScan picks up the scanned data coming in, processes it,
checks the employee number against the database and if correct, displays the name.

Department/Operation: Now scan any of the Department/Operation (OpCodes) codes shown and they will be
shown as the correct Department followed by the correct Operation on the display.

Job Number: The Sample Scan sheet shows several Job Numbers that may be used. Do not try to use the drop-down
box shown on the collection display (although that will work if absolutely necessary). But for now, we’re interested in
using the scanner to enter the information.

As soon as you scan the Job Number, the full information is displayed on your screen in the Job Log area. Any prior
information is erased from the screen and the Default data is reloaded. If you haven’t set up the Default data yet, then the
Employee and OpCodes will be blank (which is OK for our purposes).

Start Shift: Also note that when you first enter a job to the screen, it will also post to the Start Shift display if you
haven’t started the shift yet.

Cancel a Log-In: Suppose you entered an employee by mistake. The employee is logged into the Job Log screen but
we need to get rid of it because it doesn’t actually apply. Simply double-click the entry. You are then asked if you want
to Delete the employee from the screen. Answer Yes and the entry is cancelled and removed from the screen, along with
any temporary files and the database.

Now just re-enter the log in and we’ll let it run for a few minutes to actually collect some information about the
employee.

Job Cost Reports and Standard Report selection: If we needed to see where that job was, all we would
need to do is run the reports program (if it is loaded yet) and select Standard Report followed by Job Location. Select the
Job that the sample employee has logged into and you’ll see that the job is in process.

Now let’s go back to the Job Cost display only this time we will log in with the same employee. This will trigger the
closing of the job and remove it from the screen.

Employee Production Hours: Now we want to go to the reports section and select Production Reports followed
by Employee Production Hours. Note that the report now shows the time accumulated so far for that employee.

Employee Shift Report: Now let’s look at the Employee Shift Report and note that not only does it show the time
we were only the job and what we were doing but also the Start Shift was entered as well. And if you hadn’t noticed, the
Start Shift was filled out on the display screen as well. See the Reports Section for details regarding this report.

If desired, you can go through the rest of the Production Reports to see what they tell you about the employee.
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Job Costing Reports

Introduction — Main Menu

All reports are only available through the Job | 5
Costing Reports program GraphiTech's Millennium Job Costing/Tracking Reports =1 ﬁ
. . File Printer Help
From the main menu of Job Costing Reports, e = = =
. . . i A

select Status/TimeCard as shown in Figure 6 > % A\
which includes the sub menu = =
shown in Figure 6 as well. .

& Status/TimeCard

Time Card Input

The Time Card Input (see Figure
6A) enables the addition of time
and materials to jobs that have
not been recorded through real-
time data collection. You must
first select the employee at the
top of the Time Card followed by Date and Job

Terminal Status | |3 Standard Report
Web Site IS
Production Report

System Info

Enter Orders

Number.
) ) Primary Data
@ Manual Time Card Data Entry &
Gy T 5 ?5 ."'"-.' T - ,\; T “’ _ e ."' ]
5 I-Ll.l.k-r‘l _g:’i_}.‘il’ oY TE Coe | Secondary Data
ed User GraphiTech Computer Systems
Empl ID: [2 =] Sectt Thatcher
& Date: (0172172023 1] ) ) . .
| y Job e [0S =] ZA0LETTERHEADS | Figure 6 — Main Menu with Sub Menu Terminal Status
\ i Order Amt: 1500
| | SRR | oort/opor [fi001 <] Dept: [iTFFe =] | Once the basic data has been entered, enter the Dept/Oper
I B | stact Time: [ Oper: 101 Keyboadig El number (5-digits) which will show up on the right with the
|| G | End Time: [ correct Department and associated Operation.
b W Total Time: | | Cancel
: " | | S | Next enter the start and end time in 24-hour format. For
Matl Code: [J001 =] 0001235, 200w bond =] example, 2 pm would be entered as 1400. Note that you do
= o [50 o Wl e | not need to enter the colon between the hours and the

minutes.

I
|
.

In addition, you may also enter any materials that are part of

Figure 6A — Time Card Input the job as well.

Be certain to change the top area of the Time Card each time you enter new information as it probably has changed.
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Terminal Status

The next item in the sub menu of Figure 6 is [4] Open Terminal Status ==X
called Terminal Status. This program AutoRefresh  Help

selection allows management to view

activities in all areas of the plant. If Q Q

networking is enabled for multiple input = =

PC’s, then each PC that exists will be shown Terminal il glcrminaliil2

if there is activity on that PC.

If you wish to have Auto-Refresh enabled,
select that menu item at the top and switch it
On. Thereafter, the screen will be refreshed

every 5 seconds Show All - Work In Progress —
. L. . Tem # | Employes | Date | Tirne | Job # | Description | Of

If you wish to see the activity on only a single 1 Bab Bailey 05/24/23 E&0327pm  DODOTO0Z erow, Versant - Fium 03
terminal or PC. simplyv click the PC and onl 1 Sandra Seibert 05/24/23 E0Z39pm 00001004  Miehle 2 Color - Wash Up 04
.. N Py y 1 Scott Thatcher 05/24/23 E0Z47pm 00001002 Design0Z2 - Computer 0z

that activity will be shown. 2 Kevin'Wiliams  05/24/23 E:O644pm  ODOD1001 PrePress - Kepboaiding O

Error 3021: If you get an error number
3021 when attempting to access Terminal
Status, there may be a problem with the
Database or with user permissions. Although
relatively rare, this problem would require that
the logged person be removed from the terminal by Double-Clicking the individual line at the data collection screen of
Job Costing and then attempt to go back in to Job Costing Reports. Continue the line deletion procedure until you can
once again access the Terminal Status program. Alternately, set permissions for all guest users to full.

Figure 7 — Terminal Status

Then, if necessary, re log each individual that was deleted and possibly re-enter the time lost at the Time Card.

Sta n d a rd — Job Listings =
Reports

The Standard Reports include the items shown in Figure 8.
Job Listings

This report is useful for determining which jobs are still in
progress.

Job Activity

Job Costs

Job Location

l‘zm Job Location/Past Due
}; E..
‘ CSR Report

% 4

From an Accounting standpoint, it becomes very easy to
determine if any jobs have left the plant without being
invoiced or archived. See section on Archiving Jobs.

|
|
|
Overdue Jobs ‘
|
|
|
|

In addition, this report can be used as a cross reference for
any existing job reporting methods you may currently be Figure 8 — Standard Reports
using.

The printed Job Listings Report shown in Figure 10
contains identical information to that of the on-screen report (Figure 9).
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The Job Listing report simply gives the user a listing Job Listings ==
of all open, closed or both types of jobs. If an X JOB LISTINGS
appears in the Listings as shown, that job has been et
. . ate Ranges
temporarily closed and may be reactivated. If the Job Selected Chient: <4l =l & Apaes  C Today  C Thisbarh
d ,t h t 11 . th 1 t. th .t Starting on Ending on
ocsn 't show up at all 1 the lisngs, then 1t was Sort Order: [Job # || [otaoteoo @] [eaes 4|
permanently archived and cannot be unarchived. = g
Open | Job # | Start Date | Proof Date | Piess Date ‘ Bind Date ‘ Ciue Date | Clignt
[ O] 00001001 04/03/2023 0441042023 04/06/2023  04/10/2023 0471072023 Joe's Landscaping
= 0oooio0z - 021842018 02418/2019  02/18/2019  02A18/2019  02/118/2019  GraphiT ech Compute
a 0oooioo3 - 11452018 11464209 1118/2019 11419/2019 1172020019 Jackie's Designs
a 00001004 - 11/0442018  11408/2009 11/12/2019 11A8/2019 11/22/20019  GraphiTech Compute
| JOB LISTING REPORT |
Carrent Date: 5731/2023 Jobs Sorted by Both, for All Chents, with a Date Range of: 01/01/2000 To 1273172080 Gurrent Time: 6:11:05 PM
Page No. 1 of 1
[Gpen Job# StartDa Proof D PressDa Bind Dat Dus Date Clent CSR_Descrption Price |
© 00001004 040323 O4110F23 0406723 0410723 0W023  Joe's Landscaping 02 20 LETTERHEADS $0.00
X 00001002 02718103 027810 021810 021819 021813 GraphiTech Computer Sysie 02 AT Leterheads $450.00 m
© 00001003 11AEM1E  11AEAS 11M1810 1171910 11200119 Jackie's Designs 02 FLYER, 8 UP $1500.00
O 00001004 11/04413 11708419 A28 T71B18 1172219 GraphiTech Computer Sys G2 32 page booklst plus Cover, 4/4. fold, sfich a $5827.22 Frint Report
Figure 10 — Printed Job Listing Report Figure 9 — On Screen Listing of Jobs
Job Activity Report
The Job Activity report shows all Activity Report [

activity that has occurred on a
job. This is a good area to inspect

Activity Report for Job Shown

for errors that may have been Date Ranges Report Paths
Created, either through Time (+ AlDates © Today  This Manth DataBase: C:\Program Files [»BE]\GraphiT ech Job Costing and
. Starting on Ending on TrackingtData
Card entry or possibly by double ooz }| [rzsivames f] | | 4P Data C:\Program Fies (k@ENGraphiTech Job Costing and
scanning material to job. [[schiiatiats
. SelectJobstoInclude: ¢ Open ¢ Clsd @ Bath Select Appropriate Job Below for Report
In addition, some customers may
wish to know how their bill was Sttty Fen (et
determ.m.ed and once they .SCC all Emp # | Date | Stark | Stop | Tatal | Matl Code | LJuantity | OpCaode -
the activity that went into its 0z 11723022 12717 1217 00:00 0008 1500 I
: : 0z 11/24/22 1217 1217 00:00 0008 1500
production, are relieved that the 02 M/emz 0300 032z a2 04001
bill wasn’t even higher. For a 02 1/27/22 0325 1015 O0ED 04002
. PR . 0z 11/27/22 10:22 11:45 01:23 04003
more detailed listing in which 02 /2T 1200 1E00 010D 84887 £
costs are shown can be found 02 12/08/22 1011 1215 02:04 10002
0z 01/28/23 1215 1215 0000 oom 3000
under the Job Cost Report. (o2 omez: 1524 183 oo 02002 |
0z 01/31/23 1526 15:29 00:03 04001
il oL Ieh I B =] 1620 nnen 04002 |
04003
| ACTIVITY REPORT - FILE CONTENT 02002
Current Date: 2/25/2023 Job Displayed with a Date Range of: 01/01/2000 to 12/31/2080  Current Time: 8:52:05 PM 0z002 -1
00001001 —
Print Report
Job Mo:| 00001001 Est 5: $0.00 E=st Time: | DB5-00 Start Date: 112272022
Acct Name: | Jos's Lancscapinlg_u Proof Date: | 11222022
Phone: Press Diate 12/06/2022
Description: | 2/0 letterheads. 32 pape booklet with 10 pt co Bind Diate: 127142022 . .. .
01/032023 Figure 11 -- Activity for Given Job
Page 1 of 1
o — - — et T e —
02 1123522 12:17 12:17 0000 ooos 1500 —
o2 11724522 12:17 12:17 0000 [a]uluc: 1500 -
02 11727022 0e:00 oe:z22 D022 — — 04001
o2 11727622 08:25 10:15 0050 -— — 04002
0z 11,27022 1022 11:45 01:23 — — 04003

Figure 12 — Printed Activity Report
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Job Cost Report — Detailed & Summary

This report provides an
incredible amount of
information regarding the
costs accumulated for any

given job.

