chalkstring

Core workflows




Introduction

Welcome to the Chalkstring workflow document.

This document is designed to help Chalkstring users understand the core
workflows within the software. It highlights each of the main pathways

all users will need to know to run a project from start to finish.

Some workflows are best practice guidance, whereas others are essential,

enabling you to move onto the next stage within your project.

We have not included every possible scenario, as this document details core
workflows only. It is not intended to replace training, but to provide
supplementary guidance to help those users who have undergone training.

to work within Chalkstring effectively.

Benefit from best practice guidance and advice on
the essential, core workflows within Chalkstring.

Tips on navigating this document

Contents page

For ease of use, the contents page hyperlinks to other
areas of the document. Just press the ‘Ctrl’ button on
your keyboard and click the link for the page you want
to visit.

Top of document

In the footer you'll see an arrow. To navigate back to
the top of the document, double click on the footer so
that it opens, and then press the ‘Ctrl’ button on your
keyboard + click the arrow.
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Chalkstring workflow

The diagram below outlines the core Chalkstring workflows required to run a project from cradle to grave. Each workflow shown below is explained in further detail within this
document. Workflows using black boxes represent the actions being done under the black ‘offsite’ menu and blue boxes refer to ‘onsite’ actions under the blue menu.

Figure 1: Core Chalkstring workflows
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NOT A LINEAR WORKFLOW
Onsite activities consist of independent workflows that are iterative and repetitive.
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This Pre-contract’ section addresses the workflows
surrounding creating a project and tender, as per figure 2.

It is assumed that users of this document already
understand the principles of Chalkstring and the difference
between the black and blue menus, and that the black
menu covers offsite functions

If you wish to know more about the ‘Accounts’ or the
‘Dashboard’ menu items, please navigate to the relevant
area within this document for further explanation.

If you require guidance on other items within the black
menu, such as how to add resources, materials or contacts,
visit the Chalkstring User Hub for ‘How to’ guides.

Pre-contract | tender + offsite

import clent il

takeoff drawings

and import
supplier quotes

Build an assessment

Value
Engineering

Assessment review

Create & submit
a tender

(or resubmit, if tender
is secured in part).
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http://www.help.chalkstring.com/

1. Create new project

Select
‘Projects’

from the
black menu.

Fill project fields
and ensure all
required fields

have been
completed.

Select work Fill in the
packages to be ‘Save proiect’ ‘Additional
tendered for project. details’ section

the project. if appropriate.

Click

‘New Project’.

Additional notes

Project Account Ref field - This is an optional field for allocating an account reference for the project. This field is used when creating an accounts ‘batch export’

report to reference the project -

Project Retention Percentage - This is a required field to define the percentage rate applicable for the project. This field is used to work out the retention you are
levying on your applications and creates corresponding entries in the accounts batch export report -

When you select a package, you will see that a tax rate has been applied to it. Chalkstring will input the default rate that most Chalkstring clients use, but you can

change these if required.
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2. Project information

You can save all your project information - drawings, RFls, CVls etc - within the ‘folders’ section of Chalkstring. The workflow below shows how to utilise folders. If your
business wishes to use a different method for storing project information, such as Office 365 or Dropbox, you can create a link directly to that folder from within
Chalkstring. It is important you define where your project information is stored so your project team knows where to save and access information.

Click on the Go to the Add ‘Folder’ Create as many
project to open ‘folders’ section. and give it a folders as required
the ‘project relevant name. for the project.

homepage'.

Additional notes

You can set up folders as per your internal project folder structures.
Sub folders cannot be created.

Files and emails can be zipped and added to a folder.

To add a document, click the
‘choose file’ button to browse

file locations/files.
Click on a folder

(it will go blue)
to add documents
or links.
To add a link to a web browser,
go to the browser and copy the
URL for the site.

In Chalkstring, click '+ link’.

Insert content
Label: Name of the link

URL: Paste the URL
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1. Assessment workflow

Below is the high-level workflow for building an assessment - this contains best practice to enable you to work quickly.

Import client bill Add fixed costs if required

Create baseline assessment Duplicate Price assessment
I baseline
This is a baseline copy of your scope of works that you duplicate and assessment

iterate with different pricing, labour activities + materials later on.

Create and / or use Create bill of Add fixed costs. Apply Apply quotes
product templates to quantities - overhead, profit and / or
create rate build up. manually, by + inflation guesstimates.
importing a client bill expectations.
or by using takeoff.
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2. Product templates

Establish how you want to charge for Consider how this element of Establish whether you will be buying
the element of work work will be delivered onsite. materials and paying labour or
i.e. how do you plan to bill your client? engaging a supply & fit contractor.

Define unit of measurement. Define component structure. I will procure materials + pay Add required material
labour guantities, waste 4 labour to

the components.

| will engage a supply & fit Leave material + labour blank.
contractor
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3. Create a baseline assessment

We recommend that you start by creating a baseline assessment. This is a rate build up that only shows the scope of works and has no commercials included.
We suggest duplicating this assessment so that you can iterate different prices and labour activities and materials at a later date, much faster.

