
Sage 100 Contractor Standard Job Flow 

Step One  

Set Up Job Information  

3 – Accounts receivable and 5 - Jobs Set up your job information in each tab 

General Information Tab 

 

Contacts and Personal Tab 

 

 



Project and Dates Tab 

 

Step Two 

Setting up Job Budget  

6 – Project management 2 – Budget 

Enter budget by cost code and cost type. 

 

 

 

 



 

Step Three 

6- Project Management – 9 – Proposal 

Under Options, Import Budget by Cost Codes 

Add Profit and Overhead 

 

Step Four 

Enter the Original Contract Amount in the Job Cost Screen

 

The Delta between the Client Contract amount and your budget is the estimated profitability from the start of 

the project. 



 

Step Five 

Creating the Schedule of Values/Progress Billing 

3 – Accounts Receivable, 7 – Progress Billing 

Enter Job #, Options, Import Proposal, Based on Cost Codes 

 

From 6 – Project Management and 1- Reports, select 2 – Job Cost Summary and report 41 – By Cost Code 

Enter the costs into the progress billing and calculate  

 

 

 

 

 



Step Six 

 

Change Orders  

In 6 – 4 – 1, The Prime Change Tab, Enter the Change increase/decrease for the client change. 

 
 

In the Budget and Sub Change Tab, enter the costs associated with the change order

 



For the Next Progress Billing, you can add the approved client change order to the progress billing by selecting 

Update, Change Orders, Add to existing lines. 

This will automatically update the contract billing amount. 

 

 

This will also update the budget associated with the cost of the change order 

Review Job cost Summary 

 

 

 

 

 

 

 

 

 

 

 


