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This technical white paper describes how you can use billing codes in
your budget to generate lines in your SOV (Schedule of Values)
workbook. As such, this technical white paper should be read after you
have an understanding of the Budget and Pay Application documents in
general and the BFA and SOV workbooks in specific.

More information, related to this topic, can be found in the following
guides:

e Focus on Doc Types and Project Workflow

e Focus on the BFA Workbook

e Focus on Budgets and Period Distribution
e Focus on Schedule of Value (SOV) Billing

All documentation referred to within this white paper can be found on the
Spitfire Help menu.

= Spitfire Dashboard
File

View Window ( Help

Knowledge Base

KB Abeout Spitfire Dashboard

Overview Guide

Focus Guides 3 Documents and Items

White Papers » Files and Cataleg 3
Description .

Spitfire Onfine 5 Reuting and Workflow

& FO conduit ca i
Alerts and Compliance

2 Check for Updates
& Forecast 0001 Batch Processing
= About
BavjRequest BFA Workbook
= Change Crder 0002 Budgets and Period Distribution
[ submittal 0003 Change Order Management

~
& pay Request 0001 for Commitment to Test Contacts

& Material PO: HVAC Unit Doc Templates
Forecast and Analysis
SOV Billing

System Administration

= Plumbing
& 25 Third Street

& Commitment to Test
~ Refresh this help menu

& @ 8 Scanned Invoices
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Billing codes can be used in your project as a way to associate Cost
Codes in your budget with SOV line items. Billing codes are often
established between you and the customer. There are several workflows
available to get billing codes and their revenue data from your budget
into your SOV. This white paper describes three such workflows.

The first two workflows keep the Items on the Project Setup document
separate from the Pay Application document and SOV rows.

These workflows are best for companies that need to commit their
Project Setup document before they establish their billing codes. Also,
companies that do not want detailed lines in their Project Setup
document, but do want them in the Pay Application document and SOV
workbook, should use either of these workflows.

Both workflows start with the following steps:
1. Create a Project Setup document with one Item.
2. Commit the Project Setup document.

3. Add budget rows with billing codes and revenue amounts to your
Initial Budget.

For specific instructions, see page 14.

The first workflow continues with the following steps:

4. From the BFA workbook, create a supplemental workbook using
the BFA Billing Codes to SOV Copy-In.xltm template file.

5. Create a Pay Application document.
Open the SOV workbook.

7. Use the SOV’s Supplemental Workbook option to open the
supplemental workbook you just created. The rows on the
supplemental workbook will be copied to the Copy In worksheet.

8. Add headers and subtotals to your rows, if desired.

Use the SOV’s Copy In option to add all rows to the SOV
workbook.

This workflow allows for the easy inclusion of special rows (headers and
subtotals) in the SOV workbook and provides more of a what-you-see-is-
what-you-get structure.

For specific instructions, see page 20.
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The second workflow continues with the following steps:

Create a Spitfire Item file through the Project Contract Items
Import.xltm template file.

Create a Pay Application document.

Use the Pay Application’s Via Excel: Update from Spitfire Item
File function to add the Items on the Spitfire Item file to the Pay
Application document,

Create the SOV workbook, which gets its rows from the Pay
Application.

For specific instructions, see page 24.

Application
4,
6.
7.
SOV from

Project Setup

3. Using Via Excel
from the Project
Setup

A third workflow is best for companies that know their billing codes
before they need to commit their Project Setup document. Also,
companies that want to review Project Setup (contract) lines in Microsoft
Dynamics SL should use this workflow.

The workflow includes the following steps:

1.
2.

Create a Project Setup document,

Add budget rows with billing codes and revenue amounts to your
Initial Budget's BFA workbook,

Use the Project Contract Items Import.xltm template file to
create a Spitfire Item file that includes billing codes,

Use the Project Setup’s Via Excel: Update from Spitfire Item
File function to add the revenue line items on the Spitfire Item
file to the Project Setup document,

Commit the Project Setup document,
Create a Pay Application document,

Create the SOV workbook, which gets its line items from the
Project Setup document and includes billing codes.

For specific instructions, see page 28.

Using Billing Codes to Create the SOV
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The Supplemental Template Workbooks

As part of any of these workflows, you will need a supplemental template
workbook—either BFA Billing Codes to SOV Copy-In.xItm or Project
Contract Items Import.xltm. The files are available from the Installation
and Configuration Tool (ICTool).

Note: if you do not have access to ICTool, contact your System
Administrator or Spitfire Support. It is also possible that one or both of
these templates have already been added to the Spitfire template library
through the Templates tool on the Manage or System Admin Dashboard
(see page 12).

From ICTool
To get the supplemental template workbooks from ICTool:

1. Open ICTool from the desktop.

E Spitfire Configuration - http:/ /sfga7.armonk.spitfiremanagement.com,/sfTraining -

File Yiew Tools Help
welcome | Servers | Dynamics SL| SOL | ofPM3 | SOLRS | of4TC | us | SMTP | Fiish |

SPITFIRE

This program helps you install, configure and maintain the components of the
Spifire Project Management software.

»» v 1 Intermal Build

Latest Yersion: 4.1.4015.29866
Local Version: 4.1.4003.40857

Update How |
Click. the button below to get started
Nest >» |
Latest 4.1 Internal Build build i 4.1.4015.29366 i

2. Select Install Base Folder from the View menu:
E Spitfire Configuration - SFQA7.armonk.spitfirel
File
Wel

Tools  Help
ICTool Log L|saL |sPms|s

ASPMET Page Trace

Application Trace ’RE
Install Base Folder

Release Notes

3. To get the BFA Billing Codes to SOV Copy-In.xltm file,

o0 Expand ImplementationResources then double-click on
SOVPrinting.

o0 Right-click on BFA Billing Codes to SOV Copy-In.xltm
then chose to Copy the file.

Using Billing Codes to Create the SOV Spitfire Project Management System
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B 50¥Printing

GL::)v| G_Spltflre - InstallBase - ImplementationResources + SOWPrinting ) - t‘i’]

Organize ¥ ﬁ: Mew »  Print  Mew Folder

i Favorites
| Recently Changed

In.zlkmn

New
Public W_] Pa-Papt Worksheets details .xdsx Open
Deskk =
B Desktop | papT 3.2 55 CO Box- Single Details- with  Print
& Downloads Open with,..

IIF‘é‘P.ﬂuF‘T 3.2 55 CO Box With Tax format, xlt

4] papT 3.2 55 CO Box App G702 G703.xk

= Libraries E—,_!IPAPT 3.2 55 ALA ‘with Tax Format xltm
5 Documents 21| P4RT 3.2 55 ALA Ho Units Ma BC.xtm Cut

& Music | PAPT 3,2 Ss ALA With Biling Codes.xdtm _

1= Recerk Places Restore previous versions

Send to 3

] Pictures 0 PapT 3,2 55 ATA single schedule.xtm Create shorteut
B videns — Delete
| papT 3.2 55 ATA With Units odtm
Rename

e ] sov Export Worksheets, xlsx
"". -amAuter :] Properties

£7 | aral D EXN| PAPT 3.2 Spitfire Sample CO Box With T -

’ =

4. To get the Project Contract Items Import.xItm file,

(0]

Expand ImplementationResources then double-click
on ViaExcelTemplates.

Right-click on Project Contract Items Import.xItm then
chose to Copy the file.

’
J= i ~ Spitfire = InstallBase - ImplementationResources = YiaExceTemplat - l‘irb

Organize * ﬁC Mew ¥  Print  Mew folder :

-’

'+ Favarites Mame “ | Date modified | Item typ?
| Recently Changed

B pay Request Templabe. xml 1/7/2008 §:57 PM %ML Doct”

. Public &3] Project Contract Ikems Impar Ealiy
Deskh New
B Desktop @ Project Contract Template, xml JCL‘
4§ Downloads — Cpen Y
i Submitkal Item Basic.xlsx: o oft
2 Retent Places h_i] Sebm ' il "
E2] Submittal Trem Tmport s Cpen with. .. ofts

-’
= Libraries Restore previous versions :
3 Documents Send to » :
rJ“- TMusic cut jS
’

[ Pictures _ -’
-’

E Wideos <
Create shortout ’

5 '?-3' Delete :
M Computer 3 ‘
£ 1! Rename 7
iy Local Disk (C:) 2 ’
Properties '

-’

w Local Disk (D)

5. Paste the supplemental template file in a local location, where it
will be easy to access.
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Customize the
Workbook

The BFA Billing Codes to SOV Copy-In.xltm file is ready to be used.
However, you can choose to customize the Project Contract Items
Import.xltm file before using it.