Should a customer need to
know how much the job is
costing to date, you can
provide the information
immediately. This often
occurs when alterations to the
product are made by the

-
@ Millennium Job Cost Report

Job Cost Detailed & Summary Report

—5Select Desired Report—
* Single Job. All Dates
" Al Jobswithin Date Range

—Report Type——
{* Full Report
€ Summary

Select Jobs to Include:

" Open (" Clzd & Bath

Select Appropriate Job Below for Report

==

Select Job For Report: |00007007, Joe's Landscaping: 2/0 LET TERHEADS

Detailed

iz

| Emp#t | Date Department Operation Start Time | Stop Time | Total Time »
2012023 Designd2 Art wdark 1734 17:40 oooe |
02 202142023 Herow, Wersant SetUp 17:41 17:43 ooel:
02 202142023 Design02 Conputer 18:01 1802 0o
0z 2012023 Designd2 Carnputer 18:03 1903 oo
0z 202242023 Design02 Computer 00:.00 04:00 04:00 —

11

customer which result in costs D ctivity
that exceed the estimate. Department Guartity Chrgble Hr:Mn
) 02: Design0Z2 00:08 $5.30 40 $7.]
The actual report appears as in 03: Herox, Yersant 00:02 $11.67 35 $15.]
Fioure 14-1 02: Design02 001 $0.88 40 $1.2
g : 02: Design02 01:00 $52.00 40 $74.0
A is bei d 02: Design02 04:00 $212.00 40 $296.1
new report 1s being create 04: Mishle 2 Calor 01:00 $125.00 40 $175.0
L T T o Pl T € - 0 o TPl LYY P falnlnlnl [alnNulnl Lo B W W - L5 N
4] | 3
DETAILED |
Curent Date: 622023 Guantity | Mon-Chrg HeMe | Chigble Hicbn Cost| ZMU Ratail
0 0 ‘ TOTALS: 3000 001:10 600 $11.85922 36 $1609035
Job Mo:| 00001001 sl 5] 30.00
Acct Mame:| Joe's Landscaging Lines OF Drata: 30 Pritt Single Job Repart J
Phone:
Description:| 2/0 LETTERHEADS
Detailed Activity Page 1 of 2 Figure 13 -- Detailed Job Cost
Emp & [ Data: Cepariment: Crpa retion: Siar Time: | Stop Time: | Total Time: . . .
02 2/21/2023 | Designd2 Art Wark 1734 1740 0006 which will allow you to print out the
0z 2212023 | Xerox, Versant Set Up 17:41 17:43 00-02 : :
02 |22u2023 | Designoz Computer 1801|1802 | 0001 details but will not show cost or
02 2/21/2023 | Designl2 Computer 18:03 1903 0100 markup. This will be provided in a
o2 2/22/2023 | Designd2 Computer 00:00 0400 0400 .
02 3172023 | Miehle 2 Colar Wash Up 10:00 11:00 01:00 subsequent update if on the
02 /32023 | 0002-20# Bond White Ma| 2000 04:01 0401 00-00 ; ;
03 FI2023 Herox, Mersant Rum o737 o741 00:04 GraptheCh Maintenance Program
03 332023 | Xerox, Versant Run 07:44 07 45 00-01 (GMP).
02 FI¥2023 Designla Computer o702 1057 0:3:55
o4 II2023 PrePress Proof Reading 10:56 1058 0002 . :
02 AP023 | Nerox, Versant Sst Up 18:18 18:26 00-08 Should you wish to obtain a report
03 2023 | Miehle 2 Color Load Feader 18:19 1828 0007 that shows a summary of costs and
a2 32023 Harox, Versant Rum 18:20 2350 05-31 . .. . .
02 3(4/2023 | Xerox, Versant Riun 00:00 09:31 0a:31 retail pricing for each job in the
03 FI2023 Herox, Mersant Rum 18:40 2358 0520 : %3 )
03 |@42003  |Xerox Versant Run D000 |0g@1 | ood plant, simply select “All Jobs™ under
03 42023 | Xerox, Versant Riun 11:10 11:12 00:02 the “Select Desired Report” of Flgure
02 62023 | 0002-20# Bond White Ma| 2000 14:56 1456 00-00
02 452023 | sample 14.12 09:00 10:00 0100 13.
02 452023 | sample 14.12 1152 12402 00:10
02 4572023 | Folding _ Makeready 12:03 1400 ) 0157 Note that the Detailed report required
02 4/19/2023 | 0005-60# Bond White Off| 2500 1150 11:59 00-00 .
02 4/18/2023 | Design02 Art Wark 11:50 1200 | 00:01 two pages. The second page is shown
02 4/23/2023 | PrePress Keyboarding 10:00 11200 01:00 . .
04 5232023 | Mishle 2 Golor Make Feady 17:25 17 25 00-00 in Figure 14-2
04 £/23/2023 | 000&-T0# Warren Enamel 2500 17:26 1726 00-00
04 5242023 | MISCELLAMEOUS Start Shift 10:47 10:47 00-00
0z 5/29/2023 | Chisf 15 Chief MR 10:22 10:40 00:18
02 6/1/2023 | Design02 Computer 10:28 1251 02:23

Figure 14-1 -- Detailed & Summary Printed Report
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DETAILED JOB COST REPORT | Just to the right of the 2" page of
Gurmm Date: §2/2023 Curent Tme: 54524 P | Detailed Job Cost you will note that
0 0 0 0 I 0 0 I the screen displays the Summary of
all jobs in the plant along with their
Job M- | CO001007 Eai 5| $0.00 E=i Time:| 08500 Sian Dale: | /32023 .
Rt e | Joes Lincscaping Proof Date | a/10/2023 costs. The PC display uses a scroll
Phone: Prass Data: | 4462023 Vi
L ——— | e ba.r to see all the activity but the .
e Date: | 45072023 printed report provides more details
Summary Job Costs Page 2 of 2 for each job.
Deparime i Cuentry: | Non-Chargeble: | Chargebie: Cost| =ML Raigil . Lo
: Design K b * 2
02: Designl2 00:00 00:08 £5.30 40 3742 | The summary is accessed by clickin
03: ¥erax, Versant 00:00 o042 11.67 a5 1575 i1
neznﬁxnozw 00:00 00:01 sau.as 40 sm.z.; on the “All Jobs Within Date Range”
02: Designi2 00:00 o100 $53.00 40 §74.20 n in the “Select Desired Report’”
D02: Design02 00:00 04:00 $212,00 40 £206 80 butt9 the .Se ect Desired Report
04: Mishis 2 Golor 00:00 01:00 $125.00 40 si7s.o0| | section. See Figure 15.
DO02: 204 Band White M| 2000 00:00 0000 $12.18 80 519,45
03: Xerax, Versant 00:00 0004 §2333 a5 §31.50
03: Xerox, Versant 00:00 00:01 $5.83 35 $7.88
02: Designi2 00:00 0355 $207.58 40 $290 52
01: PreFress 00:00 o002 $1.3% 40 $1.04
03: Xerox, Versani 00030 0008 $63.00
D4: Miehle 2 Color 00:00 00:07 §20.42
03 Xerox, Versant 00:00 05:31 2260663
03: Xerox, Versani 0030 0931 i -
03: ¥erox, Versant 00:00 05:20 Bk iz
03 Xerox, Versant 00:00 0831 H
= et b it rieeth Job Cost Detailed & Summary Report
0002: 208 Bond White M| 2000 0G:00 0000 ~Select Desired Report - —FReport Type—— - DateRanges —————————————————————
14: zample 14.12 01:00 00:00  Single Job, Al Dates O FL { & AlDates ¢ Today 7 This Month
14: sample 14.12 03:10 00:00 & 4|l Jobswithin Dale Range & Summary Starting on Ending an
1 Foiding 00 3:ar — ——I | [mzzon 12/31 /2080
00052 Eﬂ# Bond White OF 2500 00:00 0000 Select Jobs to Include: ¢ Open  Cled & Both  * ﬂj ! m
02: Designi2 ] 0001
gl; ﬂ‘aﬁfsfcm gggg ga;gg Job Cost Summary Totals
000G: 708 W Enare 2600 00200 D eibas [Gope [ tamct] Lt ol
. i X oe's Landscaping K il xR
ggg&scﬁ;mnmus gg;gg gg;ﬁ'g 00001003 Jackie's Designs 42802023 6/2/2023 $11280  $15181.20
sty " = i et 00001004 GraphiTech Computer Syste BAZ/2023  BAG/2023 $0.00 1219667
! : : 0001002 GraphiTech Computer Syste 202002023 B/2/2023 $11292  $1312.28
Totals

| [ Quentity: [Mon-Chargeble: | Chargsbie:
[ TOTALS: [oo00  Tomag [0s800

Figure 14-2 -- Detailed Printed Report

Current Date: 6/2/2023 All Jobs Sorted by Both Open & Closed, with a Date Range of: 01/01/2000 to 12/31/2080 Current Time: 5:55:10 PM
Page MNo. 1of 1

[JobNo.  Client Start Date Due Date Material Cost Labor Cost  Retail Material Retail Labor SubTot Cost  SubTot Rstall
00001001 Joe's Landscaping 4%2023  410/2023 $315.90 $11,543.32 £505.43 $15,584.92 11,859.21 $16,090.35
00001003 Jackie's Designs 4/28/2023 272023 §112.80 $15,181.20 £180.48 $20,576.72 $15,294.00 $20,757.20
00001004 GraphiTech Computer Sy ste 5112/2023 65/2023 $0.00 $2,196.67 $0.00 $3.074.48 $2,196.67 53.074.46
00001002 GraphiTech Computer Sy ste 220/2023 6272023 §11292 $1,312.28 $180.67 $1,817.07 $1,425.20 $1,997.75
| Total Materials and Labor.......... Material Cost Labor Cost  Retail Material Retail Labor SubTot Cost  SubTot Retail

$541 .62 §30,233.47 2866.59 $41,053.18 $30,775.09 $41,919.76

Figure 15 -- Summary Printed Report
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Overdue Jobs

This Overdue Jobs report provides a color-coded display of jobs that are late. The display provides a status report of days

late and % remaining or complete.

| PAST DUE REPORT

Current Date: 12/03/19
Page Mo. 1of 1

Report Sorted by Open Jobs, for All Clients, with Open Date Range

Current Time: 1:46:15 PM

CS5R Job# Client Descripticn Start Proof Press Bindery Due Start Due Stamd
02 DDODM001 Joe's Landscaping 2/0 LETTERHEADS 110419 11/04/19 11/04/19 11/05/19 12405019 16% Remain
01  DDODM002 GraphiTech Computer Sys 16 PAGE NEWSLETTERS BLACK 11/01/19 11/04M1%9 110519 11/08M19 121219 29% Remain
02 O0DDDMD03 Jackie's Designs FLYER, & UP 111519 1141619 111819 111919 12720019 EEE——— 57% Remain
02 0DOD1004 GraphiTech Computer Sys 32 page booklet plus Cover, 4/4. fo 11/04/19 11/08M9 11411219 1171819 1222719 - ——_— 42% Remain
o 00001005 GraphiTech Computer Sys 4/4 inside pages - second part of ] 04/28/18 04/28M8B 04/28M8 04/28/18 12/04/15 I Job Overdue!
1] 00001006 GraphiTech Computer Sys Customer request for stock only, n 05/01/11 05/01/11 05/01/11 0S/01711 12006711 Job Overdue!
02 DDOOM009 Primary Day Care Brochure 2 sided 2 color 1200319 1200319 1200319 1203019 1200319 — Just Started

The on-screen report provides more
information than the Job Location/Past
Due Report however, the printed
report is essentially the same except
that it shows late days rather than

% complete.

