The Billing Process

CurrentTrack® works well with any outside accounting program. It maintains the financial data necessary to
manage a job over the course of its Critical Path (e.g. Purchase Orders, Time Sheets, etc.) while your
accounting program maintains your General Ledger, Accounts Receivable (A/R) and Accounts Payable (A/P) -
information your accountant needs at tax time.

CurrentTrack enables you to extract financial data in an organized, easy-to-use format so it can be entered

into your accounting program. This training document will guide you through two billing types - Work in
progress and final.

Work In Progress Billing

Up to this point, employees have recorded time, out-of-pocket expenses and media costs in CurrentTrack.
This information is automatically displayed in the [job] Financial Report (Figures 1-2).

Kpow it all.
| Want To:

Manage Workback Schedule
EditiThi=)ioh N Clients & Jobs > Mission East Health Care > Capabilities Brochure (MEHC-12702)
Tew Job Description
/ Financial Rep
View Job Calendar
Clients&Jobs | = "
Prepare QuickBooks Worksheet Workback Schedule
Status & Tasks View QuickBooks Worksheet History View All Task Comments
Time & Expenses View Billing History =
Create Billing Entry
AddressBooks = M | _____ Allotted  Status Completed Time Resp. Client View
Open Documents Folder ire, present Estimate Working Dawn
Administration n
Open Attachments Folder ate approval Working Dawn
wii Working Suzanne
Create Bid Request Form B —
New Message Create Broadcast Media Detail E WU G el
- Create Change Order reading Waiting input Dawn, Benjamin
ReeiTima Sheets Create Dub Information Sheet intation to client Scheduled Dawn
Normal Tasks jCreate Seint Extimate tinput Waiting input Dawn
Create Print Media Detail — e
Overdue Task Create Production Estimate - BVt Uil T T
Completed Task Create Progress Report reading Waiting input Dawn, Benjamin
Create Purchase Order intation to client Scheduled Dawn
2012-12-19 Final OK Need approval Dawn
Pending Events @ 2012-12-20 Materials to printer Waiting input Benjamin v
Upcoming Events @ 2012-12-27 Proof review Waiting input Dawn, Benjamin v
Invitations B 20130116 Delivery Scheduled Dawn v
_ @ 2013-01-17 Billout Waiting input Dawn
Target Job Complete Date: 2012-12-31
Financial Report
Capabilities Brochure
(MEHC-09704)
Figure 1



/ CurrentTrack®

Know it all.

Clients & Jobs > Mission East Health Care > Capabilities Brochure (MEHC-12702) > Financial Report
| Want To:
2 Clients &Jobs R
B Status&Tasks
Job includes the production of a 4C tri-fold brochure
() Time & Expenses
Address B
BBl Address Books Budget Summary
u Administration Budget Amoun $6300.00 Billed Amount to Date $311.04 Unbilled Amount vs. Total to Date $4060.21
Time to Date $3081.25 Percent of Budget on Time 48.91 Additional Billed Amount $0.00
Expenses to Date $1290.00 Percent of Budget on Expenses 2048
New Message Media to Date $0.00  Percent of Budget on Media 0.00  Unbilled Amount vs. Budget $5988.96
Total to Date $4371.25 Percent of Budget on Total 69.38 Additional Billed Amount $0.00
Normal Tasks Budget Remaining $1928.75  Percent of Budget Remaining 30.62
Overdue Task
Completed Task [LMSSUMMAry
Work Code Code Description Code Rate Hours Sum
A Administration $75.00 2.00 $150.00
AS Account Service $125.00 19.25 $2406.25
c Creative $100.00 5.25 $525.00
Total Hours: 26.50 Total Sum: $3081.25
Time Breakdown [Expand )
Employee Work Code Time Memo Hours Sum
Benjamin Orton
AS 9:00-11:00 2.00 $250.00
Sub-total Hours: 2.00 Sub-total Sum: $250.00
Bruce Littleton
c 9:00-11:00 a.m. 2.00 $200.00
Figure 2

Output the Printer Friendly version of the [job] Financial Report by clicking on the printer icon (Figure 3).
Review the figures with the Account Executive (AE) to determine what should be billed. Once you’ve arrived
at a figure, determine which of the lines should be transferred to your accounting program.