To customize Project Contract Iltems Import.xltm:

1. Atthe location you placed the template workbook, right-click on
the file and choose to Open it:

Mame Date modified Type i
& sampleBidfromExternal.ds 2/7/2008 8:33 AM Microsoft Office E...
& BidEstimates.xml 2/22/2008 9:28 AM XML Document

@cJProject Contract Items Import. “1e k..
@,J Project Iterns Import.xdt
& ftems from Punchlist 0001 (AD

& ftems from PunchlList 0002 (AD

IMPORTANT: in order to make changes to this template, you
should not open the file by double-clicking on it.

[Project Contract ltems Import XLTM ® Microsoft Exce
Home Insert Page Layout Formulas Data Review View Developer Add-Ins 'Q) - o x|
@ Security Warning Macros have been disabled. Cptions...
B1 - [ %] v
B c D E F G H J K W
u .
i Project T
Put Logo Here Project Contract Total $0.00 =
1 Name: Revenue
Customer Billing | Revenue Account Original
2 Item Description Code Code Category Units Uom Rate Amount Amount
3 $0.00 $0.00
4 50.00 $0.00
T T T T

2. (optional) Scroll to S1 and enter a default revenue Cost Code:

R S
Default
Revenue Co!
Code 0000

This revenue Cost Code will appear as the default for all rows on

your SOV workbook.
3. (optional) Scroll to U1 and enter a default revenue Account
Category:
T ]
Default Revenu
Account
Category avenue

This revenue Account Category will appear as the default for all
rows on your SOV workbook.

Using Billing Codes to Create the SOV Spitfire Project Management System
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4. Verify that W2 says Yes. If it does not, select Yes.

5.

This Workbook

\) W

Target Workbook

rowse for Workbooks on
opening?

Yes

Map Name

Worksheet Mame o

I
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(optional) Place your logo in the area (C1) that says “Put Logo

Here”:
B | C | D
Put Logo Here Project
1 g Name:
Customer Billing
2 Item Description Code

Note: If you find that the worksheet is protected, you will need to
first do the following:

0 Select Unprotect Sheet... from the Review ribbon:
Project Contract Items Import XLT [Compatibility Mode] ->

Home Insert Page Layout Formulas Data Review View Developer Acrobat

a
ABG = % 3 - i) show/Hide Comment
/4 B % = g ERE
. “ Show All Comments ¥
Spelling Research Thesaurus Translate Edit Delete Previous Mext Unprotect | Pro

Comment Show Ink Sheet orl
Proofing Comments

CL - I | Put Logo Here
B C D E F G
Project
1 Put Logo Here D Name: ‘ ‘

Type the password. By default, the password is Unlock.
This password can be changed in cell AA-1.

Password: senees

[ Ok ][ Cancel ]

Click . The worksheet will allow changes

now. For example, you can use the Picture option on
the Insert ribbon to add your logo file to C1.

If you want to protect the worksheet again after your
changes, select Protect Sheet... from the Review
ribbon. You will be prompted for the password to be
used to unprotect the sheet:

Spitfire Project Management System
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Protect worksheet and contents of locked cells
Password to unprotect sheet:

Allow all users of this worksheet to:

[Fl|zelect locked cells
[V] Select unlocked cells

I | Format cells

"] Format columns
[ | Format rows

[ | Insert columns
:l Insert rows

[ | Insert hyperlinks
| Delete columns
] Delete rows

0 After you enter the password (either Unlock or a

password of your choosing), enter it again to confirm:
. o)

Confirm Password

Reenter password to proceed.

Caution: If you lose or forget the passwerd, it cannot be
recovered. Itis advisable to keep a list of passwards and
their corresponding workbook and sheet names in a safe
place. (Remember that passwords are case-sensitive.)

[ CK ]’ Cancel ]

Note: whatever password you indicate here must match
the password in AA1. If necessary, change the
password in AAL. In order to see the password that is
“hidden” there, scroll over and highlight columns Z and
AA:

£ AA AB

,1_

6. Click Microsoft Word’s =l to save your changes.

7. Close Project Items Import.xltm.

Using Billing Codes to Create the SOV Spitfire Project Management System
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Whichever template file will be used for one of the billing code workflows
should be added to the template library through the Templates tool.

To upload your template workbooks into Spitfire:

1. Go to the Templates tool on either the Manage or System Admin
Dashboard.
TEMPLATE S
ﬁ Routes
‘ NAMES LIKE: | Tyee: [ |BFA Supplemental '-;"-.-'an Doc TYF%
32 Allocations
% éfr;tpﬁ::ggrjlijﬁjz;s D Doc Type Name Type Description
ﬁ ESTMomtefance ﬂ ra Competitive Bid Response Bid Template for simultaneously rev;
£
= Sa;:e Types i | Analysis Analysis on a project
eference
% Region Maintenance ﬁ@ s Transmittal Transmittal | General Transmittal Cover

Check the Type box and select BFA Supplemental Workbook.
If there are any BFA templates already in Spitfire, they will be
listed. You can have multiple BFA templates, but only one

should be the supplemental workbook used for billing codes.
TEMPLATES

| MNAMES LIKE: | Tyre: ¥ |EIFA Supplemental ij

click &1 to add a new row.

Select Budget from the Doc Type drop-down. You can also
select a subtype or leave that field blank.

In the Name field, enter a name for your template workbook.
Keep BFA Supplemental Workbook as the Type.

Enter a Description for this template file. The description will
help users identify it as the one they want later.

TEMPLATES
‘ NAMES LIKE: Type: ¥ |BFA Supplemental Woi ~ | Doc Type: ¥ |Budget -l
Doc Type Name Type Description Company
; |Eludget j |F0r Billing Codes |BFA Supplemental Workhookj |F'r0ject Contract ltem Import ¥ | &

8.
9.

10.

Using Billing Codes to Create the SOV

Click v to accept your information.
click & to save the row. A B will appear on your row.

Click H to open the Template Maintenance dialog box.

Spitfire Project Management System
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11. Click _;Ito browse for either your Project Contract Item
Import or BFA Billing Codes to SOV Copy-In template file on
your computer. (It should have an .xltm extension).

= Template Storage £ ‘ = Upload Template Fil Ej
= [ —
Template Maintenance Lookcr: [ BudgetFnencia 5] «EmetEr |
T Name Date modified Type *
Billing Codes xlt gy
| rerEhm e xim roject Contract [tems Import.. : icros;
For Eiling e A Project C Ttems Import AL TH 223010836 AW M
Recent Places =
F‘d] BFA Report Samplexitm 1/14/2010 3:54 AM Micros
Download Open : i BFA WR Templatextm 1/13/2010 438 PM Micros
- @]BFA WR Blank.xltm 1/13/2010 4:37 PM Micros
Desktop 4 EDB WR Sampleadtm 12/2/2003 1:44 PM  Micros
I B £24| EDB Sample with Data and Format.dsm 11/19/2009 7:55 AM  Micros
= = i1 EDB WR. Blankxitm 11/10/200912:0 .. Micros
£ i:l = F‘é] EDB WR templatexltrn 11/10/200912:10 .. Micros
] Spitfire BFA Report Writer.dock 6/25/200910:41 AM  Micros
I ﬁb&l @Test Spitfire BFA Report Writerxltm 6/25/200910:26 AM  Micros
™~ i 355203894 C-003__SOV.XML_img0.png 2/25/2009 2:55 PM  FileTy -
\ Fles on | T | b
Computer
@ File name: IFrmect Contract tems Import XLTM j Open
Network Files of type: | ~| Cancel
Help
. Open .
12. Click to select your file.

13. Back on the Template Maintenance dialog box, click
|pload |

14. When the Template Maintenance dialog box says “Upload

successful,” click to close it.

15. Back on the Templates tool, click & to save it again.

Using Billing Codes to Create the SOV Spitfire Project Management System
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Beginning Instructions for First Two Workflows

From Budget to

Spitfire Item
File
. 1.
Project Setup
2.
TIP
If you would rather not 3.

enter any item on the
Project Setup document,
the ProjectConfig | 4.
AllowNoltems rule needs
to be settoE. (See the
Rules and Rule Values
technical white paper for
more information.) You
would then not need to
delete any Item rows from
your SOV or Pay
Application, as described
on pages 23 and 25.