A review of the Job Location/Past Due

Overdue Jobs

% Al Dates
« b
© Ogen
& Al Jabs

OVERDUE JOBS

E5)

(" Range [mz/zz | [oeszizs
& Job

(" Clozed # Both

" Range |oooooooo oo0ooo00
Record Count: |4 of |4

Al

Job # (uantity

|

A Late Days
Report is shown below. Note that the =

Job Description

aping
only difference between the two 00001 ooz 2000 GraphiTech Computer Syste  4/0 Letterheads
. 00001003 20000 Jackie's Designs FLYER.8UP
reports is that the one above shows late Oonmood 4000 Bl s e Saeie | 3 [eme e M s v, A il
days and the one below shows percent
complete.
r Job Cost Reports ﬂr

JOB STATUS | LOCATION

1L} 2

Limit Job by Customer:|-ALL-

Job Description
Client: GraphiTech Computer Syste
Stock: 70H 'Waren Enamel
Qty: 2000
4/0 Letterheads

Est $: 345000
Desc:

Job Status/Location

440 Letterheads|

=

Start Date: 2/20/2023
Press Date: 5/4/2023
Due Date: £/2/2023

Figure 16 — Overdue Jobs Screen and Printed Display

Job Number: 00001002 4| 4 |Scroll Activiey b M JOb Locatlon
In-Process Completed
Start Date: OB/012/2023 DB/111/2023 Probably the second most important aspect of the
Sé:: I::: 1o E:E Millennium Job Costing/Tracking application is the
Total Time: 00:04 location of any job in the plant.
Department: Miehle 2 Color Feros, Yersant . . .
Operation: Press Down Tirns Change Ink If you select the Customer, any jobs associated with that

customer will appear in the “Select Job for Report” List

to the left.

%

Figure 17-1 — Job Location

Then select the appropriate job. Figure 17-1 shows the
result with both In Process and Completed showing.

A small scroll bar is available to the right of Job Status/Location should you need to see where the job was previously.
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This one report alone can easily save 10 or more hours every week in just locating where a job is when a customer calls
to inquire about their job. The printed report can be handed out every morning as a status check of jobs.

JOB LOCATION REPORT I
Current Date: 6/2/2023 Report Sorted by Open Jobs, for All Clients, with Open Date Range Current Time: 7:17:37 PM
Page Mo. 1 of 1

[CSA Job# Clignt Description Start DateDue Date In-Progress Date & Time Last Completed Last Date & Timg
02 00001001 Joe's Landscaping 2/0 LETTERHEADS 04/03/23 0410/23 — e T Chief 15, Chief MR 05/29/23, 10:40
02 00001003 Jackis's Designs FLYER, 8 UP 04/28/23 06/02/23 — — Mizhle 2 Color, Press R 06/01/23, 12:56
02 00001004 GraphiTech Computer Sys 32 page booklet plus Cover, 4/4. fo 05112/23 06/15/23 — L Mizhle 2 Color, Meihle 06/01/23, 12:56
02 00001002 GraphiTech Computer Sys 4/0 Letterheads 022023 06/02/23 Mishie 2 Color, Press D 06/02/23, 19:04  Xerox, Versant, Change 06/01/23, 12:56

Figure 17-2 — Job Status & Location Printed Report

Job Location/Past Due

Although the Past Due Report and Job Location Report of dgipcationdPast Do =]
Figure 18 as very similar to those reports already discussed, | o :
there are some subtle differences. PaskDisekeport

. . Job Location Report L\l?@ﬁ u W}
For example, the Past Due Report provides a status display as - -
well as % Remaining or Current Status while the Job Location Global Management System

Report provides last date of activity along with coded Status.

i Identify Customer or Job Number -

Printed Location/ Past Due Report Cusanee [T och Eomputer Sy <] 4061 .

Both of the following reports are obtained by clicking on the
Reports menu (See Figure 18) ;

i~ Job Information -

. - Date: [p5/12/23 ook Due: (06215723
Red Bar: The Past Due Report identifies the status of each = : '].5” 233 Qo183 4
job in the plant so that at a quick glance you can determine if a Desciipian: {32 page booklet plus Cover. 4/74. fold, stitch
job is running late by looking at the Red Bar. Steck: [0001-20% white bond
Blue Bar: A Blue Bar indicates that the job is running well e X
and is not behind schedule. Fiecord Humber: {9 Date: [06/01/23 |
Departmert: |Miehle 2 Color Time: 12-53

Yellow Bar: The Yellow Bar indicates jobs that have less
than 20% time remaining to completion. These are jobs that

need to be monitored. 51242023 20 of 34 Daps - 59% Complate 6/15/2023
[N EENNENRNNENEE

Operation: |Meihle AA's Code: {04005 3

White Bar: The White Bar indicates that the job either may
have just started or may not have started yet. Usually this type of

report shows up when the beginning and ending dates are the
same. Even any Activity would have the same date, thus looking at
the Job Location Report might provide better info as to the status of this type of job.

Figure 18 — Location/Past Due Selections

JOB LOCATION REPORT |
Curmend Date: BF2023 Repart Soned by Opsn Joba, for All Chsnts, with Opsn Dats Hangs Curmml Time: 11 223:04 Al
Paga Mo. 1ol i

[C5A Jon# Clent Diencripbion S Prool  Press  Bindsy Dus Location Lo=t Dok & Staiug

02 00001001 Joe's Landscaping 24 LETTERHEADS 04'0523 0480723 OLDE'23 D402 D423 Chisf 15, Chel MA 05292023 =
02 D000 Jackie's Designs FLYER, & P 042823 052323 052953 060223 DG/0223 Mishi= 2 Color, Press Fum 0601/ 2023

02 00001004 Grophifech Comouter Byn 32 page booklst plus Cower, 4'4_ #0051223 0616723 05123 0629/23 061523 Mishls 2 Color, Meihle Al's 0S01/2023 mm
£2  000I1002 Grashifech Computer Sys 440 Laferheads Q22023 050423 052523 052523 060223 Xemwx Versant, Chonge Ink 6012023

Figure 19 — Printed Job Location
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PAST DUE REPORT

Curend Dabs: &5 2023 Report Soned by Open Jobs, for & Glenis, with Open Date Rangs Curent Time - 11:19:38 AM
Pogs Mo, 1o 1

[C5R Joo# [ Dsscriptian Start Proof  Precs  Eindsy Ths Stan Dlus Sinhug

02 00001001 Joe's Landscaping 24 LETTERHEADS 04'05327 04023 DADEE3 041023 141021 54 Days Las=!

02 0000003 Jackie's Designs FLYER, B P 0420023 062323 DS2HE3 DR022T DED2TT | Days Lass!

02 0000100 Graghifech Computzr Sys 32 page booklst plus Cover, 4. 10051223 051523 05N1R23 052223 061523 m— 58w Comploie

02  DOD00C2 Graphifech Computer Sys 440 Lateheads 0220023 05023 DE26'E3 OS2521 D221 1-Days Lassl

Figure 20 — Printed Past Due Report

Morning CSR Report (Production Meetings)

This report is quickly prepared and is given to each CSR (Customer
Service Representative) in the plant.

In Figure 21, you can select a report that includes only Open Jobs,
Only Closed Jobs or Both.

If you want a report for all CSR's, leave the CSR field blank. If you
want just a single report, select the CSR desired.

Click Print to generate the desired report shown in Figure 22.

A future report will show a more detailed listing for the printed report
in Landscape mode. In addition, all jobs that have exceeded their due
date will be printed in red for easy recognition.

-

C5R Moming Location Report

MILLENNIUM

Global Management System

- Report O

|dentify the tupe of report desired. Closed Jobs are those that have
been previously Invoiced or were manually Archived.

i+ Both

" Open.

ptions

obs " ClosedJobs .

i~ Printing Dptions-

|dentify the tupe of Privted Report desired.  Those printed in Portrait

include engugh information far the Marning Session, The Landscape
Report identifies add| info such as Phone, Estimated Cost and Hours.
Enter CSRs name below if just that report desired. Leave Blank for all.

CSR PRODUCTION REPORT |

Current Date: 12/10/19

Page No. 1 of 1

Both Open and Closed Job Listings Sorted in Order They Were Posted ~ Current Time: 11:17:11 AM

I Landscape 132 Columnz

{* Paortrait 80 Columns

|

Frint Report ‘ Exit I

Joe's Landscaping
GraphiTech Compute
Jackie's Deaigns

EraphiTech Compute

Q0001001
00001002
00001003
00001004

Johnny Topnotch v ilncheck for Normal Wiew
[Job Number Date  Due Client Description Location S|
00001001  11/04/19 12/11/19 Joe's Landscaping 2/0 LETTERHEADS Chief 15, Chief MR o ting of all jobs in plant, Sorted by Job Mumber.
00001002 11/01/19 11/12/19 GraphiTech Computer Syste 16 PAGE NEWSLETTERS BLACK PrePress, Using Customer De O 0001001 04/03/2023 0471072023
00001003 11/15/19 12/16/19 Jackie's Designs FLYER, 8 UP Xerox, Versant, Lunch [e] 0001002 02/20/2023 0870272023
00001004 11/04/19 12/09/19 GraphiTech Computer Syste 32 page booklet plus Cover, 4/4 fo Xerox, Versant, Lunch [e] Q001003 0472842023 06/0272023
00001033 12/09/19 12/30/19 GraphiTech Computer Syste 4 page brochure, saddle stitched 4/ PrePress, Using Customer O 0001004 0571272023 0671572023
rted C5Rs with identifed job and recard number.
ico Suave ooz
| | lRicc Suave o3
= oo4
CSR PRODUCTION REPORT | - o
Current Date: 12/10/19 Both Open and Closed Job Listings Sorted in Order They Were Posted Current Time: 10:57:23 AM = :
Page No. 1 of 1 of jobs per CSH
Johnny Topnotch 04/03/2023 04/10/2023
[Job Number_Date __Due __ Client Description Location Phone Cost Hours S| 02/20/2023 06/02/2023
00001001 11/04/19 12/11/19 Joe's Landscaping 2/0 LETTERHEADS Chief 15, Chief MR 800-634-8324  $125.50 1.1 o
00001002 11/01/19 11/12/19 GraphiTech Computer Syste 16 PAGE NEWSLETTERS BLACK PrePress, Using Customer De 800-634-8324  §1,200.00 235 O
00001003 11/15/19 12/16/19 Jackie's Designs FLYER, 8 UP Xerox, Versant, Lunch 555-555-5555  $1,500.00 120 O
00001004 11/04/19 12/09/19 GraphiTech Computer Syste 32 page booklet plus Cover, 4/4.  fo Xerox, Versant, Lunch ~ 800-634-8324 §5827.22 286 O
00001033 12/09/19 12/30/19 GraphiTech Computer Syste 4 page brochure, saddle stitched 4/ PrePress, Using Customer 622-4327 $497.00 120 O

Figure 22 — CSR Production Report 80 and 132 columns

Joe's Landscapi =
GraphiTech Comp ~

Figure 21 — CSR Morning Report
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Production Reports

Employee Production Hours

If you need to determine the
number of hours an employee
worked for a given period of
time, you can change the dates
manually, or by selecting the
Date window, you have access
to a group of dates which
might make it easier to select a
desired date or range of dates.

Note that the range selector
was moved to the left for ease
of reading only. It normally
appears below the Date
Listing.

Employee Shift
Report

This report details the amount of
time the employee was
productive. The Hours Logged
identifies the amount of time
from the start of activity (or
shift) to the last logged entry,
whether it was a logged activity
or an end of shift entry.
Chargeable Hours provides a
quick overview of the amount of
time the employee was actually
productive while Hours Not
Logged shows the time between
activities.

