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FORCE ACCOUNT MANAGER

Welcome to Force Account Manager

Welcome to the Force Account Manager (FAM) application. FAM is a Windows-based application
that quickly and easily generates cost reports for construction work completed on a force account basis.
The application is a computerized implementation of the construction accounting procedures outlined
in the Manual for Uniform Record Keeping (MURK). FAM automates the compilation, calculation
and printing of MURK forms used by various New York State and New York City agencies on time &
materials (T&M) force account work.

FAM is easy to The menus categotize common functions so that data manipulation and
use analysis is easy and straightforward.

FAM uses a The database you construct with FAM is used in any of the projects you create
common database . allows you to maintain a history of labor and equipment rates that can be
referenced at any time.

FAM s anindustry FAM has been used to process millions of dollars in T&M work for both New
standard York State and New Yotk City. Both NYS DOT and NYC DOT have
approved the forms produced by FAM.

You should read the license agreement. The license agreement restricts the use of EAM to a single contract but
allows you to instal] FAN on any computer that processes work for that contract.

This document has been prepared assuming that the reader has knowledge of the fundamental project
concepts employed by MURK and is familiar with basic computer operations, Windows and File

Management.
Key
Menu | Menu highlights menu items and buttons. For example, “click File | New”” means
“select the File menu, then select the New choice on the File menu.”
Italie highlights important concepts or terms
Caution calls out actions that may affect other project files
Note offers advice to speed your work

or indicates the information applies only to the NYS or NYC mode
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Chapter 1 - Introduction

This chapter:

* Describes FAM system requirements.

*  Familiarizes you with the Force Account Manager startup screen. Commands are designed to aid
you in quickly creating projects, and are organized by similar functions.

= Wil get you up and running with FAM in the least amount of time. By following the steps in the
section Start Using FAM, you will be able to minimally configure FAM and start creating projects
that generate MURK reports.

System Requirements
To use Force Account Manager, you need:

= Microsoft Windows 95/98/ME/2000/XP

®  Pentium processor

" 128 megabytes of random-access memory

* A hard disk with 50 megabytes of free space

= A Windows-compatible pointing device or mouse

* A monitor that supports 1024x780 resolution

* A CD-ROM drive or high-speed Internet connection.

Start FAM

To start the FAM application, select Start | Force Account Manager on the Windows taskbar.

You can also start FAM by using a shortcut you create on your desktop. Navigate to the
C:\ForceAccountManager folder. Select the file ForceAccountManager.exe, right-click and select

File | Send To | Desktop. A shortcut icon to ForceAccountManager is placed on your desktop. Right-
click the icon and select Rename to abbreviate the shortcut name to, for example, FAM NYS.

The FAM Taskbar
® Force Account Manager NS - Bridge Project |_ o x]

File Edit Reports Tools About

C:\Fan

Bridge ove

191D
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The Force Account Manager startup screen displays Force Account Manager NYS or Force Account
Manager NYC, the open project name, and the main taskbar. The startup screen also displays contractor
name, contract numbers, and agency.

FAM is available in two “modes” of operations. The NYC mode produces forms required by the City
and the NYS mode produces forms required by the State. Entering data in either mode is nearly
identical.

The taskbar shows the following commands:

File manages file operations, such as creating, opening and closing existing project files, importing EZ-
MURK files and exiting, and lists recently opened project files:
8 Force Account Manager NYS - Bridge Project _ | o) x]

File Edit Reports Tools About

Cpen Project
Close Project
Import EZ-MURE L4

1 CAForceAccountManagenBridge Project pdb
2 CAForceAccountManagen-90 Paving. pdb
3 CAForceAccountManagenNewProjectpdb

Exit
Edit allows editing of daily worksheets and FAM data files:

8 Force Account Manager NYS - Bridge Project
File | Edit Reports Tools About

Froject

Daily Shests

Fental Equipment

Ermployee File

Equiprment Types
Labor File 4
Rates File

Defaults

Reports prints the forms for T&M reimbursement as well as open project and database data:

B Force Account Manager NYS - Bridge Project o1 x|
File Edit | Repotts Tools  About

furk 11

burk 12

burk 13

hurk 17

Man-hour Report
hatetials Report

Eguipment !

Lakor
Fental Equipment
Wages Over FICA/Unemployment

Tools allow you to perform intermittent maintenance operations, and About tells you the version
number and release date of the FAM application, and whether the demonstration version is installed:

®8 Force Account Manager NYS - Bridge Project o] x]

File Edit FReports | Tools About
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Start Using FAM

The following is an overview on how to minimally configure and start using the FAM application.
Refer to the individual command topics for complete instructions.

Set the Defaults

To set the program defaults, select Edit | Defaults. Enter the most common values. Each new project
will copy these settings. When you later create a new Project File, you can edit these values for the
project by selecting Edit | Project (Information).

Create the Project Data File

The universal Project Data File stores data about your employees, equipment, and labor trades for use

in all Project Files. In most cases, you will create only one instance of the Project Data File
(ProjectData.ddb):

= Ifyouinstalled FAM for the first time, select File | New | Project Data File, or
= If you have EZ-MURK files, select File | Import EZ-MURK | Support Files, or
* Ifyou installed a demo copy and subsequently installed a licensed copy, you can re-use the demo

ProjectData.ddb. If you do re-use the demo ProjectData.ddb, you should not create a second Project
Data File; instead, create a2 new Project File.

Create a New Project File

A Project File contains the daily work sheets for the job. Before you can add employees, equipment, or

labor resources, you will need to create at least one new Project File. To create a new project file, select
File | New | Project File.

Caution: All Project Files are linked to the universal Project Data File. If affer you've entered resources in a Project
File’s Daily Sheet and you later change the original Project Data File as listed in Edit | Project (Information),
invalid references will be created and MURK Reports will contain discrepancies.

Add Resources and a Daily Sheet

If you installed FAM for the first time, add resources (at least one instance each of Employee,
Equipment, and Labor, and their rates):

= Select Edit | Labor File | Labor Trades to add a trade; then
Select Edit | Labor File | Labor Rates to add the trade, its rates and effective date
®  Select Edit | Employee File to add an employee
®  Select Edit | Equipment File | Equipment Types to add a type of equipment, then
select Edit | Equipment File | Equipment Rates to add the equipment, its rates and effective date
= Select Edit | Daily Sheets to add a Work Date and add (assign) resources to the Daily Sheet
If you imported EZ-MURK Support Files or are re-using the demo ProjectData.ddb:

= Select Edit | Daily Sheets to add a Work Date and add (assign) resources to the Daily Sheet

Print Reports
To print a MURK Report, select Reports and the report name you wish to print.
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Chapter 2 - FAM Commands

This chapter describes the commands that you use store project data to generate MURK Reports. An
overview of each command and its use is given. You should be familiar with the instructions outlined

in the section Start Using FAM.

File Menu

The File Menu is where you create, open and close project files; import EZ-MURK files; and exit the
FAM application.

File | New | Project Data File

B Force Account Manager NYS
| File Edit Feporiz Tools  About
Praoject File
Open Project Data File
e e PrEje et
Import EZ-MURE. » [

Exit
The universal Project Data File is the collection of data common to all projects. A Project File is the
collection of data specific to a project. An explanation of how FAM uses these two file types can be
found in Chapter 4 — FAM Database.

Every FAM project involves two file types: the data file, and a specific project file. You create an initial
universal Project Data File (.ddb) from which every new project file (.pdb) will draw data. The data file
contains Employee, Labor, and Equipment information. You create this Project Data file only once
and link or associate it with the many project files you create.
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To create the initial pryject data file, click File | New | Project Data File. Enter the file name ProjectData.ddb
or alternate name and click Save:
Create ProjectData File EHE
Savein: I@ Forcedccounttdanager LI = EF EE~

File name: F'n:-'r::u::t[ilata_u:lu:ll:n LI Save :EI
Save as ype: IFAM Files [*.ddb) LI Cancel I
£

FAM will create the universal project data file, and you are now ready to create specific project files.

Caution: If you upgraded from EZ-MURK, see EZ-MURK Support Files in the appendix to create the project
data file.

File | New | Project File
A Project File is the collection of data specific to a project or job. It stores the unique aspects of a
particular project, such as the actual employees and trades used on the job, the dates and hours the
employee performed the job, and the specific equipment and materials the job requires. In other
words, a Project File stores the daily work.
For each new job or project, you create a new Project File (.pdb).
To create a new pryject file, click File | New | Project File. Enter a project name and click Save. In the
following example, the project file Bridge Project.pdb is created and saved in the
C:\ForceAccountManager folder.

Create Project File 2] %]
Savein: I@ Forcedccounttdanager LI = EF Ea~

File name: IBridge Praject. pdb LI % Save I
Save as ype: IFAM Files [* pdb) LI Cancel I
£

Next, FAM prompts you for the name of the project data file. In most cases, you will associate a new
project with the ProjectData.ddb project data file.
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Select ProjectData.ddb and click Open. This will associate the new project file (Bridge Project.pdb) with
the project data file (ProjectData.ddb):

ProjectData File EHE

Look in: I@ Forcedccounttdanager LI = EF EE~

FrojectData.ddb

File name: IProiectData.ddh LI Open I
Files of twpe: | FAM Files [*.ddb) = Cancel |
£

Click OK and FAM will create the project file. The new, open project file name appears above the
taskbar:

®s Force Account Manager NYS - Bridge Project |_ | =] x]
File Edit Repors Tools About

S

Next, you should enter and verify project information using Edit | Project (Information).

File | Open and Close a Project

You can easily open an existing FAM project. Click File | Open Project and select the folder containing
the project (.pdb) file, or click the project file in the most-recently opened list:

®% Force Account Manager NYS
W Edit Feporfs  Tools  About
MNew 3
Open Project
Clmze Project
Import EZ-MURK [

1 CAForceAccounttanagenB

Exit

To view a second open project, start a second session of FAM and click File | Open Project.
To close an open project, click File | Close Project or open a subsequent project.

File | Exit
To close all projects and exit the FAM, click File | Exit or [X], or press or ALT F4.
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Edit Menu

With an open project file, you can manage project-specific and project database information.

8 Force Account Manager NYS - Bridge Project _ | o) x]

File | Edit;. Pepots  Tools  About
F’r%ed
Daily Shests

Fental Equipment

Ermployee File

Equipment File ’
Labor File (W nag
Rates File

Defaults

The data you enter in the Employees, Equipment, and Labor files update the universal
ProjectData.ddb file. The data you enter in Project (Information), Daily Sheets, and Rental Equipment
update the open project (Bridge Project.pdb) file.

Initial Data Entry

An initial task you should perform is to enter data about Employees, Equipment Types and Rates, and
the Labor Trades and Rates. Minimally, you should have ready the contractual terms of the project,
employee names, equipment types and their Book rates, trade names and wage rates, and current FICA
and unemployment cutoff rates. Entering this data before creating a Daily Sheet will help you quickly
assign the resources and print MURK Reports.

You may wish to develop a naming structure for Equipment Types and Labor Trades description fields
that will help you identify the correct trade or equipment while you build a Daily Sheet. The key to
describing each piece of equipment and each labor trade is their unique costs (rates) or settings from
the Equipment Rates and Labor Rates files. In the example below, Backhoe 1 is the exact same
equipment as Backhoe 1 RR, yet “RR” indicates a “rate reduction” for second shift charges for the
backhoe.

Description Better Description
Labor Carpenter Master Carpenter Carp Master 1 yr
Trade: Journeyman Carpenter Carp Master 2 yr
Apprentice Carpenter Carp Jrny 1 yr
Carp Jrny 2 yr
Carp Appr 18 mo
Carp Appr 24 mo
Equipment  Backhoe Backhoe 1 Backhoe 1
Type: Backhoe 2 Backhoe 1 RR
Backhoe 2
Backhoe 2 RR

You should develop a structure according to your business needs so that when you do create a new
trade or equipment type, you can apply the scheme consistently and assign the correct trade/equipment
while in a Daily Sheet.

Edit | Project (Information)

Project Information shows the Project Description you enter for each project, the project’s associated
Project Data File directory location and name, and the contractual terms of the project. The rates you
enter in Project Information affect only the open project and override rates initially set in Program
Defaults.

The check box settings you select affect the order in which FAM calculates MURK 13 values.
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To modify project information, click Edit | Project (Information):

% Pr oject Information ] Project Information (NYS)

Froject Description %
’]Bridge over Hudson River, Paving, G1 2004 ‘

"Proiect [rata File [Employees, Equipment & Labor]

|EI:\ForceAc:c:ountManager\F’roiectData.ddb _I ‘
Fate:
‘whorkman's Comp R ate: I 20.00% Labor PEO: I 10.00%

PL & PD Insurance Rate: I 1.0000% Material PEO: I 10.00%

Premiurm Wages In‘Workman's Comp [

Premium 'wages In P&0 I Wweek Starting: ISunday - l

FL & FD Insurance on Groszs Wages I

Cancel |
: : Project Information (NYC
B Project Information | x| ) (NYC)
Froject Description
’7|Emergency Fepairz at Various Locations ‘
Project ['ata File [Employees, Equipment & Labor]
’]E:\FAM City\ProjectD ata.ddb _I ‘

— Rate:
Wwiorkman's Comp R ate: I 20.00% Additional Insurance: I 1.000%
PL & PD Insurance Rate: | 1.0000% Subcontractors Markup: | 2.00%

Paint Time Benefit: I $25.00 Premium Wages In P& -
FL & FD Inzurance on Gross ‘Wages I
FICA and Unemplayment In P40 I

— Prafits & Overhead

Labor M aterial E quipment
Profit: 10.00%  Profit: I 10.00%  Prafit I 10.00%
Overhead: I 10.00%  Overhead: 10.00%  Ovethead: 10.00%

Sub's Ins.: I 0.00%  Sub'slns: I 0.00%  Sub'slns: I 0.00%

— Mizcellaneous Charge

Description: |

Amount: I $0.00

Cancel |

Enter a Project Description as you would for “Item No./Description” on a MURK Report.