/ CurrentTrack®

Know it all.
> Capabilities Brochure (MEHC-12702) > Financial Report
1 Want To:
2 Clients &Jobs R
B Status&Tasks
Job includes the production of a 4C tri-fold brochure
() Time & Expenses
Address B
BE Address Books AT R
u Administration Budget Amount $6300.00 Billed Amount to Date $311.04 Unbilled Amount vs. Total to Date $4060.21
Time to Date $3081.25 Percent of Budget on Time 48.91 Additional Billed Amount $0.00
Expenses to Date $1290.00 Percent of Budget on Expenses 2048
New Message Media to Date $0.00  Percent of Budget on Media 0.00  Unbilled Amount vs. Budget $5988.96
0 Late Time Sheets Total to Date $4371.25 Percent of Budget on Total 69.38 Additional Billed Amount $0.00
Normal Tasks Budget Remaining $1928.75  Percent of Budget Remaining 30.62
Overdue Task
Completed Task OSSRy
Work Code Code Description Code Rate Hours Sum
A Administration $75.00 2.00 $150.00
Pending Events AS Account Service $125.00 19.25 $2406.25
c Creative $100.00 5.25 $525.00
Upcoming Events
Total Hours: 26.50 Total Sum: $3081.25
Invitations
Time Breakdown [Expand )
Quicklinks
Employee Work Code Time Memo Hours Sum
®  Financial Report Benjamin Orton
Capabilitie: cl .
BAEAC- 05704 AS 9:00-11:00 2,00 $250.00
Sub-total Hours: 2.00 Sub-total Sum: $250.00
Bruce Littleton
c 9:00-11:00 a.m. 2.00 $200.00
Figure 3

The level of detail transferred to your accounting program is entirely up to you. You could enter each
employee Work Code total, for example, or the totals found in the Time Summary section (Figure 4).

The same is true of Expenses. Some users prefer to transfer totals as they’re submitted, while others wait
until progress or final billing.



/ CurrentTrack®

Know it all.

ealth Care > Capabilities Brochure (MEHC-12702) > Financial Report
| Want To:
2 Clients &Jobs R
B Status&Tasks
Job includes the production of a 4C tri-fold brochure
() Time & Expenses
Address Books
BE Address Books AT R
u Administration Budget Amount $6300.00 Billed Amount to Date $311.04 Unbilled Amount vs. Total to Date $4060.21
Time to Date $3081.25 Percent of Budget on Time 48.91 Additional Billed Amount $0.00
Expenses to Date $1290.00 Percent of Budget on Expenses 2048
New Message Media to Date $0.00  Percent of Budget on Media 0.00  Unbilled Amount vs. Budget $5988.96
0 Late Time Sheets Total to Date $4371.25 Percent of Budget on Total 69.38 Additional Billed Amount $0.00
Normal Tasks Budget Remaining $1928.75  Percent of Budget Remaining 30.62
Overdue Task
Completed Task OSSRy
Work Code Code Description Code Rate Hours Sum
A Administration $75.00 2.00 $150.00
Pending Events AS Account Service $125.00 19.25 $2406.25
c Creative $100.00 5.25 .08
Upcoming Events
Total Hours: 26.50 Total Sum:
Invitations
Time Breakdown [Expand )
Quicklinks
Employee Work Code Time Memo Hours
Financial Report Benjamin Orton
Capabilities Brochure .
(MEHC-09704 AS 9:00-11:00 2.00
Sub-total Hours: 2.00 Sub-total Sum:
Bruce Littleton
c 9:00-11:00 a.m. 2.00 $200.00

Figure 4

Once you’ve transferred the figures, generate an Invoice in your accounting program and review it with the
AE. Once approved, send the Invoice to the Client.