Job Cost Reports

Employee Production

]|

Empl ID: |02 w | Scott Thatcher

Phone: 551-818-0433
S5N: 123-22-6432

Date: [[ER0

~| |08/ /2023

|05/31 /2023

Diate | Hourz | Curnulative Hours |
\deay BJ24/2023 (045 010:45
ssterday B/25/2023 01037 021:22
Thiz 'Week E : -
Last ook 5/29/2023  001:37 02259
Thiz Manth
Last Manth
Thiz 'ear &

Figure 23 — Employee Production Report

Employee Reports

Employee Daily Shift Production

=k

Empl ID: [[E v| Scatt Thatcher

Dates: [Todsy x| n2emionz

Job # | Oper/Sta... | Dept/OpersStock, | (At Start Stop Tol »
0000710 04001 tighle 2 Color-Load Feeder 0730 0z:11 0o
00001 0o 04002 tighlz 2 Color-take Ready 0815 0s:02 00:
Q000100 04003 Miehle 2 Color-Press Run 09:35 11:15 om:
0000710 04005 tighle 2 Color-Meihle Ad's 11:20 120 00| &
00001 0o 88387 15 CELLANEQUS -Lunch 1205 13:04 00:
Q000100 04003 Miehle 2 Color-Press Run 1320 14:55 om:
0000710 04004 tighle 2 Colorwash Up 15:02 15:33 0o
00001 0o 88388 IS CELLANEQUS Break 15:35 15:50 00:
NN 04007 Mirhle 2 Colnr-b rikle b ainten 15-5/R 1R-3R nn-T
Pl 1 3

Chargeable Hrs: 0555
EF-T P.NP.NC: 1015 BBX, 143 11%
Hrs Not Logged: 02:00-07:49=00:11
Total Qty: 0

Hrs Logged: 07:49
Hrs Attended: 07:30-16:35

Hrs Unaccounted: 0116
Total ¥alue: $73953

Figure 24 — Employee Shift Report

Guide to Using Job Costing and Tracking
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The abbreviated Efficiencies stand for the Following
Eff-T (Total Efficiency %) = (Attended - Lunch) / (Shift Hours Required)
P (Productivity %) = (Attended - Unaccounted) / Attended
NP (Non-Productive %) = Unaccounted / Attended
NC (Non-Chargeable %) = (Non-Chargeable Hrs. — Lunch) / (Attended — Lunch)

Ideally, you would want to have Employee Production at or above 70%

Date Ranged Shift Report

The Summary Shift Production Report
allows you to get a report based on
several pre-defined date ranges plus a
customized date range. The predefined
ranges are: Today, Yesterday, This Week,
Last Week, This Month, Last Month, This
Year, Last Year and Custom.

The abbreviated Efficiencies stand
for the following:

Attended = Logged + Breaks + Lunch
(7:49 + 0:15 + 0:59 = 9:03 (rounding
error)

Employee Time Clock

Employee Reports

Employee Summary Shift Production

(==

Empl ID: 1€ w | Scaolt Thatcher
Dates: |Today > | 0B/03/2023
Date | Awvailable | Charged | Logged | Attended | Unattended
B/3/2023 00800 008:43 008:43 003:00 000:00
4| 1 [
Total Available: 00200 Total Attended: 009:00
Total Charged: 00543 Total Unattended: 000:00
Total Looaed: 00243
Figure 25 - Employee Time Clock
(& Time Clock =)

The Employee Time Clock is the Job Costing equivalent of
the standard Time Clock used in many plants to record time
of attendance for employees.

The time starts when the employee logs into their shift or
starts a job and ends when they log off their shift or log off
the last job of the day. The accumulated time is shown in
Figure 26 for a single day however the printed report shows
the full week.

The printed report is shown in Figure 27.

TIMECLOCK

Date | Hrs Attended | His Papable |
B/3/2023 005:00 007:59

EmpliD: [0z ~

Scott Thatcher
Phone #: 561-818-0433
S5M: 1232265432

Dates: | Today x

06/03/2023

Total Attended: 003:00
Total Papable: 007:59

4 [ [3

E it Print Report

Figure 26 — Employee Time Clock
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Cureni Dat=: 060623 Employes: 02, Soott Thatcher
Cureent Time: 8:30:12 PM Paps Mo. 1af1 Dt Ramge: 062872003 1o DE'03'2023
[Mame Pharn= Soc Sec ¥ Daie Hrs A ttend Reg Lunch or Bregks FayTot  Paylec ]
Scott Thatches 561-B18-0439 123-22-5432 S/25/7023 0907 - 10:40 00:38 00:55 00e00 00:00 00:38 D0.633
B3 10-23 - 12:56 o= 00:00 0000 000 o228 02.457
[Tk ek 08:00 - 17:00 07:68 01: 0000 000 07:58 07533
Totls (hhomm): 011:08 001:58 00000 D00:00 01106 L LR
Totals ([Decimal):  11.083 1.933 0.000 0.000 11.083 .08

Figure 27 — Printed Employee Time Clock for One Week (Looks like Banking Hours)

Department/Operation Codes

Sheet for each Department that was entered. These Department;

Operation Codes may be placed near the Work Center

(usually sleeved in plastic or laminated). O perations:

Employees may easily scan the appropriate operation
code for each job.

Department/Operation Barcodes

After you have entered the desired Departments and Printed Bar Code Operatiuns
Operations, you will need to print out an Operation

04007 -Load Feeder
04002t ake Ready
04003-Prezz Run
04004 ash Up
04005-Meikle Ad's
04006-Presz Dovwn Time
04007-keikle Maintenance

DEPARTMENT / OPERATION

Current Date: 12/13/12 04-Miehle 2 Color Current Time: 8:47:07 AM

(W 04001-Load Feeder
MWW 04002-Make Ready
(Wmin - 04003-Press Run
(iWWWwn - 04004-Wash Up
(MWW 04005-Meihle AA's
(MWW 04006-Press Down Time

MimWNWen  04007-Meihle Maintenance

Print OpSheets |

Figure 29 — Printed Operation Bar Codes

Figure 28 — Operation Codes
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Employee Badges

Once you have entered your

Employee Badges

Print Selected Employee Badges

employees into the system, you
then have the ability to create
Badges for each one. This will
enable each employee to use the
scanner to enter their Employee
Number. Py
The screen that is used for I‘-
creating the Bar-Coded Badges
is shown in Figure 30. The
procedure does require that you

first create a BMP file of your

TR

Select Desired Background

MILLENNIUM

G!Dbal Management System

“‘hﬂwﬂ- =

™

Selhen

@

i

‘:

‘Sa;n dra

.J
=
o = =

logo or Company Name and
place it into the Data folder of

Print Bﬂdges for Employees in List

Job Costing/Tracking (usually
located at C:\Program Files
(x86)\GraphiTech Job Costing
and Tracking\Data).

The Background images (10 of
them at top of Figure 30) may be
selected to add more definition
(borders) to the badges.

Once you select the Employees
you want from the Badge
Creator program and have
selected both the Background
Screen and the Corporate Logo,
you are ready to print out your
badges. In some cases, you may
want to use a heavier stock such
as 9 or 10 pt or 110 Index. Also
be certain the Bar Code is
scannable!

- Select Employees for Badge Creation

- Select Corporate Image or Logo

Select Employees Below: Max of &
02-Scatt Thatcher
(3-Bob Baile

Employee List: Click below to Remove.
04-Sandra Seibert

| Click Here to Clear Sbove List

[4-5andra Seibert
05-George Apple
06-Henmy Baker

Click on Drive followed by Double Click on Folder Where Corparate Image Resides.
Finally, Dbl-Click on the Image Desired from those shown here,

S - .maptlle.bmp S
J- “_j MARELE.BMP "—1
e [
=53] Program Files EAPEhHEbmp
3 GraphiTech's Millernium Job Tracking C F'Erapcle..b:nnpp _J
SeazideLight.brp
White, brnp e

Figure 31 illustrates what you receive
when you print out the Badges. These
may easily be cut and placed into
badge type sleeves for your employees
to use when entering their employee
numbers.

Figure 30 — Employee Badges

Mua.w;mmm

Giutnjl Menagement S}rbiem

|

: _Lynn Nixon

MILLENNIUM

Global Management Systém:

(A

- Scott Thatcher

MILLENNIUM

Global Management System

L

Cherie Richmond

MILLENNIUM

Global Management System

TR

Sandra Seibert

Figure 31 — Several Examples of Printed Employee Badges
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Daily Posting Activity Report

The Daily Activity Report allows you to see the entire days’

worth of activity in the plant. This is primarily an audit tool in
order to determine if data was entered incorrectly and who may

y Pos

Draily Activity

Enter D ate for Listing:

11430419 i

N S T
have entered the data.
. . . Job Number Employee Location Time OpCode &
The first screen shows the on-screen report with truncated fields 00033993 Scott Thatche  MISCELLAN, StaitShi  07:2216 88883
. 00033933 Bob Bailey MISCELLAN, Start Shi 07:2213 88889
for Employee and Location. 00039999 SandraSeiber  MISCELLAN, Stat Shi 072222 66869
Q000 ool Bob Bailey erox, Ye, Maintenan 072512 03004
: oooonoo3 Scott Thatche Hemox, Ve, Set L] 07:31:38 03001 b
The second screen represents the printed report and uses the full 0000000 T ocndie e T s rondroads 0w 3295 T oact
1 00001 003 Scott Thatche werox, Ye, Set L, 07:34:43 02001
name and 1ocatlon' 0o ooz Sandra Seiber Miehle 2, Load Fgede 07.35:38 03001
oooonoo3 Scott Thatche Hemow, Ve, Run 07:40:43 02001
00001002 Sandra Seiber  Mishle 2, MA 07:41:58 03002
0000 o2 Sandra Seiber Miehle 2, Run 07.58:07 03003
MISCELLAN, Break 10:2225  goges
MISTCEIL AR Rrasl 1n-21-29 jaisixlsl
| DAILY ACTIVITY REPORT | ﬁf
Current Date: 11730015 Job Activity Sorted in Order They Were Posted Current Time: 10:06:21 AM Frint Feport
Page Mo. 1of1
[Job Number Employee Location Time OpCode | Flgure 32
D002BEEg Scoft Thatcher MISCELLANEOUS, Start Shift 07:22:16 83380 On Screen Daily Activity
0002808 Bob Bailey MISCELLANEOUS, Start Shift 07:22:18 gagea
DO02EEEs Sandra Seibert MISCELLANEOUS, Stant Shift 07:22:22 83380
oDoo1001 Bob Bailey Merow, Versant, Maintenance 07:25:12 03004
00001003 Scott Thatcher Xerax, Versant, Set Up 07:31:38 03001
00001002 Sandra Seibert Mishle 2 Color, Load Feeder 07:32:26 04001
00001003 Scoft Thatcher Design, Creative 07:34:43 02001
00001002 Sandra Seibert Xerax, Versant, Set Up 07:35:38 03001
00001003 Scott Thatcher Design, Creative 07:40:43 02001
00001002 Sandra Seibert Xerow, Versant, Change Ink 07:41:58 03002
00001002 Sandra Seibert erox, Versant, Run 07:58:07 03003
DO02EEEs Scott Thatcher MISCELLANEOUS, Break 10:22:25 53388
D0D2BEas Bob Bailey MISCELLANEOUS, Break 10:21:28 gages
00022088 Sandra Seibert MISCELLANEOUS, Braak 10:20:48 2888
00001005 Bob Bailey Web Presses, AA's 10:37:40 08005
00001005 Sandra Seibert Web Presses, RUN 10:52:30 08002
00001005 Sandra Seibert Web Presses, WASH 11:02:02 03003
00001004 Scott Thatcher Chief 15, Chief MR 11:15:27 06001
00001004 Scoft Thatcher Chief 15, Chief RUN 11:30:17 08002
00022083 Scott Thatcher MISCELLANEOUS, Lunch 12:02:42 82387
D0D2BEEs Bob Bailey MISCELLANEOUS, Lunch 12:03:12 83387
D0D2BEas Sandra Seibert MISCELLANEOUS, Lunch 12:03:55 gage7
00001007 Bob Bailey Chisf 15, Chief MR 13:07:50 068001
00001007 Bob Bailey Chief 15, Chief RUN 13:12:10 06002
00001012 Sandra Seibert SmPresses, RUN 13:15:03 07002
00001011 Scott Thatcher Web Presses, RUN 13:16:38 08002
00001011 Seott Thatcher Web Fresses, WASH 13:21:58 08003
D0D2BEas Scoft Thatcher MISCELLANEOUS, Break 15:14:34 gages
DO02EEEs Bob Bailey MISCELLANEOUS, Break 15:14:44 53388
D009BEEs Sandra Seibert MISCELLANEOUS, Break 15:14:48 83388

Figure 33 —Printed Daily Activity
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Integrated Invoice

The Integrated Invoice is currently an option and will be made available as an update in the near future. It will allow you
to post a blind invoice, delimited data for use with Excel or one that Interfaces with QuickBooks.