If necessary, click Project Data File (] o change the project data file.

Caution: If afier you've entered resources in Daily Sheets and you later change the Project Data File originally listed in

Project Information, invalid references will be created and MURK Reports will print discrepancy pages.
Before you enter data in Daily Sheets, you should verify that the open project is linked to the correct
data file (in most cases, ProjectData.ddb).

Cases where an alternate data file may exist:

*  You imported EZ-MURK support files and use the data file ProjectDataEZ.ddb, or
*  You created ProjectDataNYC.ddb for NYC and ProjectDataNYS.ddb for NYS, or
*  You create estimates and use a project data file solely for estimating.

The values you entered in Program Defaults display in Project Information. If project values and settings
differ from Program Defaults:

Enter Rates values and settings for the open project for:
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*  Workman’s Comp Rate: a workman’s comp rate for the open project. You can also set this rate
specific to a trade in Edit | Labor File | Labor Rates.

= PL & PD Insurance Rate: the insurance rate set by your carrier.

® Labor (P&O): a standard labor profit and overhead rate for the project.

= Material (P&O): a standard material profit and overhead rate for the project.

®  Premium Wages in Workman’s Comp: if checked, Workman’s Comp calculations include Premium
Wages; if not checked, only Regular Wages are included.

*  Premium Wages in P&O: if checked, Overhead and Profits calculations include Premium Wages; if
not checked, Premium Wages are excluded from Overhead and Profits calculations.

* PL & PD Insurance on Gross Wages: if checked, PL & PD Insurance is calculated on Gross Wages
in MURK 13 Taxes and Insurance; if not checked, PL. & PD Insurance is calculated on Gross
Receipts in MURK 13 Total Force Account.

= Week Starting day

Enter Rates values and settings for the open project for:

*  Workman’s Comp Rate: a standard workman’s comp rate for the open project. You can also set this
rate specific to a trade in Edit | Labor File | Labor Rates.

= PL & PD Insurance Rate: the insurance rate set by your carrier.

* Point Time Benefit: dollar benefit per ironworker per day that applies only to Labor Trades that
include the terms “iron” or “IW”” in the trade name. Value is included in Regular Wages total.

=  Additional Insurance: additional insurance calculated for Labor, Material, and Equipment.

=  Subcontractors Markup: subcontractor markup calculated for Labor, Material, and Equipment.

*  Premium Wages in P&O: if checked, Overhead and Profits calculations include Premium Wages; if
not checked, Premium Wages are excluded from Overhead and Profits calculations.

* PL & PD Insurance on Gross Wages: if checked, PL & PD Insurance is calculated on Gross Wages;
if not checked, PL & PD Insurance is calculated on Gross Receipts.

"  FICA and Unemployment in P&O: if checked, both Overhead and Profit calculations include FICA,
and Federal and State Unemployment Insurance. FICA and UI are calculated before P&O is
calculated. If not checked, both Overhead and Profit calculations exclude FICA, and Federal and
State Unemployment Insurance. P&O is calculated before FICA and Ul are calculated.

Enter Profit & Overhead rates for Labor, Material, and Equipment for the open project:

*  Profit: profit portion of P&O; value is calculated before Overhead; value can include or exclude
FICA and UI, Premium Wages, and/or PL&PD Insurance for the Labor.

= Overhead: overhead portion of P&O; value is calculated after Profit; value can include or exclude
FICA and UI, Premium Wages, and/or PL&PD Insurance for the Labor.

= Subcontractors Insurance: subcontractor additional insurance.

Enter Miscellaneous Charge values for the open project for:
= Description

* Amount

Click Save.

Edit | Daily Sheets
Daily Sheets allows you to work with the daily worksheet for the currently opened project. You assign
and record the resources for the day: the work date, the employees who worked, and the material and
equipment used on the job. The majority of time is spent building Daily Sheets.

10
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Note:

Before you enter Daily Sheet information, you should add any #ew Employees, Equipment Types and
Equipment Rates, and Labor Trades and Labor Rates so that you can quickly assign the new resources
to a Daily Sheet.

The Daily Sheets window has two panes. The Work Date pane shows the date of the work and a brief

description of the day’s task in Statement of Work, and the Daily Sheet pane shows the resources for
each Work Date:

* Employee, trade, and hours worked for the day

®  Material, quantities, and total costs

* Equipment, manufacturer, model, type, and hours used

Create a Daily Sheet

To create a Daily Sheet and assign resources, click Edit | Daily Sheets. In the Work Dates pane, click Add
to enter a Date and a Statement of Work describing the day’s task:

& Daily Sheets: 1 record M= R
whork, D ate

Staternent of ‘Wark

Survey -390

Add | Edit | [Eopy | Delete |
—Daily Sheet
Cluantity | Total Cost |Equipment |Manufacturer |Model
Kl _ 2l
Add | Edit | Delete |

11
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Next, in the Daily Sheet pane, click Add:

—whork D ate:

By Daily Sheets: 1 record =0 %]

—Dally Sheet—

o uantitg I

Kl

Statement of Work
k 1-90

% Add Daily Sheet Record: 02{/03/2004 X

~ Employes

Name: |
Trade: | _I
ST Hours: I— OT Hours: I— ﬂl
— Material:

Description: |

Quantity: I_ Unit Cost: | Tan Z:l

Irenice O ate: I Irwecice #: I Clear I

— Equipment

™ Rental Equipment

Equipment; | _I
Hours: I Clear I
Save | Cancel |

Add I it I ME[ET I | -

Three panes of the Add Daily Sheet Record window are Employee, Materials, and Equipment. You
should enter data in all three panes before saving, though you can save at any time.

Add (Assign) Employee/Trade and Hours

The Employee pane uses the Employee and Labor Trades files so that you can quickly assign an

employee and a trade to the Daily Sheet pane.

To add (assign) an employee, trade, and hours worked to the Daily Sheet pane:
*  (lick Name [& to view the Employee File. Select the employee and click OK.

* If you assigned a Default Trade to the employee in Edit | Employee, the trade name displays. If no

trade appears, click Trade L to view the Labor Trade File. Select the trade and click OK.
=  Enter Straight Hours and Overtime Hours the employee worked for the day.

12
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Click Save to return to the Daily Sheet pane, or continue entering Materials and Equipment.

— Emplopee

Mame: [ACOCELLA, M [

Trade: |SUHVEYINSTHUMENT MAN _I

5T Hours: [5.00 OT Hours: l— ﬂl
— Material

Description: |

Quantity: | Unit Cost; | Tax % |

Invoice Date: l— Invoice #: I— CIEEE
— Equipment

I~ Rental Equipment

Equipment; | _I
Huors: I Clear I

Save | Cancel |

Add Material
In the Materials pane, you enter information directly in the fields.
To add material to the Daily Sheet pane:

= Enter the Description, Quantity Used, Unit Cost and Tax Rate. The total cost is displayed.
=  Enter an invoice date and number.

® (lick Save to return to the Daily Sheet pane, or continue entering Equipment.

~ Emplopee

Mame: [ACOCELLA, M [=]
Trade: [SURVEY INSTRUMENT MAN [
ST Hours: [5.00 OT Hows: [ Clear |
— M aterial

Description: |Spray Pairit

Quantity: | 10 UnitCost | $200 Taw® | 500% $21.00
Invoice Date: |D2£03£2DD4 Irrvnice #: |B124 M
r~ Equiprment

I~ Rental Equipment

Equipment:| _I
Hours: I_ ﬂl

Save Cancel

Add (Assign) Equipment

The Equipment pane uses the Equipment or Rental Types files so that you can quickly assign the
equipment to the Daily Sheet pane:

To add (assign) equipment to the Daily Sheet pane:

= C(lick the Rental Equipment check box if applicable.

*  Click Equipment [ to view the Equipment or Rental Equipment file.
Select the equipment and click OK.

* Enter the Hours the equipment was used for the day. The value is limited to the Maximum
Hours value set in Equipment Rates.
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- Enter Standby Hours

— Emplopee
Mame: [ACOCELLA, M [
Trade: |SUFNEY INSTRUMENT MaAN _I
ST Hours: [8.00 OT Hours: l— _Clear |
— Material
Description: |Spray Pairit
Quantity: | 10 UnitCost | $200 Taw3:| 500% $21.00
Invoice Date: l— Invoice #: I— M
— Equipment
I~ Rental Equipment
Equipment: [SEISMOGRAPH / SEIS _l
Hours: W M
Cancel

= (lick Save to return to the Daily Sheet pane.
The Daily Sheet pane should show:

* Employee, trade and hours worked for the day; and/or

*  Material, quantities, and total cost; and/or
* Equipment, manufacturer, model, type, and hours.

®& Daily Sheets: 1 record _ o] x|
—Work Date

Add Edit Copy Delete

— Dailp Sheet

5T Houwrs
NSTRUM 8.00

OT Hours |Material

IS [

Add | Edit | Delete |

You need to horizontally scroll the Daily Sheet pane to view assigned employees, material and

equipment. Continue adding (assigning) employees and trades, material or equipment using Add on the

Daily Sheet pane.

14
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Add a New Resource while in Daily Sheets

As you work in the Daily Sheet pane, you can also add a resource to the universal Project Data File.
That is, you can add a new employee, a new trade, and new equipment if they are not yet listed in the
Employee, Equipment Type or Labor Trades files for you to assign.

For example, if the trade SURVEY ARCHITECT is not listed, you can add the new trade name to the
Labor Trades file by clicking Add instead of OK. Enter the new Trade and click Save.

B Trades: 127 records - 0] x|
“ Trade UnionTrade Union# |d
PLUMBER FOREMAN
STEEL KING

SURVEY INSTRUMENT MaN
SURVEY INSTRUMENT MAN PP
SURVEY FARTY CHIEF
SURVEY PARTY CF

S REgEE] = Add Trade X
TEAMSTER [456) _

TEAMSTER @e F 15 [SURVEY ARCHITECT
TEAMSTER [456] M Union Trade: |
TEBMSTER NITES
TEAMSTER STEw: Union & |
TEAMSTER STEW:

TEAMSTER TRAILE
TE&MSTER TRAILE
WELDER

Save | Cancel |

Add Edi |

ak. | Cancel |

The new trade SURVEY ARCHITECT is added to the Labor Trades file. Click OK to assign the new

trade to the Daily Sheet:
B Trades: 128 records M=
| Tiade |UnianTrade [Uriantt |;|

STEEL KING
SURYEY ARCHITECT
SURVEY INSTRUMENT MAN
SURVEY INSTRUMENT MAN PP
SURYVEY PARTY CHIEF
SURWVEY PARTY CHIEF FP
TEAMSTER [282) LIE
TEAMSTER [456]
TEAMSTER [456) PP
TEAMSTER [458) MITES
TEAMSTER MITES [45E6) PP
TEAMSTER STEWARD [456]
TEAMSTER STEW&RD [456] PP
TEAMSTER TRAILER [456]
TEAMSTER TRAILER [456]PF j
v

WELDER

Edi |

ok, | Cancel |

Note:  If youadd a new trade to Labor Trades or equipment to Equipment Types while working in Daily
Sheets, you will also need to add the new trade to Labor Rates or add the new equipment to
Equipment Rates. With no associated rate, MURK reports will print discrepancy pages.
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Copy a Daily Sheet

For projects where tasks and resources vary little from day-to-day, you can copy a Work Date and then
edit the Daily Sheet.

In Work Dates pane, select the Work Date you want to repeat. Click Copy and enter the new date or a
date range.

®» Daily Sheets: 1 recor

—wiork Date

=10 %]

Statement of Work
-80

® Copy Daily Sheet 02/03/2004 E

" CopytoMewDate ——————

Mew D ate: |D2£D4£2DD=1 |
# of Days: I 1

—{* Copy to Date Range

Add Edit | LCopy I Start Date:  |02/04/2004 I

End Date: 200
—Daily Sheet —I
" Employes Trads ST Hou
Abbatte, Low | SURVEY ARCHITECT 5. [¥/SkinWeskends
ACOCELLE, M _|SURVEY INSTRUMENT MAN 5.
EDAMS.N___ |SURVEY INSTRUMENT MAN PP 5. ok | Cancel |
AGUILAR,J  |LABOR FM LOCAL 1010PF 5. ~
YOUNG,K | SURMEY FARTY CHIEF PR
0
bdd | Edt | Deke |

A new Work Date(s) with a duplicate Daily Sheet record is created for each day you specify:
® Daily Sheets: 4 records = 3

—whark Date

~ Date Statement of ‘Work |
02/03/2004 | Survey [-90

Surve, |
02/05/2004 |Survey [-90
02/06/2004 [ Survey 190

Add Edit Copy Delete

—Daily Sheet

Employes Trade ST Hourz | OT Howrs |Material

Abbatte, Lou SURYEY ICHITECT 200 0.0

ACOCELLA, M| SLIRVEY INSTRUMENT MAN 500 0.0 Spray Pai

ADAMS,N | SLIRVEY INSTRUMENT MAN PP a0 00

AGUILAR,J | LABOR FM LOCAL 1070 FF &00 {1000 Dt Tap

YOUNG.K  |SURVEY FARTY CHIEF FF 500 0.00

I 2
Add | Edi | Delete |

You can now modify the copied Daily Sheet pane to reflect actual employees, material and equipment
for that Work Day. Use the scroll bar to view the entire Daily Sheet pane.
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To edit the duplicate Daily Sheet, select the correct Work Date. In the Daily Sheet pane, select the row
you want to change and click Edit.