There are several ways you can create the baseline assessment -by defining the scope manually, by importing a client bill and by measuring quantities in takeoff.

Continue Add product template(s) Make project- specific Add zone(s). Add fixed Duplicate assessment.
‘Assessment’. or create as new. changes to product template Add quantities, costs.
if required. either manually
or by using
takeoff.

Repeat as
required.
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Importing data to create your baseline assessment

You can import client bills, so that they populate your rate build up and bill of quantities. You can import up to 500 products and 1000 zones.
There are two ways you can do this, depending on the project data:

Option 1 - use this if your client bill has fewer than 50 zones (with no subzones) and quantities.
Option 2 - use this if your client bill is between 51 and 1000 zones and you have quantities.

Go to the ‘Assessment
Overview’ page and click
the ‘Assessment actions’

drop-down and click
‘Import client bill
template'.

Go to the project
and select the
relevant work

package.

Create a blank assessment Click the ‘Assessment
for the import to take actions button choose the
place. Then go to the ‘Download client bill

‘Assessment Overview’ template’ from the drop-
page. down.

Replace the ‘Empty’ product with ‘products’-

either from the existing library or by creating a
new one.

If the quantities and zone structure have been
imported, check the values.

Note: The cells in the BoQ will turn pink
enabling you to identify that the data originated
from your client bill import.
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Go to the project Create a blank assessment Click the '‘Assessment
and select the for the import to take actions’ button and
relevant work place. Then go to the select the ‘Download

package. ‘Assessment Overview’ client bill template’
page. from the drop-down.

Go to the ‘Assessment Overview’ Replace the ‘Empty product’ with a Create the zone structure you wish in the bill
page and click the ‘Assessment ‘Product’- select an existing one from of quantities (using the functionality for
actions' drop-down and click the database or create a new one. adding multiple zones or
‘Import client bill template’. cloning as needed).

By now both the scope and BoQ In the BoQ, click ‘Import’. Chalkstring will import the Continue pricing your
zone structure should reflect your quantities and populate/overwrite the BoQ. tender as normal.
project requirements.

Note: The cells in the BoQ will turn green enabling you to
In the BoQ, click ‘Export’. identify that the data originated from your client bill import.
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4. Using Takeoff

There are two workflows for navigating to takeoff and uploading drawings. Option 1 is the recommended workflow and Option 2 is an alternative, should you wish to

upload drawings in advance of setting up a project, assessment or zone structure.

This is the recommended takeoff workflow, based on having your project, rate build up and zone structure set up in advance of measuring/marking up drawings.

Create your
project, rate
build up and
zone structure
in the bill of
quantities.

In the bill of
quantities, click
‘Takeoff’ and select
‘Drawings list’.

You are now taken
to a page which lists
all the drawings
assigned to the
project.

Upload your drawing(s)
Name your drawing(s)
Select which package
assessment you want
the drawing(s) to apply
to.

Select which zone(s) the
drawing applies to.
Click ‘Save’.

Your drawing will
now appear.

Set the scale.

Add your product
from the:
Assessment
Database
Or create a new
one.

Set the default
height/depth and
the ‘Type' e.g. line,
area etc.

Measure / count
and mark up as
appropriate.

When complete, click the
purple arrow in the top left
to navigate to the list of
drawings for the project & to
upload more.

Or, click the BOQ icon to be
taken to the bill of quantities
in your assessment. You will
see the quantities you
measured in ‘Takeoff’
highlighted in blue.

Repeat as required.
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This is an alternative workflow, to be used if you have not set up your project in advance or if you are adding drawings to a project but you have not yet set up the assessment or

zone structure.

Takeoff Takeoff

Navigate to Assign the drawings Upload your drawing(s): You are now taken Your drawing will now Measure / count When complete, click
‘Takeoff' in the to a project by Name your drawing(s) to a page which appear. Firstly, set the and mark up as the purple arrow in the
black menu. | either: Select which package lists all the scale appropriate. top left to navigate to
Selecting the assessment you want the drawings assigned the list of drawings for
Click ‘Upload project from the drawing(s) to apply to. If the to the project. Then, add your product the project & to upload
drawings’ in the list. package assessment does not from the: more.
top right. Creating a new exist, click ‘Create new - Database

project. assessment’. Click on the - Or create a new one. Or, click the BOQ icon

Select which zone(s) the drawing you would to be taken to the bill

drawing applies to. If zones do like to measure. Set the default of quantities in your

not exist, click ‘Create new height/depth and the assessment. You will

zone’. ‘Type' e.g. line, area etc. see the quantities you

Click 'Save’. measured in ‘Takeoff’

highlighted in blue.

Repeat as required.
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5. Price up an assessment

If you followed step 3, you will now have one assessment that is a specification compliant bid with no pricing. You can now apply quotes, guesstimates and profit
expectations to the duplicate assessment.

