Sage MyAssistant Version 16.1
Release Notes

Sage 300 CRE MyAssistant 16.1 features an upgraded MyAssistant database that uses an instance of Microsoft SQL
Server Express 2012 and compatibility with the Sage 300 CRE software.

NOTE: Depending on the version of Sage MyAssistant you’re upgrading from, the Sage MyAssistant 15.2 and Sage
MyAssistant 15.1 release notes have been included below.

Sage MyAssistant Version 15.2

Release Notes $
ve For example, the
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Sage 300 MyAssistant 15.2 contains many enhancements that can make you morgd
sorting, formulas and access to Sage data in the new MyAssistant Spreadsheet
MyAssistant 15.1) were enhanced. An option to send someone one email p%
reviewed and forwarded was also added. An option to look up who so uld “re based on the job,
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number of other fixes and updates have been added. ®
MyAssistant 15.2 Highlights: x x
e Send “One Email Per” option sends separate em Job, Serv@ tc. based on a Sage field

e  Email Directory support for “Reply To” — perso who ne responded to per recipient
e New Spreadsheet Sort window that useﬁar field name

e Dragand drop Sage fields to spread ulas
e  AutoSum button automatlcally spreadsh ulas that contain Sage fields

e  Checks for incomplete sprea mpIate wh

e Include Sage Custom Fleld adshe aWaiss

e New PR Direct Dep05|t faster sup @- or multiple checks in one week and can print time off
e Remembering prod hen up ing your MyAssistant software

e  Upgrade by run% I flles lik | install — easy to do, no uninstall needed

e  Search bar in MyAsS®tant rem previous searches

e Updated ilt Condltlons g connections to associated records

with D ries having duplicate information
Office 2016 adNed to MyCommunicator

e Sy t
%d issue around missing information for Sage MyCommunicator support
& ob®ost conditions include Extras
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Task Setup
The following Task Setup enhancements were added to MyAssistant 15.2:

Send one email per: Added the ability to send someone one email per Sage field that you choose. For
example, you can send a single Project Manager a separate email for each of his or her JC Jobs. If a report
that is filtered by Job number is attached to the Task, each email sent to the Project Manager will have an
attached report filtered to that email’s Job.

To use “Send one email per”, go to the Notification Options step of Task Setup. There, you'll see a check
box next to “Send recipient(s) a separate email for each:” — check the box, then choose a Sage field from
the list that appears. You will now send one email per the Sage field you chose.

General Information Sending and Follow Up Options [ 7]
Condition Send JC Cost Codes @ Separate e-mail for this task -
Customize Condition ( Send recipient(s) a separate email for each: | JC Cost Code. Job Seledt field... J

Motification Frequency
Schedule

() Notify once
Emai (@ Notify each time the task is run
Additional Information
MyCommunicator for Outlook Options

Motification Options
‘ z ‘ Follow up in MyCommunicator for Outiook

You can now use an Email Directory in the “Reply To” field in the Email Step of Task Setup. Just like how
you can send unique emails to multiple recipients with a single Task by adding an Email Directory to the
“To” line, adding an Email Directory to the “Reply To” field means you can easily filter who a reply should
be sent to by recipient.

MyAssistant Spreadsheet Designer
The following Spreadsheet Designer enhancements were added to MyAssistant 15.2:

Updated Sort Fields Window:

Sort Fields
T Sorthy: [1b v|[ascending v ] [3€]
: TE“ [ cost Code Sort Field v| [ascendng v ] [3€]
= ﬂf;" MNane] v| [ascending

JTD Aprvd Estimate Chgs

Total Estmate
Revised Commitment
ITD Cost ) a5l Add Sort Field o B &
Cost Code Sort Field
More Fields... Search... -
[s]'8 Cancel > JC Cost Code A
L - | &
. . . . * AB Company Custom Fields
Updated to display friendly Sage record and field names like > AP Authorization
what you see in Sage 300 Construction and Real Estate, the e o Fits
new Sort Fields window also prefills the dropdowns with the ; Qf;;j::;;:“'s
Sage fields you have already added to the spreadsheet. Youcan | * o tardard dden
> =l \Ccoun’
also click “More Fields...” to sort on any available Sage field or > CM Bank Account Custom Felds
» CMLast Transaction
MyAssistant formula. A search function is available to make it > CMRecondle In Progress v
easy to find what you’re looking for. Bronse Add
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e AutoSum and other functions:
The AutoSum button now automatically adds the formula needed to calculate totals, counts and more;
based on the cell(s) you select. If you select one or more cells with a value and click [AutoSum] > [Sum)], a
total is added to the next open cell beneath each one you chose. You can also click a blank cell under a
value and click [AutoSum] > [Sum] to add the total of the value(s) above it. These examples apply to all
the formulas in the AutoSum dropdown.