% Edit Daily Sheet Record: 02/04{2004 X

— Employes

Mame: [ACOCELLA, M
Trade: |SUF|VEYINSTF|UMENT hAAMN _I
ST Hours: |8.00 OT Hours: ID.DD Clear |
 Materials

Description:; |Spray Paint

Quantity: [ 10 UnitCost [ $200 Tae% | 500% 42100
Ihvoice Date: I | Ihvoice I Clear I
— Equiprnent

[~ Rental Equipment

Equipmertt: [SEISMOGRAFH / SEIS o
Howrs: IS.DD Clear I

Save | Cancel |

To replace a resource on the Daily Sheet pane, click the appropriate browse button [l and select the
correct Employee/Trade ot piece of Equipment. Click OK and Save.

To clear a resource from the Daily Sheet pane, click Clear in the Employee, Materials, or Equipment
pane and Save.
Edit | Delete a Resource

You can edit or delete a resource from the Daily Sheet pane. You can delete a row in the Daily Sheet
pane but only in its entirety. Before you delete a row, use the scroll bar to view all resources in the row.

Caution:

You should understand the difference between the Edit and Delete commands on the Daily Sheet
pane and the Edit and Delete commands in the Employee, Equipment, and Labor Trades files.

* Edit or Delete in Daily Sheets affects the resource in the open project only.

= Edit or Delete on the Employee, Equipment, and Labor files when working within Daily Sheets
affects all resources in the universal Project Data File and all projects linked to the Project Data
File. Deleting will produce errors on MURK Reports for these projects, and editing will change all
occurrences of the resource in all projects.

Edit | Rental Equipment

The Rental Equipment list shows rental equipment description, manufacturer, and model and stores
rental cost and type (houtly, daily, weekly, or monthly), cost per hour, any delivery charges or fuel costs.
The Daily Sheet uses this list for you to quickly assign rental equipment.

Note:

Unlike Equipment Rates, Rental Equipment costs are not necessarily valid for a year. You should view
each piece of rental equipment to verify that costs are correct. If you re-rent a unit yet costs for that
unit have changed, you should Add the rental equipment as new and enter a unique Description.
Editing the cost of an existing piece of rental equipment may change historical project costs.

Rental Equipment data is stored in the project file and not the Project Data File. Edit or Delete in the
Rental Equipment file affects only the open project.
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Add Rental Equipment
To add rental equipment, click Edit | Rental Equipment and click Add:

% Add Rental Equipment m Add Rental Equipment and Rate (NYS)

Description; |G enerator #2
Manufacturer: |EE Cco
Mode: 1300 cfm

Fiental Cost: | $1.20000 Operating Cast/Haur: | 4 20.00
Fiental Cost Type: IMontth - I Delivery Charges: | 430,00

Save | Cancel |

ti Add Rental Equipment m Add Rental Equipment and Rate (NYC)

Description; |F0rklift

M anufacturer: |Intemati0nal

bodel: |P 2500

Operating Cost/Hour

Rental Cast: I $ 530,00 Fuel Adjustrment Factar: I 1.0
Rental Cost Type: IWeekIy - I Huorzepower: I 1.0
Fuel Cost: $25.00

Delivery Chargss: I $50.00 Operating Cost/Hour $25.00

Save Cancel |

Enter a Description that identifies the equipment. If you re-rent the same piece of equipment and the
costs change, you should enter a unique description, for example, Generator #2.

Enter the Manufacturer and Model.
For Rental Cost, enter the total rental agreement invoice amount.

For Rental Cost Type, select Houtly, Daily, Weekly, or Monthly. The Type divides the Rental Cost
value to calculate the equipment cost portion of the Operating Costs/Hour on MURK reports.

For Operating Cost/Hour, enter the fue/ cost per hour. This calculates the fuel portion of
Operating Costs/Hour on MURK teportts.

For Operating Cost/Hour, enter Fuel Adjustment Factor, Horsepower, and hourly Fuel Cost. This
calculates the fuel portion of the Operating Costs/hour on MURK reportts.

Enter Delivery Charges.

Click Save. The new rental equipment is displayed in the Rental Equipment file:

#% Rental Equipment: 9 records _ [0 x|

" Description hd anifacturer hodel |
Backhos John Deere 929 Diesel

Cormpreszor Honda HA000 watt

Front Loader Bobcat 763 Diesel

Generator CECO 1300 cfm

Generator §2 CECO 1300 cfm

Jackharmmer #1 Electic Hammer Co. 1000 pzi

Jackharnmer #2 Electic Hammer Ca. 1000 p=i

Propane Heater Sears BELEOO

Trencher Baretta Tren04-001 S/M 8387
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Edit | Employee File

The Employee File lists all employees. The Daily Sheet uses the Employee File to allow you to quickly

select an employee as you build a daily sheet. The Employee File or the Daily Sheet is where you

associate an employee with a trade.

The Employee File has two panes: Employees lists last and first name, and the employee’s default trade.
‘The Wages Over FICA and Unemployment pane stores the year the employee is active, and the dates the

employee’s wages meet FICA, Federal, and State unemployment cutoff values. As the calendar year
progresses, you will need to track and enter the date(s) as the employee’s wages meet the values as set

in Edit | Rates.

Add Employee

To add an employee, click Edit | Employee File:

%5 Employees: 493 records mE e
— Employees
" Lasthame Firsth ame Default Trade |ﬂ
AAARON BEMJdbdIN IRONWIORKER APFPR 1
AAROM JOE DOCKBUILDER MASTER 3
ABATH JOSEFH CARPEMTER MASTER Fi
ABBOTT DAVE CARPEMTER MASTER 1
ABBOTTE LEE IRONWIORKER APFPR 1
ACOCELLA & CARPEMTER MASTER 3
ACUNA M
ADAMS il CARPEMTER JRMY 1
AGUILAR J CARPEMTER &FPR 1 FP
ALBAMESE G
ALEXAMDER Thomasz IRONWORKER APPR 2 PP
ALMEIDA C
ALMEIDA Jd
A TEN W LI

Delete

State Unempl. D ate

3

27242002 |

| Delete |

In the Employee pane, click Add and enter the first and last name of the employee. For Default Trade,
click to assign a trade for this employee from the Labor Trades File. On the Trade window, click

OK. On the Add Employee window, click Save. Leave Default Trade blank if no default trade applies to

the employee.

B Add Employee | %

First Mame:

Last Mame:

Default Trade: [CARPENTER APFR 1 PP/ L

IF!IEH
IAEHINS

Save Rl Cancel |
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In the Wages Over... pane, click Add and enter the Year the employee is active:

s Add Wages Over Rec... [

RICH ACHINS

Year W

FICA Date: [
Unemplopment Date: I—

State Unempl. Date: I |

Cancel |

As the calendar year progresses, edit the Employee File and enter the dates the employee’s wages meet
FICA, Federal Unemployment, and State Unemployment cutoft values.

Click Save. Dates you enter for the employee display in the Wages Over. .. pane:

# Employees: 494 records o] %]
— Employees

" LastName FirstName Default Trade |£I

A8ARON BEMJAMIN IRONWORKER &PPR 1

AARON JOE DOCKEBUILDER MASTER 3

ABATH JOSEPH CARPEMTER MASTER FM

ABBOTT DaVE CARPEMTER MASTER 1

ABBOTTE LEE IRONWORKER APPR 1

CARPENTER APPR 1 PP

ACOCELLA, [t CARPEMTER MASTER 3

ACQUISTA [

ACUMNA M

ADAMS M CARPEMTER JRNY 1

AGUILAR J CARPEMTER &FPPR 1 PP

ALBANESE G

ALEXANDER Thomas IRONWORKER APPR 2 PP

ALMEIDA C _I

Al MEINA i h
A Edt | Delte |

—wages Over FICA and Unemployrest
“Year FICA Date Fed. Unempl. Date State Unempl. Date
9742004 4142004 k

pdd Edt | Dekte |

Edit | Delete Employee

Editing or deleting an employee from the Employee File will update the universal Project Data File.
The Project Data File affects all past, present, and future Project Files, Daily Sheets, and thus MURK
Reports that contain the edited or deleted employee. When you edit or delete from the Employee File,
you may be editing or deleting an employee from other projects as well.

®  Edit changes all occurrences of the employee in all projects linked to that Project Data File and that
contain that employee. Before editing, consider adding as a new employee.

® Delete removes all occurrences of the employee in all projects that contain that employee and will
produce errors on MURK Repotts in projects that are linked to that Project Data File.

Edit | Equipment File
The Equipment File lists all available equipment that can be used on a project and allows you to quickly
build a Daily Sheet. The Equipment File consists of two files: Equipment Types lists equipment, its
manufacturer, model, and model year. Equipment Rates also lists the equipment, but also shows
effective dates and stores rates for the equipment.
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For each newly added piece of equipment to Equipment Types, you add the new equipment to
Equipment Rates and set an effective date and the rates defined by the Blue or Green Book.

Add Equipment Type
To add new equipment, click Edit | Equipment File | Equipment Type:

% Equipment: 244 records _ o] x|
* Description Manufacturer Model Madel *ear | -
10"WHEEL DUMP TRUCK. p, IMTERMATIOMAL 1218 C, 70,000 LB. 1989
10'WHEEL DUMP TRUCK. M5 [INTERMATIOMAL 1218 C, 70,000 LB, 1993
10"WHEEL DUMP TRUCK IMTERMATIOMAL 1218 C¥. 70,000 LB. 1994
10"WHEEL DUMP TRUCK INTERMATIOMAL 1218 C, 70,000 LB. 1938
10%WHEEL DUMP TRUCK IMTERMNATIOMNAL 12-18 C, 70,000 LB. 1939
10*HEEL DUMP TRUCK IMTERMATIOMAL 1218 C¥. 70,000 LB. 2000
318 - HYDRAULIC EXCAVATOR  |CAT 318BL 1938
35 TON CRANE GROYE RTE3SC 1932
35 TOM CRANE GROVE RTE35C 1995
35 TOM CRANE GROVE RTE3EC 1939
446 LOADER CAT 44EB 1997
446 LOADER CAT 4468 JERE]

446 LOADER CAT 44EB 2000
EOFT. LIFT GROVE 1mz2 1968
ACETYLEME TORCH NORTHERM BIM. 2002
AERIAL LIFT GEMIE =] 1996
AERIAL LIFT GENIE =] 2000
AR COMPRESSOR IR 450CFM 1997
AlR COMPRESSOR IR 52ECFM 1999 LI
pad [ E@t | Delee |

Click Add and enter its description, manufacturer, model, and model year:

% Add Equipment | x|

Description: |332 LO&ADER

Manufacturer: ICAT

hodsl: |32

Model Year |2DDS

Cancel |

Click Save to add the new equipment.

B Equipment: 245 records [0 ]

- D escription M ariufacturer kM adel Maodel Year | s
10WHEEL DUMP TRUCE.  [INTERMATIOMAL 1218 Cv, 70,000 LB.

T0WHEEL DUMP TRUCK.  |[INTERMATIOMNAL 1218 Cv, 70,000 LE.
T0WHEEL DUMP TRUCK.  |[INTERMATIOMNAL 1218 Cv, 70,000 LE.
T0WHEEL DUMP TRUCK.  |[INTERMATIOMNAL 1218 Cv, 70,000 LE.
10WHEEL DUMP TRUCK.  |[INTERNATIONAL 1218 Cv, 70,000 LB.
10WHEEL DUMP TRUCK,  |[INTERMATIOMAL 1218 Cv, 70,000 LB.

318 - HYDRALILIC EXCEVATI 3186L
ER

35 TON CRANE

RTE35C

35 TOW CRANE GROVE RTE35C
35 TOW CRANE GROVE RTE35C
446 LOADER CaT 4468
446 LOADER CaT 4468
446 LOADER CaT 4468
BOFT. LIFT GROVE 1z
ACETYLENE TORCH NORTHERN B IN.
AERIAL LIFT GEMIE =)
AERIAL LIFT GENIE 60

AlR COMPRESSOR I3 450CFM

TN n ¥ [a nIa{aIaInlx] Iz} CACrThd

Add Edit Delete
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Add Equipment Rates (Costs)

For each newly added piece of equipment, you must also add corresponding rates and an effective date.

The newly added equipment does not appear in the Equipment Rates file until you add it to the Equipment Rates file.

You can click the Current Rates Only check box to view only that equipment having a valid effective
date (a date that falls within the year), and helps determine if the new equipment is not yet added.