Open duplicate copy Rename the Apply overhead, profit + Apply quotes Return to 'Assessment
of the assessment. assessment. inflation expectations. EL g overview' where you can
guesstimates. review your figures.

To compare assessments,
click 'View package' to see all
assessments for that package.

Select 2 assessments you

wish to compare and click

‘Compare’.
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Generating and importing quotes is an independent process from creating an assessment, but you will need to be able to add new pricing as required. This workflow
explains the different scenarios by which you will generate quote requests.

Resources

Click ‘Quote Choose the Click ‘Download’ to
Request’ for either material(s) or export the quote &

materials or labour labour activity(ies) send to supplier/
I or supply & fit. or product i subcontractor.
templates for the
quote from the list.

Resources

- Click ‘Import quote’ Edit the imported
for materials or quote

labour or supply & fit (rename and fill new
and attach the saved quote details)
quote from your Save.
computer.

Assessment Overview

Click ‘' Generate
Quote Request’ for
either materials or

The spreadsheet will
automatically
download.

labour or supply & fit.
Send to supplier/
subcontractor.

Additional notes
This process uses a Chalkstring template to generate a quote request. It is important your supplier completes this template so that you can upload the quote into
Chalkstring with minimal effort. The process is the same for material and labour quotes.
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Before creating your tender, we recommend you review the assessment. This enables you to check that your scope, costs, OHP and prices are correct.

Review:

‘Draft tender bill’ in order to
preview submission

Labour + material bill and / or
supply & fit bill to double
check project scope.

Review project details

i
Goto Ass:essrnent Interrogate:
OVEIVIEW. Measured costs

Fixed costs

Do you want more
information?
OHP

Yes.

Mark as complete:

Rate build up
Bill of quantities
Fixed costs.
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Go to project Go to Tick the Click Select ‘Generate Download Send
‘homepage’. ‘Create tender’. assessment(s) to ‘Create tender’. bill and cover documents. documents

include in this letter’' and to client.
tender. complete form.
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There are different processes depending on whether you have won the entire tender, part of it or you have been unsuccessful. The workflow below outlines what to do in

in the event of each scenario.

Click ‘Accepted’
button.

If tender is
secured in full.

Mark as complete:
For the

assessments you Repeat the tender

If tender is Click ‘Withdraw' Go back to the View have secure:_i, mark workflow but omit Click ‘Accepted’
R ) N . , the rate build up, to send the tender
¥ secured in part. button. Assessments Assessment’. . o ) button.
bill of quantities documentation to
Page- and fixed cost the client.

sections as
complete.

Archive
unsuccessful
project if you do
Click ‘Reject’ not W_Ish .to
re-price it.

If tender is
button.

unsuccessful.

Additional notes
When you click ‘Accept’, any assessments that have takeoff drawings associated with them, will be transferred to the onsite project enabling you to tag ‘Issues’ to specific locations on

the drawings.
chalkstring
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You can value engineer your assessment for many reasons such as:

e Your client has given feedback on an assessment which requires a change in specification e.g. you must use British Gypsum materials or use specific labourers.
e You and your client have agreed a set package price, or you want to apply a main contractor discount (MCD).

e You want to achieve a lower package price through cheaper quotes.

1. Change the
specification.

2. Change the
Select ‘Copy commercial expectation.

assessment’,

3. Request more
competitive pricing from
your supply chain.

Additional notes

Use rate build up functionality to
swap brands, materials and / or labour
activities.

Rate build up
Change overhead / profit figures to

reflect client feedback.

Assessment Overview
Manually fix package price

Assessment Adjustments
Make assessment adjustments.

Rate build up
Generate ‘Quote request’ to obtain
and apply cheaper quotes to your
assessment.

Assessment
Overview:
Review the

assessment and
if the changes

are favourable,
create and
submit the
tender.

Value Engineering on a supply & fit basis will typically need to take place prior to securing the contract (as you will have decided which contractor you plan to use prior to submitting

the tender).
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Introduction: Post-contract | onsite commercials

This Post-contract’ section addresses managing onsite commercials, as per figure 15. If you require further information on other menu items, such as ‘Costs’ or ‘Roles’, please
visit the Chalkstring User Hub for further information.

Figure 19: Workflows covered under ‘Post-contract’
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Figure 20: Blue menu options covered within this section

chalkstring

Project hub
Progress
Materials
Labour
Fixed costs
Applications
Costs

Issues
Takeoff
Project roles

Projects
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Post tender review

This section includes:

1. Re-cost.

2. Re-scope.

3. Remeasure.

4. Configuration.

5. Convert labour from measures to time (or vice versa).

There are several independent workflows you can follow at post tender review to maximise margin and to ensure the tendered for project reflects the real-life version.

Figure 21: Different post tender review workflows

In the ‘Project Hub’, click the
package assessment.

Re-cost

Ask your suppliers to re-quote now that you have

secured the job.

Re-scope

Value engineer by considering alternative materials,
brands and labour activities.

