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Company Structure

The SweetLife Fruits & Jams company is a midsize company located in New York City.

The ToadGreen Building Group is a subsidiary of the SweetLife Fruits & Jams company. ToadGreen

Building Group—which is located in New York—is a general contractor coordinating construction 

projects for governmental and commercial customers. The company has only one branch, ToadGreen

Building Group, in which the corresponding projects are being managed and all construction-related 

tasks are recorded. This branch has a warehouse that holds the materials purchased for construction 

projects until they are transferred to project site.
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Operational Activity

The company has been operating starting in the 01-2023 financial period. In November 2023, the 

company started using Acumatica ERP as an ERP and CRM system and migrated all data of the main 

office and retail store to Acumatica ERP. The equipment center has begun its operations in 01-2024 in 

response to the company's growth.

In October 2023, the company received an investment and opened a subsidiary company for 

construction (ToadGreen). In February 2024, the company started its first construction project.

The base currency of the company and its subsidiaries is the US dollar (USD). All amounts in 

documents and reports are expressed in US dollars unless otherwise indicated.
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Lesson 10: Billing Projects for Progress by Quantity and Amount

Learning Objectives

In this lesson, you will learn how to do the following:

• Configure a progress billing rule

• Update the project progress to make it ready to be billed

• Run project billing for a project

• Process the documents that have been generated during the project billing

• Review how the project’s actual amounts are updated with the billed amounts



7

Billing Rule (PM207000): Progress Billing
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Progress Billing: To Bill a Project by Quantity and Amount

Project Task and Revenue Budget line:

• Progress Billing Base = {Amount, Quantity}

Option 1: Pending Invoice Amount/Quantity

Pending Invoice Amount Pending Invoice Quantity

Pending Invoice Quantity = 0 Pending Invoice Amount = Pending Invoice Quantity * Unit rate

Option 2: Completed (%)

Pending Invoice Amount = Revised Budgeted Amount * ( Completed (%) / 100 ) - Draft Invoice Amount -

Actual Amount 

Pending Invoice Quantity = Revised Budgeted Quantity * ( Completed (%) / 100 ) - Draft Invoice 

Quantity - Actual Quantity
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Figure: The updated values of the project revenue budget
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Lesson 11: Tracking Retainage with a Cap

Learning Objectives

In this lesson, you will learn how to do the following:

• Learn how to configure a project with a contract cap

• Learn how the contract cap retainage is calculated

• Create pro forma invoices with retainage for the project until the retainage cap is reached

• Release the retainage for the project for multiple project budget lines

• Mass-process retainage invoices
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Retainage with a Cap: Process Activity

Story

Suppose that the ToadGreen Building Group company is a general contractor that is building a hotel 

for The Equity Group Investors. The project manager has created a fixed-price project; for this project, 

the customer will be billed once a month based on the progress of the performed work. Also, in the 

project, the project manager has defined the original project budget, which was also agreed upon with 

the customer. According to the contract, the customer retains 5% from each invoice, which guarantees 

to the customer that the ToadGreen company will meet its obligations in building the hotel.

Because the ToadGreen company, as a general contractor, needs to have enough resources for 

performing daily operations, the contract also includes a 50% retainage cap, which specifies the 

maximum retainage amount that can be held for the project.

Acting as the project manager, you need to make sure that the pro forma invoices prepared for the 

customer include the correct retainage amounts, and that the retainage is no longer held after the cap 

has been reached.
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Projects (PM301000): Retainage with a Cap
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Projects (PM301000): Retainage with a Cap

• Contract Total: 

o sum (Original Budgeted Amounts of all the revenue budget lines)

• Completed (%): The percent of project completion

o Completed (%) = (Draft Invoice Amount total + Actual Amount total) / Contract Total

• Total Retained Amount: The total of the values in the Total Retained Amount column on 

the Revenue Budget tab

• Retainage (%): The percent of an invoice’s amount issued for the project that is retained by the 

customer

• Cap (%): The cap of the project completion percent, which defines the maximum retainage amount 

held for the project

• Cap Amount: 

o Cap Amount = Contract Total * Cap (%) * Retainage (%)
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Pro Forma Invoices(PM307000): pro forma invoice when contract Cap is reached