To add new equipment to Equipment Rates, click Edit | Equipment File | Equipment Rates and click Add:
[ [S[x]

% Equipment Rates: 392 records

* Desciiption M anufachurer I odel Model rear | Effective Dal_el -
318 - HYDRAULIC EXCAYAT | CAT 3186L 1938 04/01/2003

35 TOM CRANE GROVE RTE35C 1953 o4/01/2000
35 TOM CRANE GROVE RTE35C 1939 04/01/2001

35 TOM CRANE GROVE RTE35C 1995 04/01/2002

35 TOM CRANE GROVE RTE35C 1932 04/01/2002

35 TOM CRANE GROVE RTE35C 1333 04/01/2002

35 TOM CRANE GROYVE RTE35C 1335 04/01/2003

35 TOM CRANE GROYVE RTE35C 1333 04/01/2003

35 TOM CRANE GROYVE RTE35C 1952 04/01/2003

35 TOM CRANE
E LOAD
446 LOADER

GROVE

CAT

RTE3EC 1552

44ER

04/01/2004

01

1999 | 03/01/2002

445 LOADER Car 4968 7000 | 06/01/2002
445 LOADER EaT 4458 000 | 03/01/2003
BOFT. LIFT GROVE iz 1988 | 03/01/2002
BOFT. LIFT GROVE iz 1988 | 03/01/2003
ACETYLENE TORCH NORTHERN BIN. 202 | 01/01/2002
BERIAL LIFT BEMIE 0 1995 | 02/01/2002
BERIAL LIFT BENIE i 000 | 02/01/200
B - e e

I~ Current Rates Only add | Edt | oy | Deee |

In the Equipment pane, click to view the Equipment (Types) file:

B Add Equipment Rate | %

" Equiprent
Effective D ate: I I Fiate Type
& Blue Bock " Green Book
Age Adjustment Factar: I 1.0 Section: I— Bige l—
Est. Dperating Cost/Hour: I

Fate:

Setcheck hox if Waing a fixed rental rate.

Hourly: I I weekly: I r
D aily: I I Monthl_l,l:l I

R ate Reduction Factar: I

Save |

B Add Equipment Rate | x|

" Equiprent

Effective Date: I |

I 1.0
b amirnum Hours per Day: I

Age Adjustment Factor:

=
—HateT}lped—
& Blue Bock " Green Book

Section: I Page: I

Rate — Operating Cost/Hour
Set checlk box Ifusing a fixed rental rate. Fuel Adiustment Fact l—
uel Adjustment Factor:
Haurly: I ™ weekly I r Harsepower: I—
D aily: I I~ Monthly: I I Fuel Cost I—
Riate Reduction Factar: I Operating Cost/Hour $0.00
Save | Cancel |

Add Equipment Rate (NYS)

Add Equipment Rate (NYC)
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Select the equipment you recently added to the Equipment (Types) file:

#& Equipment Rates: 392 reco _ =) ]
- Descrption |Manufacturer |M0del | todel rear |Effectlve Dat_el:l
318 - HYDRALLIC EXCAVA | CAT 131380 I~ 133 | 470172001
% #s Equipment: 245 records o] x|
w - Deseription I anutacturer todel Model Year |«
135 TON R 555/HEEL DUMP TRUCK. [ INTERNATIONAL 7218 Cv, 70,000 LE, 7383
|35 TON CR 14 0+/HEEL DUMP TRUCK, |[INTERNATIONAL TZ18CY, 70,000 LE. 7333
|35 TON CR 14 0+/HEEL DUMP TRUCK, |[INTERNATIONAL T2-18CY, 70,0006 E
|35 TONCR 40 HEEL DUMP TRUCK, | INTERNATIONAL 1218CY, 70.000LE. 1998
|35 TON CR {40+/HEEL DUMP TRUCK, [INTERNATIONAL T218CY, 70,000LE. EEE
% 10WHEEL DUMP TRUCK__|INTERNATIONAL T218CY, 70.000L8 2000
|5 TR (318 HYDRAULIC EACAVAT( CAT 3M88L 7335
| 446 LOADE o2 o CRanE GROVE RTE35C 1992
| 446 LOADE o2 Tan CRaNE GROVE RTE3EC 7995
| 446 LOADE o2 Tan CRANE GROVE RTEIC EEE
(EOFT. LIFT {446 LOADER CAT 468 1997
[BOFT LIFT e LnADER CAT 1468 7333
[ACETYLEN e LnADER CAT 1468 2000
[AERIALLIF ey LiFT GROVE 012 1968

ACETYLENE TORCH NORTHERN BIN. 200z
l_ Currert F AFRILAL TIFT GFRIF R 199F LI

Add | Edit |
- 0K | Cancel |
Click OK and the Equipment pane in the Add Equipment Rate window shows the new equipment.
This field links the Equipment (Type) with its rates:

s Add Equipment Rate ] Add Equipment Rate (NYS)

Equipment
’V|332 LOADER / CAT / 332C / 2003 =] ‘
Effective Date: |1 2/30/2003 I Rate Type
" Blue Book " Green Book
Age Adjustment Factor: I 0.945 Section: W Bige |—5
Est. Operating Cost/Hour: $ 25.00

Fiate:
Setcheck boy if using a fixed rental rale.

HUUT'}"I $2000 7 weekly: I $80000 [
D aily: I $160.00 [~ Monthly: | $252000

Rate Reduction Factor: 0.00

Cancel |

B Add Equipment Rate ] Add Equipment Rate (NYC)

Equiprent
’]BAEKHDE /INTERNATIONAL /945 / 2003 _I ‘
Effective Date: |D4.-"D‘I /2003 I - Rate Type
& Blue Bock " Green Book

Age Adjustment Factor: I 1.0 Section: |—48 Page: I—SU

M aximum Hours per Day: I 7
Fiate: — Operating Cost/Hour

Setcheck box if us) fived rental rate.

(ETEELR (PR RN © W et (5 Fuel Adjustment Factor: I—DS
Hawrly: I $16.00 v ‘wieekly: I $ 640,00 Horsepover: IW
D aily: I $128.00 [ Monthly: I $2816.00 (T Fuel Cost $1.09

Rate Reduction Factar: I 0.00% Dperating Cost/Hour $190.75
Save Cancel |

Enter an Effective Date and Age Adjustment Factor.
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Enter an Estimated Operating Cost/Hour including fuel per hour.

Enter Maximum Hours per Day limit. Hours you enter in a Daily Sheet will not exceed this value.
In Rate Type, select either Blue Book or Green Book and enter the section and page.

In Rates, enter an hourly, daily, weekly, and monthly rate. Rates you enter are used on MURK Reports
to calculate a portion of the Operating Costs/Hour. FAM can calculate scaled rates for you. The rate
scales to a value relative to the selected check box. For example, enter $16.00 as an Hourly rate. Click
then unclick the Hourly checkbox. The Daily rate displays $128.00, the houtly rate multiplied by 8 hours

per day; the Weekly rate displays $640.00, the hourly rate multiplied by 40 hours per week; and the
Monthly rate displays $2,816.00, the hourly rate multiplied by 176 hours per month.

For equipment charged as a Fixed Rental Fee, select the houtly, daily, weekly, or monthly check box;
selecting a checkbox may change the values you enter and will calculate and display a scaled flat rate
relative to the selected check box.

For any shift differential, enter a Rate Reduction Factor. Leave blank for 100% reimbursement, or enter
90 for 90% reimbursement, and so on. For example, if your contract terms state the rate reduction is
25% where the rate is reduced &y 25%, enter 75; if the rate is reduced 7 25%, enter 25.

In the Operating Cost/Hour pane, enter a Fuel Adjustment Factor, Horsepower, and Fuel Cost. The
fuel portion of Operating Cost/Hour total is displayed.

Click Save. The Equipment Rates file shows the new equipment and the Effective Date:

# Equipment Rates: 393 records =
* Desciiption M anufachurer I odel Model rear | Effective Date| =
10WHEEL DUMP TRUCK, [INTERMATIONAL 12-18 Cv, 70000 LB. 2000 04/01/2001

10WwHEEL DUMP TRUCK

INTERMNATIONAL

1218 Cv, 70,000 LE.

1992

04/01/2001

10WwHEEL DUMP TRUCK

INTERMNATIONAL

1218 Cv, 70,000 LE.

1553

02/01/2002

10WwWHEEL DUMP TRUCK

INTERMATIONAL

1218 Cv, 70,000 LE.

1992

02/01/2002

TOWHEEL DUMP TRUCK

INTERMNATIONAL

1218 Cv, 70,000 LB

1334

02/01/2002

10WHEEL DUMP TRUCK

INTERNATIONAL

1218 0, 70,000 LB,

1933

04/01/2002

10%HEEL DUMP TRUCK

INTERNATIONAL

1218 Cv, 70,000 LE.

2000

04/01/2002

10%HEEL DUMP TRUCK

INTERNATIONAL

1218 Cv, 70,000 LE.

1383

04/01/2002

10%HEEL DUMP TRUCK

INTERNATIONAL

12-18 Cv, 70000 LB.

1983

02/01/2003

10WwHEEL DUMP TRUCK

INTERMNATIONAL

1218 Cv, 70,000 LE.

1934

02/01 /2003

10WwHEEL DUMP TRUCK

INTERMNATIONAL

1218 Cv, 70,000 LE.

1592

02/01/2003

10WwWHEEL DUMP TRUCK

INTERMATIONAL

1218 Cv, 70,000 LE.

1992

02/01/2003

TOWHEEL DUMP TRUCK

INTERMNATIONAL

1218 Cv, 70,000 LB

1333

02/01/2003

10WHEEL DUMP TRUCK

INTERNATIONAL

1218 0, 70,000 LB,

1933

02/01/2003

18 - HYDRAULIC EXCaVA

CAT

18BL

1333

04/01/2001

1333

0

318 - HYDRALLIC EXCAVA™ CAT 14./01/2003
: 2003 o )
1953 1]
[35 TON CRANE |GROVE |RTE3SC | {EEE] | o4/01/2000 LI

e Tam Fraar e e ATraee T Thnn [BGTRGERGTGE]

I Curent Rates Only Edit | Copy | Delete |

Edit | Delete Equipment

Editing or deleting equipment from the Equipment File updates the universal Project Data File. The
Project Data File affects past, current, and future Project Files, Daily Sheets and MURK Reports that
use the edited or deleted equipment. When you edit or delete from the Equipment File, you may be
editing or deleting equipment from other projects as well.

®  Edit changes all occurrences of the equipment in all projects linked to that Project Data File and
that use that equipment. Editing the equipment name in Equipment Types changes the name in
Equipment Rates and does not change the rates. Before editing a piece of equipment, consider
copying or adding an equipment type and add it to Equipment Rates.

* Delete removes all occurrences of the equipment in all projects that use that equipment and will
produce errors on MURK Reports in projects that are linked to that Project Data File. Deleting a
piece of equipment also deletes its equipment rates.

Note:

You should retain equipment records. This will allow you to enter historical work in Daily Sheets and
still produce accurate MURK reports.
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Copy Equipment Rates
In Edit | Equipment File | Equipment Rates, click Copy and enter a new effective date and new rates.
To view only equipment with current rates, click Current Rates Only.

Equipment Rates Effective Date. One of the most important fields in the Equipment Rates file is the
Effective Date. Each piece of equipment in the Equipment Rates file has a date field that corresponds to
the date of the Blue or Green Book that determined the rates.

Rates for a piece of equipment expire one year from its effective date. This ensures that rates are
current. When the Work Date on a Daily Sheet exceeds the effective date by one year, MURK Reports
print an equipment discrepancy page.

Notice the difference between the number of Equipment records and the number of Equipment Rates
records. The number of Equipment Rates eventually will be greater than the number of Equipment
records. Though the life of a piece of equipment may span years, the rates for that equipment will
change from year to year. So, over time, a piece of equipment will have more than one effective date
and set of rates. Even when rates stay constant from year to year, the Effective Date still expires after
one year. This assures that you evaluate rates at least annually and that MURK Reports reflect current
rates.

About Books. As new Blue Books or Green Books are issued, you should update (copy) the
equipment’s Equipment Rates and enter new rates and a new effective date.

The Blue or Green Book determines the current rates for equipment. FAM uses the Book date to
match the date of work with the correct equipment costs. When a new edition of a Book is issued, you
will need to update (copy) the Equipment Rates file with the new rates and Book section and page.

Edit | Labor File

The Labor File shows all trades that can be used on a project, stores the wages by trade, and allows you
to quickly build a Daily Sheet. The Labor File consists of two files: Labor Trades shows trade names,
union names, and union numbers. Labor Rates again shows trade names, but also shows effective dates
and stores the wage rates and a workman’s compensation percentage for the trade.

When you add a new trade to Labor Trades, you must also add the trade and its rates to Labor Rates.

Add Labor Trades
To add a new trade to the Trades list, click Edit | Labor File | Labor Trade and click Add:

#% Trades: 63 recor -0 x|
” Trade UnionTrade Union# -
B&CKHOE OPER APPR 1 INTL OPER ENG 7
BACKHOE OPER APPR 2 IMTL OPER EMG 721
BOAT OPER CAPTAIM MARITIME EAST 15
CARPEMTER FORE LABORERS OF MY 7
CARPE] o =
COMPR Ei Add Trade |
COMPR :

COMPR | Trads: |EAEKHDE OPER JRNY 1 —

COMCRI | nion Trade:  [INTL OPER ENG -

CRANE

CRANE | Union |?2‘I e

CRAMNE

CRANE Save Cancel | [

FORMSI

HEATER OFER &FPR 1 LABORER 1010

IRONWORK AP 36ma I OF MY 31

IRON'WORK MASTER 3 I'wiD OF NY 361

IRONWOREK PP 24mo I'wi0 OF N 31 ;I
Add Edit Delete

25



FORCE ACCOUNT MANAGER

Enter the trade name, official union trade name, and union number and click Save.