Change assessment configuration

Review the options for making changes to the
assessment for outgoing applications.

Re-measure | Add / omit

Update your measured scope to reflect the real-life
project.

Convert labour activities from ‘measure’ or ‘time’
- or vice versa.

Ensure your onsite rate build up reflects the way in
which you want to pay your labour.

Once you have completed your
iterations, click the button
‘Mark ready for site’ across your
rate build up, bill of quantities and
fixed costs.

This tells your onsite team the
post tender review is completed.
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These processes are more suited projects where you are self-delivering.

1. Re-cost

Now that you have secured the job, you may wish to request more competitive pricing from your suppliers.

Figure 22: Re-cost workflow

Assessment overview

In the
‘Project Hub’,

‘Generate Quote
Request’ for

The spreadsheet
will automatically

Upon receipt of
the updated
quote(s), import
the quote and

click the package materials or labour. e

apply it to your
assessment.

assessment.

Send to supplier/ See ‘Generate &
subcontractor. import quote’

workflow.

2. Re-scope

Value engineer by considering alternative materials, brands and labour activities.

Figure 23: Re-scope workflow (Value engineering at post tender review)

Swap material View the
In the ‘Project Review allowances brands, and / or assessment

Hub', click the and the measured labour activities for | overview to see
package scope. cheaper updated costs and

assessment. alternatives. OHP.

See ‘Value
engineering’
workflow.
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3. Configuration

You can make several changes to the assessment including the name, contract scope, bill format and whether to include or exclude material onsite.

Figure 24: Change assessment configuration

Assessment configuration options include:

In the ‘Project Hub’, Within the
click the package ‘Assessment Change assessment name: You may want to change the name to what your client calls the assessment.
assessment. Overview' Contract scope: Switch from re-measure to lump sum or vice versa.

Document format: Switch from bill format to matrix format or vice versa.
Select the ‘Change’ Materials onsite application rate:
button - Tick the box to exclude ‘Material Onsite’ in outgoing applications.
- If this box is left unticked, the default will remain to include MOS at 20% - this can be changed.

4. Remeasure | Add / omit

The recommended process within Chalkstring is to always ensure the quantities in your live bill of quantities are as accurate as possible in relation to what you are required
to build - these form the basis of your projected costs and margins.

Figure 25: Remeasure + add / omit Bill of Quantities

Check the measures and update them to View the assessment overview to see
Re-measure. reflect the real-life onsite project. updated costs and OHP.

In the
‘Project Hub’,
click the
package

Review the measures but do not make changes.
assessment.

Lump sum.

The quantity you apply for remains as defined at
tender.

Additional notes
These changes will affect outgoing applications and will impact the revenue progress displayed on the 'Package progress' chart within the 'Project Hub' for material onsite.
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For example: The value of MOS revenue is directly related to this section and the costs will be incurred regardless of your ability to be paid for them or at what mark up.

5. Convert labour from measure to time (or vice versa)

At tender stage, you may have priced labour using a measure i.e. metre squared - but you may wish to pay labour on a day rate (or vice versa). The workflow below explains
how to make this conversion.

Figure 26: Converting labour from measure to time

Rate build up

Component menu

Define the ‘New Quantity’'.
In the Go to the labour Change the ‘Add activity’

‘Project Hub', activity(s) to be ‘quantity per e.g. Hourly daywork Ascertain what the current labour value
click the package changed. square metres’ which is defined in a of that component was based on
assessment. field to O (zero). time-based unit of measure rates and set a daywork
measure. quantity that equates to that.

Repeat for every product/component where daywork is replacing
measure as the basis of labour application.

Additional notes
We recommend going through this process once the project is onsite but preferably before works have started and labour payments have been made. Also consider
whether this change should apply to the single component or whether it should be made across the entire rate build up.
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Procurement, deliveries & invoices

This section includes:

1. Workflow.

2. Order materials.
3. Logdelivery.

4. Process invoice.
5. Order fixed costs.

1. Workflow

Figure 27: How procurement, deliveries and invoices interact

Procurement, deliveries & invoices

- Order materials *—r - Log deliveries *—» - Process invoice l

|

- Order fixed costs
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2. Order materials

Here are two processes for placing material orders. Figure 28 addresses placing orders when the project has been taken onsite. 29 addresses the need to place orders
before the project has been taken onsite i.e. for enabling or early works.

Figure 28: How to place material orders

Go to 'Materials' in the Go to ‘Draft orders’ and Click ‘Confirm order’ Download the order & The order will then appear in
onsite project and check and confirm the and round up/down send it to the supplier. ‘Open orders’, with options to:
navigate to 'Material order(s) that have been guantities. Click ‘Mark as sent’.
bill'. Add the materials created. Attach invoice
you wish to order using Log a new delivery
the blue ‘+' button. Download order
Edit / delete order (to be
If the item you wish to used if a mistake has been
order is not in the bill, made or the supplier

click '+ Add contingency cannot fulfil the order)
material’, so that it Complete the order.
appears in your bill,
enabling you to place an
order.

