Apple Orchard ST-01 ST Template
SureTrak Template Use

1.0 OVERVIEW

This procedure documents the use of the SureTrak Planning software for
Apple Orchard Home Builders. In particular it outlines the use and
implementation of a template used to create plans for sub-divisions by lot.

This data is then used to generate reports that are faxed to each
responsible sub contractor. See section 4.0 for examples of the output.
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2.0 FLOW CHART

This flow chart describes the work process for users.
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3.0 PROCEDURE

A. Open the Template Project

A

NOTE: SureTrak for this implementation will always be working
with the "Project Groups" format or project type.

A.1  Launch the SureTrak for windows program.

A.2 After launching, the program will display the "Welcome

Screen" shown below.

Welcome to SureTrak Project Manager 3.0

L PERIMAY ERA

Surelrak”

Simply the best way to manage your projects.

Coprpright &£ 1993, 2000 Primanvers Systems. Irc

[T Don't show thiz screen again

3
7]

]
G

W

]

Start with the SureTrak
Tutarial

Start a new project with
Froject KickStart ‘wizard

Start a new project with
SureTrak templates

Open an exigting SureTrak,
project

Open last project:
[FROG)

Cloze | Help |

From this screen you can open the Template project if it is the

last project you opened. The button at the bottom of this
window will display "0000" if it was the last project opened.
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If it is not listed, click on the “Open an existing SureTrak

project”, or close this window and select |File|Open| from the
menu and the "Open Project" window will display. Select the
sub-project "0000" from project group "TMPL" and proceed to

step B.

Open Project

]|

Current folder: C:ASTWinhProjects\Projects Browse. .. |
Project name: Froject group:
[no0o [TMPL -]
[ Read only Type: |F'ru:uieu:t Groups H
Frojects:
M arne Mumberferzion Title |
FROG 8.31.00 Master working File -
ORHT YWorking Template  [Orchard Heights
TMPL 2.31.00 Master Template
Wn:nrking Template |Template Uged to Initate 2 5D/ LOT
001 Ewxample Template 1ze Example -

Owervigw. . |

1]:4

Cancel

Help
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B. Create New Sub-Project / Template for Sub-Division B

B.1 After opening the sub-project "0000" of project group
"TMPL", chose |File|Save as| from the menu. The window
shown below B.2 will display.

B.2 Save this file to the project group "TMPL" with a new 4-letter
name related to the sub-division that this template is for. For
our example we are using the 4 letters "TRNC" for Turner
Creek and the project group is "TMPL".

Save As |
Current falder: C:AS TWwinhProjects\Projects Browse... |
Project name: Project group:

TRNC | TMPL

Type: |F'rn:niect Groups Ij

Projects:
M ame MumberMYersion Title |
FROG 3.31.00 b azter Waarking File -
ORHT WWorking Template [Orchard Heights
THPL 3.31.00 kM azter Template
aaoo Working Template |[Template Uzed to Initate a S0/ LC
nom Example Template 1ze Example -
ak. Cancel | Help

B.3 Click OK and the "Enter New Project ID" screen will display.
Input the two letters that will uniquely identify the tasks in the
schedule for Turner Creek. For our example, we will use "TC".
See example below.

Enter New Project ID

Fleaze enter a new project 1D, ok
@ Mew code: I Ta

Cancel
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B.4 Click OK and the new sub-division template is created with the
proper project id. Next, close the project and you will be
prompted to save changes. Click yes.

B.5 Next we have to update the project id within the data dictionary
to reflect the correct title. From the menu, select |File|Open|
and open the project group "TMPL". We have to be in the

project group to change this data.

Activity Codes

Activity Codes | Activity 1D |

Codes: 0 characters remaining
Mame | Length Diescription
2|Praject ID / 5D -
ACTH & [Act Humber
LOTH 3 |Lot Mumber
Walues:
» I v I [T urner Creek:
Walue Drescription Crder
TC -
i Template Uszed ta Intate a S0 A LOT
P Example Template Use
Set Codes for Project Memberz. .
Tranzfer... | Cloze Help

B.6 After the file opens, select |Define|Activity Codes| from the
menu and the activity codes window will display. Next select
the "Activity ID" tab to get to the data we want to change. See

window display below.
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B.7 In the lower pane of this window titled "Values", select the
project id code for Turner Creek, "TC". Place your cursor into
the description box and then click above in the edit space.
Change the description here to the correct sub-division name.