The Invoice will contain all retail pricing derived from the Job Cost data with the option of selecting either the estimated
cost of the job or the actual cost derived from Data Collection.

Figure 34 shows the screen display of the invoice as well as the formatted version of the printed invoice in Figure 35. It
also can be printed to a pre-printed form if desired (not shown).

'8 : B
GraphiTech's Millennium Invoicing ﬁ

File  Maintenance

hiTech's Millennium/QuickBooks Invoicing

Job: 00001033 ~|  search For Job: |

- Identify Ship To Interface 1
f’.‘.-?hE_T_@tﬁ._...._.___E_CULW? ______ _J

Bill To:

GraphiT ech Computer Systems
423 5% Talguin Ln |
Suite 107 L5
Part St Lucie, FL 34386

rap eu: u:umputer stems

423 5% Talguin Ln |é| ﬁ

Suite 107 i
Part 5t. Lucie, FL 34386

Sales Representative
iJ ohinny Tophatch

Invaice Date

PO1121345 06/03/23

Product Code Ship Via
!BH-Bru:u:hures _:j IEDurier .l” F2E 10 Met 30 __l 06/13/23

Quantity [Shipped |[Unit |Item Descripbion Extended

4000 4000 {12 page 2/2 booklet Split Sig Example EEI'I 2, 545 433 2.546.43

Invoice #

PO #

Due Date

e
NN ENERERENE

I~ Freq:ht Taxable

Foe v sub Total | Freight | Tax  [Amount Due|
B4 when printed | D! Ei I ﬂ|ﬂ|}<||

$254543 | 4000 | 000 | $254643 |
~Millennium Accounting Interface . —Invoice—— Comment Selection
! (+ QuickBooks € Daratiolnfiniy € Haoms| iThanl-c vou for your patronage! _v_'

Sales Tax @ 0%. Tax Authority: None

N

Figure 34 —On-Screen Invoice (Optional)
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GraphiTech Computer Systems INVOICE
423 SW Talquin Ln

Suite 107

Port Saint Lucie, FL 34986

Phone: B0O-634-8324 Fax: 561-8168-0495

Email: scott1@graphitech.com  Web: hitpZ/www.graphitech.com

S0LD Tax SHIP TO:
GraphiTech Computer Systems GraphiTech Computer Systems
423 SW Talguin Ln 423 SW Talguin Ln
Suite 107 Suite 107
Port St. Luocie, FL 34986 Port 5t. Lucie, FL 34986

RO.MUMBER INVICE NUMBER INVDSCE DATE SALES REPRESENTATIVE PAGE NUMBER DUE DATE

N I R T

2 IR oo

CUANTITY aTy SHIPFPED UN ™ UNIT PRICE

2000 4000 12 page 272 bookdet Splu Slg Example Y 3254643 §254643
Thank you for your patronage! FLENEE AYY FROM THIS INWOICE
Received By:

Payresl @ o rrmadions iy mn o] of reoikcs 10 B o BET paEyTeT 3 e
i w B 30 i W moepl o B org@ mason, S coopey T Frems Sl
moom 8 LATE PESWINT OHAAGE o fm ouis of & 3% oo mondh [AHKLAL AATE

%) o b e oo s oy e o7 o unped baisnan enc sy meocrabia s

= sl ey KR T 5234643 £25.00 0000 $2.571.43

Figure 35 —Printed Invoice (Optional)
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Enter Orders

New Proof Date
To create a new job, click the New

button at top of screen. The Job Ol x EH| & g LS 4 Jobs on File
Number will be automatically Mew | Edit | Save | Print | Delete| Quit @ Mot Saved

assigned and all dates will be

assigned the current date. PO Date "7 m Draw Date Ii E
Changing Dates: They will result in : ; z
the following algorithm taking effect. AL E 32 E TR E
Dates prior to the current date Due Date E Due Time: |5:00:00 P
entered will remain the same if less Acct No: I:E Job Ho: I:E
than or equal to the entered date. If

they are greater than the current date AcctName: | |

they will be replaced with the current Phone: |:| PO No: | |T|
date.

Prod Code: | |
cs8 [ |

[«

Dates after the current date will be
will be replaced if less than current Quote No:
date and will remain the same if

greater than or equal to current date.

Edit

Select a job from the drop-down list
and click edit to make changes. Be
sure to click on save after making
any necessary changes.

[

E st Cost:

D

Stock 1D:

-1

Job Desc:

Figure 36 —Order Entry
Save

This will save any edited job.

Delete

This will delete the job from the Job File. Only use this if the job you wish to delete was entered by mistake. If you wish
to remove it from the list, use the Archive method to remove the job. See “Secondary Data” for Archive access

Print

The Print routine will produce the Job Ticket shown in Figure 37.

Purchase Order

Should you wish to search for a job using the Purchase Order (PO No. above), simply select from the drop-down list.
When the job is found, the screen will be populated with the correct job.
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Printed Job Ticket & Work Order

| Short Form Work Order / Pick Slip
T Monday, Jure 12, 2023

Job Mo:| 00001001 Cluods Mo:| 0 Etart Dake: | 47372023 Due Date: | 41002023
AcctMame:| Joe's Landscaping Proof Date:| 4102023 Due Time: | 12:00:00 PM
Phone:| 455-221-1432 HAress Date: | 462023 FinishSize: | __ = _
Stock:| 0002, 20# Bond White Mountie Bind Date: | 41002023 BleedSize: (| _ x
P.O. Mo:| GGhy1123 5. CSA: | Rico Suave PeseSize: | x_
Job Descriplion: Production Motes:

2/0 LETTERHEADS

Production Quantities

f=m: Cluantity:| Description:
Ordar: 1500 Finished and Trimmed; Delivered to Customer
Sheets: Total Sheet Count; Finished and Trimmed
Run: Prass Sheets, cut Out of Parent
Pull 0002, 20+ Bond White Mountie
LR
oooz2
Invantory
Humba r

*&% FOLD OR CUT HERE AND ATTACH TO SKID TC RESERVE FOR THIS JOB *&#

oQoz2

Invantory

00001001

Job Humbar

Washer

00001001

Figure 37 —Job Jacket/Pick Slip/Work Order
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Primary Data

Password r PRIMARY ACCESS CODE =t |

The Password used to access both Primary and Secondary Data is
“11111” and may be changed by accessing the “Primary Data”
followed by “New Password”.

Access code required for this feature:

HEHRK

For now, note the password shown in Figure 38 is “11111” and
use that password to gain access to both Data Folders.

It may be changed to a different code but please remember that if oK | Lancel ‘

you forget what the code is, the only way we have of retrieving L

that code is by having you send in the database and we run it Figure 38 — Password Access

through a thorough decrypting routine.

See Figure 44 for modifying password. Departments
Departments

Dept ID: (I -

Department Codes Name: [Largs Presses
A Department Code is the first 2 digits of a 5-digit code. The Cost/Hr- (150
last 3 digits are the operation. All 5 are used to describe both
% Markup: |15 Hrs/Day: (0
the department and the operation for purposes of locating a Sarp e

job in the plant.

Entering values for the Department are straight forward. It is Refiech ‘ Edi ‘ New | Save | Exit ‘
recommended that each 2-digit code remain sequential, i.e.,
one number after another.

Figure 39 —Departments

Generally, use Department ID’s of 01 through 14 although Operations
more may be used, if necessary. Avoid skipping any Departments
numbers when entering these ID’s. Dept ID: ’—_l

Hame: | J

Operations - Edit Mode

Operation Codes Rec#: | |

The Operation Codes are entered after you have created the Operation: Op Code:

Departments above.. To enter Operation ques, first selept Op Name: |'WASH |
the Department. This will trigger the selection of operations s

for that Department. % Cost:

In Figure 40, we see the Department Name as Web Presses. Refresh | Hew ‘ Save ‘ Exit |
This triggers the operations for that Department and, since

they have already been entered previously, operation 003 has

been selected and named as "Wash". Figure 40 - Operations

If you have no operations showing, simply click "New", enter the first 3-digit code (which should be 001) followed by
the name of the first operation.
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Employees

Employees are entered
through this screen. To add,
simply click on New and
your cursor is placed into the

Employees

|# Hame

02 Scott Thatcher
03 Bob Bailey

04 Sandra Seibert
05 Fewvin Williams

Phone

561-818-0455
561-818-0455
561-234-9547
27Z-581-2435

55N Hours
123-2Z-5432
HHH-HE-HHHX B8
HHEH—HH-HHEHH =]
227-1Z-91&7 =}

Name cell. After entering the
details of the employee, click
"Save" and the list at top will
repopulate with the new

employee. Name |5 cott Thatcher Phane Mumber [561-512-0455
If you want to delete an Address |'I 215 Hearzay Strest 55N 123-22-5432

employee, simply highlight City

from the list and click Delete. |Eant8bu”"
To Edit an employee, click

Edit, make changes and save

when finished. Delete |

State  [OH £ip 12345
#Hrs;"Da}llg_ Emp & lﬁ

Save | E st |

Whenever adding an

employee, be sure to enter the
employee number before saving.

| ——————

Figure 41 - Employees

It must be a number between 1 and 99. Also be certain that you do not duplicate an employee number or you might lose

the entry completely.

Customer and Contact Files

The customer file used with all Millennium products is
identified as shown in Figure 42.

Within the Customer File, there are provisions for the
basic Account Name, as well as for Multiple Contacts
and Notes.

When entering a new customer, use a 6-digit numeric
code if possible since that is what is used when
importing from QuickBooks and it makes it easier to
determine what the next number should be. The sample
customer files shown here have been set up using only a
2-digit code however.

If you don’t enter an Account Number, the first 9
characters of the customer’s name will be used for the
Account Number.

Two areas are of specific interest with regard to the
Customer File. They are the Tax Code and the Cost
Penalty.

Tax Code: The Tax code is one or two characters
and depends on the codes used with QuickBooks. For
simple creation of tax when creating an invoice, use a 1

Customer & Contact Files

Customers [Select Customer to Edit or Delete]
Current List of Customers in Millennium D atabase.

]G raphiTech Computer Systems

AcctNo: {gq Tax Code [0=Mao, 1-9=Yes} fﬁr

Acct Name: ]G raphiT ech Computer Systemns

Address 1423 S Talquin Ln

|Suite 107
City: |Port 5t Lucie

State:  [FL Zip: {34386 Phone: [B00-634-8324  $Penaly [91093%) 10

Sales Perzon: {J ohriry Topnaotch LJ
Contact Information [Select Default Contact or Add New] it
Contact. |Soatt Thatcher ~| cel [5E118-0439
Phone: |800-634-8324

Delete Name

Ermail: |scott@graphitech.com

Motes:

Customer requires proof on all jobs before run, Talk to Suzanne.

Figure 42 — Customers and Contacts

for Yes and a O for no. This applies only if you are using QuickBooks and have imported your customers (See Figure
48). If matching your QuickBooks data, use a two-character sequence such as FL or GA, etc.

Guide to Using Job Costing and Tracking

Primary Data « 31




Cost Penalty: Here you may specify a positive or negative value that will be a multiplier times the total costs. It
basically is placed into the Markup cell of the Professional Estimator Worksheet and is only used in that program. For

the purposes of Job Costing/Tracking, it isn't required. -
Notes may be added to each customer and are used for informational _
MILLENNIUM

Global Management System

Break Codes

Generally these codes should not be changed!

Break Codes

These codes should not be changed.
They represent special operations that are performed automatically.

