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INERODUCEION

Accura software provides flexibility to meet the current needs of the business, as well as expansion to meet future changes.

The aim of this document is to highlight the features and benefits of the programme, and to show how they can be used to
improve the productivity and profitability of the business, by providing better management tools.

Accura provides a logical breakdown of the business workflow:

e Estimating (Cost based)

e Order Entry (Job Tickets/Dockets)

e Purchase Orders

e Job Costing (including data collection)
e Sales Analysis

e Accounts (interface direct from Accura)

Estimating using Accurais cost v time based i.e. projected time to be taken as a percentage of the hourly rate.

Every hour spent in the business by direct labour employees is a payable hour, and must be counted as a cost, but of
course not all of these hours can be charged to a job, there are breaks, re-work, training programmes, maintenance
procedures, meetings, and other activities that do not produce revenue. If a business is to operate cost effectively, and
profitably, it is essential that all production labour, and material usage, is recorded and tracked as it occurs, providing
management with a breakdown of all categories. Attention to non-chargeable direct labour costs is almost certain to
reduce such costs and thereby increase profitability.

To ensure the information being collected is relevant, it is important to ensure that the hourly rates being used by the
system are accurate and are reflective of the business.

To check these figures, the Accura Costing & Analysis module incorporates a cost rate calculator programme, which, using
the actual overhead costs, and forecasted working hours for machines, departments and people, calculates a required
hourly rate.

The Accura cost rate calculator is a flexible tool for automatically establishing hourly rates.

e Works from own operational costs
® Includes all direct and indirect costs
e Apportions costs to departments and cost centres

e Automatically re-calculates rates whenever data is updated.

Without the correct hourly rates, estimating and costing are inaccurate and lose their relevance. The Accura cost rate
calculator works from the users own cost data, not industry standard information.

The programme allows the user to enter all direct costs, such as production wages and salaries, administration costs,
occupancy overheads (rent & rates) and all financial overheads.

The cost rate calculator has been created in a Microsoft Excel format and in order to run the programme, Excel must be
loaded.

Having confirmed an hourly rate, we can now move on and look at specific areas of the business to determine the
management information we can obtain as standard. Other reports can be designed using the ODBC driver (refer to
separate section for further information on this product) and a third party data base product such as Microsoft Excel,
Access, and Goldmine etc

© Data Design Services Ltd, 2008 www.accuramis.com
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The sale is the starting point of all activity; “Nothing happens until someone sells something” is a very true adage. It is
therefore extremely important that this activity can be effectively tracked and monitored. This includes the activity of the
Sales & Marketing operation, as well as monitoring the status and progress of the estimate.

A series of reports can be pulled from the system relating to activity and performance.

How might this information be used?

e Comparing current business prospects with target

Assessing what type of jobs the company is winning and losing
Evaluating the type of work the company makes profit/no profit on
The effectiveness of individual estimators

Success/Failure rate by client

e Conversion rate of quote to Order

e Analysis of individual quotes

To support the Sales process further it is also very important to be able to monitor activity by the sales team. This can be
achieved by using the Accura Prospecting Module.

The prospect module enables the user to differentiate within the Accura programme between clients and prospects, and to
monitor and track activities.

© Data Design Services Ltd, 2008 www.accuramis.com



PROSPecrEeIinGg - c/rhRm

Some of the salient features and benefits are:

Features
e Separate prospect database (from true clients)
e Keywords — allowing unlimited analysis of each prospect
e Multiple contact names
e Unlimited event progress history, with date/time stamped notepad
o User-defined “field” labels
e Campaign codes, and success monitoring
e Mail merge with MS Word v7 or internal layout designer
e Quick query reporting tool, for user-defined reports
e Appointment scheduling, with diary printout
e Targeted fax broadcasts with scheduling for overnight runs
e Prospect schedule for daily “To-Do” list
e Integrates directly with Accura estimating
e Integral spell checking
e Import/Export in ASCII CSV file format
e Address label printing
e Reports including: Follow-up lists, Best Bets lists, New enquiries report, Event history analysis
e Campaign success ratio
Benefits

e Organise your time & workload better

e Respond to new enquiries efficiently and professionally

o Never forget a call-back date

e Keep a detailed history of information for each prospect

e Run targeted pro-active mail shots & fax shots

e Analyse which advertising/marketing works best for your company

© Data Design Services Ltd, 2008 www.accuramis.com
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ESTIMATE

.......

The estimate is the most important document of the system, as most of the
other documentation is drawn from it. The estimate is the first step away from
the order, and the business-driving tool for management. Activity in this area
will provide the indicator for the company’s revenue, both short and long term.

Inaccurate estimates result in lost profits, estimates that are too high usually
just go away, but estimates that are too low, are quickly accepted by the
market place.

The market place does not allow for any averaging or errors, any mistakes
come straight off the bottom line

Another consideration is that business opportunities are often lost when
estimates cannot be prepared and submitted quickly. Accura with it’s on-
screen fax and e-mail facility keep this to a minimum!

The system provides instant information regarding:

e Number of estimates produced over a selected time frame
e Status of the estimate — Pending, Converted or Lost.

From this data, it is possible to gain an overview of how the business is performing currently and, make short and long-

term projections.

For example, by using the analysing set up feature in the programme, the system will show what type of work is being
quoted, what type of work is being won and lost, and most importantly, the profit and value added being achieved.

To assist in this task, the system can provide the following standard reports.

e Estimate Enquiry

e Estimate Hit Rate

e Estimate Follow Ups

e Estimate Analysis

e Estimate Library Templates
e Estimate Outcomes

e Estimate Value Add

If required, estimates can be filtered by customer and or job type:

(where perhaps information is still awaited from an outwork supplier before the quote can be completed)

? Pending

! Incomplete
Converted

X Lost

Each category is automatically up-dated by the system as information is added.

© Data Design Services Ltd, 2008
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HOW MIGHE SHIS INFORAMaSCION e usep?

e Monitor activity — By individual or the team

e What type of work is being quoted for

e What type of work is being won or lost

e Value of jobs on quote

e Value of jobs won

e Value add being achieved

e  Profitability

e Compare revenue/profit to target

e Analysis of estimates lost by reason i.e. price, quality, delivery time etc.

e Sales performance within an individual account — Year on Year analysis

© Data Design Services Ltd, 2008 www.accuramis.com
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escimoate CONFIRMaItcIoON

Liata Lesign Sernces Lid
Laknsbury Mows
Hilingbury Road
Chamdiars Ford
Eastiaigh

S051 688

Tek 023 8024 0470
Fax: 023 BOOS 2673

ESTIMATE

Joe Bloggs

b
Ascal

Buds.

BYg 21

Caeate ref: 10681 RM
Fax Mo:

Dotz 25102000

DCiear Joa

Further o your recont anquiry, | hinve pleasuss in submiting our e stimate fo meet your rguirements as foloss:

Title: Promo Folder
Sizelspec: To ks A within A2 flarty
Origination:  Guark Xpress file supplied on disk,
Proat: Hone
Printing: 4 colour procass 1 sida
Matorials: 250gEm whits matt Dt Dasign Services Lid
Finishirg: Cut ta shaps with rew cutter. Trm and maks up 1 pockal Lakasbary Mows.
Hisingbury Fioad
CQuantty Price (£ } Chandiers Ford
Ensthoigh
2, s ==y
Tek 025 8024 0470
Run-on 00 .00 Fae: 03 8025 2573
This: prioe inducdes ariginalion costs of HLGA18.80
Ta: Bioggs Printing Erom: Fichard Hanksy
Delivery: To one local addrmes. )
s Aveetion: oo Bloggs Date: R0
Terms: M prices axduda vat fwhors applizabla), s valid for 30 days, and are subject ko sight of ok Chsobu iy, felea T mi
‘artwark or disk. Matnrial prices mary ba subjoct %0 change ai time of ordar placamert.
A cedurs arn placed subject io our berms & concilions., avalabls on mouest. Subject: Re: Your recent enguiry, plearse acoept i foliowng guotation to meel your requsmants
| st our astimate maats with your approval, and lock forward 1o receiving your instuclions in cue coursa. If | can)
bz af aniy furthor asssiance, pease do not hesilabe @ contact me.
Assaring you of cur best atierion Tithe: Proma Feldar
Sizelspec: To lake A4 faithin A2 fal)
Origination:  Clunrk Xproz= fls suppbad on dizk.
Proof: Home
Fichard Printing- 4 eolour procoss 1 side
Estimabar
Materials: PrT e —
ing: Cut %0 shape with new cutter. Trim and make up 1 pocket
Cuantity Price (€ )
GO0 41800
il 0000
Rurvan 500 8800
Detivery: Ta ane local addmss
Comments:
Tarms: Al pricas axciude val fwhars applicabla), am valid for 30 days, and ars subject o sight of aweek:

or disk. Matarial pricas may be st ta changa o tme of arder placemant, All orders are
placed subjed t cur lorms & conditiors, availabl on request.

| trust our estimate mests with your approval, and look formand to reciving your instructions in due course. I | can
ba of any urther assistanca, phasa do nal hesitals & contact me.

Assuring you of our bast atiention

Estimator

© Data Design Services Ltd, 2008
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estcimobteée onNalLdYdSIS

What does it show me?

This report provides a complete breakdown of all the workings that have gone into the estimate and their costs. It can be
printed in detailed or summary format on request. The report shows all the materials, labour and outwork costs broken
down with estimated times and a totals page summarising by departmental area.

How would I use this information?

You would typically print this analysis to check your quote (or someone else’s) before submitting it to the customer, or to
see if there was any areas that could be adjusted to reduce the cost when negotiating a deal. Because the information is
always presented in a standard format it is easier to see where errors may have occurred; unlike a manual estimating
system where it is almost impossible to check another person’s workings. It is useful to place a hardcopy of the analysis in

with the job bag in case of queries that affect the estimate during production.

H H Date: 0210212001 Time:  11:58 By: TAC Number: 1,058 Est: RH
Estimate Analysis e mrmgll O
SECTION 1 Types: 1 Shest QUANTITY: 500 1,000
MATERIAL
Code Depth Width  Wgt Supplier Pages MNoowt Colour Amount: 500.00 1.000.00
ART2E0 450,00 640.00 250 PAPER 4 1 Whila Overs: 400 450
Gloss art 250gsm Image depth: 207.00 Totakgty: 900.00 1,450.00
[0 Round to nearest whals unit of: 0 lmage width: 440.00 Frica: 7645 TE.45
TRIMMING Pockst  Flap Impasition Per 1ii00inc __ =wonnan
100 2 Bofek Cost: 6881 10.85
Mo out [hoz): Wieight (kilos): 2205 4411
Siza: Depth: 387 Width: 440 Mo, out {vert):
INKS
Description Coverage Fece Revarss Sq. mikilo Araa (s0.m) 13,1010 26.2020
Process inks 15.00% 4 0 216.0000 15.00 Quantity [kiks) 0.08 012
[0 Allow ink drying time
Cost: 5.00 5.00
PRINTIMG Spesdmaster 4 colour
Cols Rate Mreadies  Sub-mit Washups  Method MNoup  Horiz,  Mert Prass SPhM
4 £00.00 4.00 000 0.00 = 1 1 1 Flaw sheets a00 1450
Oiptions Running shests: aao 1450
I:‘ Plates are suppliad on this section I:‘ Use standing plate charge Impressions: a00 1450
I:‘ Film is supplad Spaad: 4,500 4 500
[] This section should be perfected  No.cols: 0 Hours: 220 232
I:‘ Use andline numbaring E Usa conwerting unit Cost: 198.00 208.80
I:‘ Usa on-line parforating I:‘ Rewind reel after prinfing
PLATES
Flate Diescription Price Per Min-charge  Cusntity
EMP Speadmastar plate 5.00 1 0.00 [ Cost: 20.00 20000
© Data Design Services Ltd, 2008 www.accuramis.com
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Cost Analysis (continued)