B.8 After inputting the correct description, click on the check
button and then close the window. Then close the project and
you will be prompted to save changes. Click "Yes".

B.9 Before proceeding, determine if this sub-division has different
sub contractor assignments than the generic template. If the
subs are different, proceed to step C. If the subs are the
same, proceed to step D.
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C. Change Sub Assignments in Sub-Division Template C

C.1 Open the sub division template that you just created. For your
example we will again open the Turner Creek template named
“TRNC”. Go to |File|Open| and select the sub project.

NOTE: Before opening the file, change the “Title” in the open
project window to read as the sub division name. To do
this, highlight the project and then click on the
“Overview” button.

Current folder: CASTwWinsProjectshProjectz Browse... |
Project name: Project group:
[TRNC [TMPL I~
I Fiead only Tvpe: IProiect Groups :]
Projects: - -
THPL o.31.00 Current folder: CAS TwWinhProjectshProjects
Q000 WWorking T . . . |
oo Evample Froject name: TMFL.TRMC Open
LA working T Flanning unit:  Dayps
S LB IWorking Template Activity count: 100
: Project bitle: ITurner Creek|
Owerview. .. |
Company name: IAppIe Orekard
Praoject start: |D1AUGDD :] Target finish:
E arly finizh: 1FHONO0
Ciata date: |D1.&UGDD :]
0 % completed
bdugt fimizh b I :] 0 % espended
Comments:
0k, I Cancel | Help |

C.2 After the sub project finishes loading; select the activity that
has a sub contractor assignment that is different than the
template sub project. You can tell the activity is selected
because it will be highlighted. See Below.
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AKS Engineering and Forestry

[TC-045- | Stake Out [ | mStake Out

Bear Electric

TiS-265- [Fowah Electrical ] = Raugh Electric:
TC-270- Electtical Inspection @ Electrical Insp
Ti-285- Call far Permanent Power o Call for Per

TC-400- Electrical Finizh
EMC West Building Materials

TC-070- Drop P &B B0rop P &8
TC-100- P & B Inztallzd WP & B Installed
TE-115- P & B Sturctural Inspection B P & B Sturctural Inspection

L T T = PO P |

C.3 As you can see, we have chosen an activity assigned to Bear
Electric titled “Rough Electrical’. Next we want to access the
detail for the activity. Press |F7| on the keyboard and the
detail pane will open at the bottom of the screen for the
selected activity. Initially, you will not see the code fields. To
reveal them, click on the “More” button at the bottom right of
the detail pane.

ID [TC265 | [Fough Electical Close | Previous | New
Dwration |2 [ Started Early Start I‘IESEF'DD Fem Duration |2 Detailz...
Calendar |1 ™ Finished Early Finizh |135EPEID % Caomplete ID_D More == |

[ I Tumer Creek [onovan | vPL [Fe [

ID [TC-285-  [Fiough Electical Close | Previous | Newt |

Druration |2 [~ Started Early Start |12SEPDD Fiem Duration |2 Details... |
Calendar |1 ™ Finished Early Finish |‘|3SEPDD % Complete ID_D << Less |

Aot Type [Task | LateStat  [T35EFOD Tatal Float 1 Help |

Pricirity |1_ Late Finish T4ASEPOD Free Float 0

|B0090 | | |

SUEC P POXO MODL

|

WEBS code

|Spot|ights activitiez with progress || Turner Creek, || 17HOW00 || THPL ”ﬁ”_

C.4 After revealing all the detail, you will see the sub contractor
code field at the bottom left of the opened pane. Place your
cursor in this field and a drop down arrow will become visible.
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Click on the drop down arrow and you can select any of the
sub contractors currently input into the software.