See workflows for
‘Log delivery' and
‘Process invoice’.
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Figure 29: How to place material orders for enabling works (also known as Early Works)

There may be instances where you must place orders for materials prior to the project being taken onsite e.g. for enabling or early works. The process below outlines
how to place the order and how to allocate it to the correct work package, once the project has been taken onsite.

In your Click ‘Create
project, add a new Early
work package works

called assessment’
‘Early works'. and ‘Start

assessment’.

Do the following:

Without adding
data, tick the rate
build up as
‘Complete’.

Add one zone to
the bill of quantities
and tick ‘Complete’.

Tick ‘Fixed costs' as
‘Complete’.

Go to ‘View project’

and create a tender

for the ‘Early works'
assessment.

Generate the tender
bill & cover letter and
‘Submit tender’.

Then click ‘Accepted’
so the work package
is taken onsite.

Click on the ‘Project
Hub' icon that has
now appeared.

Follow the
process in 24a
re placing a
material order.

In the blue menu, click on
‘Materials’ and navigate to the
‘Material bill'.

Click ‘+ Add contingency
material’ and click on the
material you wish to place an
order for.

If the material is not in the
Chalkstring database click
‘New material' to create it and
then add it to the material bill.

IMPORTANT
The person placing the order
must know the exact materials
that are needed and will be
been specified in the scope of

works to enable the early works

order to be reconciled when
the project is taken onsite.

Once the project has been
accepted onsite, you will need
to remove the early works
order and place it again within
the live work package(s), so
that the cost is allocated to the
correct package.

1. Create a negative order to
zero the material bill balances
in the early works package.

2. Credit the associated invoice
(see workflow 26) and
reference the credit ‘DO NOT
PROCESS- internal reallocation
for early works'. Download the
invoice and PoDs so they can
be re-used on the live order.

3. Place a new order in the live
work package for the materials
previously ordered against
early works. Don’t send the
order to the supplier as the
order has already been fulfilled.

4. Log the delivery as complete
& attach the PoD. Upload the
invoice and approve the total.

Then click ‘Mark as paid'. So

that accounts will not pay this
invoice a second time, we
recommend entering an invoice
reference of DO NOT
PROCESS- internal reallocation
for early works'.
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3. Log delivery

Figure 30: How to log a delivery

Go to ‘Materials’ in the Select the material order
onsite project and you wish to log a
navigate to delivery against -
‘Open orders. search by order

number if required.

Click 'Log new delivery'. Upload ‘Proof of Delivery’
note.

- Log whether it was

delivered in full. This can be done by staff

- For partial deliveries, onsite or at head office

log the quantity dependent on your processes.

received.

See workflow for
‘Process invoice’.
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4. Process invoice

Figure 31: How to process an invoice, including approval and querying

If the invoice is received by
head office, go to the
‘Accounts menu’ in the offsite
part of Chalkstring.

Navigate to ‘Orders’ and select
the relevant order.

The order details will open in
the onsite project.

If the invoice is received

onsite, go to ‘Materials’

in the onsite project and
navigate to ‘Open orders’.

Select the relevant order.

Click ‘Attach invoice’
and complete the form,
then upload a copy of

the invoice.

Approve
invoice.

Query
invoice.

Go to the ‘Accounts menu' in
the offsite part of Chalkstring
and navigate to ‘Invoices’.

Filter by ‘Status’ and select
‘Query’. Also filter by supplier.
Export query report and send to
supplier for resolution.

Upon response from supplier,
navigate back to the order and
click ‘Edit’. Input the correct
invoice value, upload any new

invoices/credit notes and
resolve the query.
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5. Order fixed costs

Figure 32: How to order fixed costs

Go to the ‘Fixed costs Go to 'Draft orders’ and Download the order, Once sent to the
bill’ in the onsite project check and confirm the then click ‘Confirm supplier, click ‘Mark as
and add the items you order(s) that have been order’ and complete sent’.
wish to order. created. the form.

The order will then appear in
‘Open orders' with options to:

Attach invoice

Download order

Edit / delete order (to be
used in a mistake has been
made or the supplier
cannot fulfil the order
Complete the order

See workflow for
‘Process invoice’'.
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Progress, valuation & application for payment

This section includes:

1.

2.
3.
4

Progress.

Issues & takeoff drawings.
Valuation.

Application for payment.

1. Progress

Figure 33: How to log progress for both measured work and fixed costs

Measured work

Go to ‘Progress’ in the onsite project and Select the item for which Move the slider to
navigate to ‘Progress by product’. you would like to record represent either the

progress. % of work complete

Filter as required by ‘package’ or ‘group’. or enter a quantity.

If required, click
‘Log issue’ and
complete form.