H H Date: 0200212001 Time:  11:50 By: TAC Number: 1,058 Est: RH
Estimate Analysis -
y 2 Date: 25102000
LABOUR & MATERIALS TimefCost
Dascriplion Moup Group Spaed Par Rate Cytles Min. LM 500 1,000
Disk conversion 1 1 1 1.00 £22.00 1 L 1.00 1.00
200 22.00
Make cromalin 1 1 1 1.00 £X2.00 1 L 010 010
20 220
Speedmaster platemaking 1 i 1 1.00 £25.00 4 L 1.00 1.00
.00 25.00
Speedmaster makeready 1 i 1 1.00 £40.00 4 L 200 200
THOUO 180,00
Speadmaster print run 1 i 4,500 1.00 £40.00 1 L 0.20 032
18.00 28.80
Di cautting 1 i 2000 1.00 £30.00 1 L 0.25 0.50
{40 15.00
Folding 1 i 3,000 1.00 £22.00 1 £1.00 L 042 056
924 1276
Packing parcals 1 500 12 1.00 £22.00 1 L 0.08 A7
1.7 174
Gloss art 250gsm 1 i 1 1,000.00 ET645 1 [ 800.00 145000
5361 110.85
Process inks 1 1 1 21600 £15.00 1 £5.00 M 13.10 26.20
£.00 500
Speadmaster plate 1 1 1 1.00 £5.00 1 M 4.00 4.00
FLI 20,00
OUTWORK
Descriplion Supplier Time Rete  Markup Method Cycles  Min. 500 1,000
TMT Cwemight couriars THT 3 days 0.87 Z200% Weight 1.00 1813 326
3 H Drate: 0210202001 Time:  12:01 By: TAC Mumber: 1,082 Est: RH
Estimate Analysis g s
SUMMARY & AMALYSIS Markup: & Trade clients QUANTITY: 500 1,000 5,000
To: Steve Guidroz Office: Rap: BH Material cost: §51.05 BO.OG 3306
Name: ARG Tachnologies i : Quaniity: 1,100.00 1.800.00 £,300.00
Address: 38 1t Strast - Markup: 5.00% 5.00% 5.00%
MawTown . Studio cost: 2200 22.00 2200
Swindon Product: BOOK Tima {hre): 1.00 1.00 1.00
Eszax Pravious: g Mariup: 10,00% 10.00% 10.00%
SWWE3 3AE
Total-pages: 164 Repro cost: 138.50 130.50 130.50
Tel; (01207) 387301 Tima {hrs}: .80 3.80 380
Fax: (0307) 387743 Dapth: 287 Markup: 10.00% 10.00% 10.00%
Subraf: WWidth: 210 Print cost: 408.00 43620 851.00
Ink cost: .01 8.81 2555
Title: 160pp Book Tima (hrs): 4.03 4.28 &.18
Siza: Ad 160pp + cover Markup: 10.00% 10.00% 10.00%
Corig: Quark Xpress file supplied on disk. Finishing cost: 11.00 16.50 80.50
Tima {hre): 050 075 275
Markup: 10000% 10000%: 10.00%
Proof: Ad Lasar mono proof
Sundry cost:
Tima (hrsk:
Printing: Coward colour procass 1 side Markup: 10.00% 10.00%: 10.00%
Text: Mono hroghuout Outwork Cost: 8727 173,06 70923
Materials: Cover: 250gsm gloss Oubwork Sall: 106.02 210.55 95023
et fligem: nok wove Overall cost: 72663 B7702 192084
Finighing: Parfact bind Crrarall markup:
Waight {kilos): 35.01 71.82 5008
Naksa: Todal profit: 80.37 103.98 25516
Profit (%) D96 10.60% 11.73%
Private: Value-added: B18.67 B76.18 1,086.16
WIA % TEH.E0N BE.93% 49.02%
Despatch: To ons lncal address Contribution: 2207 573.13 934,11
Cont. % G 50% SB.A2% 42.03%
Rurn-on gty: 500 Prica: 149.00 Wat: T1 Currency: Sterling Salling price: BO07.00 861.00 2176.00
© Data Design Services Ltd, 2008 www.accuramis.com
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escimaoteée LIPBRORY

What does it show me?

This report can be used as a “price list” showing sample quantities and prices for a selection of library (template)
estimates. The report shows a brief job specification as well as up to 5 sample quantities and prices. Library estimates are
divided into volumes (job categories), and this report can print a complete price list by volume, or only selected estimates.

How would | use this information?

The library is one of the most powerful features of Accura. It enables skilled estimators to prepare a range of standard
estimates for common job types e.g. leaflets, stationery, brochures etc... which are stored for later reuse by other estimating
staff. A library estimate is extracted and copied to a new estimate number by the user, then modified with any changes in
quantity, material, or job specification and a new quotation produced quickly, accurately, and easily. The library feature can
be used by semi-skilled non-estimator staff to generate estimates without detailed knowledge of the internal workings of
the estimate. The library report is designed to be printed as a price list to quote “ball park” figures if needed to customers.

Estimate Li brary Date:  B/02/2001 By: TAC Page: 1
Time:

Title: 4pp Ad 4 colour leaflat Volume: LEAFLET Est: RH Date: 10:10/2000 Quantity: 1.000 2,000 3,000 4,000 5,000
Size: Ad,dpp Price: 397.00 456.00 519.00 561.00 £43.00
Orig: Quark Xprass file supplied on disk. Run-on: 500 @ 31.00
Printing: 4 colour procese 1 side araiai —
Material: 130gsm white gloss art Updated: By:
Title: Bpp A4 4 colour leaflat Volume: LEAFLET Est: RH Date: 11272000 Quantity: 1.000 2,000 3,000 4,000 5,000
Size: Ad, dpp Price: T7e.00 862.00 1,008.00 1,126.00 1,242.00
ong: Quark Xpress file supplied on disk. Run-on: 500 g 58.00
Printing: 4 colour process 1 side T i
Material: 130gem white gloss art Updated: 1122000 By: RH

© Data Design Services Ltd, 2008 www.accuramis.com
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escimaoateée enauirRy

What does it show me?

This report is a general estimate history report that can be produced at any time, listing all estimates over any specified
date period. The report can be filtered. Sorted & subtotalled by client, product, estimator, sales-rep and status. The report
shows general estimate details including number, title, estimator, rep, product, status, cost and sales value.

How would | use this information?

You would use this report as a general enquiry tool to show estimate history over any date range. The report can list
estimates of any status, or only pending, hits or misses. For example you could use this report to show the number of
estimates done by client over any date period.

Estimate enquiry Date:  02002/2001 By: TAC Starting: 011002000 Client: 123 Est: Rep: Page: 1
Time:  15:20 Ending: 3102000 Product: Status:  All
Mumber  Client Date Quantity  Tite Est Rep Product Depth Width  Job-no  Status Cost Price  Wat
1000 123 20102000 500 Sales invioce sats RH JFB 207 210 1,083 Hi £241.00 £300.00 T4
1011 123 201102000 500 Company Letterhaad RH JFB LHEAD 207 210 1,004 Hi £170.74 £224.00 T1
1017 123 201012000 500 Advartising poster RH JFB S04 B4 1,023 Hi £203.43 £262.00 T1
1017 A 123 201012000 500 Adverlising poster RH JFB 504 a4 Miss £387.88 £483.00 T1
107E 123 20M02000 500 Adverlising poster RH JFB 5od B4 Pending £463.13 £577.00 T4
10254 123 2011012000 4,000 12RG Manual RH JFB BOOK 207 210 1,083 Hi £1,710.57 £1962.00 T1
1028 123 2010/2000 1,000 Company profile RH JFB BROCH o7 210 Incomplet: £742.80 £751.00 T1
1,020 423 Z0M02000 500 Credit note RH JFB MCR 207 210 1,005 Hi £241.00 £267.00 T4
1030 123 201012000 1,000 Discount leaflet RH JFB LEAFLET 207 210 1024 He £248.42 £261.00 T1
1031 123 201012000 500 Sales Letternead RH JFB LHEAD 207 210 1030 Hi £170.74 £190.00 T1
1032 123 23102000 1000 Show poster RH JFB S04 B4 1,012 Hi £356.08 £444.00 T1
1038 123 23102000 1,000 Ref:75434 brochure RH JFB BROCH 27 210 Pending £1,271.04 £1,390.00 T
1040 123 231002000 500 Referance manual RH JFB BOOK 7 210 Panding £654.63 £726.00 T1
1041 123 23102000 500 Trade show folder RH JFE FOLDER 207 210 1,013 Hi £376.64 £460.00 T1
1042 123 231012000 100,000 Yacht leaflat RH JFB o7 210 Pending £5,00%.04 £6,570.00 T1
1065 123 25102000 5000 Software Brochura RH JFB BROCH 207 210 1081 Hi £2,060.91 £2276.00 T1
[ Records: 16 Proporon:  100.00% £15,304.14 £17,152.00 |
[ Records: 16 £15304.14  £17.15200 |
© Data Design Services Ltd, 2008 www.accuramis.com
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escimaoteée outccomes

What does it show me?

This report lists any estimate within a specified date period that has been recorded as a “miss” (lost quote). The report can
be filtered, sorted and subtotalled by client, product type, result code, estimator or sales rep. The subtotal shows the

proportion of work estimated that was lost in each case.

How would | use this information?

Accura allows you to set-up “result codes” as a means of differentiating why a quote was lost for later analysis. There can
be many reasons why you may not win business, for example: price issues, quality of work, delivery time, or an unresolved

complaint. At the time you follow-up the quote, and are told you have lost the work you can assign a “result code” to

categorise the reason the business was lost. This information can be used in a number of ways: for example: you may
establish that you are losing work because of price at a much higher ratio on particular product lines, or are losing more
work from estimates generated by a particular estimator or rep. Once you know this you can make a business decision on

what is to be done about it.

Estimate Qutcomes Da& 02022001 By: TAC Statting: 011002000 Client: Est Rep: Page: 1
Tirme: 1640 Ending:  31/10/2000 Product:

Mumber Cliart Diater Eet Rep Product Title Rasult Cata By Motes Profit % Profit Prica
1021 JEFFCO 20402000 RH JFB LHEAD Letterhead ERROR  Z0M0M2000 RH !Jid not get order as last job £12.33 0.28% £120.00
1048 ACME 232000 RH AP FOLDER Rates Folder ERRCR  zafmzo00 RH r::tr:::auseof arror with order £20.36 7.20% FA0E.00
Records: 2 Propertion: 25.00% E41.60 B.T4% £E28.00
1023 BOLTS 20/0/2000 RH RH POS Prica tag LEAD  2gM0/2000 RH Rac:’uirad in 3 davs - could not £3251 10.62% £306.00

roduce
1028 ANY 201002000 RH TAC POS Advertising Poster LEAD 2000 RH zauld not produce in lead time E£23 57 10.38% £227 .00
| Records: 2 Proportion: 25.00% E£56.08 10.50% £533.00 |
105 BOLTS 20102000 RH RH BROCH Capahitty Brochurs PRICE 2011042000 RH  Lost becauss of price £31206  19.76% £1,584.00
[ Records: 1 Proportion: _ 12.50% E31206  1076% £1,584.00 |
1,008  ACORM 204102000 RH BH FOLDER Prormotional folder QUAL 29102000 RH Quality problem £20.36 720% £408.00
| Records: 1 Proportion: 12.50% £20.36 T.20% £408.00 |
1M7 A 123 20010/2000 RH JFB Advertising postar UNDER 2001002000 RH Price under cut by competitar £0512 19.69% £4E3.00
1,037 ANY 2310/2000 RH TAC BROCH TGR Brochure UMDER  Z3i0i2000 RH Price under cut by competitor E£131.98 9.41% £1,403.00
[ Records: 2 Proportion:  25.00% £22708 14.55% £1886.00 |
[ Records: B EBET17__ 14.55% £4,830.00
© Data Design Services Ltd, 2008 www.accuramis.com
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escimaoteée FOLLOW-URS

What does it show me?

This report lists any “pending” (unconverted) estimates that require a follow-up call on or before the specified date. The
report can be filtered, sorted & subtotalled by client, estimator, or sales-rep thus enabling you to print all estimates, or just
those you are responsible for. The report shows the estimate number, client, date raised, and follow-up due date, along
with the contact name, cost price and selling price.

How would | use this information?

Whenever you create a new estimate Accura prompts you for a follow-up period (in days) from estimate date — which
triggers the follow-ups report. This information is used to prompt you to “chase up” any outstanding estimates with your
customers, either to close the order, discuss the job or pricing objections, or establish why you may have lost the business.
Producing this report should become a regular job function and will help you improve efficiency, convey a more
professional image to your customers, whilst being able to keep your estimate database up to date with the status of each
quote. You can also record the “reason” each quote was lost for later analysis.

Estimate fo"o‘"ups Drater 0202200 By: TAG  Client Followup by <=1 151002000 Page: 1
Tirr: 16:17 Est: Rap:
Number  Client Date Within Ous-by Est Rep Quaniiy Tille Product Contact Goat Prica  Vat
1022 ARBCAR 15082000  10days 25082000 RH TAC 1,000 3532 leafist Arthur Dalay £303.03 £434.00 T1
Records: 1 £393.03 £434.00
1,016 A ACME 120012000 10days 22/08i2000 RH AP 50,000 Tourism leafiet Alan Davie £3138.86  E£343800Ti
1,016  ACME 03ON2000  10days 131002000 RH AP 1,000 Tourism leafiet Alan Davie £303.03 £423.00 T
1064  ACME IN0W2000  10days 1002000 RH AP 1,000 Trade postar POS Alan Davie £350.08 £444.00 T1
[ Records: 3 £380007  £4,305.00 |
1050 BLOGGS 220812000  10days 0140002000 RH TAC 500 Promo Folder FOLDER  Joe Bloggs £378.64 £415.00 T1
[ Records: 1 £370.64 F415.00 |
[ Records: 5 £4,661.64 £5,154.00 |
© Data Design Services Ltd, 2008 www.accuramis.com
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What does it show me?

This report lists all estimates generated over a specified date period, showing the percentage of “Hits” (converted quotes)
compared to “Pending” (quotes awaiting a decision) or “Misses” (lost quotes). The report can be filtered, sorted and

subtotalled by client, product or sales-rep.

How would | use this information?

There are a number of ways to use this information. You might use it to compare the percentage hit-rate (confirmed orders)
for each sales representative to see which team member is performing best. The example above shows estimate conversion
by client, to analyse which customers are giving you the highest proportion of their business — you might use this to
improve customer loyalty, or to see which clients are using you for “price matching”. You can also compare hit-rate by

HIE RatEce

product type to indicate which type of work you are most competitive at doing.