& O anal -| fa |=| ‘A A & = |l == wrap Text Custom - N Ci
¥ Copy (=]
Borne | EBJ U -6 B~ -5 - E E|N B BEMepecel- | - % 3 5820 |AubEm| Gowng B

L | =ROUND{SUM{RANG Eﬂ.SCSS;},n] :‘:agc &
= o E La & H Count Numbers
Forecast Worksheet Max =
Original Tolal Costto nal Cost at Min
Bon i Eslimate  Change Orders  Tolal Budget Comimitted JTD Cost Compl

Completion  (CweriUnder  OverUnder %

—[Descripion] %
- sriginal E-s_:.m :ILI': E-sj_lma'.: Cn;--:f_ |'fc|'.r_1| EY._:HEBI& ed '(',:.:!m.'m:m_en_l'r.J _HTD @ln-s-‘.f =G E+HE -ES.-IE F\Elju{_) JE\J‘ES.,U
Job TOTI||-:| 5- $- 5- §- - 5 - RANGE(S155)).01 RANGE]$J55)1.0) Sl statvedei

e  Repeat Section Not Defined Alert: If you click the “Preview” button in the Spreadsheet Template ribbon,
MyAssistant now warns you if the Template is missing a Repeat Section or if nothing is in the Sort Fields
window. The alert includes additional information on what a Repeat Section and Sort Fields do, and how
you can easily add them to your spreadsheet:

Repeat Section Not Defined

The Repeat Section, Group Headers or Footers are not defined.
Do you want to continue?

2 More Information

The Repeat Section, Group Headers and Footers define how Sage information is presented in the spreadsheet.
Use the Grouping Data tab to define these sections:

1. Selectall of the cells that should repeat and click the Repeat Section button to create a Detail section.
Include over-line and total rows in the Detail Section.

4 A [ 4 D E

1 AP Invoice Register by Vendor

2

3 | Imwoice Date Description Retainage Amount

4| Vendor: [Name] (Veridor)

S| (nvoick] fnveice Date [Description) Y [Retainage Hel (amount?
[ Totals: 3- 3-
7

2. Click in the Detail section and then click the Sort button to specify how information is sorted. Sort by the
Sage data field(s) that you want to group or total by.

3. Selectagroup of fields and click the Group Header or Group Footer buttons to determine when select rows
print. Group Headers and Footers sections are used to print once per a specified value.

[P =

e  Custom Fields: You can now add custom fields to a Spreadsheet Template in a cell or as a Sort Field. This
means you can include and even group and sort information in your spreadsheet by a custom field.

e  You can now add Sage fields to spreadsheet cells that already contain information. Examples include
adding a Sage field to a formula to display its value under certain situations.
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Wait Cursor: You will now see a wait cursor if previewing a spreadsheet template takes longer than a

Updated Spreadsheet Templates: The following templates were updated in Sage MyAssistant 15.2:

0 AP Vendor Insurance by Job: You can now more clearly see which insurance types for a vendor

[ )
given amount of time to appear.
[ )
have “Proof Required” checked
[ )

New Spreadsheet Templates: Sage MyAssistant 15.2 also includes two new Spreadsheet Templates:

0 PJ Submittal Log: This Spreadsheet Template creates a list of your Submittals from Project
Management, grouped by Job and sorted by Submittal Number and Revision.
4 A B € i} E F G H 1
1 |Submittal Log
2 B o Recelved Sent Forwarded
Murnber Revision Description Date Diate Date Status
+ Job: 03-001 - MW Food Warehouse
5 032001 0 Footing reinforcement 202802014 202612014
13 0730041 0 Flexikle roofing system 282014 2172014 21172014 Rejected
7 0730041 1 Flexikle roofing system 282014 21372014
g 034001 0 Manufscturet's data for the roll-up dock doors 2042014 20512014 21212014 Revise and resubmit
9 054001 1 Manufacturer's data for the roll-up dock doors 2142014 2M4/2014  2M82014 Approved
10 160001 0 Blectrical Drawings 3Bi204 372014 3M552014 Approved ss noted
11
1z Job: 03-002 - Glackamas Office Park #4
13 02700-1 0 Storm Drain Type & E7 2014 E10/2014 E/2872014 Revise and resubmit
14| gz700-41 1 Storm Drain Type & TAR0M4 732014 TiS2014 Rejectsd
15 027001 2 Storm Drain Type & FHO2M4 THO2014 722014 Approved
18 0340041 0 Concrete mix designs 254204 20412014 21712014 Revise and resubmit
17 034001 1 Concrete mix designs 2M2i2014 2M32014  2M52014 Approved
18 038001 0 skylight for entry foyer B13i2014 B/3/2014
0 PJChange Request Log: This Spreadsheet Template generates a list of your Change Orders out of
Project Management, grouped by Job and sorted by Change Request Number.
r L B C i E F G
I Change Request Log
: Change
o teumser  Date _Descriphon Price Estmaied Cosd Stwls  Order
4 Joby; 03-002 - Clackamas Cifece Park 84 )
5 1 e Change cincus on lclured in vesitule 7600 Sobmitied
L. F LIATNE  Addhoral Sdewalks 5000 Sebmitied
L 1 SNSP0I5  Addifional sills @ main eniance IGEB000 Submitied
a 4 GONNE  Estendsd use of IENpAEY pORE JEAZD0  Approved 1
5 5. EN4A20M5  Removal ofinees not inchesed on C-2 drimengs I0ZHE00  Approved 3
10 E  CARRINE  Change Biddaids A A Sorditindd 008 43000 Palertal
1 T WG Sde slecirical candut 450000  Approved 3
1 F LURUG  AddBon of 11 isolsdicn valves SIS Approved 3
13 8 P10 Pwndng of exposed sprinkler pips 125000 Approved 2
14 Bl SEEI0IS  Upgrade nshworking sysisn BO0ODD  Approwed a4
15 11 SZE2DI5  Incoivest Mix of Corcres IENO0DD  Approved 3
15 17 STRD0IS  Doubls Meckneis of drpasi D00 Approved E
7 13 BTG  Add Heéycle ehcldiuhe off back ehiranca way SO00D  Apprdvid &
18 “_ AR08 Poleial
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The following Spreadsheet Designer fixes were also added to MyAssistant 15.2:

e Resolved issue where you saw incorrect information in a spreadsheet preview if the template was on a
Task that had “Customize Condition” step in Task Setup

e Resolved issue where your Group Header & Footer sections disappeared after going in and out of the Sort
Fields window and did not reappear until you clicked in the spreadsheet

Report Designs
The following report design enhancements were added to MyAssistant 15.2:

e Updated the PR Direct Deposit pay stub reports on prebuilt MyAssistant Tasks to optimize performance
with the new version of Crystal used by Sage

e Added the option for you to print time off accrued, taken and the balance on the PR Direct Deposit pay
stub reports included on prebuilt Tasks

e Enabled the PR Direct Deposit pay stub report to be able to print multiple checks/deposits for your
employees from the same week but with different period end dates

e Updated Sage Knowledgebase article with current variations of the standard PR Direct Deposit pay stub
report designs

e Updated the PR Direct Deposit pay stub report design that runs off the New file to print correct year-to-
date totals (See Sage Knowledgebase for report design)
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Installation

The following installation enhancements were added to MyAssistant 15.2:

e Remembering Product Keys: MyAssistant 15.2 now remembers your previously entered product keys
when upgrading from a previous version of MyAssistant.

e Upgrade installation: You can upgrade from any previous version of MyAssistant, including MyAssistant
15.1, to MyAssistant 15.2 by running the MyAssistant 15.2 install files like a normal installation — no
uninstall required

Database/General Updates:
e Updated prebuilt Task Conditions previously missing connections to associated Sage records

e Resolved issue where your Daily Summary email messages with multiple recipients had duplicate lists

e Updated the MyAssistant Task that sends AP Open Invoices for Jobs that received a cash receipt in the last
X days to only look at AP Invoices with an invoice date before the AR Invoice Date

e Updated MyAssistant to confirm that a port is open when starting the ReportRunner.exe process

e Resolved issue with MyAssistant emails not containing the information required for Sage
MyCommunicator for Outlook to correctly work with your Sage data in Microsoft Outlook

e Updated select Job Cost Task Conditions to correctly consider amounts from Extras on the Job
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Sage MyAssistant Version 15.1
Release Highlights

Sage MyAssistant 15.1 provides many new features in addition to over 50 new prebuilt Tasks and 11 new
Spreadsheet Templates. New Sage MyAssistant 15.1 features include automatically generating and distributing
Excel workbooks containing Sage 300 Construction and Real Estate information, notifying someone when the value
for a specified field has changed and a new way to run MyAssistant Tasks that increases throughput.

Excel Attachments

Many times you need to work with (sort, filter, annotate, forward) your project, property or accounting
information. To support this, you can now create Spreadsheet Templates that define how to use information
stored Sage 300 Construction and Real Estate to create an Excel workbook.

Spreadsheet Templates are attached to MyAssistant Tasks and pass in the Sage 300 Construction and Real Estate
information from the Notifications generated by running the Task to populate the spreadsheet. Because they’re

attached to Tasks and use Notification and associated Sage data, the generated Excel workbook that is sent with
the email message updates each time it’s sent with the most up-to-date data.

Creating a Spreadsheet Template is a one-time process, and can be accomplished by simply dragging Sage
database fields into a spreadsheet, sorting and grouping data information and by building formulas.