• Allocated Retained Amount = (Total Retained Amount - Total Released Retainage) * Line Weight

o Total Retained Amount is the sum of the retained amounts for all revenue budget lines of the project.

o Total Released Retainage is the sum of the amounts of the released AR retainage documents that are 

related to the project

o Line Weight = (Amount to Invoice + Previously Invoiced Amount) / Total Complete
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AIA report with contact Cap
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AIA report with contact Cap
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Figure: The pro forma invoice with the retainage calculated
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Figure: The pro forma invoice with retainage
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Lesson 12: Billing Projects for Time and Material with Retainage

Story

Suppose that the ToadGreen Building Group company is building a hotel for The Equity Group 

Investors. A ToadGreen project accountant bills the customer for some extra time spent on the project 

that initially was not budgeted for the project; as was initially agreed with the customer, 5% retainage is 

held on these invoices.

Acting as the project manager, you need to create a new project task, enter a project transaction that 

represents the extra work, and create an invoice for that work with the retained amount.

AR Invoices with Retainage: To Perform Time and Material Billing with Retainage
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Pro forma invoice and AR invoice with retainage

AR invoice Retainage Percent = Ext. Cost / Unit Price
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Figure: AR invoice with retainage



Part 3: AIA Reporting
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Construction Reports: General Information

• American Institute of Architects (AIA) reports

• Substantiated billing reports

• Work-in-progress and Bonding reports
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AIA Report: structure of the report

• Application and Certificate for Payment (AIA Document G702 –1992)

o total amount of the work completed and stored to date 

o the amount of retainage (if any)

o the total of previous payments 

o a summary of change orders

o the amount of payment currently being requested

• Continuation Sheet (G703 –1992):

o schedule of values with details the project tasks that have been completed and billed to date

Note: AIA report information based on the pro forma invoice data
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Date-Sensitive Data in AIA Reports

• Net Change by Change Orders amount, the system includes only change orders that have an approval 

date before the invoice date of the pro forma invoice for which the AIA report is being prepared

• Retainage amount, the system does not include the retainage that has been released before the creation 

of the pro forma invoice for which the AIA report is being prepared 

• Less Previous Certificates for Payment amount, the system includes the sum of the retainage amounts 

that have been released before the date of the previous application

• Current Payment Due amount, the system includes the amounts of the retainage invoices that have 

been prepared since the last application 

• Change Orders and Change Qty. columns, the system includes only change orders that have an 

approval date that is earlier than the invoice date of the pro forma invoice for which the AIA report is being 

prepared. 

• Retainage Held amount, the system does not include the retainage that has been released before the 

creation of the pro forma invoice for which the AIA report is being prepared
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Lesson 13: Preparing AIA Reports

Learning Objectives

In this lesson, you will learn how to prepare AIA reports for construction projects.
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Projects (PM301000): AIA report setup

• AIA Level:

o Summary: To group the continuation sheet lines by project tasks

o Detailed: To specify the continuation sheet lines without grouping (as they are presented in the 

corresponding pro forma invoices)

• Last Application Nbr.

• Show Quantity in AIA Report
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Projects (PM301000) and Pro Forma Invoice (PM307000): AIA report
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Construction Reports: To Prepare AIA Report

Story

Suppose that the ToadGreen Building Group company is in the middle of building a hotel for the Equity 

Group Investors. As has been agreed with the customer, the customer is being billed once a month 

based on the progress of the performed work. The ToadGreen construction project manager is tracking 

the progress of work as a fixed price project, billing the customer by the percent of project completion.

Acting as the construction project manager, you need to prepare the AIA report for the third payment 

application for the project.
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Figure: AIA Application for Payment
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Figure: AIA Continuation Sheet
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Lesson 14: Preparing AIA Reports for Released Retainage

Learning Objectives

In this lesson, you will learn how to create an AIA report that includes retainage that has been fully or 

partially released for a construction project.
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Prepare AIA report for Released Retainage

• Release Retainage

• Create pro forma invoice with zero line(s): billing rule has Create Zero Lines with Zero Amount 

and Quantity checked

• Run AIA report for the pro forma invoice
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Construction Reports: To Prepare AIA Report for Released Retainage

Story

Suppose that the ToadGreen Building Group company is in the middle of building a hotel for the Equity 

Group Investors. As has been agreed with the customer, the customer is being billed once a month 

based on the progress of the performed work. The ToadGreen construction project manager is tracking 

the progress of work as a fixed price project, billing the customer by the percent of project completion. 

