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IInnttrroodduuccttiioonn  

 
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: 

 
• Estimating (Cost based)  
• Order Entry (Job Tickets/Dockets) 
• Purchase Orders 
• Job Costing (including data collection) 
• Sales Analysis 
• Accounts (interface direct from Accura) 

 
Estimating using Accura is 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. 
 

• Works from own operational costs 

• Includes all direct and indirect costs 

• Apportions costs to departments and cost centres 

• 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 
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SSaalleess 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 

 
HHooww  mmiigghhtt  tthhiiss  iinnffoorrmmaattiioonn  bbee  uusseedd??  
 

• 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 
• Conversion rate of quote to Order 
• 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. 
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PPrroossppeeccttiinngg  --  CCRRMM  

 
Some of the salient features and benefits are: 

 
FFeeaattuurreess 

• Separate prospect database (from true clients) 

• Keywords – allowing unlimited analysis of each prospect 

• Multiple contact names 

• Unlimited event progress history, with date/time stamped notepad 

• User-defined “field” labels 

• Campaign codes, and success monitoring 

• Mail merge with MS Word v7 or internal layout designer 

• Quick query reporting tool, for user-defined reports 

• Appointment scheduling, with diary printout 

• Targeted fax broadcasts with scheduling for overnight runs 

• Prospect schedule for daily “To-Do” list 

• Integrates directly with Accura estimating 

• Integral spell checking 

• Import/Export in ASCII CSV file format 

• Address label printing 

• Reports including: Follow-up lists, Best Bets lists, New enquiries report, Event history analysis 

• Campaign success ratio 

 
 
BBeenneeffiittss 
 

• Organise your time & workload better 

• Respond to new enquiries efficiently and professionally 

• Never forget a call-back date 

• Keep a detailed history of information for each prospect 

• Run targeted pro-active mail shots & fax shots 

• Analyse which advertising/marketing works best for your company 
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EEssttiimmaattiinngg  

 
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: 
 
• Number of estimates produced over a selected time frame 
• 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. 

   
• Estimate Enquiry 

• Estimate Hit Rate 

• Estimate Follow Ups 

• Estimate Analysis 

• Estimate Library Templates 

• Estimate Outcomes 

• Estimate Value Add 

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

 

? Pending 

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

 Converted   

x Lost  
 

Each category is automatically up-dated by the system as information is added. 
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HHooww  mmiigghhtt  tthhiiss  iinnffoorrmmaattiioonn  bbee  uusseedd??  

 
• Monitor activity – By individual or the team 

• What type of work is being quoted for 

• What type of work is being won or lost 

• Value of jobs on quote  

• Value of jobs won  

• Value add being achieved 

• Profitability 

• Compare revenue/profit to target  

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

• Sales performance within an individual account – Year on Year analysis 
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Estimating Module Report Samples 
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EEssttiimmaattee  CCoonnffiirrmmaattiioonn  
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EEssttiimmaattee  AAnnaallyyssiiss  
 
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. 
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Cost Analysis (continued) 
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EEssttiimmaattee  LLiibbrraarryy  
 

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 I 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. 
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EEssttiimmaattee  EEnnqquuiirryy  
 
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 I 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. 
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EEssttiimmaattee  OOuuttccoommeess  
 

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 I 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. 
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EEssttiimmaattee  FFoollllooww--uuppss  
 
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 I 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. 
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HHiitt  RRaattee  
 
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 I 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 
product type to indicate which type of work you are most competitive at doing. 
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EEssttiimmaattee  VVaalluuee  AAddddeedd  
 
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 I 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. 
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OOrrddeerrss  
 
 
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. 

 
                    There are five statuses for a job: 
 

• Active (Green) 
• On hold (Yellow) 
• Complete (Red) 
• Invoiced (Blue) 
• Dead (Black) 

 
 
The status information can be filtered by: 
 
• Client 
• Job number 
• Due by date 
• Product type 
• 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 
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PPrroodduuccttiioonn  MMoodduullee  RReeppoorrtt  SSaammpplleess    
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PPrreessss  WWoorrkk--ttoo--lliisstt  
 
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 I 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. 
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MMaatteerriiaall  RReeqquuiissiittiioonn  
 
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 I 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. 
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SSttaattuuss  RReeppoorrtt  
 
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 I 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. 
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OOrrddeerr  EEnnqquuiirryy  
 
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 I 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. 
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PPrroodduucctt  HHiissttoorryy  
 
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 I 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. 
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JJoobb  ccoossttiinngg  
 
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: 

 
• Work in progress 
• Value added report 
• Variance report (Estimate v Actual) 
• Cost Analysis – Complete cost break down for each job. 
• 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!  
 