Fixed costs

Go to ‘Progress’ in the onsite project and Select the item for which Enter a quantity.

navigate to ‘Fixed cost progress’. you would like to record

progress.
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Figure 34: How to log ‘Issues’ and specify a location in ‘Takeoff’

Takeoff (in the blue menu)

Navigate to
‘Takeoff’ in the
blue menu.

Select the
drawing you wish
to add the
‘Issue’ to.

The drawing will
now appear.

Click ‘Issues’ in
the top left.

Click the white ‘+’ button.

Then ‘Create new issue’
and complete the form.
Click ‘Save'.

You are now taken back to
the drawing.

Drop a pin on the exact
location the issue relates
to.

The new issue will appear
on the left side and the pin
will appear on the drawing.

NB: If you delete the pin,
your issue will be removed
from the left side of the
takeoff interface (although
it will remain in the ‘Issues’
menu if you wish to review
it later).

To view the issue in the
‘Issues’ menu, click ‘View
issue’.

A new tab will open and
the details of the issue will
appear, ready for you to
review, update or resolve.

Once the issue has been
reviewed, updated or
resolved, go back to the
‘Takeoff’ tab which has
your drawing - refresh
your browser so your
updates appear.

Resolved tickets and their

associated pins will turn
green.
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2. Valuation

By updating progress, Chalkstring will automatically provide a real-time valuation. We recommend you always review this - sense checking the figures - before creating
your application for payment.

Figure 35: How to review your valuation

Sense-check at high level:

Pack Yes, the figures are ok. See workflow for
Go to ‘Progress’ in the acKage progress ‘Application for payment’.
: . . e.g. whether your costs
onsite project and review .
th I dt Review the exceed revenues.
e progress logged to ‘Project Hub'.

date, to ensure it has - Data tables No, the figures are not Interrogate your progress,

iz 2 e SRR e.g. review projected vs. displaying what | am materials and labour to

current margins. expecting. identify & rectify any
mistakes.
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3. Application for payment

For total flexibility, Chalkstring gives you to two options for handling an application for payment - you can either base it on the real-time valuation or project forward.

Projecting forward is useful if you need to project costs/revenues to the end of the month, or you want to over-inflate your applications in order to secure more money
early in the contract.

Figure 36: How to create an application for payment

Review the ‘If generated now’

Do you want your
application to be
based on the
real-time
valuation

No, | would like to

summary in the
‘Application hill'.

Select ‘Generate
outgoing
application’
button.

Using the

drop-down,

Go to ‘Outgoing
applications’ and
you will see your
application in a
‘held’ status.

Review the

Upon receipt of
payment notice,
open the
application and
enter certified
figures. Also
upload the

See workflow
‘Project

Go to the ‘Application bill' and

claim for more select the element of work you
than the would like to claim more for.
real-time

valuation, by

. . commercials’.
in Chalkstring?

define the application,

payment notice.

elements of work download and
eligible for send it to your
inclusion in client. Then click
application.

To complete, click
‘Submit certified
‘Mark as sent’. figures'.

Click the ‘+’ button to project
projecting progress into the future. These
forward. values will then appear in your
application.
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Progress & labour applications

Progress should be updated as per the workflow on page 25, before you process a labour or supply & fit application. See 31a for processing a labour only application at 31b

for managing a supply & fit application.

Figure 37: How to process a labour application - labour only

Editing applications Approving applications

Inputting the labour application Cross checking claim
VS. progress

Click ‘Save In ‘Current If the quantity of work Click ‘Approve figures' and
being applied for exceeds the labour application will
appear in ‘Previous

applications’.

Upon receipt of the
labour application, go application’. applications’ select
to the element of the package & zone progress to date, edit as
work in the labour bill The labour relating to the required.
) ” and use the ‘+’ application applied-for value.
Go to .Labom: i button to input the thzr‘: appears =
the onsite project. quantity of work in ‘Current . Cross check the
being claimed. If the applications’. applied-for quantity claims have been approved
quantity exceeds the against progress. / rejected for the
measured scope, the If the claim is correct, subcontractor.
values will turn red. move to approving
applications.

You can click ‘Export labour
application’ to itemise what

Optional: Click ‘Export labour bill'. You can edit the spreadsheet to create
a labour application template for your subcontractors to complete.

This makes it easier to cross reference the work they are applying for,
with the terminology you are using in your project.

chalkstring
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Figure 38: How to process incoming application - supply & fit contractors

Go to ‘Applications’
in the onsite
project.

Cross checking claim
VS, progress

Inputting a supply & fit application manually

Click ‘Save
application’.

In ‘Review incoming
applications' select
the package & zone
relating to the
applied-for value.

Upon receipt of the
supply & fit
application, go to the
element of work in
the incoming
application bill and
use the ‘+’ button to
input the quantity or
percentage of work
being claimed. If the
quantity exceeds the
measured scope or
current assessed
progress, the values
will turn red.
Repeat for each item
on the application
you have received.

The supply & fit
application will
then appear
in ‘Review
incoming
applications’.

Cross check the
applied-for quantity
against progress.