[iA] Designer - Job Cost Ereakdown (Job Cost Breakdown) 2
Q&3
Home | DataGrouping  Formuas  Insert  Pagelayout  View  Review
of
|AB Al o Cut Avial | |11 -] ‘A A = E=] Wrap Text General - -
]
() copy [ Paste 5pecal .
saveAnd Rename Preview - A- =] = oy G0 on Dam | . | Cels
1 paste B I US H-&-A = = Merge Cells @-% > 0o ot 7 -
Save Pl Clipboard Font Alignment Number Styles
Al ~ ~ | | search... -
4 A B c D E F [ H 1 3 K L > I Category
1 Job Cost Breakdown 4[| > AGCompany =
= o 5 AB Company Custom Fiekds
B Pending Estimate  Appvd Estimate Remaining 5 AP Authorization
Category Description Original Estimate Changes Changes Total Estimate _Committed Cost JTD Cost Budget > AR Customer
+ Job: [Job] " [Description] L i > AR Customer Custom Fields
5 Cost Code: [Cost Code] Y [pescription Y i i i ] i . > AR Customer Totals
6 [CategaHfiDescription] Y (original Estimattf [Pending Estimate’s [Approved Estim&t: _[Total Estimatt [Revised Commitr: 1TD Coslf IELD("UGM_MASTER__GATEGORY.JTD_Cost) = || » BLMarkup Table
8 Cost Code Total: $- $- S- S- S- - » BL Standard Addon
10 Job Total: 5- $- $- s- s > CM Bank Account
1 > CM Bank Account Custom Fields
= > CMLast Transaction
= > CM Reconcie In Progress
T | | > CNContract - Derived (Active)
” m > CN Contract (Active) -
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Prebuilt Spreadsheet Templates
Sage MyAssistant 15.1 includes prebuilt Spreadsheet Templates that can be used out-of-box or customized given
your unique needs. The list of available Spreadsheet Templates that can be added to a Task is presented when first

attaching a template.

4| Select 2 Spreadsheet Template 22
]
AVa | Ia b | e p re b u | |t te m p | ateS | n CI u d e: Select from the following available spreadsheet templates based on the Sage database record spedified in the Define Condition - Check All,
Templaies
e JCWIP Report Blank Spreadshest (S S R S - S
° JC COSt tO Complete AP Invoice Register By Job Z
AP Invoice Register By Vendor -
e AP Invoice Register AP Vendor Contact Information ;
. AR Customer List
[
AR Aglng by JOb JC Cost to Complete
e AP Vendor List Job Cost Ereakdaun

WP Spreadsheet

2
7]
7]
5
"
5]
n

e AR Customer List
e  Open Service Management
° SM Work Orders :Qpiqg%;y;eprrseadﬁiﬁse‘t design. Drag and drop Sage fields from the field selector to

e  Expiring Service Agreements Create Cancel

MyAssistant also allows you to create your own Spreadsheet Template starting with a blank spreadsheet and
adding Sage 300 Construction and Real Estate fields; you can sort and group by fields as you please.

[ covencsnest Desgres - 3o Cost Bresistn (Biark Soressstees)
Home | DetaGreong  Fomdm  buel  Pogelept  Wew  Revew

E. o al "".‘"'“ R caltei | [ =] Awoa

Savedrd Rename Prevew
Clote

o 5 EMContract [Asta)

u

|_ || ® O Contract Costom Fiekds gac...
B i » Ch Contract Costiem Frekds (Ha...
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Filter spreadsheet content using MyAssistant Email Directories

In setting up a Task, the Condition can be used to determine at runtime whether someone should receive a
specified spreadsheet (such as Customers that are past due). The Task definition can also specify an Email
Directory.

File Home Insert View Format Text
ahoma 9 $§ - X é } / i P
b, A 0 00 Address  Email Include : Clipboard
BIU ¥ |A Boas Y | A ey | - | | DefineFormua -
Font Paragraph Number Names Data
To + || [AR Customer]
Cc hd
Subject: IJoh Cost Brezkdovin
attachments ~  |[=] Job Cost Breakdown
Please see attached for your Job Cost breakdown. Search... -
Sincerely, » 1C Category |
{Company Information.Company Name} > AB Company 5
» AB Company Custom Fields
» AP Authorization
» AR Customer
» AR Customer Custom Fi...
:| > AR Customer Totals
Job & » BL Markup Table
—— Exitra «
Cost Code » BL Standard Addon
> CMBank Account
Category Description Status Estimated Start ... |Estimated Compl... | Actual Start Date | Actual | 3 CM Bank Account Custo...
~ Joh: 000000 : » CMLast Transaction
- - » CM Reconcile In Progress
Drag columns to indude Totals or choose the SUM option from the ribbon.
» CN Contract - Derived (...
h n Pl L oncantace facki .
Indude above list in email

When a MyAssistant Email Directory is specified on a Task, the Sage data sent to each recipient is filtered for that
recipient. By adding an Email Directory to the Task, the content of the Excel workbook is filtered in the same way
as an attached report or Notification list in the body of the email: each spreadsheet is filtered to only that
recipient’s needed information or Sage data.

