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May 7, 2024 -10 AM -12 PM

Day 1

Lesson 1: Preparing WIP and Bonding Reports

Lesson 2: Configuring Two-Tier Change 

Management

Lesson 3: Tracking Cost Changes to Projects

Lesson 4: Tracking Cost and Revenue Changes 

to Projects

Lesson 5: Preparing Cost Projections

May 8, 2024 -10 AM -12 PM

Day 2

Lesson 6: Tracking Compliance and Lien Waivers

Lesson 7: Using Project Issues and Change 

Requests

Lesson 8: Working with Requests for Information

Timing and Agenda
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May 9, 2024 -10 AM -12 PM

Day 3

Lesson 9: Using Drawing Logs

Lesson 10: Working with Photo Logs

Lesson 11: Working with Daily Field Reports and 

Progress Worksheets

Lesson 12: Processing Submittals

Timing and Agenda



Curran
Acumatica Customer

Day 1



5

Lesson 1.1: Create a Batch

Learning Objectives

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

• Print and send substantiated billing reports, and understand what information is included in them

• Print and send American Institute of Architects (AIA) reports, and understand what information is 

included in them

• Print and send work-in-progress and bonding reports, and understand which information is included 

in them

• Review the project lifecycle and performance with the help of Acumatica ERP Construction Edition 

reports
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Construction Reports: To Prepare a Work-in-Progress Report

Story

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

Investors, its customer, and is in the middle of the lifecycle of the construction project. The ToadGreen

project estimator needs to track the progress of active project tasks, as well as their financial 

performance. The company uses the percentage-of-completion method for revenue recognition and 

includes the work-in-progress reports in the company’s financial statements.

Acting as a project estimator, you will determine whether the project is overbilled or underbilled relative 

to its progress
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Figure: Work-in-progress report for the project
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Construction Reports: To Prepare a Bonding Report

Story

Suppose that to ensure profitability, a project estimator of the ToadGreen company wants to see how 

projects are progressing in May 2024, and which projects may need special attention.

Acting as a project estimator, you will prepare and review the construction bonding report for this 

purpose.
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Figure: Construction bonding report for May
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Lesson 2: Configuring Two-Tier Change Management

Learning Objectives

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

• Configure a change order class that supports the two-tier change management

• Configure default markups

• Create a change request to update the project budget

• Create a change order based on the change request

• Process a change request with a cost change order

• Process a change request with a revenue change order

• Cancel a change request

• Close a change request



11



12

Two-Tier Change Management: Implementation Activity

Story

Suppose that you, as the system administrator, need to configure two-tier change management so that the change 

requests to projects can be processed in the system. Also, you need to configure the following price markups to be 

applied to the new projects:

• A default price markup of 25% to be applied to each individual change made with a change request

• A markup of 8% of the total costs to be applied to an entire change request

• A markup of 4% of overhead to be applied to an entire change request

• A markup of 5% of all the previously charged markups to be applied to an entire change request

• A flat fee of $100 per change request

You also need to configure an additional 10% markup to be automatically applied to the change request lines that relate 

to labor. Acting as the system administrator, you will perform these tasks.
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Two-Tier Change Management: To Configure Project Markups

Story

Suppose that you, as the project manager need to configure the following price markups to be applied to change 

requests created for the ITALIAN project:

• A markup of 9% of the total costs to be applied to an entire change request

• A markup of 6% of overhead to be applied to an entire change request

• A markup of 7% of all the previously charged markups to be applied to an entire change request

• A flat fee of $1250 per change request

Also, you need to associate these markups with the particular project task, account group, and cost code to track

them in the revenue budget of the project. Acting as the project manager, you will perform these tasks.
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Lesson 3: Tracking Cost Changes to Projects

This lesson explains how you can process cost changes for construction projects.
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Two-Tier Change Management: To Process Cost-Only Changes to a Project

Story

Suppose that ToadGreen is a general contractor building an Italian restaurant for the Italian Company, its customer.

The ToadGreen project manager has created a project for the work to be performed, and the budget has been agreed 

upon with the customer. The construction work has been started. Further suppose that on March, 21, 2024, an on-site 

worker found out that the wet subfloor in the building needs to be dried, cleaned, and aired out, and this worker has 

notified the project manager about this.