Initial Budget .

Create a Project Setup document from either a Bid document or
the Home Dashboard. (For more information, see the Focus on
Doc Types and Project Workflow guide.)

Enter information for your Project Setup (contract) including
retention percentages and one Item with your contract value.
You will be adding a more detailed Schedule of Values later.

click I to save your Project Setup document. You can route
the document and edit it as needed.

When your Project Setup (contract) is as you want it, change the
document status to Committed and save your document again.
You will not be able to make direct changes to your Item after the
document is Committed (because changes are then made
through Change Orders). You can close the Project Setup
document window.

Project One
DOCUMENT HEADER

Changes Saved

CONTRACT ’7
NO.
PROJECT |GM-002

DESCRIPTION |Project One

CUSTOMER |Ad\aenture Waorks

STATUS |Committed ~| €B
EXECUTED e
DATE |2/24/2010 e

&+ Item

ER |

| =

| Items |

Current

$700,000.00

Description Original

0001 Contract Value $£700,000.00

When you are ready to do so, open your Initial Budget from the
Project Dashboard:

GM-002 - Project One
DOCUMENTS 7 o
Type 0

Budget

33

Using Billing Codes to Create the SOV

Feb 24, 2010 - Feb 24, 2010

_ _. ¢

BUDGET

Description Date Due |Approved Status

Initial Budget 2/24/2010, In Process

Spitfire Project Management System



BFA Workbook
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Click E] on the Initial Budget document to open the BFA

workbook.

Page 15

(If the Billing Codes column is not visible) Make the Billing Code

column visible:

0 Click on the Setup tab at the bottom of the Data

worksheet to get to the Setup worksheet.
B T

27 4 Past Days of Activity
28 5 Cost to Date
29 & Specific Cost Code(s)

EY = N
M4 b M --mmc';etup

Executive

.
Overview Cost Analysis 2

Current Met Revenue Change: S0 ~ Current Met Expense Change: 50

o Indicate Y for Billing Code.

A

Title

Location
Width
Format
Alignment

Formula

B E D E
Reco
Cost Description Catego Billing Code
Codes gory g
Cost Description Catego Billing Code
Codes gory 9
1 2 3 4
15 25 14 14
Left Left Left Center
Y o] Y N
Divisio

i

R

o Click the Data tab to return to the Data worksheet.

o (optional) If you want to save this change for subsequent
openings of the BFA workbook, select Save Settings
from the Spitfire menu:

Spitfire Menu

@ Project Totals

E Supplemental Workbooks

t

tSheets and Forms

1[£] Show Al
7 Filter Show All

4| Sort |Cost Code
Filters and Sorts

-

_Q Save Settings

}}ResetHeadings

Settin

Spitfire Project Management System



If you are using the Copy
Existing options you can
choose to include or
exclude billing codes in
your data. When you
select the “copy from”
project, there is a
checkbox that controls
whether or not to copy
billing codes.

Copy Billing Codes?

Using Billing Codes to Create the SOV
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8. Add data to your BFA workbook by manually entering rows,

copying an existing budget with billing codes, and/or using the
Import Wizard and including billing codes. (For more
information, see the Focus on Budgets and Period Distribution
guide.) If you manually enter rows, enter billing codes at the
Cost Code rows only. The billing codes will then be expanded to
the Account Categories for each Cost Code.

G H el (o] T u
1 | o opumiht 20002007 Spittive Momagament, 10 AW Rights Reserved.
2 |DEMO Initial Budget (0001) (Y,Y)
3 Project One Totals as of: 212412010 @ 1:17 PM $700,000 50 $491,291
4 |GM-002 Show All $700,000 0 $491,201
Original
. — Actual P
Cost Codes Description Billing Code Revenue Original EAC
Revenue
7 Budget
9 00000 General Default BC-000 $200,000 $0 50
10 00000 REVENUE BC-000 $200,000 $0 $0
11 01040 Coordination BC-010 $17,000 50 $16,475
12 01040 _Sue BC-010 $0 $0 $16,475
13 01040 REVENUE BC-010 $17,000 50 0
14 01050 Field Engineering BC-010 $15,000 $0 $14,400
15 01050 _sus BC-010 $0 $0 $14,400
16 01050 REVENUE BC-010 $15,000 $0 50
17 02050 Demolition BC-020 $43,000 $0 $42,000
ST VPN SV PP PPN PR T

Note: Only Cost Code rows with billing codes will be copied to
the supplemental workbook so make sure that your data is
organized properly. You can include revenue amounts for each

Cost Code, as shown:
G

H J o I u
1 | e coppriphe 2007 Spiedies Mansgemens L4, 4B Siphes Fasarved
2 |pemo Tnitial Budget (0001) (Y,¥)
3 |project Contiact  rorals as of: 12212008 @ 8:58 AM £700,000 $0 $585,000
4 GC-012 Show All £700,000 £0 $585,000
G H J o T u
1 | ocupprips 2657 Spitfive Monagoment, £1E: Ak Rights Ressrved
2 DEMO Initial Budget (0001) (Y,Y)
3 ;:‘:ieel CORTICt  rorals as of HA4IZ008 @ 304 PM $700,000 50 $573,750
4 GC-012 Show All $700,000 20 $573,750
Original
Cost Codes Description Billing Code Revenue Actual Original EAC
Revenue

- Budget
9 00000 General Default 0000 $700,000 50
10 [ao000 \IREVEMUE 0000 $700,000 50
11 01000 General Conditions 1000 50 £15,000
12 (01000 _LABOR 1000 50 515,000
13 01700 Contract Closeout 1000 $0 50
14 01700 _MTRL PERM 1000 0 50
15 02000 Site Work 1100 50 573,875
16 |02000 _EQ RENTAL 1100 $0 $5,125
17 (02000 _LABOR 1100 50 518,750
18 (02000 _MTRL PERM 1100 50 $50,000
19 02000 _OTHER 1100 50 50
20 02000 EQ PARTS 1100 50 50
21 02000 REVENUE 1100 $0 50
22 02000 _MTRL EXPEND 1100 $0 50
23 02050 Demaolition 1100 50 50
24 02050 _LABOR 1100 50 50

You can include all revenue amounts in one Cost Code, as
shown below. You'll be able to disburse the revenue amount to
individual billing codes later.

Cost Codes with the same billing code will be rolled up in the

supplemental workbook. For example, the rows on the next page
will produce one Item with an amount of $8000:

Spitfire Project Management System
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G [ H J | 0 14
| 1 | o tmrighe 207 spittive Munapemant 286 AR Sights Besorved
| 2 |DEMO Initial Budget (0001} (YY)
3 [projeet Contast  yorals as of: 116/2008 @ 9:55 A $200,000
4 |GC-011 Show All $200,000
Original
Cost Codes Description Billing Code Budget
Revenue
7
9 |01000 General Conditions GenCon $20,500
14 |01700 Contract Closeout ConClo £2,500
17 (02000 Site Work SitWor £19,000
24 (02050 Demolition Demali £11,000
Billing codes 2552245 Eagthwork EariWor $15,000
can be 31 (03000 Condxete Concre 3,000
composed of 35 | 04000 Masonahg, Masona $4,000
letters and/or 39 |05000 Metal Metall £24,000
numbers. 43 (06000 Wood & Plastio\_ WooPla $14,000
48 (07000 Thermal & Moister TheMoi $6,000
52 |08000 Doors & Windows DooWin £12,000
57 |09000 Finishes Finish £3,000
62 |12000 Window Treatments WinTre £22,000
67 (13000 Security Systems SRCSYs $15,000
7114000 Scaffolding Scaffo £16,000
75 | 16000 Electrical Electr £3,000
80 |16050 Electrical Materials Electr £4,000

9. Click Il to save your BFA workbook and select ﬁ at the
confirmation box that appears.

10. Select Supplemental Workbooks from the Spitfire Menu:

Budget

Spitfire Menu

o} Data Worksheet LE Project Totals
f:ﬂ Division Totals ESupplementaIWorkbooks

@Setup Worksheet
WaorkSheets and Farms

11. Use the drop-down to find and select the template file you want
(either BFA Billing Codes to SOV Copy-In.xItm if you are
following workflow #1 or Project Contract Item Import.xItm if
you are following workflow #2). If the desired supplemental
template file does not appear on the list, it might not have been
uploaded into the Templates tool properly (see page 12) in which

case you can click __] to find the file on your computer or
network.