Job Cost Bresidown
FInIEIn Ao TN prang
Chatges  Granges  TebwErn Geneselios  JTOCoH B

MyAssistant <sage.myassistant@gmail.com:>
Job Cost Breakdown

Timberine Construction

T Mitch Earnshaw 2 vy
Message  E17)Job Cost Breakdown.xisx (43 KB) 0 3 T T e
z =
Plzase see attached for your Job Cost breakdown. 1 S
& : B
Sincerely, it T Ty T hanm
1
.
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Notify on change of Sage 300 database value

Sage MyAssistant 15.1 can notify someone when a specified Sage 300 Construction and Real Estate database value

has changed, such as an employee pay rate, vendor address or banking information.

In addition, you can notify someone when a value is entered into a previously empty field.

inform a person that was waiting to receive information to start a task.

This can be used to

= T d = Ermployees whose pay rates have changed - Message (HThL) ? EH -
MESSAGE IMZERT CPTIONS FORMAT TEXT REWTEYY CutlookSpy

it Ianore S Reply [P ssved Ernail Vo = | @
. S -
lunk - =2 Reply &l E3 To Manager - i P .
@ Delete P EE- | . — mowe Tags Editing  Zoom
=4 Faraard Tearn Ernail - . R~ - -
Crelete Respond Quick Steps [F] Mowe Toam

Wied 107282015 10:47 Ph

Dennis <sage.myassistant@gmail.com:>
Employees whose pay rates have changed

To  Dennis Earnshaw

oIfthere are problerns with how this message is displayed, click here to wiew it in aweb browser,

Emploves Emploves Name Pay ID Amount_old Amount

101 | Jones; Robert E REG 19,00 25.00

New Task and Sender Processes

]

The power of MyAssistant is the way scheduled Tasks can automatically run. At the heart of this are two Windows
Services that run Tasks and send email messages, which have been enhanced to enable multiple process to run
simultaneously. For example, you can configure MyAssistant to concurrently send Payroll Direct Deposit or PM
tenant statements at the same time. This new model also means that the Task run and Sending queues aren’t

placed on hold if an issue arises with a single email or report.

The MyAssistant Services also have configurable timeouts where they will restart themselves in the event of a

problem.
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Over 50 New Prebuilt Tasks

Based on Sage customer feedback, over 50 new prebuilt Tasks have been added in Sage MyAssistant 15.1. Some
of the new Tasks are listed on the following pages by application:

Accounts Payable

e Send Vendors Electronic Payment Statements

Electronic Payment Notification

P.O. Box 728

Paid by: Timberine Consfruction

15185 NW Greenbrier Parkway

Beaverton, OR 97006

Phone: (503) 690-6775

Website: www.Sage.com

Paid to:

B & M Marble, Inc.

2350 SE Hawthormne

Portland, OR 97003

Customer Acct; 55487

Send Inguires to: AP@Sage3l0Construction.com

Bank Acct #

EFT Ref =

Effective Date

Amount Paid

XARN X482

0000001

51572013

$294.00

Payment Detail

Invoice Description Amount Retainage Held Discount Taken Amount Paid
200123 Marble $300.00 50.00 $6.00 294.00
e Payment for job related costs made the last 30 days
e Vendors missing a Recipient Tax ID
e Vendors with open invoices or commitments and expiring insurance
e Vendors with no invoices in the last three years and are marked active
e Vendors recently setup in Sage Accounts Payable
e Vendors whose address information has been changed
e Vendors whose banking information has changed
e Vendors missing address information
e Vendor Insurance Call List by job sent in an Excel Spreadsheet
H - L = AP Wendors Insurance by Cornmitrentxlsz [Read-Only] - Excel T H - O X
HOME INSERT PAGE LAYOUT FORMULAS DATA REWIENY WIENY DEWELOPER ADD-INS POMWER QUERY Team T
"D X frial s Date - % Conditional Formatting = ﬁ‘“lnsel’t - 2 E‘Y -
Past =l ) $ - 9% + [Fromatas Table~ X Delete ~ - b
e BT UL w9 7 Cell Styles = B Formats | &~
Clipboard T Font [ Alignment & NMumber & Styles Cells Editing ~
132 - S | =IFTRUE e v
A, B [ [u] E F £ H | J K -
1 Vendor Insurance by Job
2
El General Lizhility Auto Worker's Compensation
4 |Commitment  Wendor Marme FPhane Contact Proof Req Exp Date ProofReq Exp Date ProofReg  Euxp Date
5 Joh: 03-001 MW Food Warehouse
3 01001 -01 1101 Kingston Plumbing (503)289-5623 Turner; Laura ® 143172014 Es 30312014
7 01001-02 401 Dallas Tile & Carpet (5031655-5252 Clark; Jm " " X 10315203 X 97302013
8 01001-03 1000 Jackson Heating & 24C (9031354-6663 Brown; Pete % BMI2013 x 1203102014 l
9 01001 -04 1900 Sprinkler Contractors (5031743-6343 Smith; Mike X 43002014 % 10/30/2013
10 0100-05 203 Barth Electric (5031456-3945 Walker; Dennis % B302014 x 12312013
11 01001-06 100 A-1 Electric Compary (5031744-3200 Cartton; Rok b4 BI30/2016 " * 102013 Ed 1012013
12 01001-08 204 Bronson Signs (503)650-5454 Hall, Steven X 1312014
13 01001-09 202 Beaverton Painting (503)626-5484 Gardner; Sally " x 202602014 EY 3312014
14 0100410 1400 Morthweest Landscaping (503)242-1105 Bates; Lori % 630052013
15 03001 -06 100 A-1 Electric Company (5031744-3200 Cartton; Rok X B302016 X 10M2013 X 1012013
16 03001-07 101 Alpha Insulstion (5031821-1176 Elictt; Colin % 12M972012 x 43002012 Ed 21282014
17 03001 -08 103 Ace Drywsal (503)858-3836 Ryan, Pau x AA3072014 x 43002013 X BA42013
Sheetl ® .
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Send a letter to AP Vendors with insurance expiring in the next 30 days