After reviewing the damages, the project manager has decided to hire a subcontractor, Acme Doors & Glass, to perform 

this work. The subcontractor notifies the project manager that four working days are needed for completing the 

cleaning. The customer for which the project is being performed did not approved the changes because the damages 

were the workers' fault.

Acting as the project manager, you need to reflect the additional work in the cost project budget and cancel the changes 

in the revenue budget.
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Figure: Budgeted amounts updated after the release of the change order
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Lesson 4: Tracking Cost and Revenue Changes to Projects

This lesson explains how you can process cost and revenue changes for construction projects.
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Two-Tier Change Management: To Process Cost and Revenue Changes to a Project

Story

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

customer. The ToadGreen project accountant has created a project for the work to be performed and the budget has 

been agreed upon with the customer. The construction work has been started.

Then suppose that on April, 15, 2024, a worker of a subcontractor, Acme Doors & Glass, arrived at the construction site 

to perform cleaning work. The worker found out that the French-style window specified in the plans does not fit the 

framed opening and notified the ToadGreen project manager about this. The project manager has estimated that five 

days will be needed to fix this issue, and this will cost $3,500. Also, the ToadGreen manager has decided to add an 

extra markup in the amount of $1,450 for the work to be performed.

Acting as the project manager, you need to agree upon the cost budget with the engineer and the revenue budget with 

the customer. For this purpose, you will prepare a change request with the related project issue, and then process the 

cost change order along with the related commitments to make changes to the project cost budget.

After the work is finished in June, you will process the revenue change order to record the revenue.
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Figure: The updated potential amount and quantity in the project
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Lesson 5: Preparing Cost Projections

Learning Objectives

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

• Configure a cost projection class

• Create a cost projection for a project

• Create a new revision of a cost projection

• Estimate the costs of a project at a different level of detail

• Review the projected costs in a project budget
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Project Cost Projections: To Create a Cost Projection Class

Story

Suppose that you are the construction project manager of the ToadGreen Building Group company, 

and you need to create a cost projection class to be used for estimating the costs of a project. The 

cost projection class must provide the ability to estimate the costs at the task, item, and account group 

level of detail.



22

Project Cost Projections: Process Activity

Story

Suppose that the ToadGreen company is building an Italian restaurant for the Italian Company, its customer, and is in 

the middle of the lifecycle of the construction project. The project manager analyzes the current project state and 

notices the following:

• For the purchases of concrete and on-site work for the project, $6,200 has to be spent; after that, the work will be 

finished, and the corresponding project tasks will be considered as completed.

• For the masonry work, $26,650 has to be spent to complete the on-site work. The project manager wants to know the 

exact details of the costs to be incurred for the completion of the task.

In response to the project manager's request the ToadGreen project estimator needs to analyze the current state of the 

project and estimate how the planned expenses will affect the project budget. Then the project estimator should prepare 

a construction bonding report with the projected amounts related to masonry work.

Acting as the project estimator, you will prepare a cost projection revision for the project.
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Figure: The prepared cost projection revision
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Lesson 6: Tracking Compliance and Lien Waivers

Learning Objectives

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

• Configure categories and statuses for compliance documents

• Enter compliance documents for a vendor

• Track expired compliance documents
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Compliance Documents: To Configure Attributes for Compliance Documents

Story

Suppose that the ToadGreen company needs to keep track of the insurance documents and 

certificates in the system. Acting as a ToadGreen system administrator, you need to specify the values 

for the custom attributes of the Insurance, Certificate, and Status compliance type, so that users can 

specify their values for the compliance documents.
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Compliance Documents: To Track Compliance Documents for a Vendor

Story

Suppose that the Standard Hardware Company vendor has provided the ToadGreen company with its 

OSHA certificate and its general liability insurance. Acting as a construction project manager, you need 

to enter this information in the system.
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Lien Waivers: General Information

Learning Objectives

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

• Configure the automatic generation of conditional lien waivers

• Configure the automatic generation of unconditional lien waivers

• Specify actions to be performed for outstanding lien waivers

• Manually add a lien waiver for a document

• Mark a lien waiver as the final one

• Print and email lien waivers
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Lien Waivers: To Configure Automatic Generation of Lien Waivers

Story

Suppose that the ToadGreen company requires conditional lien waivers to be automatically generated 

when payments of an amount greater than $2000 are submitted. Acting as a system administrator, you 

need to configure the mailing and automatic generation of lien waivers. Then you need to configure the 

automatic generation of lien waivers for a particular vendor.