Lastly, create a Billing Entry within CurrentTrack (Figure 5). You can create as many Entries as required over a
job’s lifecycle. They’'re automatically compiled in the job’s Billing History.

/ CurrentTrack®

Know it all.

Clients & Jobs > Mission East Health Care > Capabilities Brochure (MEHC-12702) > Financial Report
v | Want To
Manage Workback Schedule
Clients & Jobs Edit This Job
View Financial Report Financial Report
Status & Tasks View Job Calendar
————— d brochure
Time & Expenses Prepare QuickBooks Worksheet
View QuickBooks Worksheet History
Address Books
! View Billing History
Administration re . $6300.00 Billed Amount to Date $311.04  Unbilled Amount vs. Total to Date $4060.21
i $3081.25 Percent of Budget on Time 48.91 Additional Billed Amount $0.00
g"“" z““:e"“ r)‘f"’;’ $1290.00  Percent of Budget on Expenses 20.48
New Message ol s Foice $000  Percent of Budget on Media 000  Unbilled Amount vs. Budget $5988.96
Late Time Sheets Create Broadcast Media Detail $437125  Percent of Budget on Total 69.38  Additional Billed Amount $0.00
Normal Tasks Create Change Order $1928.75 Percent of Budget Remaining 30.62
Create Dub Information Sheet
Overdue Task Create Print Estimate
Completed Task Create Print Media Detail
Create Production Estimate nm Code Rate Hours Sum
Create Progress Report $75.00 2.00 $150.00
Create Purchase Order . .
Pending Events $125.00 19.25 $2406.25
C Creative $100.00 5.25 $525.00
Upcoming Events
Total Hours: 26.50 Total Sum: $3081.25
Invitations
Time Breakdown [Expand ]
Employee ‘Work Code Time Memo Hours Sum
Financial Report Benjamin Orton
Capabil
. AS 9:00-11:00 2.00 $250.00
Sub-total Hours: 2.00 Sub-total Sum: $250.00
Bruce Littleton
c 9:00-11:00a.m 2.00 $200.00
Figure 5



Once you submit the Entry, its total, in addition to any other Billing Entries, will appear in the Billed Amount
to Date field (Figure 6). By referring to the Billed Amount, the AE can quickly determine what’s been billed.
S(he) can also determine the remaining balance by referring to the Unbilled Amount.

/ CurrentTrack®

Know it all.

East Health Care > Capabilities Brochure (MEHC-12702) > Financial Report

| Want To

2 Clients &Jobs

B Status&Tasks

Job includes the production of a 4C tri-fold brochure
() Time & Expenses

BE Address Books

Budget Summary
u Administration Budget Amount $ illed Amount to Date nbilled Amount vs. Total to Date $4060.21
Time to Date $3081.25 Percent-of-B on Time Additional Billed Amount $0.00
Expenses to Date $1290.00 Percent of Budget on Expenses 2048
New Message Media to Date $0.00  Percent of Budget on Media 0.00  Unbilled Amount vs. Budget $5988.96
0 Late Time Sheets Total to Date $4371.25 Percent of Budget on Total 69.38 Additional Billed Amount $0.00
Normal Tasks Budget Remaining $1928.75  Percent of Budget Remaining 30.62

Overdue Task

Time Summa
Completed Task v

Work Code Code Description Code Rate Hours Sum
A Administration $75.00 2.00 $150.00
Pending Events AS Account Service $125.00 19.25 $2406.25
c Creative $100.00 5.25 $525.00
Upc g Events
Total Hours: 26.50 Total Sum: $3081.25
Invitations
Time Breakdown [Expand )
Quicklinks
Employee Work Code Time Memo Hours Sum

Financial Report
Capabilities Brochure

Benjamin Orton

BAEAC- 05704 AS 9:00-11:00 2,00 $250.00
Sub-total Hours: 2.00 Sub-total Sum: $250.00

Bruce Littleton
c 9:00-11:00 a.m. 2.00 $200.00

Figure 6

To enter additional progress bills, simply refer to the Work In Progress Report (Figure 7). Enter the date
immediately following your last progress bill (i.e. Date From) and a Date To (e.g. today’s date)(Figure 8). Next,
select the Client and/or Job and Media Types; click Show WIP.