BH E
MAESSAGE OutlookSpy
(5 Ignare 52 Reply e 3
2 Reply Al -
Junk - - Re
® Delete H(- Py E‘@, Quick hdowve
£3 Forward Steps - -
Delete Respond Quick Steps &

To  Dennis Earnshaw

Tue 1071372015 7:47 PR

MyAssistant <sage.myassistant@gmail.com:

Expiring Insurance - New Certification Requested

Dear A-1 Electric Compary,

|>MQ

Tags

Editing  Faam

Zoom

Based on our recards the following table outlines your current insurance.

Insurance Company. Policy # Expiration Date
Wiorker's Comp, SAIF 45634989546 10{1/2013
General Liability State Insurance 2341-A12 6f30/2016

Autornobile Geico 45649804 10{1/2013

Urnbrella Safeco 0870875454P 12{31/2012

Please provide us with a new insurance cerfificate for all expired or polices expiring in the
next 30 days.

If you are not the correct contact, please forward to the correct person within your
COMpany.

Thark vou,

e Invoices with open balance sorted by Job sent in an Excel spreadsheet

H - [L”J_'I = AP Invoice Register By Job {003)x05x [Read-Only] - Excel ?T H - O X
HOME  IMSERT  PAGE LAYOUT FORMULAS DATA  REWVIEWY WIEMY DEWELOPER ADD-IMS POWER QUERY Team 7
oy X Arial ML - == = %‘ Accounting ~ %Conditional Formatting = E‘“Insert - #
b Ez~ B T U~ A A = S+ $ - 9% » [Frormatas Table~ EX Deletz + Editi
aste . fng
- - O A - == - i 8 ECeII Styles - == Farmat - -
Clipboard Font mo Alignment n Mumber Styles Cells ~
612 - fr | =sumisheet1!s:610)/2 v
Y B C D E F L6 1=
1 AP Invoice Register by Job
£
El “endoar Invaoice Description Amoaount Retainage Total Paid Balance
4 Job: 03-001 MW Food Warehouse
3 100 49610 10% complete hiling 8,250.00 825.00 519750 3,052.50
] 100 14598 5,000.00 500,00 4,500.00 00,00
10 100 5387 1,329.00 - - 1,329.00
12 Vendor Totals: $ 14,579.00 § 1,325.00 % 9,697.50 | § 4,881.50 l
15 101 14928 4,500.00 300.00 - 4,500.00
17 101 92654655 ¥,300.00 - - ¥,300.00
19 Vendor Totals: $ 11,800.00 § 30000 % - 3 11,800.00
21 1101 30622 10% complete hiling 8,801.50 83015 792135 88015
23 1101 49616 25% complete hiling 13,200.00 1,320.00 4,500.00 8,700.00
25 Vendor Totals: $ 2200150 % 2,20015 § 12,421.35 % 9,580.15
r r

e Invoices that are on-hold

® Invoices paid with a Credit Card in the last 15 days

e Vendor contact list that can be used in MyCommunicator to look up and update Vendor information from
MS Outlook

e Vendor Contacts without an email address
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Accounts Receivable