Using Template: |FaEI It [ )
Analysis and Billing
For Biling Codes
Job Cost Graph
Job Performance !

Ready | |

Using Billing Codes to Create the SOV Spitfire Project Management System
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12. Click . A confirmation box will appear:

Load Existing Billing Cades

Spitfire's BFA is open, and contains Customer Billing Codes
"Ves' - Search for and lead Customer Billing Codes
'Mo' - Continue without search

13. Click ﬁ to continue. When the data has been copied, a
notification box will appear.

The Billing Codes in Spitfire's BFA have been loaded
Make changes and fill additional columns as reqired

'Save' to prepare for Project Import

14. Click __*__|. Your data wil appear in a file created from the

template.
B c E F G H J K
i Project
Put Logo Here Project . ectons Contract Total| $700,000.00
1 Name: Revenue
Customer Billing | Revenue Account Original
2 Item Description Code Code Category Units uom Rate Amount Amount
3 000100 |General Default BC-000 00000 Revenue $200.000.00 $200.000.00
4 000200 |Field Engineering BC-010 00000 Revenue $32,000.00 $32,000.00
5 000300 |Demalition BC-020 00000 Revenue $43,000.00 $43,000.00
6 000400 [Concrete Formwork BC-031 00000 Revenue $30.000.00 $30.000.00
7 000500  |Structural Metal Framing BC-051 00000 Revenue 540.000.00 $40.,000.00
8 000600 |Insulation BC-072 00000 Revenue $150.000.00 $150.000.00
9 000700 |Roofing BC-073 00000 Revenue $36,000.00 $36,000.00
10 000800  [Finishes BC-090 00000 Revenue $31,000.00 $31.000.00
11 000900  |Gypsum Board BC-092 00000 Revenue $37.000.00 $37.000.00
12 001000 |Plumbing BC-154 00000 Revenue $38,000.00 $38,000.00
13001100 |Electrical Materials BC-160 00000 Revenue $63,000.00 $63,000.00

Using Billing Codes to Create the SOV

15. (optional) If you didn’t enter revenue amounts for each billing
code previously, but only entered one total revenue row, you can
disburse that revenue now in the Project Contract Total Revenue
column.

Spitfire Project Management System
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(i i R 0] ntr Compatibility Mode, icrosoft Exc =k
- Home Insert Page Layout Formulas Data Review View Developer Add-Ins Acrobat ‘@ - =82 X
* ; == = nl ] | G=lnset~ | Z -
= Arial o A AT = §||@/"| = Currency @ ijf‘ % _’—;a ;"[::Ieete' E' %’ \?a
Past - - - i= 55| | e - - g =0 .00 Conditi I Fi t Cell e Sort & Find &
a'ie J (RSN G [ < é i 3 ;3 |8 % 3 ||Ta | Foorr:naltllzionnga' as"j[;rglae'sty\ees' L.;jFo""at' (oA Fi?ter' SIeTect'
Clipboard ™= Font F} Alignment = Number (F Styles Cells Editing
B C < D E F G H | " K N
Project . Rev# Project
Put Logo Here Project Contract One Contract Total| | $700,000.00
1 9 Name: 2182008 Revenue
Customer Billing | Revenue Account Original
2 Item Description Code Code Category Units uom Rate Amount Amount
3 0001 Fees 0000 00000 UNBILLED $700.000.00 $700.000.00
4 0002 General Management 1000 00000 UNBILLED §0.00 $0.00
5 0003 Site Work 1100 00000 UNBILLED 50.00 $0.00
6 0004 Base Materials 1200 00000 UNBILLED $0.00 $0.00
7 0005 Metal, Wood, Plastics 1300 00000 UNBILLED $0.00 $0.00
g 0006 Thermal and Moister 1400 00000 UNBILLED 50.00 $0.00
9 0007 Doors and Windows 1500 00000 UNBILLED $0.00 $0.00
10 0008 Finishes 2100 00000 UNBILLED $0.00 $0.00
11 0009 Security 2300 00000 UNBILLED 50.00 $0.00
12 0010 Scaffolding 2400 00000 UNBILLED $0.00 $0.00
13 0011 Mechanical 2500 00000 UNBILLED 50.00 $0.00
14 0012 Electrical 1800 00000 UNBILLED $0.00]/ $0.00
M 4 » M| Item Input %] [ m |
Load Complete R O D ptoseni=i=—U +
16. Click =l to save the worksheet. You will be prompted for a
location for the newly created file. Remember where you place
this file because you will need it later. The name of the file is
created from the project ID and description, followed by the .xIsx
extension. You should not change this filename.
17. Click to save the file. This file contains your line
items with billing codes. When the save is complete, a
notification box will appear.
L
= : I >
B Project Oneadsx
" has been zaved as
SA\Spitfireh Temp\Project One.XL5X
18. Click then close the file (IIES)
19. Close your BFA workbook also ().
20. Back at the Initial Budget document, you can Approve it and/or
route it, if appropriate, then save it and close it.
Note: the status of the Initial Budget will not affect the rest of this
workflow.
21. Continue with either the workflow for the Copy In option on page

Using Billing Codes to Create the SOV

20 or the workflow for the Via Excel option on page 24.
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Using the SOV Copy In Option

Instructions

1. When you are ready to create your Schedule of Values, open
Project Setup your Project Setup document (for example, from the Project
Options menu):

GM-002 - Project One Feh 25, 2010 - Fab 25, 2010
DOCUMENTS T3 BUDGET i@ | Refresh Page
Type o |C ipti .
Yp 0 Ey |Doc No Description Date Due A & cost Code Maintenance
32 | Budget O 0001 Initial Budget 2/25/2010, @ Project Accounting Maint
Project Address
CONTACTS @ Project Location Map

KEY PERFORMANCE INDICATORS +d Competitive Bid Analysis

COST ANALYSIS DETAIL 2|l Project Analysis
FILES A.

2. Click & to refresh the Project Setup document.

3. From the Document Options menu, click on Create Pay
Application:

DOCUMENT HEADER

Alerts

Hard Copy

Copy this Document
Adventure Works
View Changes

Create Pay Application|
Uncommit Project

. Clear Budget
Pay Application Delete Project
Document

A Pay Application document will open. You can close the
Project Setup document.

4. Look up a Responsible person.

5. On the Dates tab, edit the Application Period row to enter a
start and finish date for the pay application period.
For more information | | |

N Dates |
about the Pay Application
document and the SOV 1] Description Lead Time Start Finish
workbook, see the Focus # T | Application Period ] 2/22/2010 2/27/2010
on Schedule of Values ) ) o
(SOV) Billing guide. 6. Enter any other necessary information on the Pay Application

document.

7. click & to save the document.

Using Billing Codes to Create the SOV Spitfire Project Management System
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SOV Workbook

Pay Application: Project One

DOCUMENT HEADER

Doc# IUUU‘I INVOICE# I
PROJECT IGM—UUQ Project One

DESCRIPTION |F'ay Application: Project One

RESPONSIBLE |And rew Carothers

STATUSIIn Process 'l [ ]
DATE |2.|'24J201 [ o

9. If aretention percentage was not entered in the Project Setup
document, you will be prompted for a default retention; click

. The SOV workbook will appear with your item (if any)
from your Project Setup.

10. Select Supplemental Workbooks from the Spitfire Menu:

Spitfire Menu CopyIn Acrobat @ -2 x
£ Add New Rows | =+ Insert Header Row w4 Get Change Orders | [3 Final Billing &8 project Summary | ... Acquire Invoice Number | &3 Copy/Export Data |E8 st Waorkbook
“BrDelete Rows | [ Insert Sub Total Row i Release By Percent || [{fll SOV Print b Export Worksheets
1= Sort By Number | A Expose Hidden Column BBl Export Defined Names

Work with Rows Change Orders Retention Presentation and Invoice ‘ Export/Other
4000100 |Funds | | $1.000.000.00] 50.00] 0.00%][ 50.00! $0.00] 0.00%]| |
[ |Add: Double click on this row | | | | 0.00%] | |
6
7 Contract Totals: $1.000,000.00] $0.0 0% $0.0 50.00] ]
8 Change Orders: $0.00] $0.0 0% $0.0 $0.00 |
g i Totel TR0 SO O 5000 9,

A dialog box will appear.