B Trades: 64 records M=

~ Trade UnionTrade Union# | rs
BACKHOE OFER &FPR 1 INTL OFER ENG 721
B&CKHOE OPER AFPR 2 INTL OPER EMNG 721
ACKHOE OPER JRNY 1 INTL OFER EMNG
BOAT OPER CAPTAIN MARITIME EAST 15
CARPEMTER FORE LABORERS OF MY 71
CARPEMTER JRNY LABORERS OF MY 71
COMPRESSOR OFER APFR LABORER EAST 28
COMPRESSOR OFER JENY LABORER EAST 28
COMPRESSOR OPER MASTER  |LABORER EAST 28
COMCRETE ENGIMEER L4BORERS 1010
CRANE OPER APPR 18ma INTL OPER ENG 721
CRAMNE OPER APPR 24mo INTL OPER EMG 721
CRAMNE OPER APPR 36mo INTL OFER ENG 721
CRAMNE OPER JRMY 4 INTL OPER ENG 721
CRaMNE OPER MSTH Sy INTL OPER EMG 721
FORMSETTER JRNY 1 LABORERS 1010
HEATER OFER 4FFR 1 LABORER 1010
IRONWORK AP 36mo "0 OF MY 361
IROMNWORK MASTER 3 I/ OF MY 3E1 ;I
Add Edi | Delete |

Add Labor Rates (Wages)
For each newly added trade, you must also add a corresponding rate and effective date. The newly added
trade does not appear in the Labor Rates list until you add it to the Labor Rates list.

Labor Rates stores the labor wage rates for each trade. Each trade has straight time and over-time
wages, fringe benefits wages, and non-taxable wages. The fringe benefits wages and straight time and
overtime wages may be different for Weekly, Saturday, and Sunday work depending on the trade.

For each newly added trade, you add the new trade to the Labor Rates and set an effective date and the
rates as defined by the trade agreement.

You can click the Current Rates Only check box to view only those trades that have an effective date
that falls within the year and to determine if a trade is not yet added.

To add a new trade to Labor Rates, click Edit | Labor File | Labor Rates and click Add:
#8 Labor Rates: 178 records o] x|

* Trade

UnionTrade

Uniont

Effective Date | «

BACKHOE OPER APPR 1

INTL OPER ENG

721

07/01/1933

BACKHOE OPER APPR 2

INTL OPER ENG

721

07/01/1933

BACKHOE OPER APPR 2

BOAT OPER CAPTAIN

INTL OPER ENG
INTL OPER ENG
MARITIME EAST

721

15

07/01/1333
1)
07/01/1933

BOAT OPER CAPTAIN

MARITIME EAST

15

08/01/1333

BOAT OPER CAPTAIN

MARITIME EAST

15

07/01/2000

CARPENTER FORE

LABORERS OF MY

71

07/MA1397

CARPENTER FORE

LABORERS OF MY

71

07/01/1933

CARPENTER FORE

LABORERS OF MY

71

07/01/1333

CARPENTER FORE

LABORERS OF MY

71

07/01/2000

CARPENTER FORE

LABORERS OF MY

71

07/01/2001

CARPENTER JRNY LABORERS OF MY 71 07/MA1397
CARPENTER JRNY LABORERS OF MY 71 07/01/1933
CARPENTER JRNY LABORERS OF MY 71 07/01/1333
CARPENTER JRNY LABORERS OF MY 71 07/01/2000
CARPENTER JRNY LABORERS OF MY 71 07/01/2001

COMPRESS0R OPER APPR

LABORER EAST

28

07/MA1397

COMPRESS0R OPER APPR

LABORER EAST

28

07/01/1933

BRI e la e W T a]

I~ Curent Rates Only

LI ek

Edit

Copy

An

Delete

AN A nnn

26



FORCE ACCOUNT MANAGER

In the Trade pane, click [ to view the Trades list:

Trade

I = |
Effective Date: I |
wiorkman's Comp Rate: I

r— Labor Base Rates & Tavable and Non-Taxable Benefits

EBase Rate / Taxable Benefit

Straight-Time: Over-Time Mon-T axable Bensfit
Rate Benefit Rate Benefit 5.T. 5T.+0.T.
Wesly | | | | | |
Saturday | | | | | |
Sunday | | | | | |

[~ Charge Premium Partion of Dvertime anly

Save | Cancel |

From the Trades file, select the newly added Trade and click OK:

#% Labor Rates: 178 records

=15 %]

Cancel |

- TUnianT rade | Uniontt | Effective Date | «|
BACKHOE OPER APPR 1 :
EACKHOE OPER APPR 2 % Trades: 64 records
BACKHOE OPER APPR 2 [Fq = Tieriiei:
HOE OFER 4P
EACKHOE OPER APPR 1 INTL OPER ENG
BOAT OPER CAPTAIN BACKHOE OPER APPR 2 INTL OPER ENG
BOAT OPER CAPTAIN ACKHOE OPER JRNY 1 INTL OPER ENG
BOAT OPER CAPTAIN BLAT DPCR CAPTAIN MARITIME EAST 15
CARPENTER FORE CARFENTER FORE LAEORERS OF NY 71
CARFENTER FORE CARFENTER JANY LEBORERS OF NY 71
CARPENTER FORE COMPRESSOR OPER APPR LABORER EAST &
CARPENTER FORE COMPRESSOR OPER JRANY LABORER EAST 28
CARPENTER FORE COMPRESSOR OPER MASTER | LABORER EAST 8
CARPENTER JRN'Y CONCRETE ENGINEER LAEDRERS 1010
CARPENTER JRN'Y CRANE OPER AFFR 18mo INTL OFER ENG 721
CARPENTER JRN'Y CRANE OFEFR AFPR 24mo INTL OPEF ENG 721
CARPENTER JRN'Y CRANE OPER APPR 36ma INTL OPER ENG 721
CARPENTER JANY CRANE OPER JRANY dyr INTL OPER ENG 721
COMPRESSOR OPER APPI {2 2 e FE R MSTH Byt INTL OPER ENG 721
el —
HFATFR MPFR AFFF 1 | ARMRFR 1mn
I~ Cument Rates Only E
ad | Eat |
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The Trade pane shows the new trade/union name/union number that you recently added to Labor
Trades. This associates the trade with its rates:

B Add Labor Rate x|
=

Trade
lrlBﬂCKHDE OPER JRNY 1/ IMTL OPER ENG /721

Effective Date: |03£22£2004 I
wiorkman's Comp Rate: I

r— Labor Base Rates & Taxable and Non-Taxable Benefits

Base Rate / Taxable Benefit

Straight-Time Over-Time Mon-T axable Benefit
Rate Benefit Rate B enefit 5T ST.+0T.
Wweekly | $3385 | s000 | $s078 [ $000 | s1s820 | s$2810
Satday | g0 | so000 | $E07e [ 000 | s1m20 | sz810
Sunday | g$e7F0 [ soo0 [ gev 0 [ g0.00 | #2440 | 3005

[~ Charge Premium Portion of Overtime arly

Cancel

Enter an Effective Date for labor wage rates. The rates will be valid (current) for one year from this date.
If applicable, enter a Workman’s Comp Rate specific to the trade. This value overrides the rate set in
Project (Information) for this trade only. MURK 13 displays the term “zariablé’ in lieu of the standard
workman’s comp rate.

In the Labor Base Rates & Taxable and Non-Taxable Benefits pane, enter Weekly, Saturday, and Sunday
houtly straight-time and over-time wages and benefits, and non-taxable benefits. Enter these values as
wage dollars from the Trade agreement currently in effect.

If applicable, click the Charge Premium Portion of Overtime Only check box for acceleration work.
Standard Hours (ST) you enter in a Daily Sheet are ignored. You are reminded that this charge is in
effect when you next print MURK 13.

Click Save. The Labor Rates file shows the new Trade and the new Trade’s Effective Date:
#8 Labor Rates: 179 records o] x|

I~ Curent Rates Only Add

Edt | Cow

* Trade UnionTrade Uniont Effective Datil -~
BACKHOE OPER APPR 1 INTL OPER ENG 721 07011998 T
BACKHOE OPER APPR 2 INTL OPER ENG 72 07/01/1998
BACKHOE OPER APPR 2 INTL OPER ENG 72 07/01/41993
BACKHOE OPER APPR 2 INTL OPER ENG 721 07/01/2001
OE OPER JRNY 1 INTL OPER ENG 2 0 0
PER CAPTAIN MARITIME EAST 15

BOAT OPER CAPTAIN MARITIME EAST 15 080141993
BOAT OPER CAPTAIN MARITIME EAST 15 07/01/2000
CARPENTER FORE LABORERS OF NY 71 07/01./41997
CARPENTER FORE LABORERS OF NY 71 07/01/1998
CARPENTER FORE LABORERS OF NY 71 07/01/41993
CARPENTER FORE LABORERS OF NY 71 07/01/2000
CARPENTER FORE LABORERS OF NY 71 07/01/2001
CARPENTER JRNY LABORERS OF NY 71 07/01./41997
CARPENTER JRNY LABORERS OF NY 71 07/01/1998
CARPENTER JRNY LABORERS OF NY 71 07/01/41993
CARPENTER JRNY LABORERS OF NY 71 07/01/2000
CARPENTER JRNY LABORERS OF NY 71 07/01/2001
COMPRESS0R OPER AFPR LABORER EAST 28 07/01./41997

Delete |

Edit | Delete Trades

Editing or deleting trades from the Labor files updates the universal Project Data File. The Project
Data File affects past, current, and future Project Files, Daily Sheets and MURK Reports that use the
edited or deleted trade. When you edit or delete from the Labor files, you may be editing or deleting
from other projects as well.
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®  Edit changes all occurrences of the trade in all projects linked to that Project Data File and that use
that trade. Editing the trade name changes the name in Labor Rates but does not change the rates.
Before editing an existing trade, consider copying or adding a new trade and add it to Labor Rates.

* Delete removes all occurrences of the trade in all projects that use that trade and will produce errors
on MURK Reportts in projects that are linked to that Project Data File. Deleting a trade also deletes
its labor rates.

Note:

You should retain labor records. This will allow you to enter historical work in Daily Sheets and still
produce accurate MURK reports.

Copy Labor Rates
In Edit | Labor File | Labor Rates, click Copy and enter a new effective date and new rates.

To view only trades with current rates, click the Current Rates Only checkbox. If Labor Rates were
negotiated, for example, on 01/01/2003 and again on 07/01/2003, both Labor Trades will display.

Labor Rates Effective Date. One of the most important fields in the Labor Rates file is the trade
contract date or Efective Date. Each trade in the Labor Rates file has a date field that corresponds to the
date of the labor contract that determined the rates.

Rates for a trade expire one year from its effective date. This ensures that rates are current. When the
Work Date on a Daily Sheet exceeds the effective date by one year, MURK Reports print a labor
discrepancy page.

Notice the difference between the number of Labor Trade records and the number of Labor Rate
records. The number of Labor Rates eventually will be greater than the number of Trades. Though a
trade persists from year to year, the contract rates for a trade change from year to year. So, over time,
the Labor Rates file will have more than one effective date and set of rates. Even if rates stay constant
from year to year, the Effective Date automatically expires after one year. This assures that you evaluate
rates at least annually and that MURK Reports reflect current rates.

About Labor Contracts. As new labor contracts are negotiated, you should update (copy) the trade’s
Labor Rates and enter new rates and a new contract effective date.

Edit | Rates File (Withholding)

This Rates File stores the annual withholding rates and maximum cutoff value mandated by federal and
state employment agencies.

The Rates File allows you to enter the annual withholding rates for Social Security and Medicare
(FICA), Social Security cutoff value, Federal Unemployment rate and cutoft value, and State
Unemployment rate and cutoft value. You should keep previous years’ rates and values.

These settings determine values and rates calculated on MURK Reports, and work in conjunction with
the dates you enter in the Employee File in the Wages Over... pane.

When an employee’s wages meet the cutoff values, you will need to enter the date in the Employee File
in the Wages Over... pane.
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Add Rates (Withholding)

To add withholding rates and cutoff values for the year:

= In Edit | Rates, click Add and enter the Year the rates are active
#: Rates: 1 record = =1

B Add Rate | x|

i~ Federal Unemplopment——
Year |2004 Rate: I B.20%
Cutoff $87.900

FICA & Medicare
Social Security Aate: I E.20% | [ State Unemployment

Medicae Rate: I 1.45% Rate: I 0.00%
Add Sacial Security Cutoff: | 45,450 Cuitaff | 48,500

s | .

In the FICA & Medicare pane, enter:

= Social Security Rate

= Medicare Rate

= Social Security Cutoff value

In the Federal Unemployment pane, entet:
= Federal Rate

= Federal Cutoff value

In the State Unemployment pane, entet:

= State Rate
= State Cutoff value

Edit | Defaults

Program Defaults assures that all zew projects are created with standard settings regarding workman’s

comp, labor profit and operating percentages, and other contractual rates and charges. Program Defaults
eliminates the task of repeatedly entering these settings for every new project.