The project has been billed three times, in April, May and June, 2024. According to the contract signed 

with the customer, the customer retains 5% of the amount of each progress billing line in an invoice.

Also suppose that on 6/10/2024, after a certain part of work is done, the ToadGreen project manager 

need to prepare to request the release of 20% of the retained amount from customer. Acting as the 

project manager, you need to release a part of retainage and prepare an AIA report for the released 

part of retainage for the corresponding financial period.
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Figure: AIA report with released retainage
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Lesson 15: Correcting Pro Forma Invoices

Learning Objectives

In this lesson, you will learn how to do the following:

• Make corrections to a pro forma invoice that has the corresponding AR document released

• Review the previous revision of the pro forma invoice.
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Pro forma invoice correction: WHEN

• Pro forma invoice is released

• AR document is released

• Need to make a correction in pro forma invoice

There is no way to adjust released document.

Case: You correct a pro forma invoice if you need to keep its reference and application numbers. For 

example, you may need to correct an existing pro forma invoice because it has been used for printing 

the AIA report.
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Pro forma invoice correction: criteria

• The pro forma invoice has only progress billing lines. 

• The application of payments are removed or the payments are voided for the corresponding 

accounts receivable invoices.

• Corresponding retainage invoices related to the pro forma invoice are reversed or deleted. 

• The billing currency is the same as the project currency.
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Pro forma invoice correction: important information about versions compatibility

• From 24R1

1. Auto-release and auto-match of AR documents on the release of the pro forma correction is implemented

• Before 24R1:  

1. release of AR reversing document and it's application to AR document (original) was a manual process

2. It makes possible manually reverse AR original document – DO NOT reverse manually

3. It makes possible manually to delete reversing AR document - DO NOT delete reversing document

4. 2 and 3 make pro forma correction process stuck

5. Use Correct action on the Pro Forma Invoices (PM307000)

Note: you can have documents generated before 24R1. Please manually process them according pro 

forma correction workflow – release AR reversing document, apply it to AR original document to 

reverse it (via Apply action or zero payment creation)
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Pro Forma Invoice Correction: To Correct Actual Amounts in AIA Reports

Story

Suppose that the ToadGreen Building Group company is building a hotel for the Equity Group 

Investors customer.

The ToadGreen project manager has created a project to track the work progress and to control 

related revenues and expenses. In April and May 2024, the project accountant has prepared two pro 

forma invoices, each for part of the performed work; after the customer agreed to the amounts, the 

project accountant billed the customer.

Further suppose that at the end of May, the ToadGreen construction project manager noticed that a 

mistake had been made in two lines of the first pro forma invoice. The total of the pro forma invoice is 

10,806,560.21, but it should be 10,601,350.41. The construction project manager has reviewed the 

invoice details and found out that the following corrections must be made:
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Pro Forma Invoice Correction: To Correct Actual Amounts in AIA Reports

Story

• The Amount to Invoice in the line with the 03 project task and 03-000 cost code is 5,990,284.80, but it 

should be 5,783,075.00.

• The Amount to Invoice in the line with the 04 project task and 04-000 cost code is 145,277.76, but it 

should be 147,277.76.

The incorrect pro forma invoice was already used for generating the March AIA report. Because the 

amounts in the first AIA report were incorrect, the April report also needs to be corrected and the AIA 

report has to be generated again.

Acting as the construction project manager, you need to enter and process the related documents to 

adjust the actual amounts in AIA reports for March and for April. You then need to regenerate these 

AIA reports.
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Figure: Corrected amounts in AIA report



DiamondBack Covers
Acumatica Customer

Day 2
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Training Rules

• The webinar is being recorded and the recording will be shared with you within 24 hours after the 

webinar. 