/ CurrentTrack®

Know it all.

Administration

-~ System Administration -- & v -- Agency Administration -~
Add Client
Clients & Jobs Add Employee
Edit Personal inESTES VS |

Status & Tasks Contact Information §

e : Manage Attachment Files
Time & Expenses DawnSmith | 7 Logistics
| User Name Dawn Create Agency Expense Report 123 Westport Rd., Louisville, KY
Address Books Department Manage Expense Reports

P Not applicable Manage Insertion Orders

Administration

Phone (Home) (589) 426-3445 W\ (589) 605-1209

Phone (After Hours) (589) 426-3445 reate Gross Income Report 420
New Message E-mail (Work) dawn@developware.com Create Financia REpOrT Sumemary (589) 111-1234

Late Time Sheets E-mail (Personal) sales@developware.com Manage Time Sheets
Create Time Summary

Normal Tasks Emergency Contact Information
Name Create Agency Time Detail
Overdue Task Jane Smith Create Expanded Time Detail Tracey Saclen
Completed Relationship Mother View Daily Time Report Friend
Create Work Code Detail
Phone (Work) (909) 555-1212 (809) 990-0987
Phone (Home) (909) 456-9281 ERore (Homs) (809) 754-9865

Pending Events

Upcoming Events
ing s Preferred Local Hospital Baptist Hospital East

Special medical or personal NA
information you would want an

emergency care provider to know

Financial Report Preferences

CI?ESDCMS;SJBJWWE & Notify me at the E-mail (Work) address specified above when a Message is received.
(MI -09704) =

Invitations

¥ Prompt me in CurrentTrack when a Message is received.

Submit

Figure 7



CurrentTrack®

Know it all.

Administration > WIP Report
Date From
Clients & Jobs 2012-11-27

Client -- All Clients -~ :

Status & Tasks

Job Type -~ All Job Types --
Time & Expenses

Media Type = -- All Media Types -~
Address Books

Submit

Administration

New Message
Late Time Sheets
Normal Tasks
Overdue Task

Completed Task

Pending Events
Upcoming Events
Invitations

Quicklinks

Financial Report
Capabilities Brochure
(MEHC-09704)

Figure 8

Scroll down the Job Title column (Figure 9). Immediately to its right, you’ll see columns for Hours, WIP in Date
Range, et. al. Click on the desired Job Title to view its date-specific Financial Report (a breakdown of the WIP
in Date Range figure). Remember, the date-specific Report will only reflect figures recorded between the
From and To dates entered on the previous screen.

