
 

 

How to . . . 

Add a task or work code 

 

 

Purpose To add a new task or work code to work code lists that get assigned to jobs or 

projects.   

 

Navigate to menu > Job Cost > Set up > Work Code Lists 

 

 



In this window, search for the task list you want to update with the new task. 

 

 

 

 

 

 

 

 

 

 

 



In the table part, enter a new line and give the new work code a Number, Description, Derived 

Activity No. and make sure the box “Overwrite Activity” is checked.  Also, there is a field called 

Statistics 1, if the new task being added an expense task, make sure that field is filled in with the 

word Expense.  Otherwise, leave it blank.    

 

  

 

 

 

 

 

 

 

 



The Derived Act. No. is used to drive the postings of any entries made using the new Work 

Code.  To see where the Activity is set to post to, navigate to Menu > Job Cost > Set up > 

Activities.  Do a search to locate the Activity and you can see each account that is affected.  

You should not have to change anything in the Activities window though when adding a new 

task or work code.   

 

 