I |TC-2E5- |Riough Electrical
BOO30 - Bailey Mechanical Contractars, [ne. Yy —

BO040 - Baker Rock J
BO045 - Baltazar Chuc Finizh Carpenter o0
BOORD - Bam Owl Congtruction I
BOOED - Barker Surveving Co
BO0SD - Basic Concrete Cutting —
BOO35 - Bazket Creations aa

- Bear Electric L

|EEED | | |
SUBC FM FOND  MODL

WES code

||:|I:ISES activity farm

C.5 After changing the code, you have to click the “OK” button that
now appears at the top right of the detail pane. Clicking “OK”
will commit the change to the file. If you want to cancel the
change, the click on the “CANCEL” button located in the same
area.

NOTE: SureTrak is memory resident software. This means that
data is not permanently saved until you click on the save
button or save the file when exiting the software.

C.6 Repeat steps C.2 through C.5 until all changes have been
made. Click the save button to save the changes to the
template. Next move on to step D.

NOTE: Use the detail window to make any other changes to the
schedule template before creating your first lot.
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D. Create First Lot for New Sub-Division D
D.1 Open the sub division template that you just created. For your
example we will again open the Turner Creek template named
“TRNC”. Go to |File|Open| and select the sub project.
D.2 After the file finishes loading, select |File|Save As| and save
the template project to the current project file named “PROG”.
Save fAs |
Current folder: C:AS TWinsProjects\Projects Browse... |
Project name: Project group:
|TRNC |PROG
Type: IF'ru:uieu:tGr-:uups H
Projects:
| M ame | MumberMersion Title |
PROG [N Master Working File -
ORHT wiorking Template |Orchard Heights
THWPL 2.31.00 Master Template
000 “Warking Template |Template Used to Initate a 50 4 LC
aaom Example Template Uze Example -
] Cancel | Help
D.3 Click OK and the "Enter New Project ID" screen will display.
You do not have to input the two letters that will uniquely
identify the tasks in the schedule because we will use the
same two letters. For our example, we will continue to use
"TC". See example below.
Enter New Project ID
Fleaze enter a new project 10,
@ Mew code: I TC
Eancell
D.4 Click OK and the file is now saved into the project group
‘PROG” as the Turner Creek sub project “TRNC”.
Prepared by Thomas Frey ST-01-11
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D.5 After the file finished loading under the new name, next select
|File|Project Overview| and the “Project Overview” window will
display with the “Number/Version” field highlighted. Change
this field to “Current” or a date that is representative of the
progress as of date. For our example we will input 09.13.00
for a progress cut off date of September 13, 2000. See
example below.

Project Overview E3 |

Current folder: C:ASTWinhProjects\Projects
Froject nare: FROG:TRMC

Flanning unit:  Days

IR A T IDE-H-DD Activity count: 100

Project hitle: |Turner Creek

LCompany name: I.ﬁ.pple Orchard

Project start; ||:|1,&.,|_|G|:||:| H Target finizh:
E arly finigh: 17MOW00
Data date: ID-I'&'UGDD Ij 0 % completed
uzt finish b I Ij 0 % expended
Comments:
] Cancel | Help |

NOTE: You can enter comments in the field at the bottom of this
window to capture additional information about the sub division
that is relevant.

D.6 Next click the save button on the tool bar to make sure our
work is committed.

D.7 Now that we have created the sub division’s sub project we
now want to create the first lot. Next, from the menu select
|Edit|Select Alll. When you do this you will see all activities
become highlighted.

Prepared by Thomas Frey ST-01-12
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D.8 Next, select from the menu |Edit|Copy Activity|. This will copy
all the activities into the computer systems clipboard.

D.9 Next, select from the menu |Edit|Paste Activity| and then the
“Paste Options” window will display. From here we will choose
the radio button titled “Change All Activity IDs with” and then
click the drop down arrow to the left of the field. From the drop
down list, select “Prefix/Suffix”. This will reveal in the window
the “Prefix” and “Suffix” fields.

DO NOT CHANGE THE PREFIX. INPUT THE LOT NUMBER
INTO THE SUFFIX FIELD. THREE NUMBERS MAXIMUM.

For our example we will use the number 123. Then click the
“OK” button. Clicking the “OK” button will paste every activity
into the sub project and create the lot number you input.