/ CurrentTrack

Know it all.
Export to Excel
£ [Gilents & Jobs Administration > Work In Progress 2001-01-01 to 2012-11-27
Status & Tasks
. Job Number #Hours $ Hours Expenses Media WIP in Billed in Total
Time & Expenses Gross Gross Date Range Date Range Billed
B iros Books Q2 Television Production BAKERS-12401 1.50 $125.00 $0.00 $0.00 $126.00 $0.00 $0.00
(:30) BOGO Offer BAKERS-12402 0.25 $25.00 $0.00 $0.00 $25.00 $0.00 $0.00
Administration Branding Guidelines Booklet BAKERS-12701 3.00 $350.00 $0.00 $0.00 $350.00 $0.00 $0.00
2014 Managers' Conference BAKERS-12801 15.50 $1368.75 §55.35 $0.00 $1424.10 $563.00 $663.00
E-Newsletter Production BAKERS-12901 12.25 $1056.25 $578.52 $0.00 $1634.77 $423.12 $423.12
New Message Social Network Campaign BAKERS-12902 12.50 $1275.00 $449.40 $0.00 $1724.40 1024.81 1024.81
[eRiTime Sheets Sub-Totals for Bakers' Restaurant: 45.00 $4200.00 $1083.27 $0.00 $5283.27 $2010.93  $2010.93
Normal Tasks Global Warming Prevention
Overdue Task Job Title Job Number # Hours $ Hours Expenses Media WIP in Billed in Total
Gross Gross Date Range Date Range Billed
Completed Task Spring ('13) Media Plan 71-12101-2 21.00 $637.50 §1244  $18498.80 §19148.74 $345.98 $34598 NB
Full-Page Newspaper Ad 71-12201 25.00 $2237.50 $13.09 $0.00 $2250.59 $63.17 $53.47
Outdoor Board Production (Hwy. 55 601 4.50 $525.00 $0.00 $0.00 $525.00 $0.00 $0.00
Pending Events 2014 Campaign Brochure 2425 $2250.00 $35.53 $0.00 $2285.53 $201.98 $201.98
Upcoming Events Tradeshow Display 2025 $1837.50 $364.26 $0.00 $2201.76 $645.37 $645.37
JRi=tons Sub-Totals for Global Warming Prevention: 95.00 $7487.50 $42532  $18498.80 $26411.62 $1246.50  $1246.50
Quicklinks Mission East Health Care
® Financial Report Job Title Job Number # Hours $ Hours Expenses Media WIP in Billed in Total
J Capabilities chure ‘ Gross Gross Date Range Date Range Billed
(MEHC-097 Q1 Media Placement MEHC-12101-4 4.25 $518.75 $0.00  $11215.00 $11733.75 $3473.75  $3473.75
Benefits Brochure MEHC-12701 175 $181.25 $0.00 $0.00 $181.25 $0.00 $0.00
Capabilities Brochure MEHC-12702 26.50 $3081.25 $1290.00 $0.00 $4371.25 $311.04 $311.04
Stationery Re-Desian MEHC-12703 9.25 $875.00 $0.00 $0.00 $875.00 $558.36 $558.36
Drace Ralaag: i MEMC 12801 R/ EN S531 08 2000 LN 0n S531 08 SI3R KT 2136 K7
Figure 9

Once you’ve transferred the figures into your accounting program, generate an Invoice and review it with the
AE. Once approved, send the Invoice to the Client; create a Billing Entry (Figure 5). Repeat the WIP billing
process as often as needed.



Final Billing

Up to this point, employees have recorded their time, out-of-pocket expenses and media costs in
CurrentTrack. This information is automatically displayed in the Financial Report of each project (Figures 1-2).

I Want To:

Kpow it all.

Manage Workback Schedule
o Capabllities Brochure (MEHC-12702)
View Job Description
View Job Calendar
G2 Clients&Jobs [N | T====-
B Status&Tasks View QuickBooks Worksheet History View All Task Comments
() Time & Expenses View Billing History =
Create Billing Entry
BE AddressBooks = (M | _____ Allotted  Status Completed Time Resp. Client View
B Open Documents Folder ire, present Estimate Working Dawn
Administration Open Attachments Folder ate approval Working Dawn
Working Suzanne
Create Bid Request Form — —
New Message Create Broadcast Media Detail B Waiting input Benjamin
Create Change Order reading Waiting input Dawn, Benjamin
Late Time Sheets Create Dub Information Sheet intation to client Scheduled Dawn
Normal Tasks jCreate Seint Extimate tinput Waiting input Dawn
Create Print Media Detail — e
Overdue Task Create Production Estimate - BVt Uil T T
Completed Task Create Progress Report reading Waiting input Dawn, Benjamin
Create Purchase Order intation to client Scheduled Dawn
2012-12-19 Final OK Need approval Dawn
vents O 2012-12-20 Materials to printer Waiting input Benjamin v
Pending Events
Upcoming Events @ 2012-12-27 Proof review Waiting input Dawn, Benjamin v
Invitations O 2013-01-16 Delivery Scheduled Dawn v
_ @ 2013-01-17 Billout Waiting input Dawn
Quicklinks
Target Job Complete Date: 2012-12-31
Financial Report
Capabil Brochure
(MEHC-09704)
Figure 1