11. At the Using Template field, click ._I to browse for the
supplemental workbook file (not template) that you saved on
your computer (i.e., the file with the project ID in the name).

12. Click to select the file and again on the dialog box. A
confirmation box will appear.

Populate the Copy-In W, ;_ﬁ

The Pay Application Project ID AD-002
Project ID for the Billing Code data AD-002 match
Would you like to populate the Copy-In worksheet?

13. Click . The Copy-In worksheet on the SOV workbook

will populate with the rows from the supplemental workbook file.
A second confirmation box will appear:

Using Billing Codes to Create the SOV Spitfire Project Management System
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===

-
Close Wurk_

Population of the Copy-In works is complete
Close AD-002 Workbook?

14. Click Ves to close your supplemental workbook file.

You will be at the Copy-In worksheet.

A B C D E F G H | J

1
» Rows: 7 ~T7 SOV ltems SOV Total: $3,982,935.66

Row o o r Subtotal | Customer Billing | Revenue Account .
3 T Description Original Amount Code Code Cost Code | Category Row Comment Units Rate
4 S0V Sewerage & Drainage 3487.302.62 SW1 00000 Revenue
5 SO0V Concrete $545.622.33 CT2 00000 Revenue
6 |SOV HVAC R $194.498.20 HV 3 00000 Revenue
7 SOV Electrical 3142 547.98 ELS 00000 Revenue
8 SOV Site Work $328.356.99 SWE 00000 Revenue
9 SOV Site Preparation $2.196.891.80 SPT 00000 Revenue

Using Billing Codes to Create the SOV

15. On the Copy-In worksheet, enter a default Revenue Cost Code
and Account Category for the SOV rows.

0 Select Revenue Code from the Copy In ribbon to look
up a default Revenue and click .

0 Select Account Category from the Copy In ribbon to

look up a default Account Category and click oK

1 CopyIn

8 Revenue Code
Account Category

@ Frint Options

Z‘_’) Reset All Row Types

Drefaults

16. (optional) Enter Headers and Subtotals in the Copy-In
worksheet, if desired. For more information, see the Focus on
Schedule of Values (SOV) Billing guide.

17. Select Append to SOV from the Copy In ribbon.
1 Copy In

| 25 Append to SOV |
" Clear All Rows

8 Revenue Code E,) Reset All Row Types

Account Category
@ Print Options
Drefaults Import

The Application worksheet will open with your new rows
appended after your original SOV row.

Spitfire Project Management System
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18.

19.

20.

21.

22.

Page 23

(optional) Click in the cell of your first row description and select
Delete Rows from the Spitfire Menu if you do not want the
existing Item from the Project Setup (i.e., your first row) to be
part of your SOV.

o Click then save the worksheet.

You can make changes to the SOV workbook. These changes
will not be reflected back on the Project Setup document.

Click Il to save the SOV. The workbook is now ready for you to
use throughout your project. (See the Focus on Schedule of
Value (SOV) Billing guide for more information.)

Click Iﬁ to close the SOV workbook. If you have not yet
closed your Spitfire Item file, you will see a message:

0 After you click , close the Spitfire Item file then

close the SOV workbook again.

After closing the SOV workbook, remember to save the Pay
Application document =.

Note: if you have an Items tab on your Pay Application, you will
notice that all your SOV rows (appended through the Copy In
function) also appear as Items on the Pay Application document
(although these Items no longer have any connection to the
Project Setup document).
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Using Via Excel from the Pay Application

Prerequisite
For this workflow, your Pay Application document must include an Items
tab. If needed, use the Customization tool on the System Admin
Dashboard to add the ltems tab to the Pay Application Doc type:
CUSTOMIZATION TOOL =
PART: I7|Doc Tabs ﬂ poc Type: Iv |Pay Application A ITEM: [ |Alerts Tab (legacy)
[ SHoW LIVE CONFIGURATION [ SHow VISUAL I SHOw ADVANCED
% Part Name Doc Type Capability Item Label Visible Active
; ‘Dcc Tabs J |Pay1-\pplicati0n j ‘ & |ItemsTah ﬂ | v v

Instructions

1. Open your Project Setup document (for example, from the
Project Options menu):

GM-002 - Project One Feb 25, 2010 - Feb 25, 2010

DOCUMENTS T3 BUDGET /= | Refresh Page
Type 0 |C Pl ¥y |DocNo Description Date Due Aﬂ Cost Code Maintenance
*2 | Budget 1 (o = 0001 Initial Budget 2/25/2010, > Project Accounting Maint
Project Address
CONTACTS @ | Project Location Map

KEY PERFORMANCE INDICATORS %2| Competitive Bid Analysis

COST ANALY 515 DETAIL 3| Project Analysis
FILES é\.

2. Click & to refresh the Project Setup document.

3. From the Document Options menu, click on Create Pay

Applcaton

For more information
about the Pay Application

document and the SOV DOCUMENT HEADER
workbook, see the Focus Alorss
on Schedule of Values Hard Copy

(SOV) BiIIing guide. Copy this Document
Adventure Works

View Changes
Create Pay Application|

Uncommit Project
Clear Budget
Delete Project

Pay Application S v
Document A Pay Application document will open. You can close the
Project Setup document.

4. Look up a Responsible person.

On the Dates tab, edit the Application Period row to enter a
start and finish date for the pay application period.

%] Description Lead Time Start Finish
& i | Application Period 0 2/22/2010 2/27/2010

Using Billing Codes to Create the SOV Spitfire Project Management System
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Go to the Items tab. If you had an Item on your Project Setup
document, you will notice that Item on your Pay Application. You
will deal with that in a moment.

click & to save the Pay Application document.

Select Via Excel from the Items Options menu:
|

Pay Application: Project One

DOCUMENT HEADER

Changes Saved

Doc# IUUU‘I INVOICE# I
PROJECT IGM—UUQ Project One

DESCRIFTION |F'ay Application: Project One

RESPONSIBLE |Aaron Grant R grant &

STATUSIIn Process 'l i ]

Dickenson

DATE |225x201 0 i

| Addr | {(xtems)

Description Status

L] Cpen
&' Get Existing

#37 Renumber

then click D to browse for the file you created from the
supplemental template workbook (i.e., the file with the project in
the name).

Pay Application: Project One (GMO02, #0001)
This document containts 1 items

How do you want to work with the items in this document?
’;‘ Edit them = Export them @ Update them from a Spitfire ltem ﬁID
Using Template: IDefauIt Template ;I |
Spitfire Item File: [S:\Spitfie\Temp\Project One XLSX (..)
[ Open Excel [T Close Document
Ready o

10. Click M. The rows from the Spitfire Item file will be

imported into the Pay Application and the Pay Application
document (which had closed) will reopen.

11. Go to the Items tab. You'll notice the newly added Items are

listed there. If you had an Item from the Project Setup, and this
Item is now redundant, you can delete the original Item.
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| | | adar| | rtems | =
RS Description Status
% ﬁ Concrete Formwork Open
3@ Contract VaIuD Open
ﬁ ﬂ' Demolition Open
ﬁ ﬂ' Electrical Materials Open
ﬁ ﬂ' Field Engineering Open
ﬁ ﬁ Finishes Open
12

o Click i | at the Item row to delete it.

Note: if T does not appear, it is probable that you do
not have permission to delete rows. See your System
Administrator.

o Click at the confirmation box that appears.

12. (optional) Make other changes to your Items, if desired and enter
other information to the Pay Application document as needed.
(For more information, see the Focus on Schedule of Value

(SOV) Billing guide.)
13. Click & to save the Pay Application document.