As soon as the program senses one of these codes being entered or scanned,

it automatically removes the employee from the list and repopulates the list - ' Lunch: [aggs7
with a Miscellaneous Department (88) and the appropriate Operation, such Break: [30838
as "Start Shift". Stant Shift: [gggas

End Shift: 58830

You can find these codes under the Operations screen by selecting the Misc.
Shift Infarmation: |93933

Department Number 88.

E

Figure 43 — Break Codes

New Password
—Master Code - Secaondary Code

The initial Password is 11111 for both Primary and Secondary Orignal Code: [ Original Code: [
passwords. This permits access to your File Maintenance area.
MHew Code: ] Mew Code: 1

To change the Passwords, enter current passwo.rd and follow Ragpatontode [ | | ReypeNowtsis [
that by entering the new password twice. Do this for both

Primary and Secondary Passwords.

Once done, the new password takes effect immediately and will

be required to access File Maintenance. Figure 44 — Access Codes

Edit Job Data =]

Edit Jobs

Job No: 0001001 M) 4] Seralldobs MM Stan: 1172272002

Should you need to edit the job such as deleting a double entry Client: [Joe's Landscaping Proof: [11/29,/2022
of materials as shown in Figure A-6 above, you would need to Desc: [2/0 Iatierhoads, 32 pags booklet with 10 pt oo Due: [1/3/2023
2o to the “Primary Data” selection of Main Menu (See Figure R & Quy: [1500

A-1 below) or above left, which gives you the menu of A-8. 3Jobs on File o [

Click on “Edit Jobs” and the Edit Job Data screen will appear.

Select the job to edit from the top window of Figure A-8 and 15 Activity Entries [ |4] 4] Seroll ctivity for b abowe._» | M)
the data that has accumulated for that job appears in the bottom

window of Figure A-8. Use the scroll bar to move to the data EmplID: [0z Date: [2/27/2023 | Op Codes: [04002  Madlerial [
you wish to edit and make the changes needed. When finished, Start Time: [0315  End Time:[0302  Elapsed: [00:47 Quantity [

just exit the edit program. All changes are instantly changed in
the database.

Figure 45 - Edit Jobs
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Note that materials contain two data lines. One is the Material Number and the other is a quantity. Often the best way
to delete materials is to simply set the quantity to zero (Not The Material Number However) which effectively
eliminates that cost impact. There is no provision to delete entries, so always modify time and materials for a resulting
zero. When changing time, be sure to also change the elapsed time.

Customer Import from QuickBooks

kBooks/Mill Cust | rt
your customer file within the s s/Millennium Lustomer Impo E
Millennium Job File Help

Costing/Tracking solware 5o Mjllennium Quick Books Import
1mp011£§3y01;(r customers from Identify Current Werzion of QuickBooks
QuickBooks. VB 02000 V2001 V2003 20042010  ya1-2018

Before attempting to import If YIJ!.I have not yet exported 5_ruur customers from D.qick Bpuks: you njust _I:IU that b_efu:lre you may

our customers however, ou continug. Te convert vour Quick Books customers, simply identify which file vou wigh te create and then
y . y click on the Command "Click to Select Mame of Customer File to Open.” Once you have zelected the
will need to create a name of the custemer file to open, t will show in the window below and the word START will appear for

QuiCkBOOkS EXpOI‘t File which vou to begin converzion. Custemers will then populate the selected Database or Dos text file.
is dome from within Export To: |C:AMillenniumiD ata
QuickBooks.

Customer File to Import

Once in QuickBooks, click on
the header called File and look
for Utilities or Export. After
you click on the word Export,
you will be asked which item you Figure 46 — QuickBooks Customer Import
wish to export. Click on the item

called Customers.

Import From: |- \program files\intuit\quickbooks 20115\Cust= jif

Name the file “Customer’: Next you will be asked to name the export file. This is best when you

identify it as the word "Customer". When importing to Job Costing/Tracking, you will be asked to search for any files
called "Customer".

Be sure you place the "Customer" export into the Data folder of Job Costing/Tracking. This is done so that persons on
the Network do not have physical access to your accounting data.

The Job Costing/Tracking Data folder can be found by looking under the menu item In Job Costing/Tracking called File
and then Path.

Secondary Data Files

The Secondary Data Files use the 2™ password for access. If you have not changed
the password then it will also be “11111”. See Figure 44.
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Temporary Archive

The Temporary Archive simply identifies the job as being ready to
Invoice but doesn't actually remove it from the list (although you will
not see it listed if you search the jobs). It can be easily returned to a
non-archived status clicking on the “Show Archived List” and then
checking the box of the Job you wish to return to unarchived status.

This is handy to use if you will be adding activity to a job but not for
the immediate future. Once you’re ready to add additional time and
materials to the job, simply unarchive it and continue where you left

off.

Permanent
Archive

The Permanent
Archive is just
that. Once done, it
cannot be undone.

The data
associated with
the job is not
removed however.

In an emergency,
you could re-enter

] Permanent Archive of Job n

Search for

Client: |HEH -

Job: |

- 2/0 LETTERHEADS
00001002 - 16 PAGE NEWSLETTERS BLACK INK
00001003 - FLYER. 8UP
00001004 - 32 page booklet plus Cover, 4/4. fold, stitch a

Select All | QeselectAII| Archive Lloze

.
-Jobs to Archive

MILLENNIUM

Global Management System

Check Boxes of Jobs You wish To Archive Later or Search for a.Job.

Searchlob: Search

# Show . Job List

™ Show Archived List

(W} 00001001, Joe's Landscaping
1 00001002, GraphiTech Computer Sys
1 00001003, Jackie's Designs
100001004, GraphiTech Computer Sys

Figure 48 — Permanent Archive

Figure 47 — Temporary Archive

the job through the Work Order and you would then be able to recover the data associated with the Job.

Product Codes

Product Codes are entered by just typing into the
white area of the input screen. Once you save the D
information, it will populate the list for scrolling if

you desire.

To Delete a product, click on the item and a check
mark will appear next to the items you wish to be

deleted.

Product Codes can be found in the Work Order
Printout as well as in the Work Order creation as
shown in Figure 38.

- —
4| Create or Delete Product Cate

~Product Categories for Classifying Jobs -

Enter Mew Category Below. Hit Enter ar Click Save to Add to List
Category

]MP

]ausn “washing Standard

Note, a revision is being made to this area so that
Products will also appear in the Work Order just
above the Job Number.

: .if'_'f 02: Businezs Cards
03 Envelopes
04: Letterheads

: BOG0Y

ifg Standard

Figure 49 — Product Codes
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Modify Stock

Currently there are two types
of stock or materials available
for use in the Job Costing
portion of the program. They
are sheet stock and roll stock.
Shortly, an additional two
types of materials will be
added and they are Individual
and Finished stock. In addition,
the titles of each of these stock
items are available as
customized. For example, Roll
Stock might become Structured
Stock. See the Menu Item
called “File” of Figure 5.

The addition of stock, as well
as adding it, is fairly straight
forward. To create a new stock,
select the category desired and
click duplicate followed by
edit. Alternately, click on New,
which will start with a clean

Delete Activity Files

The List below shows all Monthly
Activity Files. Click on each check box
yaul wizh to Delete. Then click the
command Delete below.

JT1910.dat

JT19771.dat
JT1912.dat

Figure 51
Delete Activity Files

-
D GraphiTech Millennium Stock File

MNew  Edit

Refresh  Save Duplicate

History  Print

Delete

Stock Ranges

208 Bond White Mountis

Enter Search Text: | m {* Sheet " Rall
Stk 1 Stock Description 1 Size J Calar J Baziz ] Caliper ] -
noot 208 white bond 23435 WHITE EOO0  0.00400 K
0002 208 Bond 'white Mountie WwiHITE 20 0.004

LWHITE

0004 708 Bond ‘White Maurtie WHITE 20 0004
0005  GOH Bond ‘White Offzet WHITE B0 0.004
000&  7FOH ‘Waren Enamel 17522258 WHITE B0 0.004
000y 808 White Coated Book 24136 WHITE g0 0,004 '
StockMurnber: IDTJIT 1- 838
Description: 208 Bond White Mountis
Stock Size: ﬁT:-_::l‘?—‘
Wwieight/M sheets of F&RS: 0 MTD Caron Usage: 7.200
Biasis Weight of Stock: Izu—‘ YTD Carton Usage: 20.900
Lazt Price Update; W Color: mﬁﬁ—
Birdery Funning Efficiency %: jl:l—‘ Coat: JD—
Min. Cartars for Be-Order: ﬁu— Brand: {EW
Frezs Running Efficiency %: ]D—. Tupe: W
Caliper [.004, ete.]: IDJJT Wendar Code:
Thouzands/Cartaon: ﬁ— Code:
CostiM at ]T_ Ctr Rate: § W Locatior:

CostM at ]4 Cin Rate: 11.3_85.

Cost/td at 15 Cin Fate: § |12.95

Cartons: On Hand: 1-3.4["]

Cartonz on Order:
Cartonz Unallocated:
Farts:

[ty Efficiency: 12J:[
Oty K-Factar. |5

A

)

Delete Activity Files

Figure 50 — Stock File

screen and no data. If you wish to edit or delete an item, select it from the list and click on
the desired function.

Whenever stock is used or placed into Inventory, you will see changes in MTD and YTD
usage as well as Cartons on Hand and Unallocated.

The Daily Activity Report is created from files that contain one month's worth of data. See
Reports Section, Figure 32-33). Although it would take several years for these files to
become a nuisance, the Delete Activity Files program located in Secondary File

Maintenance can be used to delete any unnecessary files by simply checking the files you
want to delete. Figure 51 illustrates how this procedure looks.

The file called JT1912.dat above refers to data accumulated on the 12" month of the year 2019. So, if you delete the file,
you are deleting the entire months’ worth of data.
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Customer Service Representative (CSR)

The CSR is very important when it comes to Job Costing/Tracking since they are the one who is generally responsible

for maintaining good relationships with the customer.

During the morning meetings,
the CSR Early Morning Report

#) GraphiTech Millennium

provides the CSR with all the 3 New Edt < Delste %] Refresh
gzccisZafrgyllf?lff;f?ji%znvtvﬁfee?hat Customer Service/Sales Representative
job is located and if it is on time. Wiew: All Reps, sorted by CSR Code

. . CSR Cade S5M M are City State Cormizsian
Entering data to the file is o - R Johnng Tophotch “West Palm Beach FL i}
straight forward with capabilities |z B55.55.5555  Rico Suave Commission L 00
including New, Edit, Delete and
Refresh. CSR Code: [02 | Mame: [Rico Suave |
One item not needed is the Address: [123 Slick Strest |
Commission. And for purposes City: [Cammission | State: Zip:

of running the CSR Early Phone: [555-555-55

| Commission: [n | S5M: [5E5-5E-FEES |

Morning Report, the only items

really needed are the CSR Code,
Name and possibly Phone.

Revise Job Number

When you need to change the starting Job Number, this is where it is done. All
Job Numbers are 8 digits Numeric and may not contain anything but numeric

values.

==

-
Owner's Account & Header Information

Header Information, Disclaimer, etc.

Flease provide header information for the Bid/ | nvoice.
Company Marne: |I3ra|:uhiTech Cormputer Systemns

Address: [423 S/ Talquin Ln
[Suite 100
City/State/Zip: |Port Saint Lucie
Phone/Fax: [500] 6348324
Email/web: |scott]@araphitech, com

FL 34386

|B61-622-4327

|http:a’a’www. araphitech, com

Date Farmat: [rm,/dd Ay

[0 Sales Tax % |g

Disclaimer [This estimate includes al aperations and raterials ba -
complete the work, as specified above, bazed on our
understanding of the specifizations provided to our

% Down Papment;

=

Thank You: |y/e appreciate thiz opporturity to provide this product to =

oL, s

Post Changes | E «it *ithout Changes

Figure 53 — Licensed Owner/Disclaimer

Figure 51 — CSR Input

Modify Job Numbers x|

Revise Job Numbers

Current Job Mumber:
Revized Job Mumber:

If you try to enter a
Job Number lower
than what is
shown, you will be
warned that it may
cause duplicate
jobs to appear in
your data which
would result in incorrect data.