Clients & Jobs
Status & Tasks
Time & Expenses

Address Books

gfEQemnD

Administration

New Message
Late Time Sheets
Normal Tasks
Overdue Task

Completed Task

Pending Events
Upcoming Events
Invitations
Quicklinks
® Financial Report

Capabilities Brochure
(MEHC-09704

/ CurrentTrack®

Know it all.
1 Want To:
Financial Report
Job includes the production of a 4C tri-fold brochure
Budget Summary
$6300.00 Billed Amount to Date $311.04 Unbilled Amount vs. Total to Date $4060.21
Time to Date $3081.25 Percent of Budget on Time 48.91 Additional Billed Amount $0.00
Expenses to Date $1290.00 Percent of Budget on Expenses 2048
Media to Date $0.00 Percent of Budget on Media 0.00 Unbilled Amount vs. Budget $5988.96
Total to Date $4371.25 Percent of Budget on Total 69.38 Additional Billed Amount $0.00
Budget Remaining $1928.75  Percent of Budget Remaining 30.62
Time Summary
Work Code Code Description Code Rate Hours Sum
A Administration $75.00 2.00 $150.00
AS Account Service $125.00 19.25 $2406.25
c Creative $100.00 5.25 $525.00
Total Hours: 26.50 Total Sum: $3081.25
Time Breakdown [Expand )
Employee Work Code Time Memo Hours Sum
Benjamin Orton
AS 9:00-11:00 2.00 $250.00
Sub-total Hours: 2.00 Sub-total Sum: $250.00
Bruce Littleton
c 9:00-11:00 a.m. 2.00 $200.00
Figure 2



Output the Printer Friendly version of the [job] Financial Report by clicking on the printer icon (Figure 3).
Review the figures with the Account Executive (AE) to determine what should be billed. Once you’ve arrived
at a figure, determine which of the lines should be transferred to your accounting program.

/ CurrentTrack®

Know it all.

Clients & Jobs > Mission East Health Care > Capabilities Brochure (MEHC-12702) > Financial Report
1 Want To:
2 Clients &Jobs R
B Status&Tasks
Job includes the production of a 4C tri-fold brochure
() Time & Expenses
Address B
BE Address Books AT R
u Administration Budget Amount $6300.00 Billed Amount to Date $311.04 Unbilled Amount vs. Total to Date $4060.21
Time to Date $3081.25 Percent of Budget on Time 48.91 Additional Billed Amount $0.00
Expenses to Date $1290.00 Percent of Budget on Expenses 2048
New Message Media to Date $0.00  Percent of Budget on Media 0.00  Unbilled Amount vs. Budget $5988.96
0 Late Time Sheets Total to Date $4371.25 Percent of Budget on Total 69.38 Additional Billed Amount $0.00
Normal Tasks Budget Remaining $1928.75  Percent of Budget Remaining 30.62
Overdue Task
Completed Task OSSRy
Work Code Code Description Code Rate Hours Sum
A Administration $75.00 2.00 $150.00
0  Pending Events AS Account Service $125.00 19.25 $2406.25
c Creative $100.00 5.25 $525.00
0  Upcoming Events
Total Hours: 26.50 Total Sum: $3081.25
0 Invitations
Time Breakdown [Expand )
Quicklinks
Employee Work Code Time Memo Hours Sum
®  Financial Report Benjamin Orton
Capabilities Brochure .
BAEAC- 05704 AS 9:00-11:00 2,00 $250.00
Sub-total Hours: 2.00 Sub-total Sum: $250.00
Bruce Littleton
c 9:00-11:00 a.m. 2.00 $200.00
Figure 3

The level of detail transferred to your accounting program is entirely up to you. You could enter each
employee Work Code total, for example, or the totals found in the Time Summary section (Figure 4).