Poste Dptions |

™ Update activities with matching |Dz
™ Change duplicates only

(¥ Change all Activity IDs with  [Prefis/ suffix [+]
Prefis: ITE Suiffis |'|23

[T Paste into selected group

v Add codes and resources to dictionaries

] Cancel | Help |

D.10 Next we need to remove the activities that do not have a lot
number associated with them. To do this, from the menu
select |Edit|Invert Selection| and this will switch the selection to
the other activities.

NOTE: The invert selection will only work as long as you have
not clicked on another activity after the paste was
executed. To select the activities manually, click on the
first one and then hold the shift key and arrow down to the
last one.

D.11 Next we select from the menu, |Edit|Delete Activity| and the
delete window will display. Click on the button that is titled
“Yes to All’. This removes all the activities that do not have a
lot number. See window below.

Prepared by Thomas Frey ST-01-13
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SureTrak Project Manager |
@ Delete this achvity? Yes
Mo
TC-000-
Spec ar House Sold

D.12 We have now successfully added the first lot for the sub-
division. Click the save button to commit the changes.

D.13 To complete the initiation of a lot we have to input the planned
start and finish of the lot. Assuming that you have the lot still
open, we need to select the activity ID of TC-000-456, for our
example. This is the activity titled “Spec or House Sold”.

D.14 Next select the |F7| key on the keyboard and bring up the
detail window. In the bottom right is a button titled “Details...”.
Click on the button and a short cut menu will come up allowing
you to select “Constraints”.

General Contractor

TC-000-456  [[Spec or House Sold Egdef -
TC-005-456 | Gall Temp Powrer eOSarts
TC-010-456 Spec upgrade options Dates
TC-015-456 Spec color selections Predecessars
TC-020-456 Submit for Permit Euccessurs
TC-0E5-456 Call for gas -
RS mesna P 2 Resources
4 LRA —
u EDS!S L
ID |TC-O00-456  [Spec ar House Sald Cloze | Previous | Hext | Revenue
Duration |D [T Started Early Start IEI‘I.&UGEIEI Rem Duration [0 {Details.
Calendar I‘I I™ | Eitighed Early Finish I % Complete ID,D More > |
|Inserts a hyperlink || Turner Creek. || 17HOVOD I| FROG |

D.15 Selecting “Constraints” brings up the constraint window.
Because this is a start milestone for the lot, we are going to
assign an Early Start Constraint. For our example we are

Prepared by Thomas Frey ST-01-14
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going to choose an early start constraint of September 15,
2000.

el Conztraints - PROG 1 Ir

% TC-000-45E - Spec or House Sold WEREER

¥ Start constraink | [T Finish comstaint
f+ Early ) Barly
" Late ) [Late

I 17 1|19 20| A 24 23

{ 24 2| 26 | 2F | 28 | 29 30

155EFDD

D.16 We have now successfully planned the start date of the lot.
Next we have to plan the finish of the lot.

D.17 Assuming that you have the lot still open, we need to select
the activity ID of TC-999-456, for our example. This is the
activity titled “Files to Warranty”.

D.18 Next select the |F7| key on the keyboard and bring up the
detail window. In the bottom right is a button titled “Details...".
Click on the button and a short cut menu will come up allowing
you to select “Constraints”.

Prepared by Thomas Frey ST-01-15
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| V= £ D=4 20 FALICT] L - S Lol U
TC-460-456 Second Punch 2 2 |ozMovan | o3moYoD H Punch
TC-470-456 First Home Cwvner Walk 1 1 |ornovon  |o7novon Home: Cuvenier Wilk
TC-475-456 Home Ownier Punch s 5| 0BMOVED [14N0Y0D Codes
TC-485-455 Second Hame Owner Valk 1 1 [1ENCYDD |1 BNOYD Constraints er Walk
TC-480-456 House Finish 1 1 17NOY00 [17NOY0D D ates
7C-999-456  (Files to vWarrent | © 0 ifMowon | ————————
AKS Engineering and Forestry Predecessors
[Tc-045-456 [ Stake Out [ 1] 1[ozaucoo Jozaucog || Successars
Bear Electric .
P Resources |
Costs
ID [TC-993-456 | [Files to Warrenty Cloze | Previous | Mest | Revenus

Diwration IIJ = | Etarted E arly Start I Fem Duration |0 D ol

Calendar |1 ™ Finished E arly Finish I‘l THOWOO & Complete IEI_IJ Mare » |

| [ Tumer Creek | oawnmt || PROG

D.19 Selecting “Constraints” brings up the constraint window.
Because this is a Finish milestone for the lot, we are going to
assign a Late Finish Constraint. For our example we are going
to choose a late finish constraint of January 15, 2000.