• This webinar is NASBA compliant. If you want to get CPE credits, you will need to answer 6 polling 

questions per CPE credit. Questions will be asked at random times. There will be no other 

notifications about polling questions. 
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Part 4: Payments
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Lesson 16: Preparing Payments for Projects

Learning Objectives

In this lesson, you will learn how to do the following:

• Select the bills or bill lines to be paid

• Prepare and release a payment for multiple bills for the same project
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Preparing Payments for Projects

• Use Checks and Payments (AP302000) to pay several AP bills

• Use Prepare Payments (AP503000) for mass processing the AP bills

▪ AP bills are consolidated into one payment by the Vendor

▪ If you want to have AP bills paid separately for the vendor, on the Vendors (AP303000) form 

Payment tab  set the Pay Separately = true

▪ If you want to pay the bill separately on the Prepare Payments(AP503000) form set the Pay Separately = 

true

▪ If you AP Bill has Pay by Line = true than Prepare Payments (AP503000) form has a separate line for 

each AP Bill line

▪ If you AP Bill has Pay by Line = false than Prepare Payments (AP503000) form has a separate line for 

each AP Bill 
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Vendor Payments for a Project: To Process a Payment of Bill Lines

Story

Suppose that the ToadGreen company is building a hotel for the Equity Group Investors customer; the 

ToadGreen project manager has created a project to handle the tracking and billing of the materials 

and services related to the hotel. On January 15, 2024, the ToadGreen company purchased 500 

packages of concrete mix and 100 units of plastic pipes from the Standard Hardware Company vendor 

for the hotel being built. On January 17, 2024, the company also hired this vendor as a subcontractor 

to perform on-site work, which is broken into three phases.

On January 30, 2024, the concrete mix was delivered, and the first phase of the on-site work was 

performed. The ToadGreen project accountant entered into the system two bills received from the 

Standard Hardware Company: one (with a date of 1/15/2024) for all of the purchased materials, and 

another (with a date of 1/17/2024) for all three phases of the on-site work. Acting as the ToadGreen 

project manager, you need to prepare a payment for the materials and services that have been 

provided—that is, you will pay only particular lines of the bills.
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Figure: Single payment applied to lines of two bills
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Lesson 17: Preparing Joint Payments

Learning Objectives

In this lesson, you will learn how to do the following:

• Create an AP bill to be paid with a joint payment

• Specify a main vendor and joint payees for a joint bill

• Specify joint amounts for different lines of a joint bill

• Create and process joint payments for a joint bill
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Joint Payments: Glossary

• Main Vendor is our vendor in AP bill

• Joint Payee Bill is a bill with Joint Payee = ON.

• Joint Payee check is a check made payable to two or more parties.

Note: Construction feature is activated.
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Bills and Adjustments (AP301000): Joint Payees bill

1. Joint Payee Bill: bill with Joint Payees = true

2. Internal Joint Payee: joint payee is listed in the Vendors

3. External Joint Payee: joint payee isn’t listed in the Vendors
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Bills and Adjustments (AP301000): Joint Payees bill with Retainage (1)

• Pay by Line = false: Sum (Joint Amount Owed) <= original bill Balance – Cash Discount + 

Retainage Amount
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Bills and Adjustments (AP301000): Joint Payees bill with Retainage (2)

• Pay by Line = true: Sum (Joint Amount Owed) <= original bill line Balance – original bill line 

Discount Amount – line Cash Discount Balance + retainage bill line Balance 
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Prepare Payments (AP305000): Joint check

• Separate line for Main Vendor to pay. Joint Amount Owed = 0, Joint Amount Balance = 0 .

• Separate line for each Joint Payee from the bill. Joint Amount Owed > 0, Joint Amount Balance > = 0 .
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Prepare Payments (AP305000): grouping lines in Joint check

• System groups lines for joint payees into one joint check by Internal joint payee (registered in the system as 

Vendor)

• System always create a separate joint check  for lines with External joint payee (NOT registered in the system 

as Vendor)
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Checks and Payments (AP302000): check for Main vendor, Joint check

• Check for Main vendor has Joint Payee Name empty

• Joint check has Joint Payee Name filled
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Joint Payments: Process Activity

Story

Suppose that a storm broke windows in the hotel that the ToadGreen company is building for its 

customer, Equity Group Investor. The ToadGreen project manager has decided to hire the Acme Doors 

& Glass vendor to handle the replacement of the broken windows, the disposal of waste, and the 

cleaning of the area. In turn, Acme Doors & Glass has hired the Standard Hardware Company and 