The same is true of Expenses. Some users prefer to transfer totals as they’re submitted, while others wait
until progress or final billing.

CurrentTrack®

Know it all.

Clients & Jobs > Mission East Health Care > Capabilities Brochure (MEHC-12702) > Financial Report
1 Want To:
2 Clients &Jobs R
B Status&Tasks
Job includes the production of a 4C tri-fold brochure
() Time & Expenses
Address B
BE Address Books AT R
u Administration Budget Amount $6300.00 Billed Amount to Date $311.04 Unbilled Amount vs. Total to Date $4060.21
Time to Date $3081.25 Percent of Budget on Time 48.91 Additional Billed Amount $0.00
Expenses to Date $1290.00 Percent of Budget on Expenses 2048
New Message Media to Date $0.00  Percent of Budget on Media 0.00  Unbilled Amount vs. Budget $5988.96
Late Time Sheets Total to Date $4371.25 Percent of Budget on Total 69.38 Additional Billed Amount $0.00
Normal Tasks Budget Remaining $1928.75  Percent of Budget Remaining 30.62
Overdue Task
Completed Task OSSRy
Work Code Code Description Code Rate Hours Sum
A Administration $75.00 2.00 $150.00
Pending Events AS Account Service $125.00 19.25 $2406.25
c Creative $100.00 5.25 5 09
Upcoming Events
Total Hours: 26.50 Total Sum:
Invitations
Time Breakdown [Expand )
Q Employee Work Code Time Memo Hours Sum
® Financial Report Benjamin Orton
Eapablltios Brochure AS 9:00-11:00 200 $250.00
Sub-total Hours: 2.00 Sub-total Sum: $250.00,
Bruce Littleton
c 9:00-11:00 a.m. 2.00 $200.00

Figure 4

Generate an Invoice in your accounting program, once you’ve transferred the figures, and review it with the
AE. Once approved, send the Invoice to the Client; create a Billing Entry (Figure 5).



/ CurrentTrack®

Know it all.

Clients & Jobs > Mission East Health Care > Capabilities Brochure (MEHC-12702) > Financial Report
v | Want To
Manage Workback Schedule
Clients & Jobs Edit This Job
View Financial Report Financial Report
Status & Tasks View Job Calendar
————— d brochure
Time & Expenses Prepare QuickBooks Worksheet
View QuickBooks Worksheet History
Address Books
) Tew Billing History
Administration re . $6300.00 Billed Amount to Date $311.04  Unbilled Amount vs. Total to Date $4060.21
— $3081.25 Percent of Budget on Time 48.91 Additional Billed Amount $0.00
g"“" z““:e"“ r)‘f"’;’ $1290.00  Percent of Budget on Expenses 20.48
New Message ol s Foice $000  Percent of Budget on Media 000  Unbilled Amount vs. Budget $5988.96
Late Time Sheets Create Broadcast Media Detail $437125  Percent of Budget on Total 69.38  Additional Billed Amount $0.00
Normal Tasks Create Change Order $1928.75 Percent of Budget Remaining 30.62
Create Dub Information Sheet
Overdue Task Create Print Estimate
Completed Task Create Print Media Detail
Create Production Estimate nm Code Rate Hours Sum
Create Progress Report $75.00 2.00 $150.00
Create Purchase Order . .
Pending Events $125.00 19.25 $2406.25
C Creative $100.00 5.25 $525.00
Upcoming Events
Total Hours: 26.50 Total Sum: $3081.25
Invitations
Time Breakdown [Expand ]
Employee ‘Work Code Time Memo Hours Sum
Financial Report Benjamin Orton
Capabil
. AS 9:00-11:00 2.00 $250.00
Sub-total Hours: 2.00 Sub-total Sum: $250.00
Bruce Littleton
c 9:00-11:00a.m 2.00 $200.00
Figure 5

Once you submit your Entry, its total, in addition to any other previously filed Entries, will be reflected in the
Billed Amount to Date field of the job’s Financial Report (Figure 6).