When you next create a new project file, FAM copies these standard settings to Project (Information).
Editing Program Defaults affects only newly created projects and does not change an existing project’s
settings; to change the settings specific to a project, you should edit Project (Information) in the open
project.

The check box settings you select affect the order in which FAM calculates MURK report values.
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Enter Defaults for Program Rates

To enter default rates and settings for new projects, click Edit | Defaults:

Program Defaults (NYS
B Program Defaults K 9 (NYS)
Fiate
‘workman's Comp Fate: I 1441% Labar P&O: I 20.00%

PL & PD Insurance Rate: | 5.0125% Material P&O: | 20.00%

Premium Wages In Workman's Comp [V

Premium ‘ages In P40 i~ Wwheek Starting: ISunday - I

PL & PD' Insurance on Gross Wages i~

Cancel |

% Program Defaults x| Program Defaults (NYC)

— Rate:

Workman's Comp Fate: | 22.24% Additional Insurance: | 0.000%
PL & PD Insurance Rate: I 0.0000% Subcontractors Markup: I 0.00%

Paint Time Benefit: | £ 0.00 Premium Wages In P&O r

PL & PD Insurance on Gross Wages |

— Profits & Overhead

Labar b aterial E quipment

Profit: I 10.00%  Profit I 10.00%  Prafit I 10.00%
Overhead: I 10.00%  Overhead: I 10.00%  Owerhead: I 10.00%
Sub's Ins.: I 0.00%  Sub'slns: I 0.00%  Sub'slns: I 0.00%

Cancel |

Enter standard Rates values and settings for new projects for:

Workman’s Comp Rate: a standard workman’s comp rate for projects. You can also set this rate
specific to a trade in Edit | Labor File | Labor Rates.

PL & PD Insurance Rate: a standard insurance rate set by your carrier.

Labor (P&0): a standard labor profit and overhead rate for projects.

Material (P&0): a standard material profit and overhead rate for projects.

Premium Wages in Workman’s Comp: if checked, Workman’s Comp calculations include Premium
Wages; if not checked, only Regular Wages are included.

Premium Wages in P&O: if checked, Overhead and Profits calculations include Premium Wages; if
not checked, Premium Wages are excluded from Overhead and Profits calculations.

PL & PD Insurance on Gross Wages: if checked, PL. & PD Insurance is calculated on Gross Wages
in MURK 13 Taxes and Insurance; if not checked, PL. & PD Insurance is calculated on Gross
Receipts in MURK 13 Total Force Account.

Week Starting day

Enter standard Rates values and settings for projects for:

Workman’s Comp Rate: a standard workman’s comp rate for projects. You can also set this rate
specific to a trade in Edit | Labor File | Labor Rates.

PL & PD Insurance Rate: a standard insurance rate set by your cartier.

Point Time Benefit: dollar benefit per ironworker per day that applies only to Labor Trades that
include the terms “iron” or “IW”” in the trade name. Value is included in Regular Wages total.
Additional Insurance: additional insurance calculated for Labor, Material, and Equipment.
Subcontractors Markup: subcontractor markup calculated for Labor, Material, and Equipment.
Premium Wages in P&O: if checked, Overhead and Profits calculations include Premium Wages; if
not checked, Premium Wages are excluded from Overhead and Profits calculations.
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* PL & PD Insurance on Gross Wages: if checked, PLL & PD Insurance is calculated on Gross Wages;

if not checked, PL & PD Insurance is calculated on Gross Receipts.
Enter standard Profit & Overhead rates for Labor, Material, and Equipment for projects:

= Profit: profit portion of P&QO; value is calculated before Overhead; value can include or exclude
FICA and Ul in Project (Information), Premium Wages, and/or PL&PD Insurance for the Labor.
® Overhead: overhead portion of P&O; value is calculated after Profit; value can include or exclude
FICA and Ul in Project (Information), Premium Wages, and/or PL&PD Insurance for the Labor.
= Subcontractors Insurance: subcontractor additional insurance.

Click Save.
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Reports Menu

The Reports menu allows you to preview and print MURK reports, the project’s Man-hour and
Materials reports, the project’s resource reports as well as database resource reports.

B8 Force Account Manager NYS - Bridge Project _ 5] x|
File Edit | Repots Tools  About

kurks 11

kurks 12

kurk 13

hurk 17

tan-hour Feport
hdaterials Report

Equipment !

Lahor
Rental Equipment
Wages Owver FICAUnemployrment

Print Reports
Select Reports and the name of the report.

*  For MURK reports, enter Starting and Ending Dates and click OK. Select the printer and click Print
or Preview.

*  For Man-hour, Materials, and Rental Equipment reports, select the printer and click Print or
Preview.

*  For Employees, Equipment, Labor, and Wages Over FICA/Unemployment reportts, select All or
Project Only. Select the printer and click Print or Preview.

To print, you can use the default printer or choose a specific printer.
& Print Murk 13

¢ Default Prirker

Minolta Pagetorke/Pro 20 [M5] Canesl |

& Specific printer
& dobe POF

Preview |

Click Print to print the complete report, including any discrepancy pages. The Print command calculates
and assembles the data you entered in Daily Sheets into the format required for the report.

To select a printer other than the default printer, click the drop-down box =lo display available
printers. Select a printer and click Print:

& Print Murk 13

Pririter Erint
& Default Prinker
Minolta Pagedorks/Pro 20 [M5] Cancel

" Specific printer

Minalta Pagevworks/Pro 20 [M5) ;I
Adobe FOF
Generic £ Text Ol

iGenenc PostScript Printer

Prewview

]
N
e |

Minolta Pagetworke/Pro 20 (M5)
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Change the Default Printer

To change the default printer, click Start | Settings | Printers on the Windows taskbar and select a new
default printer. Click File and ensure that Set as Default Printer is checked. All applications will use the
selected printer and its default settings as the default printer.

To change the settings of the default printer, click Start | Settings | Printers and select the default printer.
Click File | Printing Preferences. Choose the settings, including any Advanced Settings, and click OK.

Preview Reports

Before you print a report, you can view a report on your screen. Preview assembles the data you
entered in Daily Sheets into the required format. Preview allows you to determine any discrepancies or
errors before you actually print a report.

To view a report on-screen, including discrepancy pages, click Report and select the desired report.
Click Preview on the Print window:

Periad

Regular
Wages

Premium
Wages

Gross
Wages

Wages Over
$5,450

Federal Wages Cver
387,900

State Wages Cver
8,500

hon-T axable
Benefts

1U25/2004 - 173172004

F1512329

$1512529

F9,554.61

F259046

F4,14069

556774

Totals

F15123.29

$1512529

F9,554 61

§2,590.46

F 414069

§5,567.74

On the Print Preview window:

To return to the first page, click the GoToFirstPage 4] button.
To return to the previous page, click the PreviousPage [¥] button.
To advance to the next page, click the NextPage 2] button.

To advance to the last page, click the GoToLastPage [¥] button.

To view a specific page, type the page number in Page: - 912192 [ 2092 4ng press Enter.

To enlarge the on-screen view, click the Zoom pointer & , ot type a greater percent in Zoom:

Zoom; I 120

and press Enter. Use the scroll bar to view the off-screen portions of the page.

& Print Preview _ |7 x|
OEIRI0] el T2 zem [ |
=
Murk 13 NEWY YORK 5TATE DEPARTMENT OF TRANSPORTATION
Bridge Project FORCE ACCOUNT SUMMATION 030352004 12:54:53
Sheet Da e 01/26/2004 to 0130/2004
CONTRACT MO FED. PROJECT MO. COMTRACTOR Itetn Mo, Bridge over Hudson River, Paving, Q1 2004
5000111222 Q000111 State Contractor

To reduce the on-screen view, right-click the Zoom pointer & , or type a lesser percent in Zoom:

(2o [ %0 and press Enter.

To print the current page only, click the Print Current Page on... button.
To print the entire report, click the Print Entire Document on. .. button.
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MURK 11 Daily Record

The MURK 11 lists each day of work you entered in Daily Sheets for recording daily force account
labor, material, and equipment expenses. To print or preview the MURK 11 forms for the open
project file, click Reports | MURK 11. Enter a Starting and Ending Date and click OK.

£ Print Murk 11

Starting and Ending D ates

From: |01/2602004 | 2]
To: [01302004 | = Cancel |

MURK 12 Summary of Labor

MURK 12 Summary of Labor tabulates the labor expenses associated with force account work over a
period of time for the open project file. The MURK 12¢ summarizes, by week, the labor activity you
entered in Daily Sheets. To print or preview the MURK 12 forms, click Reports | MURK 12. Enter
Starting and Ending Dates and click OK.

MURK 13 Summation

MURK 13 Summation tabulates the final summary of labor, material, and equipment expenses for
force account work performed for the open project file. To print or preview MURK 13 forms, click
Reports | MURK 13. Enter Starting and Ending Dates and click OK.

MURK 17 Summary of Equipment

MURK 17 Summary of Equipment details the equipment (type, size, hours used, etc.) for force
account work performed and entered in Daily Sheets. To print or preview the MURK 17 forms for the
open project file, click Report | MURK 17. Enter Starting and Ending Dates and click OK.

Man-hour Report
The Man-hour Report lists labor trades, standard hours and overtime hours as defined in the Daily
Sheets for the project. To print or preview the Man-hour Report, click Reports | Man-hour Report.
Materials Report
The Materials Report lists by date the material, quantities, unit cost, tax and total cost as defined in
Daily Sheets for the project. To print or preview the Materials Report, click Reports | Materials Report.
Employees Report

The Employees Report lists employees and their associated Default Labor Trade, Union Trade Name,
and Union number. To print or preview the Employees Report, click Reports | Employees.

Print Employees | x|

@ ‘Wwould you like to print the entire employes list or just t%&list of employees in this project?

i Project Cancel
i Employess

All Employess

Select All Employees to compile all Employees and their Trades from the universal Project Data File, or
Project Employees to compile only the Employees and Trades from the open Project File.
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Equipment Report

The Equipment Report lists equipment types and their rates. To print or preview the Equipment
Report, click Reports | Equipment.

Print Equipment | x|

@ Wiould pou like to print the entire equipment list or just the list of equipment in this praject?

i Project

| EquPment Cancel |

All Equipment

Select All Equipment to compile all Equipment Types and Rates from the universal Project Data File, or
Project Equipment to compile the Equipment Types and Rates from the open Project File.

Labor Report

The Labor Report lists labor trades and their rates. To print or preview the Labor Report, click
Reports | Labor.

Print Labor Trade Rates | x|

@ Would you like ta print the entire trades list or just the list of labor rates in this project?

All Rates EEmiECt Labor Caticel |
= [ | iRates

Select All Rates to compile all Labor Trades and Rates from the universal Project Data File, or Project
Labor Rates to compile the Labor Trades and Rates from the open Project File.

Rental Equipment Report

The Rental Equipment Report lists rental equipment for the open project. To print or preview the

Rental Equipment Report, click Reports | Rental Equipment. Select a printer and click Print to print the
report, or Preview to view the report.

Wages Over FICA/Unemployment Report

The Wages Over FICA/Unemployment Reportt lists by employee name the yeat(s) of employment and
associated FICA, Federal Unemployment, and State Unemployment date(s). To print or preview the
Wages Over FICA/Unemployment Report, click Reports | Wages Over FICA/Unemployment.

@ “wiould you like ta print the entire employes list or just the list of employees in this project?

All Emplayees

i Project
i Employess % Cancel |

Select All Employees to compile the all employees’ Wages data from the universal Project Data File, or
Project Employees to compile the employees” Wages data from the open Project File.
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Tools Menu

Tools allows you to perform intermittent maintenance operations:

B8 Force Account Manager NYS - Bridge Project _ =] x|
File Edit Repods ToolskAbout

Compact Database
Clear RecentFiles List

Compact the Database

Tools | Compact Database cleans up the currently open project file and the universal project data file.
This clean-up removes any records you have deleted and re-indexes (rebuilds the index) files that allow
searches and sorts. When deleting records, FAM does not delete the records promptly; instead, it
marks the record as deleted. Marked records are not truly deleted until you compact the database.

If you have problems accessing your data, you may need to compact the open file. The internal indexes
sort the database and are crucial in searching records and compiling reports. Index problems can result
from disk errors and premature program termination.

You should compact the database periodically to truly delete records and re-index the database, and
improve the speed of searches and sorts.

Clear Recent Files List

Tools | Clear Recent Files List clears the recently opened project files list from the File menu.
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Chapter 3 - FAM Windows

This chapter describes the behavior of FAM windows. Each window has common features you can
use to navigate or enter data, making FAM an easy program to learn.

Find a Resource

In FAM, you will view lists similar to spreadsheet columns (fields) and rows (records). The Employee
File, the Equipment Types and Rates, and the Labor Trades and Rates are essentially lists that allow
you to view columns and rows of data. The Daily Sheet pane is also a list view. You can select, scroll,
search and sort the list to quickly navigate to an item. You can double-click to edit the selected item.

Sort

In any list view, items are displayed in alphabetical (or numerical) order. In the column name, an up-
caret (A) indicates the items are sorted in ascending order. A down-caret (V) indicates the items are
sorted in descending order. Click the colummn name you wish to sort; click again to reverse the sort.