Save & Exit | Exit |

Figure 52 — Revise Job Number

Note that the new Job Number will be accepted if it is all
Numeric and regardless of whether it is above or below the
existing number.

The Number entered should be 1 less than the number you
wish to have displayed on your next order.

Licensed Owner

The information contained in this file (Figure 53) is used
primarily for the Invoice thus it is not necessary until you
have the invoice application as part of the Job Costing
program.
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Menu ltems

[ [@ GraphiTech's Miliennium Job Costi king R )

The Menu Items of Job Costing Reports o .I stk bt A N
are shown in Figure 54. ol )

Path 2.3 £ {
Files (Path) Lock Up Table o —

: to .

Under the heading of Files is the “Path” | i Status/TimeCard
selection. See Figure 55. ECh S
Note that the location of the Database and M | I Ien N i um JOb Standard Report
Job Costing data are located in the Z =
folder which was mapped to the Job CDStl ng He pD rts.
Costing computer. This is where the Job Production Report

Costing program is located along with its
collected data.

The Reports program is located on a Enter Orders
different computer, located in the Plant
Manager’s office or some other strategic

location. Primary Data
The Reports program may be on any

computer within the network and the path . Secondary Data
must be set up to point to the Job Costing Licerzed Uzer: Graphil ech Computer Systems

data as shown in this example.

Figure 54 - Job Costing Reports Menu Items

r Browse for Folder ﬁ-‘
IDENTIFY PATH (e, (= [ 5 S

Location of Millennium Database ALTERNATE TEXT COPY

Z-4Program Files [«86)4GraphiT ech Job Costing and TrackingData . . . .
Standard text is shown ta left in each frame. For Date Copy. maximum length iz 10
characters with some reparts showing only 8 characters. Faor Stock Titles, the
maximum length i 20 characters.
Enter Custom D ate Copy Enter Custom Stock Titles
Location of Job Costing Data New Date Text Mew Stock Text
Z:\Program Files [+8E)4\GraphiT ech Job Costing and TrackingD ata Start Date: | Start Date Sheet Stock:  |Sheet Stock
Froof Date:  |Proof Date Roll Stock:  |Rall Stock
Press Date:  |Press Date Pre-Press Stock:  |Pre-Press Stock
Bind D'ate:  |Bind D at Other Stock:  |Other Stock
Select Folder to Search For mavae =1 Stee

DueDate:  |Due Date

et Path ¥ Millenniurn D ata Exit Save Tables Exit
(" Job Cost Data

Figure 56 — Alternate Text

Figure 55 — Identify Path

Alternate Text

Figure 56 illustrates the Alternate Text that you may wish to assign to the date headings of the various reports. For
example, if you are a manufacturing company you might want to have the Start Date actually identify the date the PO
arrived. Or the Proof Date could be the date that the Down Payment arrived, etc. The original headings for dates is based
on a Printing Company
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Printer

In general, the printer used by the Job Costing
program is the Default printer, setup as such by the

System Administrator. However, the Default Printer

may be located a long walk away from where you

@ Change Local Printer

Set Local Printer

Click on Desired Local Printer. This ‘il Mot Change “r'our Default Printer.

Miciosnft PS5 Document Witer

Fax

WiF-3640 Series(Metwork]
PDFCreator

Send To OneMate 2016
doPDF v7

=)

Figure 58 — Selecting the Local Printer

are printing the reports, so should you want to use a

different printer without actually changing the
Default Printer, you would select the “Setup Local
Printer” option, resulting in the display of Figure
58. The selection of the local printer will not cause
the Default Printer to be changed.

If you need to change the Default Printer, simply
select that choice and make the necessary change.

Show Printer on Startup

[ Graphech's Milennia

File ' Help

Setup Local Printer L_

Setup Default Printer

3 Show Printer on StartUp = | iy——‘ ™
| - o v | Ne usrrimecard
GraphiTech's

Millennium Job
Costing Reports

Licenzed Lzer GraphiTech ComputerSyztems

Standard Report

Production Report

Enter Orders

Primary Data

Secondary Data

Figure 57 — Printer Menu

The Printer Selection screen is setup to not show on startup, thus you need to access the Printer Menu and select the
Local printer each time you start up the Reports program. If you click on Yes to show the printer on startup, then the Set
Local Printer display will appear each time you start the program

The Help Menu

The Help Menu provides information about GraphiTech as
well as a list of all the changes made to the different versions.

Simply click on the Versions command bar (Lower Right),
and you are able to view all version changes that have

occurred on the program.

-
About Millennium Job Costing

S5C)

Job Cost & Reporfs

Graphifech's

Wersion 3.2.32
[c] 2002-2023 by Scott Thatcher of
GraphiT ech Computer Systems

Wers 3.2.32

1. Endless Lopp fiked in Standard Report when T erminal Status displaped
2. Job Cost & Detailed Report Failure was corected when required bwo =
pages to print

3. Add Switch under Menu ltem Printer to allow printer selection to ocour

Warning: This computer program iz protected by copyright
law and international treaties. Unauthorized reproduction or

distribution of this program, or any portion of it, may result in System Info...
zevere civil and criminal penalties, and will be prozecuted to -
the fullest extent passible under the law. Yersions

Figure 59 — Versions and About
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Addendum 3.6.51 & 3.2.35

The following additions to this documentation are a result of enhancements made to both the Job Costing (3.6.51) and
the Reports (3.2.35) programs. References, where available, will be shown that correspond to previous pages.

Alternate Date Text

In order to provide a more meaningful title to various reports and to stock titles, this lookup table was created. Generally,
the reports would have headings similar to the left side prompts such as Start, Proof, Press, Bind and Due which were
perfectly acceptable for the printing industry. For Manufacturing, other than printing, there needed to be alternate text

4] Look Up Conversion Table

ALTERNATE TEXT COPY

Standard text iz shown to left in each frame. For Al Copy, masimum length iz 10
characters with some reports showing only 8 characters. For Stock Titles, the word
Stock is Appended to Entered Test in Reports.

Enter Custom Date Copy Enter Custom Stock Titles

Mew Stock Text

Sheet Stock: ’F

RollStock: [Rol
Finished Stock: [Finished
Wendar [berms: W

Save Tables E xit

Mew Date Text

Start D ate: ’T
Proaf Date: W
Pregs Date: W

Bind Date; W

Ciue Drate: ,Duei

Figure A-1 Alternate Text

them just as they are, if desired.

Additional Stock ltems

This stock is referenced on Page 35.

The screen shot shown here is called Finished Stock and
stands for Finished Goods or Pre-Printed Stock or Pre-
Finished manufacturing. It would be used in the printing
industry for placing in Inventory items that have been
printed as would be the case for corporate shells that need
to have the various employees printed on them at a later
date. For other manufacturing type inventory, they might
include pre-fabricated parts that are assembled at a later
date.

The cell identified as “Last Price Update” will be
automatically filled in if the price for the item has
changed.

The “Thousands of Units/Carton” is shown as a 1 and
means that there are 1000 units in each carton. If you
wanted to show a single item in each carton you would

that more adequately described the various periods of
manufacture. An example might be Proof being changed
to PO for Purchase Order. Another possibility for Proof
might be DP which would indicate when the Down
Payment was received. The maximum length of the new
text is 10 characters but depending on the letters, may be
as low as 8 characters.

Alternate Stock Titles

The alternate titles used for stock lend themselves well
for sheet and roll stock for the printing industry however,
for a manufacturing plant the titles might need to be
adjusted. For example, the third item called Finished
might be called Steel Fittings or Steel for short. And
Other might be identified as something called Washer
Parts or Washer for short. Of course, you can also leave

B 0 e

MNew Edit Refresh Save Duplicate History Print Delete Stock Ranges Sync MU

Finished Stock

" Sheet fa Finished
EnterSearch Tewt: [ m " Rall " Other
Stk | Stock Description | Size | Calar | Location | Caliper ‘ Stock MU
0501 Mew Washer Small JEx2d .. natural bz .ol 22
4500 Mew Washer Small =24 natural b12 o -

4 m 3

Stock Number: [4500 301 - 5000
Description:  [New Washer Small

Last Price Update: |10/02/23  MTD Carton Usage:  0.005

Size: [36%24 dam
1
Mir. Cartons for Re-Order: 1 D Carton Usage: 0.005
Caliper (004, etc. ] ,01— Calar: |natural
Thousands of Units/Carton: ,1— Brand: |Reynolds
Cost/Thousand: W Type: [alum
Cartons On Hand:  |-0.024 “endor Code: |02
Cartares on Order: |0 Location: |12
1

Cartons Unallocated: |1.575 Paits: |1 Indy Stack ML |4

Figure A-2 Stock Listings

enter the value 0.001 which when multiplied by 1000 yields 1 item per carton. Likewise, if you had 10 items in the

carton, you would enter a 0.01 in that cell.
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The “Cost/Thousand” is easiest to understand when talking about paper which generally has a cost less than
$500/thousand, which would then be entered as 500. For manufacturing, a part might have a single cost of $150 which
when multiplied by 1000 would yield a Cost/Thousand of 150000. Do not enter commas or dollar signs when entering
numbers.

Indiv. Stock MU: The one item that may seem strange is called Indv Stock MU (which stands for “Individual Stock
Markup”) and it shows a “-1” for a value. This is a flag that tells the program to use the departmental markup for this
stock. Here are the three ways to permit a Markup for stock in the cell titled Indv Stock MU (See Fig A-2).

1. A “-1” says that the Departmental Markup (Max) will be used.

GraphiTech Millennium_DeEartmenta] Markups u

2. A “0” means that no Markup will be used for that stock

Departmental Markups

3. A value between 1-999 will provide the % markup for that stock. PeFress: [ Outids Sevises. [

Department Markups: The Department or Category Markups apply Press [0 Stock Min: [g0

equally to each stock within that Department. If the Individual Stock MU Binde: [0 StockMar [6q

(Markup) is left blank, it will use whatever value is in the Departmental ] cance
Markups. In the case of stock,

5 ) Figure A-3 Departmental Markups

Eeave Slank g MULundaleer Cancel, - Enter | you will note that there are two markups for Stock however only the Maximum
arkUp desired for every stock in category. . N .
markup is used in Job Costing.

Sheet Stack MarklUp r—
Rl Stosk MaikUp [ Sync Markup: If you wish to have a different markup for each of the four

types of stock, use the file menu called “Sync MU”. This will result in giving
any category of stock a customized Markup. If you leave any item blank, then

PrePress Stock MarkUp
iy et bl no changes will be made to that category of stock.

oK It's best to use this procedure first before using and individual markups. In that
way, you will always have a default markup for the stock and can still use
specific markups for any one individual stock in that category.

Figure A-4 Sync Stock Markup
Note that the stock shown on page 35 does not contain the Indv Stock MU
however, the changes incorporated into this version applies to all the stock categories.

The “Secondary Data listing - Modify Stock” of Figure A-5 will show a new column, when selected, that identifies the
MU for that stock (See Fig A-2).

Archive Jobs

The selection of “Archive Jobs” as shown in Figure A-5
results in a new selection of two different archive Types (See
Figure 47 and Figure 48 on Page 34 for reference).

' ‘ Archive Jobs i

Department MarkUp ‘

Product Codes ‘

Modify Stock ‘

Temporary Archive

. Delete Monthly Activi’ry‘
Permanent Archive

Sales Reps ‘

Figure A-6 Archive Selections Revise Job # ‘

By selecting the “Archive Jobs” menu item of Figure A-5, you
will see the selection shown in Figure A-6. Either of those two
selections will then result in the appearance of Figure 47 or

Figure 48. Figure A-5 Secondary Data Files

Licensed Owner ‘

40 « Addendum 3.6.51 & 3.2.35 Guide to Using Job Costing and Tracking



Employee and Vendor Listing

The Employees and Vendors may be found from the Primary Data Files. As shown in Figure A-8, all Employees are
a551gned a 2-digit number from 02-99. All Vendors are asmgned a 2-character field (See last vendor listed in A-8) which

may be either numeric or alpha or a combination of the two.