14. Click ;ﬂ to open the SOV workbook.

15. If you did not enter a retention percentage on the Project Setup
document, iou will be prompted to enter your default retention;
click . The SOV workbook will appear with your billing

code items.
AFC- - - 50VEling1 Microsoft bcel e
Spitfire Menu CopylIn e - 7 X
04 - |0 ¥
A B G H | L i o] Q
1 | @ Copyright 2007 Spitfire Management, LLC. All Rights Reserved Project No. GM-002_Worl
2 L Billing Revenue | Account Category | Scheduled Value Previous Prior %
Item No. Description
3 = Code Cost Code Application Billed Work Completed
4 000101 [General Default BC-000 00000 Revenue $200,000.00 0.00 0.00% 0.00]|
5 000102  [Field Engineering BC-010 00000 Revenue 32,000.00 0.00 0.00% 0.00
6 000103 [Demoalition BC-020 00000 Revenue 343,000.00 0.00 0.00% 0.00
T 000104 Concrete Formwork BC-031 00000 Revenue 544,000.00 0.00 0.00% 0.00[ |
g 000105 Structural Metal Framing BC-051 00000 Revenue 57,000.00 0.00 0.00% 0.00] [=
9 000106  |Insulation BC-072 00000 Revenue 346,000.00 0.00 0.00% 0.00
10 000107 |Reofing BC-073 00000 Revenue 58,000.00 0.00 0.00% 0.00
11 000108  |Finishes BC-090 00000 Revenue 54,000.00 0.00 0.00% 0.00
12 000109  |Gypsum Board BC-092 00000 Revenue 60,000.00 0.00 0.00% 0.00
13 000110 Flumbing BC-154 00000 Revenue 54,000.00 0.00 0.00% 0.00
14 |D00111  |Electrical Materials BC-160 00000 Revenue 52,000.00 0.00 0.00% 0.00
15 Add: Double click on this row 0.00%
16
17 Contract Totals: $700,000.00 0.00 0% 0.00
18 Change Orders: $0.00 0.00 0% 0.00
19 Project Grand Total: $700,000.00 0.00 0% 0.00
20 This Application R ion:
21 Current Payment Due:
4 4 » ¥ | Application Worksheet %3 n | m
Ready | B3 O 10086 (=)

16. You can make changes on the SOV workbook. For example, if
your revenue still appears on one line, you can disburse this
amount by changing the Scheduled Value of your SOV rows.
These changes will not be reflected back on the Project Setup
document.
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17. Click el to save the SOV. The workbook is now ready for you to
use throughout your project. (See the Focus on Schedule of
Value (SOV) Billing guide for more information.)

18. Click M to close the SOV workbook.

19. After closing the SOV workbook, remember to save the Pay
Application document (E).
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Using Via Excel from the Project Setup

Instructions

Project Setup

Initial Budget

Using Billing Codes to Create the SOV

Create a Project Setup document from either a Bid document or
the Home Dashboard. (For more information, see the Focus on
Doc Types and Project Workflow guide.)

Enter information for your Project Setup (contract) but keep the
Items tab empty for now. You will be adding Items later.

Iick H to save your document.
1= Project Setup- New
The Project Contract - One
DOCUMENT HEADER

CONTRACT I—
Mo,

PROJECT |GC-012

DESCRIFTION |The Project Contract- One

CUSTOMER. |Adventure Works

STATUSIIn Process v| [ i ]
EXECUTEDI =
DATE |2.|'1 9/2010 A

Details | Scope | Addr| Dates | | md/excl| project ™

| RS |Item |Description |Drigina| |Current

¥ |Seq |To Status Ins |Rsp |Notes |[Due

&

¥ THis STacE [~ CONFIDENTIAL PRIORITY |Low

Note: it is important, for this workflow, that you do not change
the status of the Project Setup document to Committed at this
point.

4. Select Initial Budget from the Project Setup’s Options menu:

Alerts

CONTRACT ] %l Hard Copy
NO. H Copy this Document

| Adventure Works
PRDJECTIGD—U‘IZ ' e TS

Your Initial Budget document will open.
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If you are using the Copy
Existing options you can
choose to include or
exclude billing codes in
your data. When you
select the “copy from”
project, there is a
checkbox that controls
whether or not to copy
billing codes.

[ Copy Billing Codes?

Using Billing Codes to Create the SOV
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5. Click ﬂ to open the BFA workbook.

L e N .

Initial Budget

DOCUMENT HEADER

DoC# (0001

PROJECT |GC-U12 The Project Contract - One

DESCRIPTION [Initial Budget

TYPE |F'r0ject j
STATUS |In Process ~| €
DATE [2/19/2010 B ol

6. (If the Billing Codes column is not visible) Make the Billing Codes
column visible:

0 Click on the Setup tab at the bottom of the Data

worksheet to get to the Setup worksheet.
TR TRy

27 4 Past Days of Activity
28 5 Cost to Date
29 6 Specific Cost Code(s)

M < M [Wores_Setup ) Executive Overview 3
Current Met Revenue Change: 30 -~ Current Met Expense Change: 50

o Indicate Y for Billing Code.
C

A B D E F

Recommended Colum

= |dpa -

Cost - - Costing
Codes Description Category Biling Code Method

Yoo = o

M
Your Column He
M

Method

12 Show Colu

U
e
Cost Costing u
Codes Description Category Biling Code E’é
10

v
16
17 Division Subtotal

Manual Change
[ 2] start.count

o Click the Data tab to return to the Data worksheet.

7. Add data to your BFA workbook by manually entering rows,
copying an existing budget with billing codes, or using the Import
Wizard and including billing codes. (For more information, see
the Focus on Budgets and Period Distribution guide.) If you
manually enter rows, enter billing codes at the Cost Code rows
only. The billing codes will then be expanded to the Account
CateBC-gories for each Cost Code.
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Note: Only Cost Code rows with billing codes will be copied to
the Project Setup document so make sure that your data is
organized properly. You can include revenue amounts for each
Cost Code, as shown:

G H J (0] I u
1 | O apmwiat 2007 Spithes Mansgement, 14 AY Fights Fesoered
2 DEMO Initial Budget (0001) (Y,Y)
3 ::":i“"'c']“""" Totals as of: 121212008 @ 8:58 AM $700,000 50 $585,000
4 G6C-012 Show All $700,000 &0 $585,000
Original
Cost Codes Description Billing Code Revenue Actual Original EAC
Revenue
7 Budget
4 |ADD ROWS 0
9 01000 General Conditions 0100 $25,000 £0 $16,250
10 [01000 _LABOR 0100 $0 $7,500
11 01000 _OTHER 0100 50 $8,750
12 |01000 REVENUE 0100 $25,000
13 (02000 Site Work 0200 $00,000 $73,875
14 [02000 _EQ RENTAL 0200 $0 $5,125
15 02000 _LABOR 0200 50 $18,750
16 |02000 _MTRL PERM 0200 50 $50,000
17 |02000 REVENUE 0200 $90,000 50
18 (02050 Demolition 0200 $10,000 50 $5,000
19 [02050 _LABOR 0200 $0 $3,000
20 02050 _MTRL PERM 0200 50 $2,000
2102050 REVENUE 0200 $10,000
22 03000 Concrete 0300 $30,000 50 $23,750
23 (03000 _LABOR 0300 $0 $13,750
24 (03000 _MTRL PERM 0300 $0 $10,000
25 03000 REVENUE 0300 $30,000
B e e’ T T AT Ve e G Ve e
-0r-

You can include all revenue amounts in one Cost Code, as
shown below. You'll be able to disburse the revenue amount to
individual billing codes later.

G H J 0 T u

1 Ecanpipte 2607 Spittive Monsgoment, 225, A Rights Resarved
2 DEMO Initial Budget (0001) (Y,Y)

g:.‘:i“‘ COMILt orals as of: HMIZO0E @ 3-04 PR $700,000 $0 $573,750
4 GC-012 Show All 700,000 $0 $573,750

Qriginal
Actual
Cost Codes Description Billing Code Revenue Original EAC
Revenue

- Budget
9 00000 General Default 0000 $700,000 $0
10 (00000 |REVENUE 0000 $700,000 50
11 01000 General Conditions 1000 %0 $15,000
12 01000 _LABOR 1000 50 $15,000
13 01700 Contract Closeout 1000 $0 $0
14 01700 _MTRL PERM 1000 $0 0
15 02000 Site Work 1100 $0 $73,875
16 02000 _EQ RENTAL 1100 $0 $5,125
17 (02000 _LABOR 1100 $0 $18,750
18 (02000 _MTRL PERM 1100 $0 $50,000
19 02000 _OTHER 1100 $0 50
20 02000 EQ PARTS 1100 $0 50
21 02000 REVENUE 1100 $0 $0
22 02000 _MTRL EXPEND 1100 $0 $0
23 02050 Demolition 1100 $0 $0
24 02050 _LABOR 1100 $0 50

