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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
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In this window, search for the task list you want to update with the new task.
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Search Advanced * Task List ~ Praject
Name Retirement Plan Services Job Specific
Task List Description Description Retirement Plan Services Project No.
Criteria:
1 1010146-1 Task lstfor job 10101461 |+ p cags [evel + Standard Tasks
2 1010146-3 Task list for job 1010146-3 )
3 1010232-1 Task list for job 1010232-1 | Mame Registration
4 Audit Audit Description Revenue Recognition 90000
5 Bookkeeping Bookkeeping )
& Compilation Compilation - Daily D it Mileage
7 Compliance & Advice  Compliance & Advice ally Descriptions Invoicing Plan
8 Consulting Consulting Use Daily Descriptions [ -
9 Corporate Tax Return  Corporate Tax Return Invoicing On Account 1
10 Federal Tax Services  Federal Tax Services v Derived Di Invoicing On Account 2
11 Financial Management  Financial Management w0
12 Information Technology Information Technology & W t "
13 Internal Internal Derived  Overwrite Derived  Overwrite
14 Operations Operations Dim. Derived  Overwrite Responsib Responsib Executing Executing
15 personal Tax Return Personal Tax Return Task Description Blocked Comb. No. Act.No.  Activity le le Departm Departm
16 Retirement Plan Servi... Retirement Plan Services || 1 21000 Consulting u] 210 O O
17 Reviews Reviews 2 21010 Extended Admin O 210 O O
18 i
Risk Management Risk Management 3 21020 Investments- Brokered O 210 O O
19 Wealth Management  Wealth Management
4 21030 Investments- Non-Brokered O 210 O O
5 21040 Planned Documents O 210 O O
6 71050 Report Preparation | 210 O O
7 21060 Partner Review | 210 O O
8 21070 Suppart Staff ] 210 O O
9 21080 General - Special Reports O 210 O O
10 21090 Report Preparation - Special O 210 O O
11 21100 Partner Review - Special O 210 O O
12 21110 Conference with Client O 210 O O
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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.
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Deriyed Overwrite Derived Overwrite Derived
Dim. Derived Overwrite ponsib Responsib Ewxecuting Executing Project
Task Description Bloclgd Comb. No. Act. No. Activity e le Departm Departm Type

46 73300 Misc. Administrative costs O 733 O O
47 73400 Recruitment Fees O O O
48 73500 Staff insurance O O O
49 31390 Minor purchases O O O
50 1000 Transportation (Airfare Train Tax O O O
51 51100 Hotel- billable O 611 O O
52 1200 Meals- billable O 612 O O
53 51300 Auto Expense- billable O 6813 O O
54 1400 Mileage- billable 614 O O
55 1500 Communications (Internet Tel O 515 O O
56 61600 General Travel Expense rren O 616 O O
57 61700 Client Entertainmen O 620 O O
58 * O O O
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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.
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