Estimaie h it.ra‘e Date:  OBMD22001 By: TAC Starting:  01/01/2000  Client: Est: Rep: Page: 1
Time: 1106 Ending: 3040872000 Product: O convertad quotes onty

Number  Client Date Quantity Ttk Est Rep Product Job-no  Status Cost Profit o Profit Price  Vat
1002 123 1402000 1.000  2pp Ad leaflet RH JFB LEAFLET 1,043 Hil £248.42 £60.58 10.61% £300.00 T
1004 123 14082000 1.000  Promo Brochure RH JFB BROCH Miss £1.271.04 E127.96 8.15% £1,390.00 T1

| Records: 2 Hits: 50.00%  Pending: 0.00% Miss: 50.00% £1,510.46 £1BB.54 14.38% £1,708.00 |
1022 ARBCAR 15082000 1.000 3532 laaflat RH TAC Panding £383.03 £40.87 B.44% E43.00 T1
1024 ARBCAR 01062000 500 Latterhead RH TACLHEAD 1,020 Hi £170.74 £4d 26 10.76% E22A.00 T4

| Records: 2 His: 50.00% Panding: 50.00% Miss: 0.00% ERT2TY £BG23 14.80% E658.00 |
1.018A ACME 12/0%/2000 50,000 Tourism leaflat RH AP Pending £3,138.86 £200.14 B.70% £3438.00 T1
1016 ACME D30W2000 1,000 Tourism leaflat RH AP Pending £393.03 £20487 7.00% E423.00 T
1020 ACME 02000 500 RTY Folder RH AP FOLDER 1,035 Hi £378.64 £20.36 T.20% E40E.00 T4
1,064  ACME 20I0W2000 1,000 Trade poster RH AP POS Pending £358.08 £B5.92 19.35% E£444.00 T1

[ Records: 4  Hits: 25.00% Pending: T5.00% Miss: 0.00% E£4.268.61 £4444 30 10.50% £4,713.00 |
1003 ANY 1402000 1.000 Brochure RH TACBROCH 1.034 Hi £1.271.04 £131.95 2.41% £1,403.00 T
1005 ANY 1402000 500 Sales Folder RH TACFCLDER 1,002 Hi E378.64 £40.36 0.63% E419.00 T4

| Records: 2 Hits:  100.00% Pending: 0.00% Miss: 0.00% £1.649 66 £172.32 0.52% £1,822.00 |
1040 BLOGGS Q082000 500 HGF Novel RH  TACBOOK 1,026 Hi E654.63 £73.37 10.08% ET2EB.00 T4
1058 BLOGGS 220082000 500 Prome Folder RH TACFCLDER Pending E378.64 £36.36 B.76% EAM500 T

l Records: 2 Hits: 50.00%  Pending: S50.00% Miss: 0.00% £1,033.27 £100.73 0.42% £1,143.00 |

| Records: 12 Hits: 55.00% Pending: a5.00% Miss: 10.00% £3.043.78 £1,000.21 11.52% £10,044.00 |

© Data Design Services Ltd, 2008 www.accuramis.com
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escimaoteée usaLue a30DeD

What does it show me?

This report lists all estimates raised over a specified date period, along with the estimates cost, value-added value &
percentage, contribution, profit and sales value. The report can be filtered, sorted & subtotalled by client, product,
estimator, sales-rep, and status.

How would | use this information?

You would use this report to analyse your estimated value-added by product type, client, estimator or sales-rep. In short,
this will identify your most profitable work, or most profitable clients, and whether your estimators/sales-reps are bringing
in the “right type” of enquiry. As a business you need to maximise your value-added content to keep your gross margin as
high as possible to cover your overheads fully. Without this information it is possible to carry on without realising that the
work you are doing is non-profitable and your net profit will be down as a result.

Value-added represents the sales value of the job, less materials and outwork, - the remaining amount being used to pay
the wages and overheads of the business. The contribution figure is value-added with wages removed. Too many
businesses place too much emphasis on turnover, and not enough on maximising profit margins — this is a fatal mistake.

ESt'mate Value-added Date: 020202001 By: TAC  Starting: 01MQ0/2000 Clent: Est Rep: Paga: 1
Time: 1812 Ending: 31102000 Product: BROCH Status: Al

Mumber Client Date Title Est Rep Product Gost V-added % WiA GContrib. % Contrib. Profit % Profit Prica
1,010 ABC220 2011012000 Product brochure RH BH BROCH £742.80 B42123  51.43%  E20803 36.30% ETBA1 9.29% £810.00
1015 BOLTS 20010/2000 Capabilty Brochure RH RH BROCH £1.271.04 £1,13268 T7160%  £0G066 B1.23% £312.06 19.TE% £1,5684.00
1026 123 201072000 Company profile RH JFB BROCH £742.80 £35323  4T03%  £230.03 30.63% £8.11 1.08% £751.00
1,037 ANY 23102000 TGR Brochura RH TAC BROCH £1.271.04 85156 BT B2%  £788.68 56.23% E131.96 1% £1.403.00
1038 123 2311072000 Ref:75434 brochure RH JFB BROCH E1.271.04 £O47 BB BTTIX  EVAdBR S6.10% E127.96 D15% £1.300.00
1,046 ACORM 23110/2000 Harbour Brochure RH BEH BROCH ER40.08 £40232  5288%  £346.02 37.38% £90.02 D7T% £031.00
1,085 123 25/10/2000 Software Brochure RH JFE BROCH £2,050.91 E1406.67  G5T76% £1.208.67 S311% £225.08 9.89% E2.2T8.00
1,062 ACME 231002000 Report & Accounts RH AP BROCH E146568  £1.04560 66.22%  £B51.60 53.95% £113.32 7.A8% £1.578.00
1,064 ABCZ20 201002000 Brochura RH BH BROCH £742.80 E42433  5161%  £301.03 36.B2% ETD11 DEIW E£822.00

| Records: a £10, 30646 E726602 6022% E578122 46.85% £1,165.54 D46% £11,564.00 |

| Records: a £10. 30846  £7266.02 B022% E5T7E1.22 A6.85% £1,165.54 DA8%, £11.564.00 |

© Data Design Services Ltd, 2008 www.accuramis.com
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ORDEeRrRsS

[T — Ty |

. Orders are raised directly through the system by pulling all of the instructions across
from the estimate. The status of jobs is shown on the system using a colour-coded
feature for ease of recognition.

=1 1 There are five statuses for a job:

= : e Active (Green)
- : On hold

l ‘ e Complete (Red)
e Invoiced (Blue)

‘ == e Dead (Black)

The status information can be filtered by:

o Client

e Job number
o Due by date
e Product type
o Title

From this information, the system will produce reports covering any of the status conditions, filtered by any of the above
options.

By utilising the Job Costing & Analysis module, it is possible to monitor actual times taken, and materials used, either from
a daily time sheet, logging times and material usage, against specific job numbers, or in real time direct from a keyboard at
the work place.

There are other by-products of the remote data collection system, including machine loading and employee productivity
measurements and statistics. These are valuable tools for achieving better management control of workload, and for
improving overall productivity

© Data Design Services Ltd, 2008 www.accuramis.com
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PREesSS WORHR-EO-LISE

What does it show me?

The press work-to-list is a production report designed to show you allocated printing times for active work by press code.
The report prints each press on a separate sheet for clarity, and shows the job number, title, quantity, colours, method,
inks, and estimated hours along with when the job is needed for. The list is updated automatically as new orders are
entered, and other orders are delivered.

How would | use this information?

Use this report to give to your print/production manager to plan up work onto each press. The report will accurately shows
(using estimated data) the number of hours assigned to each press, and colour sequences. Using this data he can plan up
which jobs should be printed first and in what order to minimise wash-up times.

Make best use of wash-ups. This report is NOT true scheduling, but offers a good basis for pressroom planning.

Press Work-to-List Date: 01/02/2001 By: TAC Page: 1
Time: 17:54
| Prass Job-no Glient Date-in - Cuantity Titke Labsl PP Face Rev Method Colours Hours Required  Friority Ml:rve‘?|
B1 1018 BOLTS 2311062000 1000 Catalogue Text 18 1 1 8 10.84hrs 30M02000 Mormal Yes
B1 1,016 BOLTS 23102000 1000 Catalagua Text 4 1 1 W 0.92hrs 30102000 Momal Yee
B1 1028 123 201062000 7000 12RG Manual Text 16 i 1 8 3.80hrs  05/1/2000 High Na
B1 1.031 DOS195 02/11/2000 5000 Pastry Book Text 16 1 1 5 3.16hrs 0871172000 High Yes
B1 1,027 ACORN 201042000 25000 Christmas poster 1 10 W 1.92hrs 10/112000 Low Yee
B1 1,033 123 02/11/2000 000 12 GF Manusl Text 18 1 1 5 25.80hrs 10/ 12000 Low Yee
[ Records: 5 Hours:  48.45hrs ]
© Data Design Services Ltd, 2008 www.accuramis.com
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MoateRial ReaAulisiceion

What does it show me?

The material requisition lists all the paper and board needed for orders booked in between two specified dates. The reports
show the material code, description, supplier, job number, and quantity needed by job, with a subtotal of quantity needed
by material type.

How would | use this information?

You would use this report daily before placing purchase orders to show your exact quantity of sheets you anticipate
needing for orders booked in that day. Using your own stock checking methods you would check stock levels for each item,
and order up only the shortfall. This report is NOT designed to offer stock control, but to support a manual stock keeping
system, and encourage exact quantity, “just-in-time” ordering methods. Note: It does not matter if the order was estimated
or manually entered.

Material requisition Date: 01022001 By: TAC Starting: 01102000 Client: Owner: Paga: 1
Time: 1728 Ending: IW2000  Supplier:
L Matarial ju] i Diepth  Width  Supplier Wgt  Colour Supp-ref. Job-no Date-in Required Cuantity Pack Price  Par |
ART115 Gloss art 115gsm 450 64D PAPER 115 Whits  ART11SWT-03 1020 2001002000 0511/2000 300000 500  £2245 1000
[Records: 1 3.000.00 ]
ART115A1 Gloss art 115gsm B40 D00 PAFER 115 Whits  ART11SWT-04 1027 2001002000 19111/2000 2750000 500 £44.80 1000
[ Records: 1 2750000 ]
ART150 Gloss art 150gsm 450 64D PAPER 150 Whits  ARTASGWT-03 1025 251002000 01111/2000 146500 500 £40.45 1000
[Records: i 1.165.00 J
ART250 Gloss art 250gsm 450 64D PAPER 250 Whits  ART250WT-03 1028 2001002000 0511/2000 380000 200  £7645 1000
ART250 Gloss art 250gsm 450 64D PAPER 250 Whits  ART250WT-03 1,019 231002000 2011/2000 194600 200 £7B4S 1000
["Records: 2 4.846.00 ]
BOOKA0AT 80gsm white book wove SRA1 BAD D00 GURPY 80 Whits 1028 201002000 0511/2000 770000 500 £18.00 1000
BOOKE0AT 80gsm white book wove SRA1 B40 D00 GUFRY 80 Whits 1016 231002000 30MHI2000 1100000 500 £18.00 1000
BOOKE0AT 80gsm white book wove SRA1 BAD D00 GUFPY 80 Whits 1,016 231012000 30/10/2000 27500 500 £18.00 1000
[Records: E] 18,975.00 |
SINGLE300 300gem 1 sidsd board 450 64D MODO 300 Whit 1,016 231012000 3010/2000 90000 100  £248.00 1000
[Records: 1 900,00 ]
[ Records: o 56,466.00 |
© Data Design Services Ltd, 2008 www.accuramis.com

22



SEatUS REerPOoORE

What does it show me?

This report shows order details over any specified date period showing the job number, client, date in, order number, title,
along with delivery and invoice details and sales value. The report can be filtered, sorted & subtotalled by client, product,
owner, sales-rep and job status.

How would | use this information?

Use this report as a general enquiry tool to list orders of any status over a specified date period. For example: you might use
this report to print a complete order history for one selected client, or to analyse the number of orders placed by a particular
sales-rep (to work out commissions). You can optionally list all orders, or just those of a certain status e.g. active,
delivered, or invoiced.

Status Report Date: 0110212001 By: TAC Page: 1
Tima: 17:27
| Cliant Date-in ~ Job-no Cuats Ordar-nao CQuantity Title Priarity Raquired Movable? Rep Ownar Pfile Prica |
BOLTS 23102000 1016 1,016 1000 Catalogue Mormal 30102000 Yss RH  RH 1015 3,486.00
123 IS02000 1025 1,002 34535 2500 GO leafist Mommal 1112000 Yes  JFB RH 1023 47,00
123 02000 1028 1025A 7000 12RG Manual High S112000 Mo JFB RH 1003 3,010.00
ANY o200 1020 1,003 1000 KLJ Brochure Low S112000 Yes TAC RH 1001 1.403.00
DOS18S 2112000 1031 1043 5000 Postry Book High 9112000 Yes RH  RH 1027 2,268.00
123 000 1030 1031 5000 Sales Letterhead Urgant H112000 Mo JFB RH 1026 340.00
ANY 000 1032 1039 50000 Invoics Mommal 13112000 Yes TAC RH 1028 2614.00
ANY 000 1034 1003 1000 Brochure Ugent 13112000 Mo TAGC RH 1001 1.403.00
ACME 12000 1035 1020 1000 RTY Folder Mommal 13112000 Yes AP RH 1029 493.00
ACORN 201042000 1027 1044  ACS643 25000 Chiistmas poster Low 191192000 Yes BH RH 1025 2072.00
123 F1u2000 1033 1083 5000 12 GF Manual Low 1912000 Yes U8 RH 1003 2,000.00
ACORN 231042000 1018 1007 50000 Swing tag High 2012000 Mo BH  RH 1017 299.00
123 1771112000 1051 1055 75000 Software Brochure Momal 241112000 Yes  JFB RH 1042 17.564.00
123 11212000 1053 1,009 500 Sales inviooa sets Mommal 8122000 Yes JFB RH 1044 300.00
[ Resords: 14 Total:  £44509.00 |
© Data Design Services Ltd, 2008 www.accuramis.com
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What does it show me?