Bl Constraints - PROG | | 0e
i

. R _Fi HOW | DEC JAH
TC-393-455 - Files to ‘W arrenty I T o [ e o o [

[ Start comstiaint | W Finish constraint d
£ Earl " Eaily H Release of PO's

Y * Late 4Last PO released
I |_| 1 Plumbking & Elect. Finial
1 - Elect. F

— I [ &tart o
™ | Ezpectedfinish

| ]

[T Float constraint
) Zero batal Aot
€ L [5te as possibtie

[l

15JANM

1
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D.20 We have now successfully planned the finish of the lot. Click
the save button to commit the changes.

D.21 Go to step G to re-calculate the schedule.
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E.1

E.2

E.3

E.4

E.5

E.6

E.7

Create Additional Lots for the Sub Division E

Open the sub division template that you created in

the project group TMPL. For your example we will again open
the Turner Creek template named “TRNC”. Go to |File|Open|
and select the sub project.

Next, open the same “TRNC” sub project in the project group
‘PROG”. We now have both projects open at the same time.

Switch to the project group “TMPL” and from the menu select
|Edit|Select All|. This will highlight all the activities for “TRNC”
in the project group “TMPL".

Next, from the menu select |Edit|Copy Activity]. We are going
to copy data from “TMPL:TRNC” to “PROG:TRNC”".

Switch to the project group “PROG” and from the menu select
|Edit|Paste Activity|. This will display the same paste options
window that we used in step D earlier. From here we will
choose the radio button titled “Change All Activity IDs with”
and then click the drop down arrow to the left of the field.
From the drop down list, select “Prefix/Suffix”. This will reveal
in the window the “Prefix” and “Suffix” fields.

DO NOT CHANGE THE PREFIX. INPUT THE LOT NUMBER
INTO THE SUFFIX FIELD. THREE NUMBERS MAXIMUM.

For our example we will use the number 456. Then click the
“‘OK” button. Clicking the “OK” button will paste every activity
into the sub project and create the lot number you input.

We have now successfully added another lot to the sub-
division. Click the save button to commit the changes.
Repeat these steps until you have created all the lots you
need.

To complete the planning of the lot, refer back to steps D.13 to
D.21 for inputting planned constraints.
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Sept 2000



Apple Orchard ST-01 ST Template
SureTrak Template Use

F. Progress Data Input F

F.1 Open the project that you want to update and select the
activity that you want to add progress data to.

F.2 Next we want to access the detail for the activity. Press |F7|
on the keyboard and the detail pane will open at the bottom of
the screen for the selected activity.

ID [TC-265- [Faugh Electrical Close | Previous | Mext |
Cruration |2 [™ Started Early Start |12SEF'EID Rem Duration |2 Details... |
Calendar |1 [ Finished Early Finizh I‘I ASEFD0 ¥ Complete ID_D More x> |

| I Turgien Ciraetk [onovon | TMPL (R |

F.3 After revealing all the detail, you will see the all the data
related to your activity. To status an activity, we will be

inputting actual start dates, percentage complete, and actual
finish dates.

To input an actual start date, check the box next to the Early
Start date titled “Started”. After clicking the “Started” box, the
Early Start will become Actual Start. Click in the date field and
use the drop down arrow to select a date from the calendar.