Importing a supply & fit application

Go to the ‘Incoming application bill' and export the ‘Application
template’. Issue this to your subcontractors and ask them to use the
document as the basis of their application

Upon receipt of the completed template, click ‘Import incoming
application’ and attach the document.

Approving applications

Editing applications

Click ‘Approve figures' and
the supply & fit application
will appear in ‘Previous
applications’.

If the quantity of work
being applied for exceeds
progress to date, edit as
required.

You can click ‘Export
application’ to itemise what
claims have been approved

/ rejected for the

If the claim is correct, sl e

move to approving
applications.

If your subcontractor is claiming for a variation against you, their
application may be the first time you become aware of this.

By its very nature, a variation won'’t be in your measured scope and
therefore on the application template you give to your subcontractor.

If you wish to pay the variation, you will need to edit and manually add
the variation to your subcontractor’s application. By doing this, the
variation will also be captured in your assessment, so that you can pass
the cost on to your client if it is recoverable.
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Variations

This section includes:
1. Pricing a variation to maximise margin.
2. Pricing a variation using current contract scope + rates.

There are two options for pricing variations as detailed in figure 39. Like with many clients, you may wish to use option 1 and maximise margin on variations by quoting the
highest prices available to you. You would therefore price this in the offsite menu and then, once instructed, add the variation to your onsite project at the rate agreed with

the client.

If you plan to price the variation in line with the current contract scope - e.g. same rate, OHP, waste etc - you will want to quote from within the onsite rate build up. By

doing this, Chalkstring will quote based on the buying prices in your real-life project. This is option 2.

Figure 39: 2 options for pricing variations

Option 1 Step 1
Pricing a variation to maximise margin.

Step 2

Add the variation to the
onsite project, reflecting
the rate the client has
agreed.

Quote for the variation.

While this option has more steps, it gives you the biggest
buying gain and therefore maximises profit.

Price the variation in the
offsite rate build up so
that you can use the

Once
instructed

By pricing the variation in the off-site part of Chalkstring
you have access to quotes with higher prices. This means
you can price the variation high and provide a rate build
up to substantiate the price to your client.

highest prices in your
quote.

When instructed, you add the variation to the onsite
project at the agreed rate, but then purchase at your most
competitive rates.

Client requests a
variation.

Option 2
Pricing a variation using current contract quotes + rates
Provide a quote using

contract rates & once See workflow for

Use this option where you are contractually obliged to
use consistent material and labour costs across both
contract scope and variations.

‘Pricing a variation
using current
contract quotes +
rates’.

instructed, add
the variation to your
onsite project.

See workflow
for ‘Pricing a
variation to
maximise
margin’.
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1. Pricing a variation to maximise margin

This is a two-step process:
Step 1 - Price the variation in the offsite menu.
Step 2 - Upon instruction, add the variation to the onsite project .

Rate build up

Add a work package to Click ‘Add product’ to Apply prices/rates to the Use the ‘Export’ button to
your project and name it search the product product for the variation. download / send the rate

‘Variations'. template database and build up for the variation

add the product as a to your client. Await
variation. instruction.
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Figure 41: Step 2- Pricing the variation in your onsite project once instructed

Rate build up

Product menu

Project Hub

‘Edit name & description’
to give the variation a

‘Sync with product template’ to Your variation is now

Click the work
save the variation product to saved in the product package the variation
Upon relevant name. the central product template templates library, ready for applies to.
client library. use in your project onsite.
instruction
This is so you can search for this
specific variation when onsite.
Rate build up Bill of quantities
Click ‘Add product’ to Apply actual Once Add quantities by View the ‘Project Variation information
search the product quotes for the instructed, use zone for the Details’' section to see will cascade through
template database and job. the ‘padlock’ to variation.
find the variation you

how the variation has

manually fix the impacted the project.

the project data.
named and saved. Chalkstring will

re-cost the OHP
The variation will be based on your

flagged in blue. actual costs

price as The variation will View variations in
agreed with be flagged in blue. commercial data
your client. charts and tables.

The variation will impact project data only when quantities have been defined in the bill of quantities section.
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2. Pricing a variation using current contract scope + rates

Figure 42: How to price a variation using your onsite project rates

From the
‘Project Hub’,
click the work

package the
variation
applies to.

Click ‘Add product’
to search the
product template
database and add
the product as a
variation.

The variation will be
flagged in blue.

Apply
prices/rates to
the product for

the variation.

(cost + margin
basis)

Use the ‘Export’
button to
download /
send the rate
build up for the
variation to
your client and
await
instruction.

Once
instructed, use
the ‘padlock’
to manually fix
the price at
the agreed
rate.

Add quantities by
zone for the
variation.

The variation will
be flagged in blue.

Project Hub Rate build up Bill of quantities Assessment
overview

View the ‘Project
Details’ section to
see how the
variation has
impacted the
project.

The variation will only impact project data only when quantities have been defined for the variation in the bill of quantities section.

Variation
information will
cascade through
the project data.