Conwaste subcontractors to dispose of the waste and clean the area. On 1/30/2024, the 

subcontractors have performed part of the work and requested a first payment. Acting as the 

ToadGreen project manager, you need to process all of the documents involved in paying the 

companies for this part of the work, including joint payment.
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Figure: Joint payments prepared for the bill



Part 5: Project Budgets
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Lesson 18: Forecasting Budget

Learning Objectives

In this lesson, you will learn how to do the following:

• Create a budget forecast for a project 

• Add financial periods to the budget forecast 

• Distribute budgeted values among the financial periods 

• Update the project budget based on the forecast 

• Update the financial periods in the forecast based on the updated actual values 
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Forecasting Budget: General Information

You prepare a budget forecast for a long-term project if you need to break down the structure of the project 

budget by financial period. This gives you the ability to compare and analyze monthly budgets versus actual 

revenue and expenditures

Project:

• Tasks

• Cost Budget

•  Revenue Budget

Revision1 of BF

Revision2 of BF

Revision3 of BF
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Forecasting Budget: Creation of the Project Budget Forecast

* Budget Forecast  feature is activated

• Create budget forecast

• Estimate planned project revenue and expenses by periods

• Add financial periods for a selected budget line of the forecast revision

• Manually by Add Periods

• Automatically by Generate Periods 

• Distribute the original and revised quantities and amounts of project budget lines among period

• Manually

• Automatically by Generate Forecast

For each project budget line with added period lines, the system calculates the following totals in the 

Original Budgeted Quantity, Original Budgeted Amount, Revised Budgeted Quantity, and Revised 

Budgeted Amount(can be updated manually)columns:  

• Total: The total of the period lines 

• Delta: The difference between the value of the project budget line and the total of the period lines
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Forecasting Budget: Processing Project Budget Forecasts

• When project budget line Actuals are updated, system updates budget forecast line

• Revised Quantity - Actual Quantity 

• Revised Amount - Actual Amount

• You can update financial periods of a project budget line of the forecast revision by Update Forecast Lines 

button (in case actual values or change order values have been posted )

• the system adds the financial periods to which actual values or change order values have been posted 

for the corresponding project budget line and that have been missed in the forecast revision

• Update project budget line on the Projects (PM301000) from Project Budget Forecast (PM209600)

• Update Project Budget Line button

• Restructure the budget of the project on the Projects (PM301000)

• If you delete a project budget line, the corresponding budget forecast lines are not deleted. The system 

will keep the forecast, and if you restore this project budget line, the forecast for this line will be also 

restored.

• If you delete a project task along with all the cost budget lines that include this project task, the 

corresponding budget forecast lines are deleted.
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Budget Forecasts: To Prepare a Budget Forecast

Story

Suppose that the ToadGreen project estimator wants to prepare a budget forecast to be able to 

compare and analyze monthly budgets versus actual costs broken down by period. Because some 

work on interior lighting will be performed for the project in May and June of 2024, the project estimator 

wants to distribute the total lighting budget across the periods when this work is going to be performed. 

Also suppose that the work performed in June will cost an additional $5,000 that had not been planned 

in the project budget.

Acting as the project estimator, you will prepare a budget forecast for further review and analysis of 

budget performance.
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Figure: Budget forecast for the Lighting - Interior line
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Lesson 19: Tracking Changes to Budget Forecasts

This lesson explains how the change orders processed for a project affect the budget forecast 

revisions prepared for this project. 

Two-Tier Change Management: To Track Changes in the Budget Forecast
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Tracking Changes to Budget Forecasts

Story

Suppose that for the restaurant that is being built by the ToadGreen company, some additional work is 

needed on interior lighting. The work will be performed in July 2024 and will cost an additional $5000 

that had not been planned in the project budget. This work must be added to the project budget 

through the processing of a change order and the related subcontract.

Acting as a project manager, you will create and release the needed documents, and review how 

these documents affect the budget forecast.
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Figure: Updated amounts in the budget forecast
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Lesson 20: Tracking Budget Overruns

Construction Project Budget: To Track Project Budget Overrun

• You can set up budget control for construction projects to make the system display warnings if the 

project budget is close to being exceeded. 