Cost Codes with the same billing code will be rolled up in the
Project Setup document. For example, the rows on the next
page will produce one Item on the Project Setup document with
an amount of $8000:
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G [ H J | 8] )4
L & Crpigtt SR Spitfire Miragamant L850 A Fights Forarves
| 2 |DEMO Initial Budget (0001) (Y,Y)
3 [prolectContast  rorals a5 of: 1162008 @ 9:55 AM £200,000
4 |GC-011 Show All £200,000
Original
Cost Codes Description Billing Code Budget
Revenue
7
9 |01000 General Conditions GenCon $20,500
14 101700 Contract Closeout ConClo £2,500
17 [02000 Site Work SitWor $19,000
24 |02050 Demolition Demali £11,000
28 (02200 Earthwork EarWor $15,000
3103000 Concrete Concre £3,000
35 (04000 Masanary Masona £4,000
39 |05000 Metal Metall $24,000
43 (06000 Wood & Plastics WooPla $14,000
48 (07000 Thermal & Moister TheMoi $6,000
£2 108000 Doors & Windows DooWin £12,000
57 109000 Finishes Finish £8,000
62 12000 Window Treatments WinTre £22,000
67 |13000 Security Systems SecSys $15,000
7114000 Scaffolding Scaffo £16,000
75 16000 Electrical Electr £3,000
80 |16050 Electrical Materials Electr 54,000
/@‘&’v’lvﬁ G\v‘o R e IS d g | EJ%VVVVW&’VWMQ/Q
. F . Yes
Click k=l to save the BFA workbook (and click at

the confirmation box that appears).

Select Supplemental Workbooks from the Spitfire Menu:

Budget Spitfire Menu

ﬁ Data Worksheet EE Project Totals
f?F' Division Totals ESupplementalWorkbooks

@Setup Woarksheet
WorkSheets and Forms

10. If the proper template workbook (i.e., the Project Contract Items

Import file for billing codes) does not appear by default in the
Using Template field, use the drop-down to select it.

Using Template: | [Ee@l=][alalentE

Analysis and Billing
For Biling Codes
Job Cost Graph
Job Performance

Note: if the desired template file does not appear on the list, it
might not have been uploaded into the Templates tool properly

(see page 12) in which case you can click J to find it on your
computer or network.
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11. Click . A confirmation box will appear:

Load Existing Billing Cades

Spitfire's BFA is open, and contains Customer Billing Codes
"Ves' - Search for and lead Customer Billing Codes
'Mo' - Continue without search

12. Click g to continue. When the data has been copied,
a notification box will appear.
Microsoft Excel

The Billing Cedes in Spitfire's BFA have been loaded
Make changes and fill additional columns as reqired
'Save' to prepare for Project Import

13. Click ﬁ. Your data will appear in a file created from
the template workbook, named “Project Contract Items Importl.”

Project Contract ltems Importl - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Developer Add-Ins
C3 [~ I | General Default
C D E F

R Project
PI'O]ECt The Project Contract- One Contract Total| $118,409.00

Name: Revenue

Put Logo Here

Customer Billing | Revenue Account Original

Description Code Code Category Amount Amount
General Default 00GEN 00000 Revenue $7.,000.00 57,000.00
General Conditions 00000 Revenue $6,153.00 $6,153.00
Site Work 00000 Revenue $22.574.00 522 574.00
000400 [Concrete 00000 Revenue $6,587.00 $6,587.00
000500 Masonary 00000 Revenue $9.852.00 $9,852.00
000600  |Metal 00000 Revenue $9.874.00 $9.874.00
000700 |Wood & Plastics 00000 Revenue $9,852.00 $9,852.00
Thermal & Moister 00000 Revenue $9.874.00 59,874 00
Doors & Windows 00000 Revenue $6,547.00 $6,547.00
Finishes 00000 Revenue $3,698.00 $3,698.00
Window Treatments Revenue $8,345.00 $8,345.00
Security Systems Revenue $3.574.00 $3,574.00
Scaffolding Revenue $2,345.00 $2,345.00
Mechanical Revenue $2,258.00 $2,258.00
Electrical Revenue $59.876.00

Item Input %]
Load Complete

14. Notice that the Revenue Code and Account Category columns
have been filled in for your rows, based on the defaults
established in the Project Contract Items Import.xItm file.
Revenue Codes and Account Categories are required in the
SOV workbook. You can edit these columns now, if necessary.
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15. (optional) If you didn’t enter revenue amounts for each billing

code previously, but only entered one total revenue row, you can
disburse that revenue now in the Project Contract Total Revenue

Spitfire Item File

Using Billing Codes to Create the SOV

16. Click =l to save the worksheet. You will be prompted for a

location for the newly created Spitfire Item file. Remember
where you place this file; you will need it later. The name of the
file is created from the project (which appears at the top of
columns E and F) followed by the .xIsx extension.

17. Click to save the Spitfire Item file. This file

contains your line items with billing codes. When the save is
complete, a notification box will appear.

The Project Contract - Onexlsx
has been saved as
SASpitfiret TempThe Project Contract - OnexL5X

18. Click then close the Spitfire ltem file ()
19. Close your BFA workbook also ().

20. Back at the Initial Budget document, you can Approve it and/or

route it, if appropriate, then save it and close it.

column.
ATEEE oject Contr [Compatibility Mode] & Microsoft Exc o=
-~ Insert Page Layout Formulas Data Review View Developer Add-Ins Acrobat © - o x
& N == = fj 7 P} g=nset- | E -
Arial 10 ~|lA& | - = Currency - =] Y |
3 T ) £ % - % Delete - || g]~ l?a
Paste B 7 U=~ A= 5= = =i <0 00| Conditional Format Cell | sort & Find &
- 7 ‘ == il == |8 8 o fctEche Formatting = as Table ~ Styles ~ B Format ~ || <2~ Filter~ Select -
Clipboard Font £ Alignment & Number e Styles Cells Editing
B c D E F G H I J K =
< f
i Project
Put Logo Here I;rolec.t Project Contract One e Contract Total| | $700,000.00
1 ame: Revenue
Customer Billing | Revenue Account Original
2 Item D P Code Code Category Units uom Rate Amount Amount
3 |0001 Fees 0000 00000 UNBILLED §700.000.00 $700,000.00
4 |0002 General Management 1000 00000 UNBILLED $0.00 $0.00
5 10003 Site Work 1100 00000 UNBILLED $0.00 $0.00
6 |0004 Base Materials 1200 00000 UNBILLED $0.00 $0.00
7 10005 Metal, Wood, Plastics 1300 00000 UNBILLED $0.00 $0.00
8 |0006 Thermal and Moister 1400 00000 UNBILLED $0.00 $0.00
9 |0007 Doors and Windows 1500 00000 UNBILLED $0.00 $0.00
10 0008 Finishes 2100 00000 UNBILLED $0.00 $0.00
11 0009 Security 2300 00000 UNBILLED $0.00 $0.00
12 0010 Scaffolding 2400 00000 UNBILLED $0.00 $0.00
13 0011 Mechanical 2500 00000 UNBILLED $0.00 $0.00
14 0012 Electrical 1800 00000 UNBILLED $0.00 $0.00
W 4 b M| Item Input %] [ m i
Load Complete Eli=] 100% ) s

Note: the status of the Initial Budget will not affect the rest of this

workflow.
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21. If you had closed the Project Setup document, open it again from
the Project Options menu:

ris Demo  _Home

. 2010 - Feb 19, 2010

Refresh Page

Cost Code Maintenance
Project Accounting Maint
Project Address

Project Location Map
Competitive Bid Analysis
Project Analysis

Change Item Register
Submittal Register

22. Click on the Items tab.
23. Click ﬁ to save the document.

The Project Contract - One

CONTRACT I—
N,

PROJECT |GC-012

The Project Contract - One

DESCRIPTION |The Project Contract- One

CUSTOMER |Adventure Works § ) ﬂ

STATUSIIn Process 'l 0
EXECUTEDI e
DATE |2.|'1 9/2010 e

Detailsl Scopel Addrl Dates l ! Incl/Excl I Project

| Item | Description Original | Current
1 Add New ‘
“| Get Existing

e ]
il Clear Clipboard btatus Ins |Rsp |Notes |Due

Via Excel
Due: Feb 19 10:56

PRIORITY | Low 'l

hccepted

Show Filter
Show Folders
Hide Item Numbers

DENTIAL

Spitfire Project Management System



Using Billing Codes to Create the SOV

Page 35

25. Select the Get them from a Spitfire Item file radio button then

clilglf_ (] to browse for the Spitfire Item file you created. )
Dacument ltems via Microsoft Exce [ ———

Project Setup: The Project Contract - One (GC012, #0001)
This documnent containts 0 iterns
How do you want to add items to this document?