30

Lien Waivers: To Process an AP Document with Lien Waivers

Story

Suppose that the ToadGreen company needs to pay a bill to a subcontractor, the Architectural Design 

Company.

Acting as a project manager, you need to enter a subcontract, create and pay the bill in the system, 

and make sure that the related lien waiver has been generated and sent to the subcontractor.
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Figure: The lien waiver generated for the payment
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Lesson 7: Using Project Issues and Change Requests

Learning Objectives

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

• Configure project management classes that may be used to ease the creation of project issues

• Define project issue types

• Report project issues

• Convert project issues to change requests

• Convert project issues to requests for information

• Mass-assign project issues to owners
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Project Issues: Implementation Activity

Story

Suppose that you, a system administrator of a construction company, ToadGreen Building Group, 

need to define the types of project issues for the company. You need to track design issues, violations 

of safety regulations, and problems with equipment, materials, or people. You also need to configure a 

project management class that is going to be used for creating project issues so that the due date for 

resolving a newly created project issue will be set to seven days by default.
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Project Issues: To Create a Change Request from a Project Issue

Story

Suppose that on 3/21/2024, a design issue has occurred on the construction site of the Beach Hotel 

and Condominiums project that the ToadGreen company is working on: A subcontractor put a hole in a 

wall when stacking materials. The project engineer has reported that one day is necessary to fix the 

issue, and it will cost $2000.

Acting as a ToadGreen construction project manager, you need to create the project issue in the 

system, and then convert it to a change request.
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Figure: Project issue that has been converted to a change request
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Lesson 8: Working with Requests for Information

Learning Objectives

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

• Create and process a new request for information

• Create a new request for information that relates to another request for information

• Create a change request from a request for information
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Requests for Information: To Process an Outgoing Request for Information

Story

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

Then suppose that the customer has requested a specification for the hotel roofing. In order to provide 

this specification, the ToadGreen project engineer (Ricky Thompson) needs to request these 

specifications from Balaji Rajan, an engineer of the subcontractor company that performs this part of 

the work for the project.

Acting as the ToadGreen project engineer, you need to create an incoming request for information 

from the subcontractor, and then create the related outgoing request for information for an external 

engineer who can provide the requested specifications. After the specifications are received, you send 

them to a project engineer for review.



38

Figure: Outgoing request for information
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Requests for Information: To Create a Request for Information from a Project Issue

Story

Suppose that a design issue has been discovered on the construction site of the Beach Hotel and 

Condominiums, a project that the ToadGreen company is working on: Because of the unstable terrain, 

the paving should be placed differently. The engineer has reported that the issue will take three days 

to be resolved and it will cost $60,000.

Acting as a construction foreman, you need to enter the project issue in the system, and then you 

need to clarify which paving material needs to be used by processing a request for information for the 

project issue.
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Figure: Request for information created based on the project issue
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Lesson 9: Using Drawing Logs

Learning Objectives

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

• Configure drawing logs and set up disciplines and statuses

• Create drawing logs

• Upload and download images linked to drawing logs

• Link requests for information and project issues to existing drawing logs

• Email drawings and requests for information

• Create revisions of drawing logs



43

Drawing Logs: Implementation Activity

Story

Suppose that the ToadGreen company needs to maintain drawing logs in the system and track their 

statuses.

Acting as a system administrator, you need to perform the necessary configuration in the system.
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Drawing Logs: Process Activity

Story

Suppose that the ToadGreen architect has prepared a floor plan blueprint for the Beach Hotel and 

Condominiums, the project that the ToadGreen company is working on. Then the architect has 

submitted a request for information about the plan of the first floor to make sure that the current 

location of the storage room (next to the service elevator) is correct. Based on the submitted request 

for information, a new revision of the blueprint should be created and linked to the original drawing, 

and the original blueprint must be marked as obsolete.