/ CurrentTrack®

Know it all.

Clients & Jobs > Mis: East Health Care > Capabilities Brochure (MEHC-12702) > Financial Report
1 Want To:

2 Clients &Jobs

B Status&Tasks

Job includes the production of a 4C tri-fold brochure

() Time & Expenses

BE Address Books

Budget Summary
u Administration Budget Amount Billed Amount to Date nbilled Amount vs. Total to Date $4060.21
Time to Date $3081.25 P Additional Billed Amount $0.00
Expenses to Date $1290.00 Percent of Budget on Expenses 2048
New Message Media to Date $0.00  Percent of Budget on Media 0.00  Unbilled Amount vs. Budget $5988.96
0 Late Time Sheets Total to Date $4371.25 Percent of Budget on Total 69.38 Additional Billed Amount $0.00
Normal Tasks Budget Remaining $1928.75  Percent of Budget Remaining 30.62

Overdue Task
Time Summary

Completed Task

Work Code Code Description Code Rate Hours Sum
A Administration $75.00 2.00 $150.00
Pending Ey AS Account Service $125.00 19.25 $2406.25
c Creative $100.00 5.25 $525.00
Upcoming Events
Total Hours: 26.50 Total Sum: $3081.25
Invitations
Time Breakdown [Expand )
Quicklinks
Employee Work Code Time Memo Hours Sum
Financial Report Benjamin Orton
Capabilities Brochure .
BAErC- 05704 AS 9:00-11:00 2,00 $250.00
Sub-total Hours: 2.00 Sub-total Sum: $250.00
Bruce Littleton
c 9:00-11:00 a.m. 2.00 $200.00
Figure 6

Once you’ve completed final billing steps, the job may be archived. Change the job’s Status to Sleeping
(Figure 7) and click Edit This Job. All records associated with the job (e.g. Change Orders, Billing Entries, etc.)
will be moved to the Client’s Sleeping Job Folders (Figure 8).



/ CurrentTrack®

Know it all.

Restaurant > Q2 Television Production (BAKERS-12401) > Edit Job
Job Status

Job Jacket Location
Clients & Jobs

Number Change? (=) None (_) Just Media Type (_) Whole Job Number
Siatus & Tasks Job Type 4 - Television Production
Time & Expenses Media Type 0 - Not Media
Address Books Target Job Complete Date 2013-01-31
Administration Change Template? No Template Change
Template Date Type Start Date
New Message Tempiate Date 2012-11-27

Late Time Sheets e

Normal Tasks s Q2 Television Production

Overdue Task Description

Completed Task Budget 15000.00

Non-billable?
. Requestor(s)
Upcoming Events (re)cc?
Invitations
Submit

Quicklinks
®  Financial Report Application Options

Capabilities Brochure

(MEHC-09704) No Command s

Please Note: If you choose to Move or Delete this job, all data and files associated with this job will also be moved or deleted respectively.
Submit Command

Figure 7

/ CurrentTrack®

Know it all.

Clients & Jobs > Mission East Health Care
¥ |Want To:
View Client Spec Sheet
£ eonaoos Edk Clien Roufcanons Job Foiders
B Saws&Tasks ebeate Client Contact Report Job Number Opened g‘m“m Requested By Created By Modified Modified By Working
\r/"‘:wcu:;‘l;"g‘“e‘:('?:i::[ Reports MEHC-12701 2009-05-26 2013-02-28 Benjamin Orton Dawn Smith 2012-11-05 Dawn Smith 1
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You can see how easily CurrentTrack® works with an outside accounting program. By enabling you to
transfer the information in CurrentTrack, at a level of detail with which you’re most comfortable, you retain
tighter control over your agency’s financial data.
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