This report shows order details over any specified date period showing the job number, client, date in, order number, title,
along with delivery and invoice details and sales value. The report can be filtered, sorted & subtotalled by client, product,

owner, sales-rep and job status.

ORDEéeR enaAauinRy

How would | use this information?

Use this report as a general enquiry tool to list orders of any status over a specified date period. For example: you might use
this report to analyse the number of orders placed by client, product, or sales-rep. You can optionally list all orders, or just

those of a certain status e.g. active, delivered, or invoiced.

Order enq Uiry Date:  01/02/2001 By: TAC Starting: 011172000 Client: Cwner: Rep: Paga: 1
Time:  17:2% Ending: 301172000 Product: Status: Al
l Job-no Client Date-in ~ Order no Own Rep Quantity Title Product  Status P-Fie Required  Daliverad Inv-dats Price Vatl
1030 123 020112000 RH JFB 5000 Sales Latterhead LIHEAD  Active 1026 0811/2000 r il E3000 T
1033 123 020112000 RH JFB 5000 12 GF Manual BOOK Active 1003 191172000 r i £8,000.00 T1
1051 123 ATM 12000 RH JFB 75000 Software Brochure BROCH  Active 1042 24172000 I J1 E17.564.00 T
[ Records: £2F 904 .00 ]
103% ACME 02011/2000 RH AP 1000 RTY Fokder FOLDER  Active 1020 13112000 rr ! E£433.00 T
[ Records: £492.00 ]
1,032 ANY 020112000 RH  TAC 50000 Invoice LIHEAD  Active 1026 13172000 H i £2,814.00 T
1,034 ANY 02f11/2000 RH  TAC 1000 Brochure BROCH  Active 1001 13172000 i i £4,403.00 T
[ Records: £4.01700 |
1031 DDS195 020112000 RH RH 5000 Puaatry Book BOOK Active 1027 09112000 I (&l £2,268.00 TO
[ Records: £2,268.00 ]
| Records: £32,682.00 ]
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PRODUCE HISEORY

What does it show me?

The product history report shows order history by product code including subtotals of quantity used, and value of business.
The report can be sorted by product code over any specified date range, and filtered by client or sales-rep.

How would | use this information?

You would use this report to give a breakdown of your work by product type, for a particular customer or sales-rep. Thus for
example: if a client wished to know what his consumption is annually of a particular product you will be able to tell him
exactly using this data.

Product hlstory Date: 04022004 By: TAC  Stating:  0410/2000  Clent: Page: 1
Tirme: 17:63 Ending: 280272001 Rep:
| Job-no Client Date-in Crder no Praduct Rap Tite Dielvarad Quartty  Tofollow  Inv-no Inv-date Price Wat |
1003 123 20102000 BOOK JFB 12RG Manual 2501012000 7,000 1002 2510/2000  £3,010.00 T
[ Records: 1 Avg-price: £3,010.00 7.000 £3,010.00 |
1002 ANY 141082000 3654 FOLDER  TAG Sales Folder 25/1012000 500 1,003 0211112000 £419.00 T
1013 123 23102000 FOLDER ~ JFE Trade show folder 200112000 1,000 1,005 0214/2000 £564.00 T
[_Records: P Avg-price: £491.50 1,500 208300 |
1004 123 20/10/2000 LUHEAD  JFE Company Letterhaad 2501042000 500 1,002 2501012000 £224.00 T
1,082 123 01/12/2000 RT76890 LHEAD  JFB House Letterhead 2900112001 2,500 1,012 2901/2001 £238.00 TO
|_Recerds: 2 Avg-price: £231.00 3,000 FAHZ.00 |
1010 ANY 201102000 LEAFLET  TAC Leaflat 2901012000 3,000 1,003 0211112000 £633.00 T
1025 123 251102000 345345 LEAFLET  JFB GD leafiet 16/11/2000 2,500 2000 1,000 1511/2000 £447.00 TO
[ Records: 2 Avg-prica: £540.00 5,500 2,000 £1,080.00 ]
1005 123 20102000 NCR JFB Credit nota 25/1012000 500 1,002 2501012000 £267.00 T
1007 ANY 201102000 MCR TAC Delivary notes 290112000 10,000 1,003 0211112000 £834.00 TO
[_Records: 2 Awg-price: £550.50 10,500 £4,101.00 ]
[ Records: ] Avg-price: £737.33 27,500 2,000 £6,636.00 ]
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SJOB COSsSEING

From the data entered from the daily work docket or keyboard i.e. times and materials, a whole range of analytical reports
can be produced:

e Workin progress

e Value added report

e Variance report (Estimate v Actual)

e Cost Analysis — Complete cost break down for each job.
e  Profit & Sales recovery summary of each job

As well logging all of the actions allowed for in the estimate, it is also very important to monitor and log any changes
requested by the client that are chargeable. This will show up on the variance report-comparing estimate with actual costs.

When a system is in place to record material usage, everyone in the business becomes more aware of the importance of
minimising waste, offering an area for potential savings!

How might this information be used?

e Obtain a full breakdown of work in progress

o Obtain a breakdown of potential profit/loss on individual jobs still in production

e Fullvalue add report

e Produce a variance report comparing estimated costs with actual, broken down into departmental costs.
o Profit summary for invoiced jobs

» Salesrecovery report, enabling analysis by department e.g. What was my total costs and profit from my
studio

As well as being able to obtain analysis of jobs the Accura Costing & Analysis module enables analysis by cost centre. A
cost centre can be a person, department or machine.

As an example, by cost centre, the system can provide a detailed analysis comparing budgeted costs with actual over a
given period e.g. a GTO2 has been budgeted to work for 100 hours for the month of march, the system will monitor how
many hours were actually run by the machine and the costs incurred. This information enables the user to monitor if the
hourly rate being charged is adequate.

The same analysis is available by individual operator i.e.

o Hours worked @ standard and overtime rates

o Analysis of time taken by operation e.g. How long to do a make ready on a particular machine
e % productivity

o Direct and Indirect labour costs

The same applies to departments; the system will provide a summary of labour entries for a given period, including direct
and indirect operations, as well as % productivity.

As well as labour costs, it is also very important to be able to monitor material and outwork costs, as this has a direct
bearing on value add figures, ultimately affecting contribution and profit.

Enquiry reports can be instantly produced for Materials (paper, film, plates, ink) detailing quantities, by supplier, and
broken down by job number. A similar report can be produced for outwork.

A very important part of the job process is to be able to monitor and track purchase orders raised for materials and out-
work.

© Data Design Services Ltd, 2008 www.accuramis.com
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WORH IN PROGREesSS

What does it show me?

This report lists all orders that have not yet been approved for invoicing. An order is considered “work in progress” if costs
are still being booked against it. The actual job status (active/delivered) is not actually relevant as an order can be
delivered, with costs still being booked in — therefore this report will differ from the “Status Report” produced by the
production module. The report lists each job number, client, and title, along with the total materials, labour & outwork
costs to date.

How would | use this information?

You would produce this report for two reasons. Firstly you might like to see any un-invoiced work, and how much it has cost
to date, with an estimated sales figure — used in some forward planning or cash flow projection. Secondly many businesses
make an accounting adjustment for work in progress on their profit & loss account each month. This is done because WIP is
essentially work you haven’t invoiced so does not show yet; however you may have incurred outwork and material costs
against these orders which do show on your accounts. Thus your profit/loss figure is reduced because you have not shown
the “sale” against these purchases and your profit figure will be deceptively low accordingly.

WO rk in Prog ress Date: 01022001 By: TAC Rep Target dete == 01/02/2004 Page: 1
Tima: 1528 Cliant:

Job-no Client Quantiy Tite Product Order-nz Date-in - Required Rep  Materals Labour  Qutwork Actual Est-cost Expactad Passed
1,006 ANY 2500 House Letterhead LIHEAD 2001002000 272000 TAS £32.16 £64 24 £0.00 £56.40 £150.82 £168.00 []
1,009 DOS195 2500 Letierhead 2001072000 272000 RH £20.52 £126.16 £0.00 E155.68 £114.27 £128.00 [
1,011 ARY 1000 Brochure BROCH 20/10/2000 272000 TAC  £42527 £ER2 06 £3883 £1.047.06 £1.403.00 [
1,014 ANY 10000 Invaice NCR 23M1M0/2000 06/11/2000 TAC  £235.00 £363 88 £0.00 £580 67 E760.72 £622.00 [
1.015 DOS195 1000 Promo leaflat 231002000 30M 2000 RH E74 46 £170.82 £0.00 £254.28 £303.03 £469.00 E
1.018 EFFCD 1000 Sales Folder FOLDER 2310/2000 16M11/2000 JFB E139.07 £163.73 £26.35 £320.15 £456.51 £500.00 [
1,021 M5 500 of eact Business pack 2 251072000 011112000 £25.27 £00.40 £13.87 £138.54 £340.23 £386.00 D
1.023 123 10000 Advertizing poster 25/10/2000 01/41/2000 FB £655.48 £150.74 £32493  £104045  £1.273T70 £1.558.00 []
1,024 123 2500 Discount laaflst LEAFLET 2510/2000 01/11/2000 JFB £73.28 £164.45 £20.08 E25T.79 E3M1T £316.00 D
1,026 BLOGGS 500 HGF Movel BOOK 20010/2000 05/11/2000 TAC £70.68 E£151.10 E87 08 £318.83 E£654 63 £728.00 [
1.028 123 TO00 12RG Manusl BOOK 29/10/2000 05M11/2000 FB £491.01 £22133 E1N737 £193061 £3.010.00 D
1,030 123 S000 Sales Letterhead LHEAD 02011/2000 09M11/2000 JFE E£56.83 £130.44 £24.28 £220.53 £308.73 £340.00 [
1.032 ANY 50000 Invoice LIHEAD 02/11/2000 13711/2000 TAC £0.00 EB.25 £0.00 £628 E225TRE £2 614.00 I:I
1,033 123 5000 12 GF Manual BOOK 021112000 19/11/2000 FB  £28 BG5S 29 £24328  £120936 £30,31703 £726068 £8.00000 [
1,034 ANY 1000 Brochure BROCH 02111/2000 13711/2000 TAC £67.35 £0.00 £0.00 EBT.35 £1.40300 [
1,051 123 TH00D Software Brochure BROCH ATH2000 24/11/2000 JFB E£80.00 £52.80 £0.00 £13280 £15705668 £17.564.00 []
1,053 123 00 Sales invioce sats M22000 08M12/2000 FE £5.25 £33.22 £0.00 £38.47 £241.00 £300.00 [

| Records: 17 E3123679 £274160 E2063.01 E3604140 E3021B66  £30.730.00 |
l Records: 17 E31236.79 E£2T4160 £208301 E£3604140 E3021B66  £30.730.00 |
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USRINCeée RepPoRrntEt - DecalLeDdD

What does it show me?

This report provides a detailed (departmental) breakdown for any selected orders for comparison between estimated and
actual costs for each component of the job. The actual figures, variance, and percentage variance are shown to highlight
where the biggest errors occurred. This report is normally produced once a variance summary has been printed.

How would | use this information?

This information is used to see which components of the order are responsible for the largest variation between estimated
and actual costs. In the example above we can see the variance in “materials” is only —1.13% (i.e. we spent 1.13% more
than we estimated on materials); however the variance for printing is 453.07% (it cost us less than we estimated). From this
we can deduce that perhaps not all the entries for printing have been made, or something happening in production that we
could not have allowed for when we estimated. A variance in either direction may need action taking.

From this data, we can then pull out a cost analysis sheet for this job to see which specific operation has caused us a
problem and take any necessary action. It may be due to operator error, it may be a timesheet keying error, it may have
been an unforeseen machine breakdown, or a problem introduced by the customer.

Variance report (deta“ed} Date: 010212001 By: TAC Staring:  01/00/2000 Paga: 1
Time: 1549 Thrashaold: 0.00% Ending  28/02/2001

Job-ne Client Quantity Est Quote Rep Product Owner Date-in Order-no Category Esfimated Actual Wariance % Var. Valus
1,026 BLOGGS 500 RH 1048 TAC BOOK RH 28102000 Matarial: £51.96 £52.85 £080  -1.13% £120.67
HGF Movel Ad 180pp + cover Coverd colour procass 1 side Studio: £ 00 £38.50 £-16.50 -42.86% £87.91
Tewxt: Mono throghuout Cover: 250gsm gloss Repro: £87 .50 £43.75 E2375 54_20% £899.90
et Bligam book wave Pariact hird Print £408.00 ETATT  E3423  45307% £168.44
Finishing: £11.00 £22.00 £1100 -50.00% £50.23
Analysis: — — P - S— Sundry: £0.00 £0.00 E000 0.00% £0.00
Py raaw A T Outwork: £87.27 £B7.06 £060 -0.78% £200.84
SB20%  TEOT% B5.60% Total: £654.63 £318.83 £335.80  105.32% ETZE.O0
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USRIgnNnCce RepPort -Ssummoany

What does it show me?