Acting as the architect, you will process all required documents in the system with the assumption that 

these changes will not affect the schedule, cost, and design.
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Figure: The new revision of the drawing log
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Lesson 10: Working with Photo Logs

Learning Objectives

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

• Create a photo log

• Upload photos to a photo log

• Update a photo that has been uploaded to a photo log

• Download a ZIP archive with all the photos and files of a photo log

• Send an email with all the photos and files of a photo log
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Photo Logs: Implementation Activity

Story

Suppose that the ToadGreen company needs to keep photo logs in the system. Acting as a system 

administrator, you need to define the statuses to be used for photo logs.
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Photo Logs: Process Activity

Story

Suppose that on February 15, 2024, the construction foreman has inspected the project site and taken 

progress photos. Acting as the construction foreman, you will create a photo log for the particular 

project and project task and upload the photos to this photo log. Then you will send the photos to the 

responsible person.
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Figure: Photo log with uploaded photos
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Lesson 11: Working with Daily Field Reports and Progress Worksheets

Learning Objectives

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

• Create and assign an approval map for daily field reports

• Create a daily field report

• Add to the daily field report the following entities: progress worksheets, labor time 

and activities, change orders, change requests, subcontractor activities, project issues, 

weather conditions, site visitors

• Email the daily field report
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Daily Field Reports: To Configure Approval for Daily Field Reports

Story

Suppose that the ToadGreen company needs to keep daily field reports in the system. These reports 

need to be approved by managers. Acting as a system administrator, you need to create the approval 

map for the daily field reports and specify the daily field report settings in the system.
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Daily Field Reports: Process Activity

Story

Suppose that on February 15, 2024, Ernest Smith, a construction foreman in the ToadGreen company, 

spent a day on the construction site of the Italian restaurant that the company is building for the Italian 

Company. During the day, he has recorded the current progress of the work related to electricity 

installation and made notes about subcontractor activities, weather conditions, visitors, and other 

important information that relates to the day’s work at the project site. Also, he has taken photos to 

support his report about weather conditions. At the end of the day, Ernest creates a daily field report, 

adds notes, and sends the daily field report for approval to the construction project manager.

Acting as the construction foreman, you will create and process the daily field report and add all 

needed information to it. Then acting as the construction project manager, you will approve the daily 

field report.
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Figure: Daily field report submitted for approval
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Lesson 12: Processing Submittals

Learning Objectives

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

• Configure submittal types

• Create a submittal in the system

• Define the people that will take part in processing a submittal and their 

submittal roles

• Process submittal-related activities

• Create a new revision of a submittal

• Close the completed submittal
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Submittals: Implementation Activity

Story

Suppose that the ToadGreen company needs to track submittals. Also, the construction project 

manager wants to be able to categorize the submittals for which photos have been provided, and 

those for which product samples have been provided. Thus, you need to create these types of 

submittals in the system. Acting as a system administrator, you need to configure the submittal types 

to be used for the categorization of submittals in the system.
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Submittals: Process Activity

Story

Suppose that the ToadGreen Building Group company is building an Italian restaurant for the Equity Group Investors 

customer. The company needs to confirm that the customer wants to use the carpet being proposed for the dining area 

of the restaurant.

Ellen Watson, as the construction project manager, is managing the submittal process. Jonathan Stone, the customer’s 

designer, needs to approve a sample of the carpet. Teresa Willis—a new sales manager of Karn Design Inc., for which 

the construction project manager needs to add a contact in the system—needs to send the carpet sample to Jonathan 

Stone, who should approve the color and the material of the carpet. Also, the construction project manager needs to 

send the approved sample for an informational review to Larry Robinson, a purchase manager of the ToadGreen

company.

Also suppose that after reviewing the sample, the designer rejects the submittal because a part of the carpet’s pattern 

was cut off; the designer requests a larger sample.

Acting as the construction project manager, you need to create a new contact to be used in the submittal, enter the 

submittal in the system, open it, and add the necessary information during the processing of the submittal. Then you 

need to close the submittal and create a new revision for it.
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Figure: Closed submittal revision



Thank you!

Heba Atalla
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