View variations in
commercial data
charts and tables.
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1. ‘Dashboard’ reports

The ‘Dashboard’ is in the black offsite menu and provides a summary report on single or multiple projects. This high-level report enables you to check the overall health of
your project(s). Some clients like to review their projects on a monthly basis and download the project reports for use in management meetings.

Figures 43 and 44 address how to use the ‘Dashboard’ report and interrogate project data if required.

Go to the
‘Dashboard’.

Select project(s)
from the drop
down list to
view live project
information.

Pie charts show projected and
actual revenues/costs.

Table shows key project statistics
including applied-to-date values,
certified revenues, WIP, accruals &
projected revenues, costs and
margins.

Margins
Tracks the monthly profitability of
the project, comparing actual
(solid line) against projected
(dotted line) margins.

‘Export report
data’ to
download
project(s)
information into
a spreadsheet.
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There are many reasons why you may wish to interrogate project data - regardless, the principle for analysing data at a granular level is the same for labour, fixed costs,
materials and supply & fit.

The workflow below is a scenario-based example whereby AB Contracting Ltd has reviewed the project data and there is an unexpected value relating to the cost to date -
they think the labour may have been inputted incorrectly. The workflow demonstrates how they should drill into the detail to identify the issue.

Figure 44: Interrogating project data

From the Interrogate Package level analysis Budget level analysis
‘Dashboard’, spreadsheet and
export a project identify areas Go to the Review the 'Package

Drill into the blue Is there a budget causing
‘costs’ bar to view a concern e.g. labour
breakdown of costs by overspend?
budget.

report into a for further ‘Project Hub'. Progress’ chart.
spreadsheet. investigation.

Look for anomalies e.g. if
costs are running higher
than revenue.

Go to the ‘Labour’
menu and ‘Export
Labour Bill' to
interrogate labour
information.

Go to the ‘Labour’ Go to the

menu to view the ‘Assessment
labour bill and Overview' to analyse
interrogate labour labour from the
applications. measured costs.

The same principle applies for interrogating materials, fixed costs and supply & fit.
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2. ‘Accounts’ reports

You can extract data to provide multiple reports that help the accounts function. Below are just a few examples of the types of reports you can extract by using filters.

Note: Chalkstring can only report on the data that is inputted into the software. If your business runs additional reports or allocates costs outside of Chalkstring, this will not
be reported on.

Go to Filter by project ‘Export current In the spreadsheet, deduct the

‘Accounts’ and and leave list' and review. value of the invoices from the

navigate to 'status’ as blank. total order value to establish the
‘Orders’.

accrual element of the placed
order.

Go to Filter by project and ‘Export current J Go tD‘ View all projects
‘Accounts’ and from the ‘status’ drop list' and review. ACCC'U_"tS and
navigate to down, select both navigate

‘Labour ‘Approved’ and ‘Paid’ ‘Invoices”.
applications’.

‘Export current
and from the list" and review.
‘status’ drop down,
select both
"Approved’ and
‘Paid".

Go to Filter by project ‘Export current
‘Accounts’ and from the list’" and review.
and navigate ‘status’ drop down,
to ‘Invoices’. select both
‘Approved’ and
‘Paid’
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Chalkstring is not an accounting tool, but it stores all the invoices, labour applications, incoming and outgoing applications for payment, and external costs that have been
approved. Chalkstring provides an export document called a ‘batch export’ that details all these project-related costs and revenues that inform your sales and purchase ledger.

Go to the ‘Accounts Navigate to Click the button Select the batch Click ‘Export CSV' to
menu’ in the offsite part ‘Account export’. ‘Generate new batch’. you wish to review. download the report, ready

of Chalkstring. - for importing into your
accounts software if you
wish.

Additional information
If you receive an ‘error report’, it means your report is missing key information such as a nominal code or a reference, which will need to be rectified within Chalkstring.
Once completed, you can then run the report again, free of errors.
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Closing a project

Figure 47: How to close a project

Ensure the FINAL
certified application
has been submitted
in Chalkstring.

Confirm with
subcontractors /
suppliers that there
are no outstanding
invoices.

Additional information

For Material & Fixed Costs

For Labour Applications

If order value is greater than the
invoiced value = ACCRUAL

‘Export Labour Bill' and
interrogate labour
information.

- Zone quantities
- Paid quantities
- WIP

- Balance

- Deviation

If order value is less than the
invoiced value = CONTINGENCY

Process a O (zero) value
labour application to write
off any WIP.

See ‘Progress and labour’
workflow.

I Filter orders by 5
project.

Edit the order and
make changes to

From the main project
list, select the project
and click ‘archive’.

Confirm archive.

From the main project
list, click ‘include
archived' to view all
archived projects.

Chalkstring does not include WIP in the last certified application pie chart, so the effect of writing off labour WIP is negligible. Some clients like to write off WIP as a
housekeeping task, but this can be time-consuming and isn’t necessary from a Chalkstring perspective.
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