There are in fact two variance reports - summary, and detailed. This summary report shows you all order that have been
approved for invoicing (i.e. the final selling price has been checked) and a comparison of the estimated costs versus the
actual cost (the variance). Only orders that are estimated will appear on this report, as otherwise there is no point of
comparison. The variance is calculated in value, but also more importantly as a percentage. The report lists the job number,
client, title, quote number, estimate & actual costs, variance and % variance.

How would | use this information?

This information is arguably the single most important Job Costing management report within Accura, and answers the
question — “Are we estimating accurately?”— for some businesses this is the only reason for installing a Job Costing
system. Using this information you can see how close your actual costs are to your estimated costs. Naturally things can go
wrong on a job on a one-off basis, but if a trend is emerging then you need to know why — no business can go on under-
estimating or over-estimating work indefinitely without the risks of overpricing (and thus losing work), or under-pricing and
not making enough profit margin.

A “threshold” can be set for this report, so that the report will only show orders with a variance outside of this “acceptable
limit” e.g. 10% variance. This enables you to filter out “problem” jobs without needing to produce a long list. Once you have
identified any orders that concern you, you can produce a detailed variance to highlight which department the variances
occurred in, and various other cost analyses to identify which operation and/or operator may have been responsible.

Variance re port {SUmmary) Date: 0190212001 By: TAC Starting: 01/10/2000 Page: 1
Time: 15:45 Thrashald:  0.00% Ending:  2B/0272001
l Job-no  Client Cluantity Title Est  CQuote Est-cost Act-cost Wariancs B Var. Profit % Profit Cluated Extras Valus |
1002 ANY 500 Sales Folder RH 1005 £373 64 £165.90 EX1285 12811% £263.01  80.38% £410.00 £410.00
1003 123 000 12RG Manual RH 1028A £2607.80 £73383 E18T4.47 2854T%  E£2278.37T TEEIW £3,010.00 £3,010.00
1004 123 500 Company Letterhead RH 1011 £179.74 £224.38 Ed4d B4 19.89% £0.36 0A7% £224.00 £224.00
1006 123 500 Cradi nota RH 1029 £241.00 £142 68 EDB32 GB.O1% £124.32  4B56% E3ET.00 26700
1007 ANY 10000 Delivary notas RH 1027 £750.72 £610.30 £140.33  22.00% £22361  2681% £834.00 £834.00
1010 ANY 3000 Leaflat RH 103 £510.63 £542.87 £3224  5.04% £O013  14.24% £633.00 £633.00
1013 123 1000 Trade show folder RH 1041 £456 61 £355.19 £101.42 28.55% £208.81  37.02% £564.00 £554.00
1008 DDS185 2500 Letterhead RH 102 £114.27 £126.16 £11.88  942% £1.84 1.44% £126.00 £128.00
1014 ANY 10000 Inwiica RH 1033 £750.72 £353 68 £307.04 112.28% E462.32  57.03% £823.00 £823.00
1015 DD&S195 1000 Froma leafist RH 10344 £393.03 £170.82 £213.21 11857% £30218  63.23% £480.00 £480.00
1025 123 2500 GD leaflet RH 1002 £ £143.49 £168.22 117.23% £243.51  8292% £387.00 £447.00
1026 BLOGGS 500 HGF MNowel RH 1049 £654 .63 £318.83 £335.80 105.32% £40217  56.20% £726.00 £728.00
1011 ANY 1000 Brochure RH 1003 £1,047.06  £1.047.068 100.00% £355.04  253T% £1.403.00 £1,403.00
1062 123 2500 Houss Letterhaad RH 1084 £234 090 £40.22 £104 68 484.04% E10778  8310% £238.00 £238.00
[ Records: 14 E26E00.01 93.30% EG162.61  43.55% £10,147.00 £10,207.00
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SalLesS RecCouenrny - DecalLebD

What does it show me?

The detailed sales recovery report shows you selected orders that you have invoiced, with costs broken down by
departmental area, along with the mark-up, profit and profit margin made. You select the orders you want to list.

How would I use this information?

You would produce this report to review specific jobs to establish where you made money i.e. is which departmental area of
the job did you make the most profit. This will highlight profitable areas of you business activities, and less profitable ones.
For example, you might establish that your repro department is working on much lower margins that your print room.

Sales Recovery (Detaﬂed} Date: (/0212001 By: TAC Starting 01102000 Page: 1
Time: 13:32 Ending: 3111042000

Job-no Clhant Title Est Rep Quote Product Iny-date Irnv-nie Department Cost Sell % Markup Profit % Profit
1000 123 Leafiet JFE 1,000 25402000 1,001 Material £117.01 £12431  543% £640 51A5%
R Studio £33.00 EMTL 543% £170 544%
Specificafion: Repro £1875 £10.77  5.43% £102  5.16%
Leaflet Ad Glose Art 150gsm Job fo be timmed to size, folded & packed in parcels Print £246 40 £OROTE  5.43% £4338 S515%
Finishing £000  0.00%
Sundry £000  0.00%
Outwark £1645 E17.34  543% £0B0 5143%
Totals: £43251 £456.00 £2349  515%
1003 123 12RG Manual RH JFE 10254 BOOK 25M0/2000 1,002 Matarial £427.00  E17E230 310.29%  £132521 7563%
e Studio £2750 £11287 310.20% £8533 7563
Spanificaliin’ Repro £45.00 F1B46T 310.20%  £13063 75631
11”*&'-‘“";‘ Mh1BEﬂn%* w?;g&mri"; colour process 1 side Print £180.80 £741.80 310.20%  ES6100 T75.63%
Tt agg“;’m D G P e e Finishing £53.24 £31.44 310.20%  £16520 75.63%
Sundry £000  0.00%
Cutwork D00 0.00%
Totals: £73263  £3010.00 £2276.37 T563%
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SalLesS RecoueRrny - summony

What does it show me?

This report lists all invoiced orders during a specified date period along with their costs broken down by departmental area,
selling price, and profit. There are in fact two sales recovery reports — summary and detailed.

How would | use this information?

You would produce this report to tell you how much each department has cost you over a specified period, and how much
sales have been recovered. For example: You might want to know how much studio work you had invoiced in the month.
Naturally, as a printer the studio element of a job forms only one part of the production process; this report isolates the
sales “recovery” of each element of the job for you. This information could be used to make business decisions about the
profitability of each departmental process. You may find that you are losing money in one particular area of production.

Sales Recouery (Summary) Date: 06/02/2001 By: TAC Starting: 01102000 Paga: 1
Time: 13: 3 Ending: 28/02/2001

Job-nz Client Titke Inv-nee Material Sdudic Repro Print Finizhing Sundry Cutwork Tokal Profit % Profit

1000 123 Lesfiet 1,001 Cost E117.01 £33.00 £18.75 £346.40 £1645  E43251 £2340  515%
Sell £124.31 £34.70 £10.77 £350.78 E1T34 £456.00

1003 123 12RG Manual 1002 Cost £427.00 £27.50 £45.00 £180.80 £63.34 £73363 £2078.37 T5.63%
Sell £4,752.30 E11283  £184.63 E7A1.80  E2iBd £3,010.00

1004 123 Company Letterhead 1002 Cost £6.04 £66.00 £62.00 £B0.44 EXM38 EI743 TR
Sell £7.48 £71.13 £66.82 £06.39 £241.81

1005 123 Credit note 1002 Cost £15.58 £44.00 £26.25 £56,85 £14268  £12433  46.56%
Sell £29.16 £82.34 £48.12 £106.38 £267.00

1,002 ANY  Sales Folder 1,003 Cost £139.14 EATZT0 E113T78 £121.40 £53.34 £19.18  E61041 £30.07  476%
sell E145.10 E181.M  £11444 £127.47 £50.80 £20.14  £650.38

1007 ANY  Delivery notes 1,003 Cost £226.096 £11.00 E£3.50 £5248  £247.28 £60.17  EG1039  E22361 26.81%
Sall E410.10 £15.03 EALTE £T1.71 T EM4E1  £834.00

1010 ANY  Leafiet 1,003 Cost £84.95 E27.50 £20.00 £356.94 £15.50 £37.08  ESZAT  ED013  1424%
Sell U1 £a.07 ] £416.20 £18.04 £4420  £633.00

1013 123 Trada show folder 1,005 Cost £122.32 £27.50 £25.00 £141.67 £38.50 £35519  £208.81 37.02%
Sell E194.2 £43.67 £ 7y £226.27 £81.13 £564.00

1025 123 GO leaflat 1,008 Cost £27.50 £18.75 £64.02 £13.14 £20.08  E14349  £30351  G67.00%
sell £65.67 £58.41 £100.44 £A0.93 £62ES  £44T.00

1052 123 House Lettarhaad 1012 Cost £22722 £18.00 £4022  E197.78  B310%
Sell £131.40 TIueDl £238.00

Records: 10 Cost £1,140.89 FAS8.82  E£3S100  E1,31020  £420.80 £16286 £3A4477 £3496.42 36.84%
Sell £2.68273 E7O0.M  EET2E0  E23M4.44  E73235 £238.83  £7.341.10
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What does it show me?

COSE aNaLYISIS

This report lists all the labour, material & outwork costs for a specified job, subtotalled by department. The final summary
page also shows estimated totals, value-added and contribution, and a comparison of actual versus estimated figures. It
can be produced for any/all jobs at any stage of production.

How would | use this information?

You would typically print this report immediately after approving each order, and would keep the copy as a master file copy
along with the job bag itself. This will enable you to see how the job ran the last time it was run, in case of re-prints in the

future.

Cost Anah,sis Date: 05022001 By: TAC Owner: RH Job-no: 1.011
Time:  17:38 Rap: TAC
Spacification: Cliant Order-no: Quantity: Subref: Date-n:  Previous:
Brochure Ad. 1800 4 colour orocess throuahout 115asm white aloss art Fold. aather. stitch 2 wires. tim ANY 1000 7102000 1,001
flush and pack.
Product: P-fila Requirad: Dialiversd: Invoiced:  Passed: By:
BROCH 1001 2TMW2000 0201142000 1811/2000 RH

Studio
Coda Description Diate Time Cpr Math  Typs Standard Rats Cwertime Q0T Rate Per Ciuantity Cost  Extra
105 Digk comversion 2511072000 16:50 JFB TS u} 200 £22.0000 000 £0.0000 1 200 £44.00 O]
107 Maka cromain 251002000 16:50 JFB TS (u} 085  £22.0000 0.on £0.0000 1 0.6E ea30 O
108 Digk conversion 0212000 1203 BH TS D 175 £22.0000 0.00 £0.0000 1 178 £38.50 D
107 Make cromain 02112000 1203 BH TS (u} 080 £22.0000 0on £0.0000 | 0.8 e1o.80 [

SUBTOTAL | 530 0.00 530 e11880 |
Print |
Coda Description Date Time Cpr Math  Typs | Standard Rate Cwartime QT Rata Par Cuantity Cost  Extra |
326 Speedmaster subsequent makeraady 25102000 1652 TAC TS u} 185 E£22.0000 000 £0.0000 1 1.8 £40.70 I:l
13 Speedmaster print run 251042000 16:53 TAC TS o 1.08  £22.0000 0.00 £0.0000 1 1.0¢ e2a7s O
a0g Speadmaster makeraady 2510/2000 16:53 TAC TS D 378 £22.0000 0.on £0.0000 1 aTE esas0 1
09 Speadmaster makeready 02112000 1200 AP TS (u} 425  £22.0000 0on £0.0000 g 428 eaaso [
a3 Speedmaster print run 02112000 1200 AP TS D 108 £22.0000 0.on £0.0000 1 1.0E eaave (1
326 Speedmaster subsequent makeraady 0212000 1200 AP TS D 160 £22.0000 0.56 £95.0000 1 2.1€ E£BB.40 I:l

SUBTOTAL | 13.61 056 14.47 £352.62 |
Finishing
Coda Description Date Time Opr Math  Type | Standard Rats Owertime Q4T Rete Per CQuantiy Cost  Exfra
405 Stitch 2 wires 251002000 1648 RH TS D 087  £22.0000 0.on £0.0000 1 0.87 £10.1a O
A0 Packing parcels 2511042000 1648 RH TS o 017 £22.0000 0.00 £0.0000 1 0.17 £a7d [
404 Foiding 251002000 1648 RH TS D 042  £22.0000 1.00 £33 0000 1 182 ea2.24 [
404 Falding 02/11/2000 1205 JFE TS o 067 £22.0000 0.00 £0.0000 1 0.67 £4.74 [
405 Stitch 2 wires 02112000 1205 JFB TS (u} 087  £22.0000 025 E22 0000 1 1.4z raaea O
406 Packing parcels 0211112000 1205 JFB TS (u} 042 £22.0000 000 £0.0000 1 0.4 £0.24 I:l
107 16M11/2000 15558 RH TS D 1.00 £0.0000 0on £0.0000 1 1.00 e0.00 B
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Cost Analysis (continued)

SUBTOTAL | 492 125 6.17 £113.74
Materials
Code Description Category | Cuantity Rata Par Cost
ART115 Gloss art 115gsm Paper 3,076.00 £2245  1,000.00 £60.03
CROM Cromalin SRA2 Studio 400 £B5.00 1.00 £260.00
PROGC Process inks Print 80.84 £15.00 216.00 £6.24
S Speadmaster plate Repro 18.00 £5.00 1.00 £00.00
SUBTOTAL | 3,186.84 £42527
Outwork
Code Description [ Quantity Rate Par Cost
TNT THT Owamight couriers 5785 E0ET 1.0000 E36.83
SUBTOTAL | 5795 £36.83
Labour:  Matarials:  Oubwork: Wages: Pravious: Cuoted: Amalysis: Actual: £1,047 .08
EGE206  £426.27 £3883  E28225 £1,402.00 £140300 | V-Added: £038.00 Estimated:
% VIA BE.92% \ariance: £-1,047.06
Motes: i e o Var. -100.00%
) Profit: £365.04
P Comiric 48.80% w, Profit 26.379%
Extras: TOTAL: £1,402.00
Vat: m
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oPerRaoatoOR enauvuiry

What does it show me?