" Enterthemnow ¢ Export them 6 Get them from a Spitfire ltem ﬁ@

Using Template: IPrc-ject Setup tem Template ;I |

Spitfire tem File: [S:\Spifie\Temp\ The Froject Contract - One XLSX L]
[ OpenExcel [T Close Document

Add | Open ':--':::-'l t Update ltems il
o —
B

26. Click __%%=lems | The rows from the Spitfire Item file will be
imported into the Project Setup document and the Project Setup
document (which had closed) will reopen.

27. Go to the Items tab and notice the Items that were brought over
by the billing codes. You can edit these Items, if desired.

| | Addr {Gtems) | | R
¥+ Item Description Original Current
% ﬂ' 0001 General Default $7,000.00 $7,000.00
% ﬂ' o002 General Conditions $6,153.00 %6,153.00
= & | ooos3 Site Work $22,574.00| $22,574.00
2 & |oooa Concrete $6,587.00 $6,557.00
2 @& |ooos Masonary $9,852.00 $9,852.00
= ®H | ooos Metal $9,5874.00 $9,874.00

123

28. When no more edits will be needed on the Project Setup
document, change the document status to Committed and click

= t0 save the document.

29. Select Create Pay Application from the Project O
i Project Setup-

The Project Contract - One

ptions menu:

DOCUMENT HEADER 1=
Changes Saved Alerts
TR —— Hard Copy
NO. Copy this Document
Adventure Works
PRDJECTIGC-U12 The| ¢ View Changes

DESCRIPTION IThe Project Contract-One |42 Create Pay Application
CusToMER [Adventure Wark: A U e
I enture forks Clear Budget
status [Committed ~| €® Delete Project
EXECUTEDI ]
DaTE 211912010 B

\ \ | addr | ttems| | | =

Current

Description

0 General faylt £7,000.00 7,000.!
The Pay Application document will open. You can close the
Project Setup document window.
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30. Fill out fields on the document, especially Responsible, Tax ID
and Tax Rate if applicable, then save the document. (For more
information, see the Focus on Schedule of Value (SOV) Billing
guide.)

31. Iick ﬂ to open the SOV workbook.

DOCUMENT HEADER

Doc# (0001 INVOICE®
PROJECT |GC-012 The Project Contract - One

DESCRIPTION |F'ayAppIicati0n: The Project Contract - One

ID# 5101

RESPONSIBLE |Alan Steiner

STATUS |In Process = 0
DATE [2/23/2010 A

32. If aretention percentage was not entered in the Project Setup
document, you will be prompted for a default retention; click

. The SOV workbook will appear with your billing code
items and descriptions as taken from your Project Setup.

Using Billing Codes to Create the SOV

i U _ - xX |
AR - - 5i50VBilingd - Microsoft Excel e ]
) .
i Spitfire Menu CopyIn @ - 3 X
as ~( fe|o
A B G H | L N 0 Q
1 | @ Copyright 2007 Spitfire LLC. All Righp¢ Reserved. ™, Project No. GC-012 W
2 o Billing Revenue | AccountCategory |Scheduled Value Previous Prior %
Item No. Descripti
T ripfion Code || Cost Code Application Billed | Work Complete
4 000100 _|General Default 00DEF 0000 Revenue 57,000.00 0.00 0.00% 50.(
5 000200  |General Conditions 01GEN 0000 Revenue $6,153.00 0.00 0.00%] 0.1
6 000300 _|Site Work 025 0000 Revenue $22,574.00 0.00 0.00% 0.(
7 (000400 |Concrete 03CON 0000 Revenue 6,587.00 0.00 0.00% 0.0
8 (000500 |Masonary 04MAS 0000 Revenue 9,852.00 0.00 0.00% 0.0
9 (000600 |Metal 05SMET 0000 Revenue 9,874.00 0.00 0.00% 0.1
10 (000700 |Wood & Flastics 06W00 0000 Revenue 9,852.00 0.00 0.00% 0.0
11 000800 [Thermal & Moister 07THE 0000 Revenue 9,874.00 0.00 0.00%| 0.[]
12 |000900 Doors & Windows 08D0O0 0000 Revenue 6,547.00 0.00 0.00%| 0.0
13 (001000 __|Finishes, 09FIN 0000 Revenue 3,698.00 0.00 0.00% 0.(
14 001100  |[Window Treatments 12WIN 0000 Revenue 8,345.00 0.00 0.00%! 0.(]
15 [001200__|Security Systems 13SEC 0000 Revenue 3,574.00 0.00 0.00% 0.(
16 (001300 _|Scaffolding 145CA 0000 Revenue 2,345.00 0.00 0.00% 0.0
17 001400  [Mechanical 15MEC oooo Revenue 2,258.00 0.00 0.00%| 0[]
18 (001500 |Electrical 16ELE 0000 Revenue 9,876.00 0.00 0.00% 0.0
19 Add: Double click on this row 0.00%
20
21 Contract Totals: $118.409.00 0.00 0% 0.(
22 Change Orders:| 50.00 0.00 0% 0.0
23 Project Grand Total 5118.409.00 000 0% 0(
24 This Application R fon:|
25 Current Payment Due:
W 4+ | Application Worksheet %] [ m
Ready | I3 e ey
You can make changes to the SOV workbook. These changes
will not be reflect back on the Project Setup document.
33. Click =l to save the SOV. The workbook is now ready for you to
use throughout your project. (See the Focus on Schedule of
Value (SOV) Billing guide for more information.)
34. After closing the SOV workbook, remember to save the Pay

Application document =

Spitfire Project Management System



Appendix A

Place as
Microsoft Excel
Template

If you place your
supplemental template
files in the Spitfire
Templates tool, you do
not need these
instructions.
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If you do not want your supplemental template workbook in the Spitfire
Templates tool, you can optionally place your file as a template within
Microsoft Excel.

To establish your supplemental workbook as a template:

1.

Open Microsoft Excel, as you would normally (outside of

Spitfire).

Choose New from the Office button:

Select My templates...lI:

New Workbook

Templates

‘ Search Microsoft Office Online for a template

Featured

Agendas

I Blank and recent

Installed Templates
| My templates... )
Mew from existing...

Microsoft Office Online

Blank and recent

]

Elank Workbook

Recently Used Templates

Drag the BFA Billing Codes to SOV Copy-In.xItm and/or
Project Contract Items Import.xItm file from Windows Explorer
(where you placed it) to the window that opened in Microsoft

New [ =]
My Templates
g 9 9 @ = |
= = . = Preview
greenhbiscus  Blank  Normallldot NormalEmai...
paper.dotx  Document
fiw,
)i !
Normaloid. .. Preview not avalable.
Create New
@ Document (0 Template
\
+ Files on Computer » shareddrive (\tsr5) (S:) » Spithre » BudgetFinancial »
Organize v [x) New ~ Print  Burn New folder
&' Music ~ Neme Date
] Pictures —
= ' |2 Project Contract ItemsImport XLTM ) 2719
B videos
ARSI s A~

5. Click twice. The supplemental worksheet will now be
recognized as a template file by Microsoft Excel.
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Click k=l to save the BFA workbook (and click at the

confirmation box that appears).
Select New from the Office button on the BFA workbook.

Recent Documents

1
2
3
4
3

Ttems from Item Registe
Class Attendees.xlsx
Submittalltemsfor202 x|
Ttems from Item Register:

Submittal ltem Template-

Select My templates... on the right-hand panel.

Click on Project Contract Items Import.xIltm or BFA Billing

Codes to SOV Copy-In.xltm.

New

My Templates

i

Project
Contract
Items Project

Import. XL|

Items

Contract

Import. XLTM

g o & o

BFASupplem... Bookl.xltx MappedPro... PAPT 3.2 Just
Pass The D...

Ema

Preview

Preview not available.

Note: if the file is not there, see page 7.

Load Existing Billing Codes

Spitfire's BFA is open, and contains Customer Billing Codes
"Yes' - Search for and lead Custormner Billing Codes

'Mo" - Continue without search

The Billing Codes in Spitfire's BFA have been loaded
Make changes and fill additional columns as reqired

5. Click . A confirmation box will appear:

‘Save' to prepare for Project Import

7. Continue with previous instructions.

6. Click Ll to continue. When the data has been copied, a
notification box will appear.
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