e Send Project Managers an AR Aging in an attached Excel spreadsheet
H - 09 = AR Aging By lobodsx [Read-Only] - Bxcel ? E - 0O %
HOME  IMNSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  WIEWY  DEVELOPER  ADD-INS  POMWVER QUERY  Team T
e
PAGE LAYOL |. FORRULAS DaTA, REWIE WY WIEWY DEVELOPER ADD-INS POMVYER QUERY Team T
i A a = = =3 General - E%Conditional Formatting = E’-"Inseﬂ: - - é?-
N = $ - 9% » [FFormatas Table~ B Delete - [T~ -
& B C =) E F <] H
1 AR Aging by Job
3 Customer Mame Invoice Draw Date Amount Current Cwer 30 Days  Over 60 Days  On
4 Joh: L
5 ALLST  ALLState University SM4s00 Shi4500 1M02mM s 473.00 3
B ALLST  ALLState University Sh4a01 Shi4am 1250205 955.00
T ALLET  ALLState University SMas12 Shas12 THeR0Ms S00.00
8 ALLST  ALLState University SM4511 Shids11 8520 5 466.50 466.50
9 ALLST  ALLState University SM4513 SM4513 B8/26/2015 27500 275.00
10 ALLST  ALLState University SM4505 Shi4505 6/30i2014 5,500.00
11 ALLST  ALLState University SM4505 Shi4503 6/30i2014 27500
12 BILL Bill Rickey SM4514 Shid514 37205 1,550.00
13 BROMS Bronson Signs SM4515 Sh4515 412702015 125.00
14 BURMS  Burns Restaurant SM4516 SM4516 3562018 375.00
Sheetl ® 89500 apsl |
509.55 509.55 433.40 |
e AR Cash recipients for the current year
e AR Customers exempt from Finance Charges
e AR Customers missing a “Days before due” value in Sage AR Customer setup
e AR Customers missing an email address in Sage AR Customer setup
e AR Invoices coming due in a specified number of days
e New AR Customers added to Sage
e AR Customers without a Credit Limit entered in Sage AR Customer setup
e AR Customer Contact List that can be using in MyCommunicator to look up and update Customer
information from MS Outlook
e Send Customers their Account Statement

Statement of Account

Grocer's Association

Paul Jones - Purchasing Agent (503)988-9898
1234 South Street

Beaverton, OR 94030

Statement of Account as of- 93012015

Timberline Construction

P.C. Box 728

15195 NW Greenbrier Parkway
Beaverton, OR 97006

(303) 690-6775

Sage MyAssistant Version 16.1 Release Notes

Finance
Invoice Description Date Charges Credits Retainage Charge
Non-Contract
1009 Imvoice D6/Z2/2013 2.937.87 -326.43
Non-Contract Totals: 233787 0.0 -326.43
0300100 NW Food Warehouse
010010000002 Invoice February Billing 0372002013 117.000.00 -13.000.00
43423 Cash receipt March Payment 03/30/2013 117.000.00
010010000003 Invoice March Billing 04/30/2013 214.740.00 -23.860.00
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Job Cost

e Send Project Managers a Cost to Complete spreadsheet for their Jobs

=l o <
HOME | IMSERT  PAGE LAYOUT  FORMULAS  DATA  REWIEW  WIEWY  DEVELOPER  ADD-INS  POWER QUERY  Team
LT Arial [ P == = EP General - Cnnd\tlnna\ Formatting = E““Insert - Z - ’é‘Y'
v D Eg ~ === = $ - % > [LFFarmatas Tahle~ ErDelete ~ (3]~ -
aste . - - - e
- ~ B Iy 2 = LSS R i % GCEHStyIEs' [=1 Format = e~
Cliphoard & Font ] Alighment G Mumber Shyles Cells Editing
Al - ji-
) B C o E F G H |
1 Forecast Worksheet
4
Criginal Change Total Final Co
3 Cost Code Description Estimate Crders  Total Budget Committed JTD Cost Costio Complete Comple
4 Job: 03-001 Warehouse
g 1-000 GEMERAL CONDITIONS 138,577 .36 - 136,577.36 229625 44,029.53 44 02
3 10-000 SPECIALTIES 5897952 8E0.00 59,839.52 34,36090 -
7 10-160 Toilet Part. Metal 276619 - 276619 240000 -
g 1-040 Coordination 37,134 568 - a57,134.58 - 14,367 .54 14 36]
9 10-430 Exterior Signs 30,193 63 - 30,193.63 30,000.00 -
10 1-043 Inzurance 5,03000 - 5,050.00 - 4,695.00 4,59
11 10-300 Lockers 509.55 - a09.55 43340 -
12 10-522 Fire Ext. Portakle 150614 - 1,506.14 - -
13 10-351 Mail Chutes 1,20592 - 1,203.92 - -
Sheetl 4 »

e Send Project Managers Labor reports for their JC Jobs with payroll last week
e Commitments (i.e. Subcontracts and Purchase Orders) committed today

e JC Commitments with Retainage-only balances over 30 days old

e Jobs where the work is complete and not fully billed

e Send Work-in-Process spreadsheets

H L
MESSAGE OutlookSpy
s ¥
Gz Ignore x =}
Junk -
® Delete Respond Quick Move
- Steps M
Delete Quick Steps

Wed 10/14/201512:23 PM

wip

To Dennis Earnshaw

Message El5'WIP Spreadsheet.xlsx (7 KEB)

Please see attached.