Bear Electric
TC-265-123 |Lﬁu:uuuh Elecfrical
TC-270-123 Electrical Inspection
TC-285-123 Call for Permanent Poweer Sun | Mon | Tue |Wed | Thu | Fri Sat
TC-400-123 Electrical Finizh ] 5
EMC West Building Materials _|
TC-0F0-123 DI’I:IFI FzB 3 4 = 7 a q
TC-100-123 P & B Installed
TC-115-123 P & B Sturctural Inspection | 10 | 11 13 | 14 | 15 16 tural Insk:
TC-125-123 P & B decked ' ched
TC-130-123 1zt floor walls dropped &Ing 17 | 18 | 19 | 20 | 21 | 22 23 floar weall
Tir.A.40.477 Install imist 2 dack ttall joist £
1 24 25 2R 27 28 29 an
0 |TE255423 |HDughEhcm:m 125EPON
Duration |2 I Stated  ActualStat  [TZSEPOD Fem Duration |2 Detals... |
Calendar |1 [ Finished  Early Finizh J135EFD0 % Complete IEI.EI Mare >3 |
|| Turner Creek,
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To input a percent complete, place your cursor in the field
titled “% Complete” and simply input a number between 00.0
and 100.0. Note that a percent complete of 100 means that
the task is done and requires the input of a finish date.

ID |TC-265123 | |Rough Electrical Cloze | Previnusl Mext |
Dhuration |2 ¥ Started Actual Start — [125EF00 Fiem Duration |1 Details...l
Calendar |7 I Finished  EarlyFinish  [T25EF00 % Complete  [ERAT Mu:ure>>|

|| Turner Creek

To input an actual finish date, check the box next to the Early
Finish date titled “Finished”. After clicking the “Finished” box,
the Early Finish will become Actual Finish. Click in the date
field and use the drop down arrow to select a date from the
calendar. Note that when you input an actual finish date, the
percent complete automatically goes to 100.0%.

[ -9 [Flles to Warrenty i L
AKS Engineering and Forestry September 2000
| TC-045-123 |S"t'-5l|{E Ot gun | Won | Tue |Wed | Thu Fri Sat
EBear Electric 1 2
TC-265-123 |LR|:|uuh Electrical _I
TC-270-125 Electrical Inspection 3 4 7 8 3
TC-285-123 Call for Permanert Power er
TC-400-123 | Electrical Finish m | mn 14 115 ] 16 | Finish
BM(. West Building Materials
1 17 18 19 20 21 22 23
ID [TC-265123 | |Rough Electical 24 | 2B | 2| 7|28 23| W
Diuration IE ¥ | Started Actual Start 13SEFN -
Calendar |1 I¥ Finizhed  Actual Finish  [135SEPOO ZComplete  [100. Mare s> I
|| Turner Creek,

F.4 After making the changes, you have to click the “OK” button

that now appears at the top right of the detail pane. Clicking
“OK” will commit the change to the file. If you want to cancel
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the change, the click on the “CANCEL” button located in the
same area.

NOTE: SureTrak is memory resident software. This means that
data is not permanently saved until you click on the save
button or save the file when exiting the software.

F.5 Repeat this process for each activity that you want to input
progress data for. Then move on to step G.
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G. Re-Calculate the Project. G

G.1 We will assume that you already have the project you want to
recalculate open. If not, open it now using the |File|Open|
command from the menu.

G.2 After the file finishes loading, from the menu select
|Tools|Schedule|. This will display the schedule window.

(PO releazed I @Last PO releazed

thing & Schedule ; e "

h & Bu E |

-Permi - Project data date; 0K rfice

=h Lizt Lagi

ond Pu oas Cancel

- Home Out-of-sequence: —_—

e Oroyr | Show open ends as z 3 4 5 _I Help et PL
Dime ¢

m Critical activities hay 6 v a 9 10 11 12 .

=& Finis yizh

stoWE A tomatic Scheduld 13 14 15 16 17 18 19 |rre

id Fore - _r

eoq  oees L FomwEN on | o | o2 | 23 | 24 | 25 | =6

b Electrioal 27 28 29 30 K1

trical Ingpection MAUGID

for Permanent Povwer Llr

trical Finish [ | 1 Electrical Finish

G.3 Click you mouse into the project data date window and use the
drop down arrow to select the new date using the calendar.

G.4 After selecting the new data date, click OK and SureTrak will
re-calculate the schedule.

G.5 Next you should evaluate the schedule and determine where
you are ahead of schedule or behind schedule.

NOTE: Total float that is greater than 0 means you are ahead of
schedule or have slack. Total float that is equal to 0
means that it is critical and must start or finish on the
dates calculated to avoid and delays. Total float that is
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less than 0 means you are behind schedule. To recover
delays, you can either extend the house closing date or
accelerate work remaining. Acceleration can be a
combination of performing activities in less time or
performing work concurrently that would normally take
place serially.

