How to access the Time Billing

screen in FMP.

This screen is used to enter jobs by the Dept. Shops.
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Note: Password is case Sensitive. Make sure Caps Lock is not on.



This will bring you to the Project Info screen.

The Project Info screen
will be used to view
existing records, as well
as create new records.
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Let’'s go over some of the
more helpful tools on the

side bar.
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Data Entry
Section 1. Project Information

“Job Req. Number” and the current “Date” are filled in
automatically after selecting the New button.
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1. Click on “New”.
2. Fillin each field in the Project Information section.
Project Title -give a brief description of the work requested.

Shop — choose the shop name.

v IvlachineShop
ElectroricsShop
GlassShop
2-Rayshop
Month — select the month.
Year — select the year.
Job Type — select the job type.
wo = Work Order (billable) WO
M&O = maintenance and operations work (non-billable) ﬁgmn
Vacation = vacation taken Holiday
Holiday = holiday taken Sk
Sick = sick leave taken

Job ID (optional) — some shop managers choose to assign their
own unique Job ID. This field is added for that purpose.



Data Entry
Section 2. Payment and Information

This section of the Project Info screen identifies the person
Paying the bill and the person who Submitted the request.
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Click on the “Last Name” field and select
the person paying for the request from the .
drop down menu. .
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Data Entry
Section 3: Job & Billing Information

Job & Billing Information
Job Description:
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Job Description should be a detailed summary of the work being preformed.
Hours Worked:
Non Billable — enter the number of non billable hours spent on the job.
Billable — enter the number of billable hours spent on the job.

Bill Rate per Hr. — verify that this is the currently approved rate for the shop.
Otherwise, change it.

Total Billed — this is an auto-calculated field (Billable hours x Bill Rate per hour).
Completion Status* — select “Yes” once the job is complete and ready for billing.
Date Finished — enter date work is completed.

*Note: some managers close out the work order monthly, whether the job is
completed or not, to allow for billing within that month. This billing by the month is
allowed. To do so, the job is marked with a status of completed “Yes”. The
record is then duplicated so that the same project and payment information is
carried forward into a new record for the next month.

Other managers choose to bill by the project. If that is the case, the project can
be open over several months before being marked “completed” and billed.



Data Entry
Section 4: Tools and Materials Information

This section may be used to track the tools and materials that
are used to complete the project.

Tools and Materials Information

Tools and Material Invoice:




Finding arecord in the Project info Screen.
1. Click on “Find".
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2. Notice the current view mode.
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4. Click on “Continue” once you have filled in the desired fields for your search.

5. Your results will be shown in List View.
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Printing
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