Sorting on the Effective Date column will quickly show you which equipment rates or labor rates may
have expired. For example, in the Equipment Rates list, click the Effective Date column name:

&% Equipment Rates: 393 records |2 x|
I anufacturer Model Year

35 TOM CRANE GROVE 5 13532

ASPHALT GRINDER GRINDER CO. 816 CY. 10 TON 2002

SPACE HEATER-2001 KEROSENE 320,0008TU 01/01/2004
SPACE HEATER-2001 KEROSENE 150,000BTU 01/01/2004
SEISMOGRAPH SEIS 01/01/2004
332 LOADER CAT 3320 2003 07/01/2003
TRAILER 2000 OM HIGHWwW&Y REAR DUMP 1933 04/01/2003
TAMPER/HAND HELD 1B COMP 4000 LB 17 INCH --2000 04/01/2003
ROLLER DYMAPAC Ca 251D 04/01/2003
ROLLER CAT CB534C 04/01/2003
ROLLER CAT CB3350 04/01/2003
REAR DUMP CAT D350 04/01/2003
RACK TRUCK-2001 INTERMATIONAL E4-45,000 LE. 04/01/2003
P&VER-1938 BLAW KMOX PF171 04/01/2003
HYDRAULIC EXCaVATOR-1935 CAT-1995 3300 04/01/2003
DOZER CAT D7H 04/01/2003
CRAME-B2 TOM LINKBELT HC218 04/01/2003
ARROW BOARD - SOLAR POWER SOLAR 04/01/2003
35 TOM CRANE GROVE RTE35C 1992 04/01/2003
AE TAN e R TaY ATeAEe Tann A i i

I~ Current Rates Onlp Add | Edit | Copy | Delete |

The column is sorted with the latest date. In this example, this sort shows that you will need to update
(copy) equipment dated 04/01/2003 on or before 04/01/2004.
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Search
There may be many items in a list to all be visible in a single window. To view more items in a list view:

= Use the vertical or hotizontal scroll bar, or

*  (lick the mouse pointer in the column you wish to search. A caret (A or V) indicates a searchable
column. Type anywhere on the screen the first letter of the item you wish to find. The Search pop-
up appears and shows the column name you are searching. For example, in the Employee File in
LastName, type “desou” and press Enter to find employees named DESOUSA:

% Employees: 491

— Employees

* Lasth ame FirstName

Abbott Lee
Abbotte Lou
ACOCELLA
ACGUISTA
ACUMA
ADAMS
AGUILAR
ALBAMESE
ALE=ANDER
ALMEID, .
ALMEID Search LastMame
ALTEN dezou
ALVARES

ALVES J
AMGER R

Olo=l=Z= =0 =

Add | Ext | Delete |

The list will scroll to the employee(s) whose last name begins with “desou’:

8 Employees: 491 records 121

— Emplayzes

"~ LastName FirstM ame

DESOUSA

DI BIASI

DIAZ

DIILATO
DILELLO
DIMELLA
DINNIGAN
DINNIGAN
DIFADLD
DIFILATO
DOCKEUILDER
DOCKBUILDER FM
DOMATO
DOSSANTOS
DOTY

om0 0~ WL D=~ |~ D= O

Add

Irm
=3

Delete
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Understand Window Panes

A window may contain panes; within a window, panes are outlined in gray. For example, the Edit Daily
Sheet window contains three distinct panes: Employee, Materials, and Equipment.

B Edit Daily Sheet Record: 02/04/2004 | x|

— Employes

Name: [ACOCELLA, M
Trade: [SURVEY INSTRUMENT MAN =
ST Hours: |2.00 OT Hours: ID.DD Clear I

— Materi

Description: ISpra_l,l Pairit

Quantity: [ 10 Unit Cost: | $200 Tan%: [ 5.00% $21.00
Invoice Date: I | Invoice #: I Clear I

— Equipment

I~ Rental Equipment

Equipment:lSEISMDGHAPH /SEIS _I
Hours: IS_DD Clear I
Save | Cancel |

Use the Browse Button [

A browse button [& indicates that data in that field is selectable from a list and cannot be entered
directly in the field.

Browse buttons on the Daily Sheet help you quickly assign available employees from the Employee
File, available trades from the Labor Trades file, and available equipment from either the Equipment
Types or Rental Equipment files. The browse button on Project (Information) links the project to the
project data file.

Enter Dates
You can quickly enter dates in any date field:

= (lick the calendar button B | or
* To entet, for example, the date 11/02/2004, use any of the following formats:
= 11-02-2004 or 11/02/2004
= 11-02-04 or 11/02/04
= 11-2 for the current year
= 1102 for the current year
® Nov 2 for the current year (except May and Oct, which display yesterday’s and today’s date
respectively.)
= Enter the letter y for yesterday’s date or t for today’s date, or
= Enter the symbol + to add a day or - to subtract a day.
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Chapter 4 - FAM Database

This chapter describes the database files used by the FAM application. Together, the project data file and
the individual project files constitute the FAM database.

The Project Data File

The Project Data file is the primary file of the database and contains EMPLOYEES, EQUIPMENT,
and LABOR data—data common to every project.

This universal file in most cases is named ProjectData.ddb and stores employee, equipment, and labor
cost and wage rates and effective dates.

As you add new data in pryject files using the Employees File, Equipment Files, and Labor Files menu
commands, the data is stored in ProjectData.ddb for use in future projects. ProjectData.ddb stores this
frequently referenced data to help you accurately and consistently develop project files and daily sheets.
You create ProjectData.ddb only once before any project file can be created.

There are instances in which you may need to create a second, alternate project data file (or copy and
rename ProjectData.ddb). Cases where an alternate data file may be appropriate:

*  Youimported EZ-MURK support files and created a data file named ProjectDataEZ.ddb, or

*  You created ProjectDataNYC.ddb for NYC and ProjectDataNYS.ddb for NYS, or

*  You estimate projects and created EstimatesProjectData.ddb solely for estimating.

For each of these cases, the project files you create must forever link to the appropriate project data
file; that is, you should not link EstimatesProjectData.ddb to project files that are not estimates.

Caution:

Creating an alternate Project Data File outside these cases is not recommended. The benefit of using
the universal ProjectData.ddb file is that this single file contains employee, equipment rates, and trade
rates you will use for every project. An alternate project data file may require that you to enter
redundant employee, equipment, and labor data. An alternate project data file also introduces the
possibility of linking a project file to the incorrect project data file.

Project Files

Project files are the secondary files of the database and store PROJECT (INFORMATION),
RENTAL EQUIPMENT, and DAILY SHEFETS including Material data—data unique to a project.

Project files also store a /ink to EMPLOYEES, EQUIPMENT, and LABOR data stored in the Project
Data file, and a /ink to RATES (WITHHOLDING) and PROGRAM DEFAULT settings.

The individual project file stores each day’s daily work records and the job’s description and rates—
information that is specific to a job.
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As you add new data in a pryject file using the Project (Information), Rental Equipment, Daily Sheets, Rates
(Withholding), and Defaults menu commands, the data is stored in the Project File. The project file also
updates the Employees, Equipment, and Labor data stored in the universal project data file.

A Project File can be considered a subset of the Project Data File that also stores data specific to the
project. A Project File is where you enter new employees, equipment, and trades that build on the data
in the Project Data file.
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Chapter 5 - FAM Modes

The FAM application processes time and material (T&M) work and MURK forms for either the City
or State of New York.

City or State Mode

To generate distinct MURK Reports for each jurisdiction, FAM is available in a NYC or NYS mode.
Each mode is a stand-alone FAM application. The mode is established when you order FAM. If you
perform work for both the City and State, you should order both FAM NYC and FAM NYS.

The mode processes Project Files and daily sheets for that mode only, that is, you cannot use NYC
files to report NYS force account work or vice versa. Each mode uses its own distinct Project Data
File and Project Files, which should be installed, created and stored separately from the other mode’s
data and project files.

If you install both FAM NYC and FAM NYS, verify that you are using the correct mode for the
jurisdiction when you initially create its Project Data File. For clarity, you may wish to name the
respective project data files ProjectDataNYC.ddb and ProjectDataNYS.ddb. The FAM taskbar shows the
jurisdiction or mode, NYS or NYC.

Once a Project Data File and Project Files are created in one mode, the Project File will open in the
correct mode. Project Files created in one mode should not be linked to the other mode’s Project Data
File; otherwise, MURK Reports will produce errors.

Though the screens and data are similar, the NYC mode has different fields and calculations in the
project data file, project files, and MURK reports. The major difference is how Equipment Rates and
costs are reported (and Equipment Rates are stored in the project data file). NYC force account
reimbursements calculate Point Time Benefit, Total Profits & Overhead, Equipment Profits &

Overhead and Subcontractor Markup details. NYS force account reimbursements calculate Estimated
Profits & Overhead.
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Appendix

Troubleshoot Errors

This section discusses troubleshooting tips to help you fix MURK Report errors. You should print or
preview a MURK Report to determine whether errors or discrepancies exist. Check the Daily Sheet as
an initial step when troubleshooting discrepancies.

Discrepancy Pages

Discrepancies occur when data you enter in a Daily Sheet and the data in the Employee, Equipment, or
Labor files are inconsistent. Discrepancies are printed as the last page of a MURK Report.

If Discrepancy is:

Look in:

Deleted Employee

Deleted Trade

Deleted Equipment

Deleted Rental Equipment
Missing Labor Rates

Missing Equipment Rates

ERR on Reports

Employee File to add as new (recreate) and Daily Sheet to fix; or Project
(Information) to verify correct Project Data File

Labor Trades and Labor Rates to add (recreate) and Daily Sheet to fix;
or Project (Information) to verify correct Project Data File

Equipment Types and Equipment Rates to add (recreate) and Daily
Sheet to fix; or Project (Information) to verify correct Project Data File

Rental Equipment to add; Daily Sheet to fix

Labor Rates to add missing trade and rates, or copy trade to edit
effective date and rates

Equipment Rates to add missing equipment, or copy equipment to edit
effective date and rates

FAM uses the effective date in the Labor Rates file and the work date on a Daily Sheet to “look up” the
wage rate for a trade. Similarly, FAM uses the ¢ffective date in the Equipment Rates file and the work date
on a Daily Sheet to “look up” the cost rate for the equipment.

Missing trade or equipment from its Rates file. Even if a trade is listed in Labor Trades but is not
listed in Labor Rates, or if equipment is listed in Equipment Types but is not listed in Equipment

Rates, an error is produced. Simply add the trade to the Labor Rates file and enter the effective date
and rates. Ofr, add the equipment to the Equipment Rates file and enter the effective date and rates.

Expired effective date in Labor or Equipment Rates file. Even if a trade or equipment is listed in
Labor Rates or Equipment Rates but the ¢ffective date does not fall within the year up to the work date in the
Daily Sheet, an error is produced. Only the Labor Rates and Equipment Rates files have effective dates.
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Effective dates “expire” after one year, so you must update either Labor Rates and Equipment Rates
files as effective dates pass.

You can quickly determine whether a trade or equipment is current. Click the Current Rates Only check
box to view only those trades or equipment with an effective date that falls within the past year. The list
may include a trade or equipment with two valid effective dates, for example, in cases where a trade’s
rates have been negotiated twice within one year.

For both Labor Rates and Equipment Rates, you should copy the most recent rate and enter a current
effective date and rates. (If you edit, you may overwrite previous yeat’s rates and lose historical rate
information.)

To illustrate effective dates, the Labor Rates file example below shows the CARPENTERS-LOCAL 11
WEST trade with 4 effective dates (the same concept applies to Equipment Rates):

CARPEMTERS -LOCAL 11 WEST 07/01/2000
CARPEMTERS -LOCAL 11 WEST 07/01/20M
CARPEMTERS -LOCAL 11 WEST 070172002
CARPEMTERS -LOCAL 11 WEST 070172003

® If the work date you enter on the Daily Sheet is 06/30/2004, the effective date and rates will be valid
and no error should occur because 06/30/2004 falls within a year of 07/01/2003.

= If the work date you enter on the Daily Sheet is 07/01/2004, the effective date and rates will have
expired and an error will occur on MURK Reports because 07/01/2004 is one year and one day
beyond 07/01/2003. By 07/01/2004, you should copy (in this case, in the Labor Rates file) the trade
showing 07/01/2003, change the effective date to 07/01/2004 and verify the rates:

CARPEMTERS -LOCAL 11 WEST 07/01/2000
CARPEMTERS -LOCAL 11 WEST 07/01./201
CARPEMTERS -LOCAL 11 WEST 07/01./2002

CARPEMTERS -LOCAL 11 WEST 07/01/2003

0701 /2004
Recreating Deleted Resources

If re-linking the correct Project Data File does not fix errors, you should recreate deleted resources. If
you inadvertently delete an employee, a trade and rates, or equipment and rates, you must re-add
(recreate) the resource:

®  Have ready the same data that was deleted. Recently printed MURK Reports with names, trades,
and equipment spellings, and labor contracts and Blue/Green books with rates and effective dates
may provide the verbatim data.

= Create a temporary project file, or open the original project file, and ensure the project file is linked
to the same Project Data File from which the resource was deleted.

* Re-enter the data.

You will need to open each project file that used the resource and fix each Daily Sheet.