• The overbudget warnings are displayed for subcontracts, purchase orders, change orders to 

commitments, and AP bills. 
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Tracking Budget Overruns

Story

Suppose that ToadGreen Building Group is a general contractor building an Italian restaurant for its 

customer, Italian Company. The ToadGreen project manager has created a project for the work to be 

performed, and the budget has been agreed on with the customer. On February 15, 2024, the 

purchasing agent has negotiated a subcontract for mechanical piping with the Harmon Installation 

subcontractor at a better price than was initially planned, thus reserving some budget. The 

subcontractor has started working, and on February 25, 2024, it notified the project manager that an 

extra 20 hours is necessary to complete the work.

Acting as a project manager, you need to enter all the related documents and review the budget 

overruns.



78

Control of Document Consistency for the Project

• By cost code on the document line level:

• Filtering of cost codes by the project budget key

• Validation by means of warning on the field entry level
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Control of Document Entry (budget overruns) 

• Projects Preferences (PM101000) the General tab : Budget Control = Show a Warning

• Budget Control = {Do not Control, Show a Warning}

• Potential Project Budget Overruns (PM404000): list of all document lines that potentially could 

exceed the budget of a selected project

The list of the controlled document:

• Purchase Orders (PO301000 ): purchase order of 

the Normal or Project Drop-Ship type

• Bills and Adjustments (AP301000): AP bill

 

• Change Orders (PM308000): change order 

• Subcontracts (PO301000): subcontract
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Figure: A warning indicating a budget overrun
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Figure: List of documents that exceed the budgeted amounts
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Construction Project Budget: To Add a New Cost Code to the Project Budget

Story

Suppose that ToadGreen is a general contractor building an Italian restaurant for its customer, The 

Italian Company. On February 15, 2024, the purchasing manager negotiated a subcontract for 

construction labor with the Harmon Installation subcontractor. This subcontract had not been budgeted 

initially in the project.

Acting as a ToadGreen project manager, you need to enter a subcontract, record these expenses to a 

new cost code in the project budget, and make sure that the project cost budget is updated.
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You have processed a subcontract and added a line with a new cost code to the 

cost budget.
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Lesson 21: Capturing Project Budget Overhead

Learning Objectives

In this lesson, you will learn how to do the following:

• Configure an allocation rule to capture project overhead as a percentage of incurred costs

• Capture the overhead on the project
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Allocation Rules (PM207500)

To capture an indirect costs as project overhead, use allocation process in the project

Steps:

• Configure an allocation rule to capture project overhead as a percentage of incurred costs 

• Capture the overhead on the project
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Allocation Rules (PM207500): Calculation Rules

• Allocation Method = Allocate 

Transaction 

• Account Group 

• Calculation Settings frame
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Allocation Rules (PM207500): Allocation Settings

• Post Transaction to GL = false

• Reverse Allocation = Never

• Debit Transaction: Account 

Group = Replace with account 

group

• Credit Transaction: Account 

Group = None
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Overhead in the Project Budget: Implementation Activity

Story

Suppose that the project manager of the SweetLife Fruits & Jams company wants to estimate the 

project costs considering the administrative overhead of the project management to be able to 

estimate the project profitability more accurately. The company estimates the project overhead as 20% 

of labor costs, such as a worker's time spent on performing the project.

Acting as SweetLife’s implementation manager, you need to configure an allocation rule to capture the 

project overhead as 20% of labor costs to reflect the overhead in the project budget. Because the 

administrative overhead is already presented in the general ledger in the form of transactions that are 

not classified against projects, you do not need to post to the general ledger allocation transactions 

that are created.
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Construction Project Budget: To Estimate the Budget Overhead

Story

Suppose that ToadGreen Building Group is a general contractor building an Italian restaurant for its 

customer, the Italian Company. On March 17, 2024, the construction manager spent 10 working hours 

on communication related to obtaining construction permits; this time had not initially been budgeted 

for the project.

Acting as the project accountant, you need to record these additional expenses in the project budget 

by entering the corresponding project transaction and do not update the general ledger with these 

expenses. Then you need to estimate the project costs while accounting for the administrative 

overhead, which is 20% of labor costs.
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Figure: The captured overhead in the project expenses



Thank you!

Irina Kateneva
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