This report lists costing entries over a specified date period by operator to give you the total times and costs for each
individual. The report shows the operation code & description, department, standard and overtime and the overall cost. A
full breakdown of direct (productive) and indirect (non-productive) operations is listed, with the data pulled from timesheet
and remote capture.

How would | use this information?

You would typically use this information to analyse the activities of particular operators for example to see how many hours
they had worked each week, and how much overtime. Or you could compare the average times to perform particular tasks
for each operator, to see if anyone is not working to their full potential. The report calculates percentage productivity for
each operator based on the proportion of his or her direct hours.

Operator Enquiry Date: 014022001 By:  TAG Stating:  0110/2000 Page: 1
Time: 15:58 Ending: 30102000
| Usar Nama Date Tima Job-no Code Dascription Dept. Standard Rata Overtime QTRate Type Cost |
BH  Bill Hounslow
23102000 21:41 1,002 106 Disk conversion Studio 125 £22.0000 500  £22.0000 D £137.50
23102000 21:42 1002 107 Maks cromain Studio 040 £22.0000 000 £0.000C D £220
2310/2000 21:42 1003 105 Disk canversion Studio 125 £22.0000 000 £0.0000 D £27.50
23102000 21:42 1,003 210 Speedmaster platamaking Repro 100 £25.0000 000 £0.0000 D £25.00
2302000 21:43 1004 105 Disk conversion Studic 100 £22.0000 100 £22.0000 D £44.00
23102000 21:43 1004 206 GTO platemaking Repro 060  £25.0000 000  £0.0000 O £15.00
2310/2000 21:43 1,005 108 Disk conversion Studic 075 £22.0000 000 £0.0000 D £16.50
23102000 21:44 1005 206 GTO platemaking Repro 040 £25.0000 0.00  E£0.0000 D £10.00
[ 6.35 6.00 £277.70 )
Total: 1235 Direct 1235 % Productivity:  100.00%
Indirect 0.00
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DePoaRhRtMmentce enauiRy

What does it show me?

This report lists all costing activity over a specified period, subtotalled by department showing the operation, date, time,
operation and hours worked.

How would | use this information?

This information is used to analyse the efficiency and cost recovered by department — typically monthly. It also enables you
to judge the average times being achieved for each operation, so that meaningful target times can be fed back into the
estimating system to produce more accurate estimates.

Deparimenl Enquiry Date: 010212001 By: TAG  Staring: 0110/2000  Orperator: Page: 1
Time: 16:03 Ending:  30(10/2000
| Department Date  Tme Opr Job-no Code Descripli Type Standard Rata Overtime  O/T Rate Diract Indiract Cost |
Finishing

23102000 21:45 TAC 1,002 408 Packing parcels L 100 22,0000 0.00 0.0000 100 £2200

23102000 21:45 TAC 1,002 404 Folding L 042 220000 100 220000 142 £31.24

23102000 21:46 TAC 1,003 404 Folding L 125 22,0000 0.00 0.0000 125 £27.50

23102000 21:46 TAC 1,000 406 Packing parcels L 147 22,0000 0.00 0.0000 147 £2574

231102000 21:46 TAC 1,008 401 Tiimming simple L 040 30.0000 0.00 0.0000 040 £12.00

231102000 21:46 TAG 1,008 406 Packing parcels L 087 220000 0.00 0.0000 087 £14.74

25102000 16:46 RH 1,007 406 Facking parcels L 100 22,0000 0.00 0.0000 100 £22.00

25102000 16:47 RH 1,007 410 Callating (hand) L 857 220000 0.00 0.0000 as7 £1B6.54

25102000 1647 RH 1,007 406 Facking parcels L 167 220000 0.00 0.0000 167 £36.74

25102000 1647 RH 1,010 401 Tiimming simple L 015 30.0000 0.00 0.0000 015 £4.50

25102000 1647 RH 1,010 406 Facking parcels L 050 220000 0.00 0.0000 050 £11.00

25102000 1648 RH 1011 405 Stitch 2 wires L 087 220000 0.00 0.0000 087 £10.14

25102000 1648 RH 1011 406 Facking parcels L 047 220000 0.00 0.0000 o7 £a74

25102000 1648 RH 1011 404 Folding L 082 220000 100 22,0000 182 £4224

25102000 16:48 RH 1013 408 Packing parcels L 047 220000 0.00 0.0000 o £374

25102000 1648 RH 1013 404 Folding L 058 220000 100 220000 158 £34.76

[ 19.51 3.00 2251 0.00 £490.62

l Tetal hours: 2.5 & Productivity: 100.00%

[ 19.54 3.00 2251 0.00 £400.62

l Total hours: 251 % Productivity: 100.00%
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LEBOUR enaAauiRy

What does it show me?

This reports lists costing activity by subtotalled by labour operation and shows the labour code description, date, time, and

operator, along with a subtotal of standard and overtime. The report can be filtered by operator, and/or job number.

How would | use this information?

You would use this information to analyse the time being achieved for each labour task. For example: You might want to
establish your average make-ready time on a particular press. This information could be used to update your estimating
tables with more accurate times so that your estimates become more accurate. You can also use this report to compare

operators; some may be returning better times than others.

Labour Enquiry Date: 010212001 By:  TAC Stating: (111002000  Cperator: Paga: 1
Time: 1644 Ending: 2000 Job-no: [+]
Code Opr  Description Date Time: Job-no  Dept. Standard Rate Owertime QT Rate  Type Cost
a01 TAC GTO makersady 251002000 16:51 1,007 Print 050 £22.0000 000 £0.0000 D £11.00
[ Total: 0.50 0.50 0.00 £11.00 |
302 TAC GTO washup 251102000 16:51 1007 Print 058 £220000 000 £0.0000 D £12.76
[ Total: 0.56 058 0.00 £1276 |
a0 TAC GTO print run 25102000 16:51 1,007 Print 102 £22.0000 000 £0.0000 D £22.44
[ Total: 1.02 102 0.00 £22.44 |
3 TAC GTO 2 colour makeready 251102000 13:23 1,005 Print 041 £220000 000 £0.0000 D £9.02
am TAC GTO 2 colour makeready 25102000 1322 1,004 Print 124 £22.0000 025  £500000 D £39.78
[ Totar: 1.00 185 025 gaz0 |
308 TAC GTO 2 calour washup 251102000 13:22 1,004 Print 074 £220000 000 £0.0000 D £16.28
308 TAG GTO 2 calour washup 251002000 13:22 1,005 Print 146 £22.0000 000 £0.0000 D £25.52
[ Total: 1.00 1.00 0.00 £41.80 ]
aot TAG GTO 2 colour print run 251002000 13:21 1,004 Print 150 £22.0000 000 £0.0000 D £33.00
307 TAC GTO 2 colour print run 251102000 13:22 1,005 Print 100 £22.0000 000 £0.0000 O £22.00
[ Total: 250 250 0.00 £55.00 |
[ Total: .40 815 0.25 £0.00 |
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OuUtEtWORH enauvirRy

What does it show me?

This report lists all outwork entries (both from purchase orders, and from direct entry) over a specified date period to give
you your total outwork expenditure. The report can be filtered by operator, supplier or job number, and can be sorted &

subtotalled by supplier or job number. For each entry the supplier, description, purchase order number (if relevant), date,
time quantity, rate & cost are shown.

How would | use this information?

You would produce this report to show your total expenditure over a given period on outwork, broken down by supplier and
outwork type. This allows you to analyses “where” you are spending your money, and whether you are spending too much.
For example: You may establish from this report that you are spending £1000 per month on laminating services, when in

fact the cost per month of buying a laminating unit (including materials) is only £500. This alone may be enough for you to
justify your own laminator.

outwork Enquiry Date:  01/02/2001 By: TAC Stering: 01402000  Oparator: Job-na: a Paga: 1
Time:  165T Ending: 300102000 Suppliar:
Crutwiark Description Status Supplier P-ordar Cpr Date Time Cirdar Cuantity Rate Par Cost
™T TNT Ovamight couriers Completa 0 RH 2502000 1702 1,007 11340 £0.61 1.00 £69.17
™T TNT Quemight couriers Complete 0 RH  2510/2000 1702 1.010 56.69 £0.67 1.00 £37.98
™ TNT Ovamight couriers Complete 0 RH 251052000 1702 1,011 57.95 £0.67 1.00 £38.83
[ Records: 2 228.04 £14508 |
PERF Perfiect binding Gomplete FOX 1,007 RH 29010/2000 20:09 [ 50000  £150.00 1.00  £75,000.00
PERF Perfiect binding Completa FOX 1,003 RH 29010/2000 20:08 [ 50000  £150.00 100  £75,000.00
[ Records: 2 1,000.00 £150,000.00 |
PARCECON Parcelforce Economy delivery Complets PARCEL 1,008 RH 20010/2000 20:09 0 3501 £0.34 1.00 e12.21
PARCECCN Parcelforcs Economy delivery Completa PARCEL 1,004 RH 2001 0/2000 20:08 [ 35.01 £0.34 1.00 £12.24
Records: 2 71.82 £24.42
™T TNT Ovamight couriers Completa NT 1,002 RH 20010/2000 20:08 0 58023 £0.79 100 £458.38
™T TNT Ovemight couriers Completa NT 1,008 RH  29/10/2000 20:09 0 145058 £067 1.00 £D71.89
™D TNT Qvemight couriers Complete INT 1,005 RH 29/10/2000 20:08 0 145058 £0.67 100 £87188
T™NT TNT Ovemight couriers Completa NT 1,008 RH 29010/2000 20:08 [ 23.62 £1.32 1.00 £31.18
[ Records: 4 3,505.01 £243334 |
[ Records: 1 4 B4 BT £152.60374 |
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What does it show me?

This report lists all the labour, material & outwork costs for a specified job, subtotalled by department. The final summary
page also shows estimated totals, value-added and contribution, and a comparison of actual versus estimated figures. It

COStE CencRe analLdsIS

can be produced for any/all jobs at any stage of production.

How would | use this information?

You would typically print this report immediately after approving each order, and would keep the copy as a master file copy
along with the job bag itself. This will enable you to see how the job ran the last time it was run, in case of re-prints in the

future.

Cost-centre Ana|ysi3 Date:  C1/022001 By: TAC  Staring:  01/02/2000 Pags: 1
Time:  15:52 Ending: ZE022001
[ ces Date  Tme Opr Order Dapt Code  Description Standard Rate  Ovetme  OTRate Type  Cost |
GTo GTO 1 colour

2502000 16:51 TAG 1,007 Print 03 GTO print run 102 £220000 000 EDO00C D £22.44

25102000 16:51 TAC 1,007 Print an2 GTO washup 058 £220000 000 £0.0000 D £1276

25102000 16:51 TAC 1007 Prnt a01 GTO maksready 050 220000 000 E0.0000 D £11.00

0211172000 11:57 AP 1.009 Print a01 GTO makaready 050 £220000 000 EDOOOO D E11.00

0201112000 11:58 AP 1,008 Print a0z GTO washup 033 £220000 100 £350000 D £4226

0211112000 11:58 AP 1,008 Print 303 GTO print run 053 £220000 000 EDOOGC D £1166

021412000 1201 AP 1014 Print an1 GTO maksready 050 £220000 000 EDOOG D £11.00

0201112000 1201 AP 1014 Print a0z GTO washup 083 £220000 000 EDOOO0 D £18.26

02111/2000 12:01 AP 1.014 Prnt 303 GTO print run 127 220000 000 E0.0000 D £27.04

Total: 706 6.06 1.00 £168.32

Budget: 150.00 % Productivity: 100.00% Diract 706

Variance: -142.04 % Var: -85 209 Indirect 0.00

Total: 7.06 6.06 1.00 £168.32

Budget: 150.00 % Productivity:  100.00%  Direct 7.08

Variance: -142.04 % Var: -05 209 Indirect .00
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ualLue aDDeD RePRPoORtE

Value-added is a BPIF concept that is commonly used to express profitability. It is calculated as follows:

Value-added = Sales — Material — Outwork

In other words the sales value of the job with all your bought-in costs deducted - the remaining figure has to cover the
wages and overheads of the business. As your wages & overheads are to a large extent fixed, if you can maximise your
valued-added on each job, you as a business will become more profitable overall. You can maximise your VA by reducing
material costs, and by targeting work that you do not have to “outsource”.

Why is this important as long as | make a profit?

The profit figures do not tell “the whole story”; to understand why you need to go back to how your hourly rates are
calculated. Hourly rates are based on “full absorption costing” — i.e. each item absorbs its own overhead and makes no
profit — this is derived from your business overheads (rent/mortgage, finance/loans, wages) and the estimated hours you
expect from your machines each month. The more work you outsource, the less contribution you are making to your
overheads — instead you are paying someone else’s.