Sage MyAssistant Version 16.1 Release Notes

s Q
Tags Editing Zoom
Zaom ~

MyAssistant <sage.myassistant@gmail.com>
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H - Wy = WIP Spreadsheetxlsx [Read-Only] - Excel T EH - O
HOME = INSERT  PAGELAYOUT FORMULAS DATA  REVIEW VIEW DEVELOPER ADD-INS POWERQUERY Team
o X Arial -8 - == = General - %CondltmnalFormaﬂmg' E“’Imsert - 2 'é‘?’
p - BIUWU- A == - %% GFnrmat as Table ~ E" Delete -~ - -
aste -
. g Hae D A &= 3= - ] [ Cell Styles ~ [ Format~ & ~
Clipboard & Font ] Alignment & MNumber Styles Cells Editing
na - Jo oozom
A B C D E F G H
1 Jobs In-Progress for Timberline Construction
2
Contract Percent of Percent of
3 Job Description Amount Billed to Date  Contract Billed Total Estimate  Costio Date  Estimate Spent
4 03-001 |NW Food Warghouse 2,489,500.00 885,800.00 36% 2,341,200.38 T57,152.25 2%
5 03-002 |Clackamas Office Park #4 831,830.00 122,000.00 15% B805,471.81 175,5568.04 22%
b 03-003 |Fort Wayne Officer's Club 478,300.00 41,425.00 9% 447 347 38 148,440.0% 34%
i 03-006 |PGE Line WO#345 - 110.00 100% - 14,589.11 100%
8 03-008 |Rose Garden Arena Rewiring - - 0% - - 0%
10 Totals: § 3,800730.00 S 1,049,335.00 28% S 3,580,01938 S 109573049 %
11
12
Sheetl ()] 1 3

COUNT: 5 iz}

e Subcontracts / POs entered at least 14 days ago and are not committed
e Jobs without costs in 90 days

e Jobs with an Actual Completion Date one year ago and are not Closed

e Jobs where the percent of the budget used exceeds the percent billed
e Cost Codes with costs in the last seven days

e  Cost Transactions posted in the last seven days

e Cost Transactions posted after the Job’s Completion Date

e JCJobs missing a Worker’s Comp. group

e Send Project Managers their cost spreadsheet

H o o -
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW WIEW DEVELOPER ADD-TMS POMER QLIERY

Sage MyAssistant Version 16.1 Release Notes

Tearn
% Calibri BT === B General - %ConditionalFormatting' E"Insel’t - 2 E‘Yv
Egy - =E- $-%* [HromstasTable- B Delete + T @~
Paste v B I U- Zi- H-A- == $- cn 00 i} . i - .
€& = ¥ ] ¥ Cell Styles [ Format -

Clipbozrd & Fant G Alignment & Number & Styles Cells Editing ~
a1 - fi v

LA B c ) E F <} H | -
1 Job Cost Breakdown

Pending Estimate  Appwd Estimate
3 Categaory Description Qriginal Estimate Changes Changes Total Estimate  Committed Cost JTD Cosg
4 Job: 03-001 MWW Faod Warehouse
5 Cost Code: 1-580 Froject Identification
[ L Labor 7145 - - 7145 1
E} Cost Code Total: § 45§ - $ - $ 45§ - 3 17
9 Cost Code: 7-140 Dewatering
10 ER Equipment - Rented 28,500.00 - - 2850000 34,500.00 30,00
11 LB Labor Burden 10,050.00 - - 10,050.00 - 10,7
12 M Material 26,1685.60 - - 26,165 60 25,4347 28,5¢
14 Cost Code Total: § 64,715.60 & - $ - $ 64,7560 $ 60,343.47 § 67,3
15 Cost Code: 2-220 Excavate & Backfil
16 E Equipment 23 040 55 - 152500 24 F65 55 97 0+
Sheetl ® 1 v
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e Employee contact list that can be used with MyCommunicator to view and update Employee contact
information from MS Outlook.

e  Employees who have been employed for specified number of days

e Employees who have reached a deduction limit

e Employees whose address information has been changed

e Employees whose pay rates have changed

e Employees with a birthday next month

e Employees with employment anniversaries next month

e Send Employees their pay statements (totals from Employee master file report)

e  Employees with Overtime (not posted)

e Send a welcome letter to salary employees hired in the last 7 days

e Time coded to Jobs where the work state & employee home state differ (no reciprocity agreement)

New Formulas
e  First of the month
e  Current month text — returns the current month spelled out in text.
e Current Year
e Percent of contract billed
e Percent of budget —Job
e AP Payment Date - any source
e PR Employee first name
e  Person Name Switch
e Vendor Name Switch
e  First of the Month
e  Current Month — Text
e Current Year
e Cost Code sort field
e Cost Code first section
e Job sort field
e Job first section

New Reports
New Crystal Reports are included with Sage MyAssistant 15.1.

e AP Electronic Payment Statement
e AR Customer Statement
e PR Direct Deposit report where year-to-date totals are retrieved from the employee master file

Sage MyAssistant Version 16.1 Release Notes Page 16 of 16
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