Import EZ-MURK Files

FAM is an upgrade to the DOS-based EZ-MURK. If you have EZ-MURK, you can import data from
your EZ-MURK files to expedite work in FAM.

EZ-MURK files consist of two types of files: support files, which will be the equivalent of the FAM
universal project data file ProjectData.ddb, and the individual project files that you created using EZ-
MURK. You should read the sections File | New | Project Data File and File | New | Project File as a
similar process and commands (create the initial project data file, create a project file, then link these
two files) are used when importing.
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Note:

Before you import any files, you should correct any discrepancies in EZ-MURK. Otherwise, FAM
calculations will not match EZ-MURK project calculations. To determine if an EZ-MURK project
contains discrepancies, in EZ-MURK, print the MURK 13 report. Any discrepancy to correct will
print at the end of the report.

The EZ-MURK support files contain common data about Employees, Labor, and Equipment. You
import support files only once to create the ProjectData.ddb. You should have the following support
files in an EZ-MURK folder:

EMPLOYEE.dbf

EQUIPMNT.dbf

LABOR.dbf
WAGEOVER.dbf

RATE.dbf

Importing support files converts the data in these files into the single, universal ProjectData.ddb file.
You may have other files ending with .dbf that are EZ-MURK pryject files. Importing converts EZ-
MURK fields and data into FAM-formatted fields and data.

The following scenarios will help you determine the EZ-MURK files to import:

If you You would Then
have 7ot and have a brand import EZ-MURK create a new FAM project
yet created new project to start  support files to create file
ProjectData.ddb ProjectData.ddb
and have an o- import EZ-MURK import the EZ-MURK
oing EZ-MURK support files to create project file and save as a new
project ProjectData.ddb FAM project file
If you You would
have already created  and have a brand create a new FAM project file

ProjectData.ddb e project to start
using EZ-MURK' " and have an o-going import the EZ-MURK project file and save as a new

support files EZ-MURK project FAM project file

If you You would Then

have already and have a brand new  import EZ-MURK create a new FAM project

created project to start support files to create a  file and persistently use

ProjectData.ddb 2" project data file ProjectDataEZ.ddb for that

not using named project

EZ-MURK ProjectDataEZ.ddb

support filesand  and have an on-gozng  import EZ-MURK import the EZ-MURK

wish to use EZ-MURK project  support files to create a  project file, save as a new

EZ-MURK 20 project data file FAM project file, and

Support Files named persistently use
ProjectDataEZ.ddb ProjectDataEZ.ddb for that

project
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EZ-MURK Support Files

To import EZ-MURK support files, click File | Import EZ-MURK | Support Files. Select the folder that
contains your EZ-MURK files and click OK. This tells FAM the location of the support .dbf files:

Browse for Folder EHE

Import EZ-MURE Support Files

CHEZMurk
== DRY1_¥OL1 (C:) ;'
[+ ] ADOBEAFP
-] Documnents and Settings
{:I ForcefccountManager
- Kits

[]--{:I Program Files

B-[] PEFONTS

-] RECYCLER

{:I System Docs

-7 System Yolume Information LI

oK I Cancel |

Next, FAM will prompt you to create a universal Project Data File that will receive the data from the
EZ-MURK support files:

Create ProjectData File | 2] %]
Save in: I@ Forcedccounttd anager LI - |‘j( v

File name: F'n:u'eu::t[il ata.ddbl LI Save

My Net

Save as type: IFAM Files (*.ddb) LI Cancel

Name the Project Data file ProjectData.ddb and click Save.

Caution: If you have already created ProjectData.ddb and have created projects using ProjectData.ddb, do not

use the file name ProjectData.ddb. Using the same file name will cause loss of data and produce errors

in existing projects linked to ProjectData.ddb. Instead, name the data file ProjectDataEZ.ddb and
persistently use ProjectDataEZ.ddb for the project.

You should now be able to create new projects using historical EZ-MURK employee, equipment, and

labor data in FAM.
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EZ-MURK Project File

To import an EZ-MURK Project File, select File | Import EZ-MURK | Project File. Select the EZ-MURK

project file to import and click Open:

Import EZ-MURK Project File EER
Look in: | =3 EZMiurk =l @ ek Er
1B
[#] ERECTEMA.DBF
[#] REIN7E0A DBF
= File name: IADDLDNGA.DBF ;I Open I
fy Het
Files of type: |EZMURK Files [*.dbf) =] Cancel |
7

In the Create Project File window, enter a FAM project name to receive the imported project file and

click Save:
Create Project File 7] x|
Save i I@Forca&ccountManager LI - &F B
Bridge Projectpdb
[#]ERECTBM.pdb
File rame: -u'-.[:|[:|u:|r-u3. ala] j Save I
by Met
Save as ype: IFAM Files [* pdb) LI Cancel I
7

Next, FAM will prompt you to associate the new project file with a project data file. Select the correct

project data file and click Open:

ProjectData File |2 x|
Lok ir: I@ Forcedcoounttd anager LI = &F E-
Histary
File name: IProiectData.ddb j Open I
Files of type: IFAM Files [ ddb) =1 Cancel
s

You should now be able to view and print historical EZ-MURK daily sheets and reports. You will
need to view or verify project information and rates using Edit | Project (Information), or print or preview
imported information using Reports and choosing the appropriate report.
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Index

A

Add (Assign) Employee/Trade and Hours, 12
Add (Assign) Equipment, 13

Add Employee, 19

Add Equipment Rates (Costs), 22
Add Equipment Type, 21

Add Labor Rates (Wages), 26

Add Labor Trades, 25

Add Material, 13

Add Rates (Withholding), 30

Add Rental Equipment, 18

Add Resources and a Daily Sheet, 4
Additional Insurance, 10, 31

B

Blue Book, 24, 25
browse button , 17, 40

c

Change the Default Printer, 34

City or State Mode, 43. See modes
Clear Recent Files List, 37

Compact the Database, 37

Copy a Daily Sheet, 16

Copy Equipment Rates, 25

Copy Labor Rates, 29

Create a Daily Sheet, 11

Create a Project File, 4, 6

Create the Project Data File, 4, 6, 45
Current Rates Only, 22, 25, 26, 29, 45

D

Daily Sheets, 10, 11, 24, 29, 42
adding new resource, 15
and Project Data file, 9, 17, 20, 24, 28
and Project file, 8, 17
and reports, 33, 34, 35
editing a resource, 17
dbf, 46, 47
ddb, 5, 7, 41, 47
Default Trade, 12, 19
Defaults, 30
and Project File, 42
and Project Information, 8, 9
Deleted Employee, 44
Deleted Equipment, 44
Deleted Rental Equipment, 44
Deleted Trade, 44
Discrepancies, 44. See ERR on Report
correcting in EZ-MURK, 46
correcting in FAM, 44
from a deleted resource, 44
from an expired effective date, 25, 29
from changing the Project Data file, 9
from no associated rate, 15
on reports, 33, 34

E

Edit / Delete a Resource, 17
Edit / Delete Employee, 20

Edit / Delete Equipment, 24
Edit / Delete Trades, 28
Edit | Daily Sheets, 10, 11
Edit | Defaults, 30, 31
Edit | Employee File, 19
Edit | Equipment File, 20, 21, 22, 25
Edit | Labor File, 10, 25, 26, 29, 31
Edit | Project (Information), 4, 7, 8, 9, 48
Edit | Rates File (Withholding), 29
Edit | Rental Equipment, 17, 18
Edit Menu, 8
Effective Date, 28
expired, 44, 45
how FAM uses, 44
in Equipment Rates file, 20, 21, 22, 23, 24, 25
in Labor Rates file, 25, 26, 29, 44
in Project Data file, 41
on Discrepancy Page, 44
sort by, 38
sources of, 25, 29, 45
view only current, 22, 26, 45
Employee
finding, 38, 39
in Daily Sheet, 11, 12, 14, 17
on Discrepancy Page, 44
Employee File, 17
and Rates (Withholding) File, 29
calendar year, 20
editing, 19, 20
finding an employee, 38, 39
in Daily Sheet, 12, 15
Employees Report, 35
Enter Dates, 40
Enter Defaults, 31
Equipment
in Daily Sheet, 11, 13, 14, 17
Equipment File, 17, 20, 24, 41
in Daily Sheet, 13
Equipment Rates, 22, 24, 25
adding new in Daily Sheet, 15
as related to Equipment Types, 20, 21, 22
differences in NYC vs. NYS, 43
edit, copy, or add new, 24
Effective Date, 25, 45
Maximum Hours (NYC), 13
on Discrepancy Page, 44, 45
Rental Equipment, 17
source of, 25
using to name Equipment Types, 8
when to add new, 11
Equipment Report, 36
Equipment Types, 15
adding new in Daily Sheet, 15
as related to Equipment Rates, 20, 21
edit, copy, or add new, 24
finding, 38
Initial Data, 8
Naming, 8
on Discrepancy Page, 44
when to add new, 11
ERR on Reports, 44. See Discrepancies
EZ-MURK, 6, 45, 46, 47, 48
as alternate data file, 9, 41
Discrepancies, 46
File Menu, 5
File Types, 45
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Import EZ-MURK, 45, 46
Upgrading from, 6

F

FAM Commands, 5
FAM Database, 5, 41
FAM icon, 2
FAM Modes, 43. See modes
FAM Overview, 4
FAM Taskbar, 2
FICA, 10, 19, 20, 29, 30, 32
Initial Data, 8
FICA and Unemployment in P&O, 10
File | Exit, 7
File | New | Project Data File, 5, 6, 45
File | New | Project File, 6, 45
File | Open and Close a Project, 7
File Menu, 5
Find a Resource, 38

G
Green Book, 21, 24, 25

Import EZ-MURK Files, 45
Initial Data Entry, 8

L

Labor (P&O), 10, 31

labor contracts, 29, 45

Labor File, 25, 41

Labor Rates, 10, 25, 26, 28, 29, 31, 44, 45
adding new in Daily Sheet, 15
Effective Date, 29, 45
on Discrepancy Page, 44, 45
source of, 29
Using to name Labor Trades, 8
when to add new, 11

Labor Report, 36

Labor Trade
in Daily Sheet, 11, 14

Labor Trades, 10, 15, 17, 25, 28, 29, 31
adding new in Daily Sheet, 15
finding, 38
in Daily Sheet, 12
Initial Data, 8
Naming, 8
on Discrepancy Page, 44
when to add new, 11

license agreement, ii, 1

licensed copy, 4

Man-hour Report, 35
Manual for Uniform Record Keeping, 1
Material, 10, 31, 32, 41
in Daily Sheet, 11, 13, 14, 17
Material (P&O), 10, 31
Materials Report, 33, 35
Maximum Hours, 13, 24
Medicare Rate, 30
Missing Equipment Rates, 44
Missing Labor Rates, 44
modes, 3
NYC-only, 10, 18, 31, 46
NYS-only, 9, 18, 31
overview, 43
symbol, 1

MURK 11 Daily Record, 35

MURK 12 Summary of Labor, 35
MURK 13 Summation, 35

MURK 17 Summary of Equipment, 35

N

NYC mode graphic, 9, 18, 22, 23, 31
NYS mode graphic, 9, 18, 22, 23, 31

P

pdb, 5,6,7,8
PL & PD Insurance on Gross Wages, 10, 31, 32
PL & PD Insurance Rate, 10, 31
Point Time Benefit, 10, 31, 43
Premium Wages in P&O, 10, 31
Premium Wages in Workman’s Comp, 10, 31
Preview Reports, 34
Print Reports, 4, 33
Profit & Overhead, 10, 32
Project (Information), 8, 28, 30, 32, 42
Project Data File, 41

alternate data files, 9, 41, 47

and Discrepancies, 4, 44, 45

and mode, 43

and Project File, 41, 42

changing, 9

creating, 5

directory location, 8

updating, 15, 17, 20, 24, 28, 29
Project Description, 8, 9
Project Files, 4, 20, 24, 28, 41, 43

and mode, 43
ProjectData.ddb, 4, 6, 7, 8, 9, 41, 45, 46, 47
ProjectDataEZ.ddb, 9, 41, 46, 47
ProjectDataNYC.ddb, 9, 41, 43
ProjectDataNYS.ddb, 9, 41, 43

R

Rates (Withholding), 42
Recreating Deleted Resources, 45
Rental Equipment Report, 36
Reports, 33
Employees, 35
Equipment, 36
Labor, 36
Man-hours, 35
Materials, 35
MURK 11 Daily Record, 35
MURK 12 Summary of Labor, 35
MURK 13 Summation, 35
MURK 17 Summary of Equipment, 35
Previewing, 34
Printing, 33
Rental Equipment, 36
Wages Over FICA/Unemployment, 36
Resources. See Employee; Equipment; Labor

S

Search, 39

Set the Defaults, 4

Social Security Cutoff, 30
Social Security Rate, 30

Sort, 38

Start Using FAM, 2, 4, 5
startup screen, 2, 3

Statement of Work, 11
Subcontractors Markup, 10, 31
System Requirements, 2




FORCE ACCOUNT MANAGER

T

Tools Menu, 37
Troubleshoot Etrors, 44

u

Understand Window Panes, 40
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version, ii, 3

w

Wages Over, 19, 20, 29

Wages Over FICA/Unemployment Report, 36
Week Starting day, 10, 31

Work Date, 11, 16, 17, 25, 29

Workman’s Comp, 10, 28, 31
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