HHooww  mmiigghhtt  tthhiiss  iinnffoorrmmaattiioonn  bbee  uusseedd??  
 
• Obtain a full breakdown of work in progress  

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

• Full value add report  

• Produce a variance report comparing estimated costs with actual, broken down into departmental costs. 

• Profit summary for invoiced jobs 

• Sales recovery 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. 
 
• Hours worked @ standard and overtime rates 

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

• % productivity 

• 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. 
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JJoobb  CCoossttiinngg  MMoodduullee  RReeppoorrtt  SSaammpplleess    
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WWoorrkk  IInn  PPrrooggrreessss  
 
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 I 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. 
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VVaarriiaannccee  RReeppoorrtt  --  DDeettaaiilleedd  
  

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 I 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. 
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VVaarriiaannccee  RReeppoorrtt  ––  SSuummmmaarryy  
 
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 I 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. 
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SSaalleess  RReeccoovveerryy  ––  DDeettaaiilleedd  
 
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. 
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SSaalleess  RReeccoovveerryy  ––  SSuummmmaarryy  

 
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 I 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. 
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CCoosstt  AAnnaallyyssiiss  

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

 
How would I 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. 
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Cost Analysis (continued) 
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OOppeerraattoorr  EEnnqquuiirryy  

 
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 I 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. 
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DDeeppaarrttmmeenntt  EEnnqquuiirryy  

 
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 I 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. 
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LLaabboouurr  EEnnqquuiirryy  

 
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 I 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. 
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OOuuttwwoorrkk  EEnnqquuiirryy  

 
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 I 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.  
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CCoosstt  CCeennttrree  AAnnaallyyssiiss  

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

 
How would I 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. 
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VVaalluuee  AAddddeedd  RReeppoorrtt  

 
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 I 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) - £0 (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 I 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. 
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PPrrooffiitt  SSuummmmaarryy  

 
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 I 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. 
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AApppprroovvaall  LLiisstt  
 

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 I 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. 
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PPuurrcchhaassee  oorrddeerrss  

 
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: 

 
• 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: 

 
• Pending 

• Held (may be a query on this transaction) 

• Delivered 

• Invoice received 

 
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: 
 

• Date parameters 

• Supplier 

• Orders placed by 

• By job number 
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PPuurrcchhaassee  OOrrddeerr  ssttaattuuss  rreeppoorrtt  

 
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 I 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. 
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DDEELLIIVVEERRIIEESS  
 
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: 
 

• Job number & description 

• Order quantity 

• Last delivery note number, date and quantity delivered 

• 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. 
 

• Monitor the efficiency of your production and despatch departments  

 
LATE deliveries mean LATE invoicing! 
 

How might this information be used? 
 

• To monitor finished goods being held for individual clients 

• To monitor and control delivery response and efficiency 
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DDeelliivveerriieess  rreeppoorrtt  

 
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 I 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. 
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DDeelliivveerryy  RReessppoonnssee  

 
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 I 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. 
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IINNVVOOIICCIINNGG  
 
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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Reports can be produced detailing: 
 

• Invoices raised between set dates 

• A sales report, by client, showing how much has been invoiced between set dates. 
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IInnvvooiicceess  PPeennddiinngg  

 
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 I 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. 
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SSaalleess  RReeppoorrtt  

 
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 I 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. 
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SSuummmmaarryy  &&  CCoonnttaacctt  IInnffoorrmmaattiioonn  
 
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: 
 

• Number of estimates raised 

• Conversion rate Quote v Order 

• Value add achieved 

• Profitability 

• Analysis by type of work done, with profitability 

• 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, Accura is a powerful management tool that can be customised to suit individual requirements. 
 
Remember, Accura will enable you to: 
 

 Produce estimates faster and more accurately 

 Improve control of entering chargeable extras against jobs 

 Reduce material wastage 

 Reduce non-chargeable direct labour costs 

 Increase productivity 

 Control overheads 

 Focus on more profitable business 
 

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

Southern Sales Northern Sales 

 
Alan McKillop 
 

Adrian Matthews 

Tel:  023 8024 0470 Tel:  0845 0850042 
Fax:  023 8025 2573 Fax:  0845 0850043 

 
Email: alan.mckillop@accuramis.com  Email: adrian.matthews@accuramis.com 
 