For example: You have two orders, both worth £1000 sales value. One you design, plan, print and finish in-house and it
costs you £600 to produce — the other you have to outsource and it also costs you £600 outwork cost. On both you make
£400 profit, but your value-added (i.e. the amount of money left in the job after material and outwork costs) on the first
order is much higher. First order value added: £1000 - £200 (materials) - £o (outwork) = £800 = 80%

Second order value-added: £1000 - £600 (Materials & outwork) = £400 = 40%. Thus for the first order £800 is left “in the
company” to pay the wages & overheads; on the second order only £400 is left to pay the wages & overheads.

What does it show me?

This report lists each order that has been invoiced over a specified date period, along with the job number, client, title,
estimator, rep, actual cost, value-added, profit & sales value. It can be filtered, sorted and subtotalled by product code,
client, or sales rep.
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Value Added Report (continued)

How would | use this information?

This report would be used to show the total sales by month, along with the actual costs incurred, profit, and value-added
content. The report can be subtotalled by client, product, or sales-rep — thus you can use this information to compare which
product types are the most profitable, which are your “best” clients, or which sales-rep is bringing in the “right” type of
work for your business.

Value-added report Date:  01/02/2001 By: TAG  Staing  (M/0B/2000 Product Rep: Page: 1
Time:  15:38 Ending:  28/0212001  Client
| Job-no Client Tithe Est Rep Cuote Product Labour Mastarial Outwork Cost WiAdded WA Profit % Profit Walua |
1000 123 Leaflet JFB 1,000 £26355  £13251 £1645  £43251  £307.04  67.33%  £2348 5.15% £456.00
1002 ANY Sales Folder RH TAC 1005 FOLDER £5800  £88.81 £1018  E16500 E£311.01  7423%  €35301  60.38% £419.00
1003 123 12RG Manual RH JFB 1025 A BOOK £30654  £A47.00 £73363  £266201 8515% £227637  TREI%  £3010.00
1004 23 Company Letierhead RH JFB 1011 LHEAD EBO0E  £14.32 £224.38  £20065 031N £038  0AT% £224.00
1005 123 Credi nota RH JFB 1020 NCR £12670  £1560 £14268  £25111  94.05%  £12432  46.56% £267.00
1007 ANY Deiivery notes RH TAC 1027 NCR £30448  £23574 £60.17  EBI0.0  ES2800  63.33%  £23361  26.81% £834.00
1010 ANY Leaflat RH TAC 1013 LEAFLET £I05TE  £109.13 EAT08  ES42A7  E4BSE0  TETEW  £9043  14.24% £633.00
1013 123 Trade show folder RH JFB 1041 FOLDER 20654  £148.65 £35519  £415.35  T3E4% 20881  3T.02% £584.00
1025 123 GD leafiat RH JFB 1002 LEAFLET £123.41 £2008  £1434%  £366.02 S4B1%  £24351  6282% £447.00
1082 123 Houes Latterhead RH JFB 1084 LHEAD £37.22 £3.00 £4022  E23E00  98.74% 19778 E3.90% £238.00
[ Records: 10 £203235 £110614  E162B6_ £3301.35 E5ETA00  8216% E£3E4065  4116%  £7,08200)
[ Records: 0 £203235 £110674  £16286 £330135 £567300 8216% E364065  41.98%  £7,002.00]
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PROFIE SUMMaoaRY

What does it show me?

This report lists all orders that have been invoiced within a specified date period and shows the job number, invoice date,
invoice number, actual cost, profit & contribution, along with the quoted selling price, and the actual invoice price. The
report is subtotalled or totalled to give an average profit and contribution, with total sales value.

How would | use this information?

This management report is used to total the sales for the month, with an overall profit figure expressed in value and
percentage terms. You can also use it to pinpoint any orders that you may have made a loss on as the first step in finding
what went wrong. The report can be filtered, sorted and subtotalled by client, product or representative. This might (for
example) be used to identify your most profitable or highest turnover clients (not necessarily the same thing), high margin
product lines, or best performing sales-reps.

Proﬁt Summary report Date: 01022001 By: TAC Starting: 01/0B/2000 Client: Rep: Paga: 1
Time: 1545 Ending:  28/02/2001 Product:
| Job-no Clhant Title Est Rep Quote Product Imv-date  Inwv-no Conrib. % Contrib. Cost Profit % Profit Quoted Value |
1.000 123 Leaflet JFB 1,000 251072000 1,001 £24554  53.80% £432 51 £23.40 5.15% £426.00 E458.00
1.002  ANY Sales Folder RH TAC 1005 FOLDER 0201172000 1,003 E2BG01 BRB20%W £165.00 £263.01 B0.38% E412.00 £419.00
1003 123 12RG Manual RH B 1025A BOOH 25112000 1,002 E245511  81.50% E£7T3363 E2276.37 TE.E3% £3.010.00 £3.010.00
1004 12 Company Letterhesd RH B 1011 LUHEAD 25MM0/2000 1,002 £120.38 53.70% £224.38 £-0.38 -0.A7% £224.00 £224.00
1005 123 Credit note RH JFB 1020 NCR 251072000 1,002 £104.01  73.00% £142 68 £124.32 46.56% £267.00 E£267.00
1007 ANY Dielivery notes RH TAC 1027 NCR 021172000 1,003 £33340 39.90% £610.39 £22361 26.61% £834.00 £834.00
1,010 ANY Leaflet RH TAC 1,013 LEAFLET 02/11/2000 1,003 £40284  B2.60% £542 87 £00.13 14.24% £633.00 £633.00
1013 123 Trada show folder RH JFB 1041 FOLDER 0201172000 1,005 E34500 61.30% £355.10 £208.81 ar02% £564.00 E564.00
1025 123 GO leaflat RH B 1002 LEAFLET 151172000 1,008 £309.57 79.90% £143.49 £243.51 62.82% £387.00 E447.00
1,082 123 House Letterhesd RH B 1084 LHEAD 20001/2001 1,012 £218.00 92.00% £40.22 £107 78 B3.10% £238.00 £238.00
l Records: 10 E4.01265 E669% £3391.35 E£364065 41.16% £7.002.00 £7.002.00 |
[ Records: 10 E4.01265 @660% £3301.35 E3.64065 A1.168% £7.002.00 £7.002.00 |
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DPPROUSLUL LISES
What does it show me?

This report lists all completed orders that have been costed, but are not yet approved for invoicing. Every costed order must
be approved prior to invoicing as a safeguard to check that all the labour times, materials and outwork costs have been
correctly recorded, and to make any necessary adjustments. Once a job has been approved, no further costs can be added
to the job.

How would | use this information?

This information is used as a checklist of jobs that require approval. This ensures that no orders are missed — even if the
physical job sheet is mislaid or misfiled. After approving each job, this report will be empty.

Appro‘;ms list Date:  01/0202001 By: TAC Page: 1
Time:  15:30
| Job-no Client Date-in Cluantity Title Drdar-no Duote Est Rep Deliversd Est-cost Act-cost Profit % Profit Cuoted Exp'd-sall |
1023 123 25110/2000 10000 Advertizing poster 1017 RH JFB 2311/2000  £127370  E104018  ES17RS  3334%  F185800  £155800
1024 123 25110/2000 2500 Discount leafiet 1030 RH JFB 220M4/2000  EMT1 EDSTT0 ESS1 1BA% EE.00 E316.00
1,033 123 02112000 5000 12 GF Marual 1083 RH JFB Il ET2S0ER E30M703 £-2231703 -27EOTH  EA0OOO0  £8,000.00
1,051 123 1TH1I2000 75000 Software Brochure 1055 FH JFB /1 EISTOSER  £13280 E1743120 S0.24%  EITS6400  £17,564.00
1,028 123 20/10/2000 7000 12R1E Manual 1025 ARH JFB ¥ £1,030.61 £1079.30 3586%  E£3010.00  £30M0.00
1,053 123 MM12/2000 500 Sales invioce sats 1008 RH JFB i E241.00 £38.47  E£26153  8T.18% £300.00 £300.00
1,030 123 0211142000 5000 Sales Latierhead 103 RH JFB I E3ATA  EI2053  £11047  3514% £340.00 £340.00
1021 38 25/10/2000 500 of each  Business pack 2 1058 FH 02M1/2000  E34823 13854 EMTAE  BL11% £386.00 £386.00
1,038 ANY 021112000 1000 Brochure 1003 RH TAC i EB7.35 E133565 O520%  E140300  £1403.00
1,006 ANY 2041042000 2500 Houze Letterhead 1001 ARH TAC Pl Eis082 EDGAD  ETIE0  4282% £168.00 £188.00
1032 ANY 0211172000 50000 Invoice 1038 RH TAC I E225TE5 £625 E2B0775 OOTE%  E2ZE1400  £2614.00
1018 JEFFCO 23110/2000 1000 Sales Folder 1014 RH JFB 02112000 F45661  E32915  E1TOES  34AT% E500.00 £500.00
Records: 12 E2830B01 EI4ETSO7 E158303  3050%  E3ISASG00  £36150.00
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PURCHOSe ORDEeRnRsS

The raising of a purchase order is a very important action for a company, as it is an official instruction to a supplier to
provide goods or services at a price. This is money going outside of the business, and therefore needs to be monitored and
the incoming invoice compared to the raised order, to ensure they both match.

Purchase orders can be raised for various items:

e Material items (from the materials table)

Subcontract work (for current job)

Outwork item (from register)

Sundry item (free text facility to enter description & price)

When a purchase order is raised, the system logs the transaction, and where raised against a job number automatically

allocates the cost.

Purchase orders are shown as having four different statuses:

e Pending

[

e Delivered

® |nvoice received

Held (may be a query on this transaction)

If the invoiced price is different to the original order, the system flags the price, warning of the difference, enabling relative
action to be taken. An important area for cost savings!

Purchase order data can be filtered by:

e Date parameters

e  Supplier

e Orders placed by

e Byjob number

1.035 | ART250WT-03

Data Design Services Lid
Lakesbury Mews. PURCHASE ORDER 1,017
Hilingbury Road
Chandiars Ford
Essteigh
5053555
Teh 0228024 0470
Fax 02380252573 Date 22001
Owner: TAC
To:  Catherine Cook Deliverto:  Traver Cocks
Wiggins Teape Papers Ltd Data Design Sarvioss Lid Required: 71022001
Unit Lakesbury Mews
Mework Industrial Park Hiltingbury Road
Kilnf: Chandlers Ford Your ref
Wanickshire Essteigh
WA ZZA Sosasd Fax-na: 019e7 218017
Jobref  Yourref Quantey Descrption Unit price. Par % Disc Net vat
1,053 NCRSRAZ-OWT 5000 NCR CB Top sheet Wnis, 450 640 G0gem. Whila 2658 100000] 000 1azea] T
1,053 | NCRSRA2-03WT 2500 NCR CFB Middle sheet Tint, 450 x 640, 60gsm. White 33852 1,000.00 0.00 83BO| TH
3500 Gloss art 250gsm, 450 x 640, 250gsm, White TEA5 1,000.00 0.00 28758 T1

Comments:

Signad:

Position:

NOTE: Grders are placed subject to our terms and conditions. If you are unable to mest the
delivery schedule shown sbove. please notity us immedistiey. Orders are only valid when  atg
signed by an authorised signatory of the company.

484,28

8475

569.02
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PURCHOSe ORDEeR Scatus REepoRrce

What does it show me?

This report lists any purchase orders raised within a specified date period. The report can be filtered by supplier, job
number or owner (originator). The report shows the order number, date, supplier, description, job number, value and
status. If a purchase invoice has been crosschecked against an order the invoice number and date are shown.

How would | use this information?

You would produce this report in several cases. For example: to locate a specified purchase order, or to produce a list of
purchase orders that are “pending” (waiting for delivery), or to produce a report of purchase orders raised against one
specific job number, or raised against one particular supplier. A full history is maintained until purged by you, thus if any
queries result from an order that order can be located easily and a purchase order history by supplier produced.

P-Order Status REPOI’I: Date: 6022001 Sterting: 01102000 By: TAC  Owner Page: 1
Tirme: 14:35 Ending: 2111072000 Supplier: Job-no: O
Supplier MNumber Date By  Job-no Description Sub-ref Siatus Reguired Received Invoice Inv-date Mat Wat Total Ptd?
FOX 1,003 201002000 RH 0 Perfact binding Heid 0111142000 ] ¥ 75.00 1213 ga13 [
FOX 1,007 20102000 RH 0 Parfact binding Imeoicsd  01/11/2000 1452312 0271172000 75.00 1313 sa.13 [
[ Records: 2 Totals: 150.00 26,26 17626 |
PARCEL 1,004 201002000 RH 0 Parcalforca Econamy defivery Imvoicsd  01/11/2000 1 FG23434 027112000 12.27 215 1442 [
PARCEL 1,008 20M0/2000 RH 0 Parcalforca Econamy defivery Imvoicsd 0111142000 11 FGHZE4 011272000 12.27 215 1442 [
[ Records: 2 Totals: 24 54 4.30 28.84 ]
NT 1,002 20M0/2000 RH 0 TNT Cwernight couriars Imoicad 30012000 1 i 32615 5708 3pazs [
™T 1,005 2801002000 RH 0 TNT Cvemight couriers Imoiced 30012000 1 FGHD2343 221112000 BT B8 151.88 101076 [
T 1,006 20/10/2000 RH 0 TNT Gwernight couriars Pending  01/11/2000 1 i 18.00 350 2340 [
T 1,009 20(0/2000 RH 0 TNT Cwemnight courisrs Pending  30/10/2000 ] i BET B8 151,88 101876 B
[ Records: 4 Totals: 2,081.00 38434 2.445.24 ]
[ Recerds: 1 Totals: 2.256.44 38490 265134 ]
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DelLlueRiIes

An important part of the workflow pattern is the creation and monitoring of delivery notes. When a delivery note is raised,
Accura automatically changes the job status from active to complete, and provides a standard called invoices pending.