Scanning a Vendor: Note that if you wish to use a vendor

Sandra Seibert

Eevin Williams

Laser Weld Corp
Universal Contracting

561-234-9947
272-561-2435

555-4548

Name  |1niversal Contracting

| # Hame Phone 350 Hours I
02 Scott Thatcher 561-818-0459 123-22-5432 B
03 Bob Bailey 581-818-04393 HHEH-HHE—HHHK

HAK—HH—HHKK
227-12-9167

B81-546-8B12

Phone Mumber [Fr5.4545

with the Bar Code Scanner, it must be a 2-digit number since
the scanner will only interpret a 2-digit number.

oo mmm

Putting an entry into Job Cost for a Vendor: An example
of how a Vendor might be used in this situation is as follows.
If you select the Vendor using the Bar Code Scanner, that will

Figure A-8 Employee and Vendor Data

Addiess [2443 Universal Street L] 814646-0812 satisfy the first requirement for using the scanner as your
City Jusest Palm Beach State [FL | Zp [3340 input device.
# Hrz / Day [g_ Emp # ,UE . .
Next, if you scan a Department/Operation number that you
Delete ‘ Mew | Edit Exit ‘

created that contains items such as “ABC Bead Weld” or

“Laser Output”, etc. This will then show up in your Job Cost

Report with the Vendor Name, The Operation and the time it
was sent. Since you created the Department with a zero Cost, there would be no impact to the costing portion but also

there would be no added cost due to the vendor activity.

Creating a Vendor Cost: So how do we get the Vendor Cost into the
job? First, we will create an inventory item that has a cost of $1 each or
a Cost/Thousand of $1000. We could name the Inventory item as
“ABC Bead Weld” or something similar.

]

Manual Time Card Data Entry

[& GraphiTech's Millennium Job Costing/Tracking Reports

=ET)

[ File Printer Help

Welcome to
GraphiTech's
Millennium Job
Costing Reports

Status/TimeCard

Standard Report ‘

Production Report | ||

Enter Orders

Emp/¥enID: |80 Lazer weld Corp
I Date: [10/23/2023 | Primary Data
Job Mo: |ooo0100s  »|  Back of Carbonless Pads
Secondary Data
Order Amt: D Licensed User: GraphiT ech Computer Systems
Figure A-9 Main Menu of Job Cost Reports
Dept/0per: ] Li Dept: ] Li
L
Start Time: |__:_ Oper ] Li
5 Mew Edit Refresh Save Duplicate History Print Delete Stock Ranges Sync MU
End Time: |__:
== } ) Other Stock
Total Time: |:| Cancel £ Shest  Finished
EnterSeachTest [ [N ¢ Rl = Other
Stk#t | Stock Desciption | Se | Coar | Location | Caliper | Stock MU
Matl Code: [SO06  v| |[S006-11,ABCBeadweld  ~| 28 G che Er Sl S
1 e I . 5006 ABC Bead'weld 1x1 1 30
L& Qby: |755 Save Cancel
< m e
L s Stack Number 5005 5001 - 9399 |
. . ] Desciiption: [BEC Bead weld I
Figure A-10 Time Card & Vendor Materials ize: [Tt i
Last Price Update:  |10/28/23 MTD CartonUsage:  75.500
. . Min. Cartons for Re-Order: [1 *TD Carton Usage: 75.500 ]
Next, go to the Main Menu (Figure A-9) of the Reports program and Calner (00, etc}. [1 o |
select “Status/Time Card” as shown in Figure A-10. T BT‘::: —— "
. . . . Cartons On Hand:  [-74500 Vendor Code: [
Notice how the vendor information is entered. At the top we select the Cattns on Drde Locaten
. . . Cartons Unallocated: |-745 Parts: Indw Stock MU
vendor name (80), the date and the job the Vendor is working on. _ |

Next, we enter the specific vendor costs by using an inventory number

Figure A-11 Vendor Inventory
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that corresponds to this vendor’s cost for the job. The Quantity field is used to enter the cost which in this case is $75.50.
When we created the inventory item (see A-11), we entered a markup of 30%.

Next, we use Figure A-10 again, but this time we enter the Department (which in our case in 20 but we use 20001 so that
the Dept and Oper are included as a single number). Once entered, the fields to the right (Dept and Oper) will be filled
out and we can then select them if we entered the wrong info to start. The time entered will be approximate when the
item was sent to the Vendor and the same time is used for both start and end Time.

Note in Figure A-12, the intermediate price for the job shows the vendor cost and the retail cost for the job up to this
point. Although materials will not show up in a Location Report, we can see what activity is taking place from the Job
Cost Report.

If we needed to see where the job was located, we would run the report called Job Location that is found by selecting
“Standard Report” from A9 followed by “Job Location”. This then shows the screen in Figure A-13.

Now, any employee who needs to know the status of this job can select Job Location from the Standard Report of A-9.

[ Millennium Job Cost Report [=5) Job Cost Reports @1
T (N JOB STATUS | LOCATION |
Select Desied Report Rieport Type JOB STATUS / LOCATION
& Single Job, All Dat @& Full Repor o
. A:rdg;s\jmhm D:Izsﬂange fr Limit Job by I:""“’"“3"|'Au" j

SelectJabstolnclude:  ~ Open ~ Chd (= Both  Select Appropriate Job Below for Report Select Job For Report: |0 =T R al

Job Description

Select Job For Report: [EUNIAE: M= =] 1 supplied B e
Detailed Activi Client: GraphiTech Computer Syste Start: £/11/2023
Emp# | Date Department Operation Gtart Time | Stop Time | Total Time Stock: ABC BeadWeld Press: 6/11/2023
&0 10/28/20.. SO0G-ABC BeadWeld 755 1102 1102 0000 . 5 3
B0 /250, Laser'weld Com Bead weld W0 1000 00:00 ay: 0 R S B2 Gz
Desc: Vendor supplied Bead Weld for Washer
Job Status/Location
=
Job Number: 00001006
Diepartment Quantity | Non-Chrg Hr:Mn Chrgble Hr:bn Cast| % MU Retail mn Serol ACIMW ’ m
I 5006: ABC Bead Weld 755 0000 0000 $75.50 Ell $38.15 In-Process Completed
20: Laser Weld Corp 0000 0000 $0.00 $0.00
Start Date: 10/25/2023
I Start Time: 1000
End Time: 10:00
Total Time: 00:00
Department: Laseried Corp
Guantity | Non-Chrg HrMn Chrgble Hr:bn Cost| % MU Retail i
i TOTALS: 755 0000 00000 7550 W $38.15 Upetation; Beadlich
Lines Of Data: 2 Print Single Job Repart Print All Jobs

Figure A-12 Job Cost In-Process, showing vendor cost at Figure A-13 Job Location

this point

Just one more point while we are on the subject of Job Location. A-13 shows you that the Job was sent to the Vendor on
a Specific Date and Time. However, if you wanted to use the Data Collection Module to capture similar data, you could
scan the Vendor Code followed by the appropriate Dept/Oper code followed again by the Job Number. This would then
show up in Figure A-13 as “In Process” activity rather than “Completed” activity. Then when the job returned from the
vendor, all the time it was “In Process” would be calculated and then show up on the Job Cost Report A-12.

B Open Terminal Status =)

AutoRefresh  Help

Terminal Status

Notice that Figure A-14 shows all employees that are working where Terminal #1
is located. If more than one Terminal is active (requires the Network License), Show AL Vot n Pogrss
they will be shown as well and will let the observer click on each Terminal to see e W e o
who is working on what. By clicking on “Show All — Work In Progress”, every e P e
employee who is logged into the system will be shown. By clicking on
AutoRefresh, the status will update every 5 seconds and show all employees.

AutoRefresh should only be run on a dedicated device for any extended periods. Figure A-14 Terminal Status

Pl i, v
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Troubleshooting

Bar Code Font MiSSing . If after printing your Work Order/Pick Slip

you discover that the Bar Code font is not available, please follow the instructions
shown below.

1. Place the CD in your drive or locate the folder where the Job
Costing/Tracking application is stored and locate the 3 of 9 TTF font.

2. Open the Windows 10 Start Icon and type Control Panel or just the first
3-4 letters.

Click on Control Panel
Click on Appearance and Personalization menu heading
Click on Fonts

Copy the 30f9 font from CD to Fonts folder

N kW

Load your Job Costing/Tracking Software and Print the Work Order

Network Not Working: When attempting to change the path of the

program in order to enable utilization of the same database, the program keeps
switching back to the local folder. Note that this program requires you to obtain a
Network License before you are able to access a common network database. The
procedure is to obtain the network license for the server and then link each station to
the server’s database.

Network Example: Install Job Costing on Server, folder identified as
\users\public\applications\graphitech job costing and tracking\data. On satellite
stations, map the server to a new drive letter (say drive S:) and set up the path of Job
Costing and Tracking applications to S:\users\public\applications\graphitech job
costing and tracking\data. Reports should be mapped similarly. An alternate network
method would be to run the applications from the server rather than locally.

Database Needs Repair: Occasionally, you might find yourself in

need of a Database Repair. Although it's preferable to have a recent backup of your
data files, there are times when just a simple repair will do what's needed.

To start, locate where your Database resides. If you are running a single user
workstation (i.e. you haven't opted for the network version), you will find the
Database and Repair Kit in the following folder: C:\Program Files
(x86)\GraphiTech Job Costing and Tracking\Data. Dbl Click on DBRepair.exe
and click on the "Use Local Data Folder". Be sure it reads similar to the link shown
above in Bold. Sometimes you might see an extra data in the path so if you do, be
sure to remove it. When ready, click on Proceed.

The same procedure used above is also used for the network except you want to be
on the server when you perform the Repair.
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Glossary of Terms

BMP

A BMP file is one that is easily created using the Screen Capture on your computer (Alt-Print Screen) and then placing
the image into a Paint program followed by saving it as a BMP image. Always place your images into the Data Folder of
Job Costing. This is generally used when crating a logo for the Employee Badges.

Shift and Break Codes

The Start or End Shift, Lunch or Break Codes may be activated by either touching the icon (if using a touch screen) or by
Scanning the bar code shown on the Sample Bar Code Sheet. If a keyboard is attached to the Data Collection screen, you
can press the Function Keys shown to activate these functions. F5=Start Shift, F6=End Shift, F7=Lunch and F8=Break.

Hierarchy

The Hierarchy (or the order of entering data) must be such that the last code scanned is the Job Number. The Job
Number is the trigger for posting all data to the Database.

Network

If you will be using the software in a Local Area Network (LAN) with multiple workstations, you will need to purchase
the Network option. A single workstation does not require a network and may be run from a single computer.

Global Mode

The Job Costing/Tracking application is used in a dedicated manner. In other words, no other applications may run at the
same time since the application is waiting for input from the scanner which may be 50 or more feet away.

Individual Mode

A means of collecting data on a Workstation where other activity may be performed, such as scanning, word documents,
etc. To activate the Job Costing/Tracking software, simply click on the application and scan or enter the desired codes.

Bar Code Scanner

The Scanner used with Job Costing/Tracking reads Code 3 of 9 Bar Codes. The life of the battery means that it can be in
use on a daily basis without the need of re-charging. However, when charging is needed, connect the USB cable from the
scanner to the computer overnight to give a full charge to the Scanner.

Job Costing/Tracking

A means of costing out jobs, determining employee payroll status, and tracking jobs throughout the plant, either in Batch
M ode or in Real-Time. GraphiTech’s Job Costing/Tracking can be set up either way but generally is used in Real-Time
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