G.6 Once you have finished making your changes and finished re-
calculating the schedule move on to step H — Reports.

NOTE: SureTrak is memory resident software. This means that
data is not permanently saved until you click on the save
button or save the file when exiting the software.
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H. Run Sub Contractor Reports. H

H.1 To run the sub contractor reports, we have to open the project
group “PROG”.

H.2 After the file finishes loading, from the tool bar, select the
layout drop down arrow located at the top left. From the list of
layouts select the layout titled “SUBC”. This will group all of
the activities by Sub-Division and then by sub.

,-@ SureTrak Project Manager - [PROG:TRNC]
Efile Edit Wiew |nsert Format Toolz Define Window Help

Ne SRl +ai o vdR e nidfl @¢ Q¢

Layout: [PROGST - [=] Filter: 2l - All activities |;| ?l Lower views: §h &2
TITI_F SORT3 - Saorted by LS/TF [not grouped) -

SORT4 - Sarted by Activity [D - P
SIBC - Sub Contractor Layout ?}nl AU [ s [ oot [ wov ]
SUICE - Organized by Successor NS To7 [13 [21 [25 {08 [ [18 (25 [62 [0 [16 [25 [50 (o6 [13 [0 [ [0

| TSUMMARYT - Summ. by Fiesp (one bar) _| @Last PO released N
| TS IMMARY2 - Surmm. by Phase [one bar) 1Flumbing & Blect. Finiak
| TS IMBARY 3 - Summ, by Area [one bar] Itech & Building final

| TS5 UMMARY 4 - Summ. Resp w/in Phaze [one bar) = 10cc. Permit to sales &
TC-425-123 Punch Lizt m Punch List

TC-460-123 Second Punch B Second Punch
TC-470-123 First Home Cwener Walk IFirst Home On
R Ea ) e -~ - . m Herrma e

H.3 Next, from the tool bar select the filter drop down list. It is
located at the top to the right of the layout field. Again, we will
select the filter titled “SUBC”.

"a SureTrak Project Manager - [PROG:TRHNC]

EEiIe Edit ¥iew |nzert Fomat Toolz Define Window Help

D SR+ a6 o0 TSRk 2'dd4 ¢ Qe

Lawout: ISUBC-Sub ContlactolLH Filter: SUBE-SeIectSubcontra|VI Yl Lower wisws: iﬂ'l-. E

_ I +| Rough Electrical MILE - Milestc-nn.s.au:tivitin.es” -
— MEAR - Mear critical activities =
an;k# Deic:rl;:gjilon MOME - Activities with no progress
PROG - Work in progress !"‘ !” !‘“
TC-475-123 [Home Cwvner Punch STRT - Activities that start between ? and ? _I A R L
TC-475-458 |Home Crwener Punch SLBC - Select Subcontracton ! ! !
TC-475-788 |Home Crwner Punch SUEBD - Select Subdivsion 1 1 1
TE-485-123 | Second Home Crwvner Walk ~| I :
TC-485-456 | Second Home Cuvner Walk . : : . I I :
TC-485-759 | Second Home Crwner Wlk L 1: _____ E _____ E_ o :T o 1: _____ i _____ :T _____
TiC-490-123 |House Finish ' f f 1 '
TC-490-456 | House Finish ‘ ‘ ‘ | ‘
TC-490-789 |House Finish
TC-999-123 [Files to Warrenty
T~ 000 ASE |Filas +m Wiarrardus
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H.4 This will display the “Filter Value — Select Subcontractor”
window. Use the drop down arrow and select the
subcontractor you are reporting to. For our example we are
choosing Bear Electric, BO90. Then click the OK button.

H.5 This will display only the activities assigned to Bear Electric.
Next, make sure that your fax software is your default printer.
Then from the tool bar select the print button.

H.6 Repeat this process for each sub that you want to send a
report to.

NOTE: See section 4 of this procedure for examples of reports.
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4.0 EXAMPLES

EX-01 Sub Contractor Report — Bear Electric
EX-02 Standard Report with Total Float

EX-03 Generic Template Report with Sub Assignments

EX-04 TBD
EX-05 TBD
EX-05 TBD
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