A very important report, informing the user of jobs awaiting invoicing!

As well as confirming completed jobs, the raising of a delivery note by the system creates other important management
information.

Deliveries report
This can be filtered by client, date, product code, and provides information on:

e Job number & description
e  Order quantity
e |ast delivery note number, date and quantity delivered

e Balance of order on hand.

This report is in essence a finished goods stock record!

Delivery response report

Produces a report comparing scheduled delivery dates with actual delivery dates, by number of days.
e Monitor the efficiency of your production and despatch departments

LATE deliveries mean LATE invoicing!

How might this information be used?

e To monitor finished goods being held for individual clients

e To monitor and control delivery response and efficiency
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DelLlueRnRieS RepPoRrc

What does it show me?

This report shows deliveries made over a specified date period along with the job number, title, quantity ordered, sales
value, and balance to follow. The report is printed and subtotalled by client.

How would | use this information?

This report is used to keep a track of orders or products by client and record delivery movements, with a running stock
balance. It is therefore possible to set-up product lines that are delivered in batches and the stock balance monitored. For
example: you may print 100,000 of a particular job and hold this in stock for the client, then deliver 2,000 per month. Your
customer may request a report of his stock usage and balance on hand.

Del iveries Report Date: Q2022001 Starting: 0102000 By TAGC Glient: Page: 1
Time: 11:56 Ending: FMN2000
| Clisnt Talaphana Rap Subraf D-note Date Job-no  Cuantity Order-na Diescription Itarm-aty Walua On-hand |
123 Software Ltd 01456 523654 JFB
1,001  OM02000 1,000 1000 Leafist 1000 456.00
1006 SM10/2000 1,017 1000 Leaflet 1060 A476.00
1,005 E102000 1,004 500 Company Letterhead 500 224.00
1,005 EM102000 1,005 500 Credit note 500 267.00
1,002 HM102000 1,003 7000 12RG Manual 7000 3.010.00
1,008 V2000 1,013 1000 Trade show folder 1000 564.00
[ Records: [ Value: 4.997.00 i
Any Company Ltd 01703 123456 TAC
1,003 E102000 1,002 500 3654 Sales Folder 500 419.00
1,007 V102000 1,007 10000 Delivery notes 10000 B34.00
1,007 BM0/2000 1,010 3000 Leaflet 3000 633.00
[ Records: 2 Value: 1,886.00 ]
Data Design Services (02380) 236677 RH
1,004 E102000 1,000 2500 Letterhaad 2500 128.00
[ Records: 1 Value: 128.00 ]
[ Records: 10 Value: 7.011.00 ]
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DelLluenY Response

What does it show me?

The report shows deliveries made over a specific date period along with the order details, required by date, delivered date,
and number of days the job was delivered to the client (early or late). The report can be filtered by client, owner or product,
and subtotalled by date, job-no, client, owner, or product.

How would | use this information?

This report is used to keep a track of delivery response times, so that late and early deliveries can be identified quickly and
rectified where necessary. By identifying the causes of late deliveries, delivery response times and customer satisfaction

can be improved.

Delivery responses Date:  01/02:200 By: TAC Starting:  0111/2000  Client: Owner: Page: 1
Time:  17:53 Ending: 30M11/2000  Product: Threshold =5: o
l Job-no Client Date-in ~ Order no Own Rep Quantity Title Product  Prioity Move? Required  Deliverad D-note  To-follow  Status Nc.day\al
1.011 ANY 2011002000 RH TAC 1000 Brochure BROCH  Umgent No  27/10VZ000 02411/2000 ] 1,000 Late ]
1.014 ANY 23102000 RH  TAC 10000 Invoice NCR Low Yes OB/11/2000 02/11/2000 0 10,000 Earty 4
1.015 DD&E195 2312000 RH RH 1000 Promo lesflet Normal — Yes  30/10V2000 0201172000 0 1,000 Late 3
1.8 JEFFCO 231102000 RH B 1000 Sales Folder FOLCER  Low Yes 16/11/2000 02/11/2000 0 1,000 Early 14
1.020 ARBCAR 231072000 RH TAGC 10000 Lettarhaad LHEAD Normal  Yes 04/11/2000 02011/2000 ] 10,000 Late 1
1.021 35 251002000 RH 500 of sach Businese pack 2 Normal  Yes 017112000 0201172000 o 500 Late b
1,022 ABCZZD 25M 2000 RH BH 5000 Product manual Normal — Yes 017112000 0201172000 o 5,000 Lata 1
[ Records: 7 Early: 2 Avg (days): 9 On-tima: 0 Late: 5 Avg (days): 0 ]
1.026 BLOGGS  20/10/2000 RH TAC 500 HGF Novel BOOK Urgent Mo 0512000 0301172000 o 500 Early 2
[ Records: 1 Early: 3 Avg (days): ] On-time: 0 Late: 5 Avg (days): 0 ]
1,025 122 251102000 345345 RH JFB 2500 GO leaflet LEAFLET Mormal  Yes 01/112000 16/11/2000 1.013 2,000 Late 18
[ Records: 1 Early: 3 Avg (days): [ On-time: 0 Late: & Avg (days): 0 |
1.023 123 25M2000 RH JFB 10000 Advertising poster Normal — Yes 017112000 2201172000 o 10,000 Late |
1,024 123 25M 2000 RH JFB 2500 Discount leaflat LEAFLET Mormal  Yes 01/112000 22/11/2000 0 2,500 Lata 2
[ Records: 2 Earhy: 3 Avg (days): [ On-tima: 0 Late: & Avg (days): 0 ]
| Records: 11 Early: 11 Avg (days): 7 On-tima: 0 Late: 24 Avgidays): 0 |
© Data Design Services Ltd, 2008 www.accuramis.com

48




INUoOICING

The final, and probably the most import part of the cycle, is the raising of the invoice.

If the Job Costing & Analysis module is being used, jobs have to be approved before an invoice can be raised. This affords
the opportunity to check that all costs, and any billable extra costs have been booked against the job.

Data Design Sevices. Lid
Lakosl Mows
) [INVOICE 1,007
. Eh:m:luls Fard
a5
eSS
. 13100
Tol: 023 028 G470 ks e
Faxc: (123 8025 2873 Anoount 123
Sus-raf:
Ta: Jahn Wiliams
123 Softwan: Ld Job-rof: 108
Unit 3 Bradiord Indusirial Park
Suttan Road
Bradlom
BOBT 9KS
Job-ref Crddarna Cluaniity Dscripion Prica: Vat
1025 2500 Zpp A4 boafiet A4 Printad in 4 colour ERrD | TO
prooess fmughout Gloss Ar 1 6lgsm Trim
o sze and pad
1012 5000 Show postar A1 1 colour 1 side 115igsm R0 | T
gloss art Trim & pack
o i Autihors comections w0 ahov E4QL00
Cada Ratn Goods Val sk L0
™ 000% FEAT 00 2000
T 17.604% far ] R E Val: Eig208
Total: E1,475.08

Reports can be produced detailing:

® |nvoices raised between set dates

e Asales report, by client, showing how much has been invoiced between set dates.
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mnNnuolices PenbinGeg

What does it show me?

The invoices pending reports lists all orders that have been completed but not yet invoiced. If Job costing is installed, it also
will show whether the job has been approved for invoicing or not. The report is listed in job number or client order and can

show client, job number, date-in, title, date required, date actually delivered, and estimated sales value.

How would | use this information?

Use this report as a daily routine reminder to prompt you to invoice completed jobs. This acts as a safeguard in case
paperwork is lost, or misfiled by mistake. Once all the orders listed have been invoiced the report will be empty.

Invoices Pending Data: 140212001 By TAC Paga: 1
Time: 17.54

|Job-no Date-in Client Cuota Ordar-no Ciuantity Title Rep Owner Product Raquired  Delvarsd Prica Paseed |
1,011 202000 ANY 1,003 1000 Brochure TAC RH BROCH 2TMN2000 0211172000 £1,403.00 E
1,014 ZF02000 ANY 1,033 10000 Invoice TAC RH NCR 061172000 0211 1/2000 £823.00 E
1,025 281002000 BLOGGS 1,049 500 HGF Noval TAC RH  BOOK 0511/2000 0311112000 e7ae 00 [H]
1,000 20M0/2000 DDS136 1,012 2500 Letterhead RH RH 27M10/2000 251 0/2000 £128.00 El
1.015  2310/2000 DDS195 1034 A 1000 Promao keaflet RH RH 02000 0211172000 E£480.00 g

[ Records: 5  Subtotal:  £3571.00 )

[ Records: 1 Total: £3.571.00 ]
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SaLesS RePoRntE

What does it show me?
The sales report lists all invoices raised between two specified dates and shows the job number, client, description, date-

delivered, invoice number & date and net, vat & total values. The report can be sorted & subtotalled by client, sales-rep,
date, invoice number, or job number.

How would | use this information?

Use this report to give you an accurate breakdown of sales over any specified period, by customer or sales-rep. You could
for example use this report to calculate commissions for sales-reps, or to establish your highest turnover customers.

Sa]es re pDrt Date: 0140272001 By: TAC  Starting: 1472000 Client: Paiga: 1
Time: 1755 Ending: 3071172000 Rep:
| Cliant Job-no Rep Ordar-no Subref Cruantity Descriptio: Deliverad Iny-no Imv-data  Nom Mat Wat Total |
123 1.013 JFB 1000 Trade show folder To take Ad (with 2801072000 1005 02112000 4000 £584.00 £94.70 £BE62.70
123 1,047 JFB 1000 Leaflet Ad Gloss Art 150gsm Job tc 2601002000 1.006 1319172000 4000 E476.00 £83.30 £550.30
123 0 JFB 1 Authors corractions 25/10/2000 1.006 1319172000 4000 E4TE.00 £83.30 £550.30
123 1.042 JFB 5000 Show poster A1 1 colour 1 side 11! 16/11/2000 1.007 1719172000 4000 £1,313.00 £162.05 £1,475.05
123 1,025 JFB 2500 Zpp Ad leaflet A4 Printad in 4 colou 16/11/2000 1007 1719172000 0111 £1,313.00 E162.05 £1,475.05
123 0 JFB 1 Authore corrections to above A6/ 12000 1,007 171172000 4000 £14,313.00 £162.05 £1,475.05
123 1,025 JFE 345345 2500 Zpp Ad leaflet Ad Printad in 4 colou 16/11/2000 1,008 151172000 4000 £417.00 7208 45098
123 0 JFB 1 Authors corrections 161172000 1008 15112000 4000 £417.00 £72.08 £480,98
123 0 JFB 1 Authors cormections 16{11/2000 1,009 18112000 4000 £447.00 £5.25 £452.25
123 1,025 JFB 345345 2500 Zpp Ad leaflet A4 Printed in 4 colo 16/11/2000 1009 15112000 0111 £447.00 £5.25 £452.25
[ Records: 10 £7,18300  £90791  £6,000.91 |
ABCZ20 1,022 BH ABCODT 5000 Product manusl A4, 164pp Cover:. 02/11/2000 1011 16172000 4000 £8,24500 £1.44268 £0,687.88
[ Records: 1 £804500 144288 £0.6E7.88 |
ANY 1.010 TAG 2000 Hotel leaflet A4, 4pp 4 colour proce 2501002000 1003 02112000 4000 £1,888.00 £184.11 £2,070.11
ANY 1,007 TAG 10000 Delivery notes Ad x 3 parts 1 colowr 25/10/2000 1003 02912000 0111 £1,888.00 £184.11 £2,070.11
ANY 1,002 TAC 3654 500 Sales Folder To take Ad (within A2 25/10/2000 1003 021172000 4000 £1,888.00 £184.11 £2,070.11
[ Records: 3 £5658.00  £55233  £6,210.33 |
DO 195 o I 1.004 0219172000 £0.00 £0.00 £0.00
[ Records: 1 £0.00 20.00 £0.00 |
[ Records: 15 £21,08600 £200312 £23080.12 |
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SUMMaRY & COoNncacCt INFORMaEION

By combining all of the resources of the Accura programme, an example of how the system can be used to analyse the
business performance of a particular client the following can be readily achieved:

e Number of estimates raised

e Conversion rate Quote v Order

e Value add achieved
e  Profitability

e Analysis by type of work done, with profitability

e Turnover achieved

Let the system tell you which clients, and which types of jobs are more profitable. It is good to be busy, but better to be
busy producing the more profitable work, for the more profitable clients!

In summary, Accurais a powerful management tool that can be customised to suit individual requirements.

Remember, Accura will enable you to:

Reduce material wastage

Increase productivity
Control overheads
Focus on more profitable business

443003070

And much more.........

conNnecsact Us

Produce estimates faster and more accurately
Improve control of entering chargeable extras against jobs

Reduce non-chargeable direct labour costs

Contact us now for an on-site demonstration or to discuss your requirements further.

soutHeRnNn saLes

Alan McKillop

Tel: 02380240470
Fax: 02380252573

Email: alan.mckillop@accuramis.com

NOoOREHEeRnN sSsoaLes

Adrian Matthews

Tel: 08450850042
Fax: 08450850043

Email: adrian.matthews@accuramis.com
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