
After logging into CMiC, click
on the blue Field button.

In the top left hand corner,
search for the job.  

Click on "Change
Management"

Click on "Potential Change
Items"
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1

2

Click on "Add Change Item" 
         *This is a blue box on the right hand side of the screen

https://app.vidcast.io/share/c439c420-953b-45e7-b65a-cd1a1d7cd0a3


4
Use the arrow next to "Status" to scroll down to
select "Approved"

Fill in the date and description on the form. 
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3
Use the arrow next to "Type" to scroll down to select
"Original Budget"

https://app.vidcast.io/share/c439c420-953b-45e7-b65a-cd1a1d7cd0a3


6

Scroll down the page to "PCI Details"

Under "Action" click the blue + button

Scroll right and click on the magnifying glass under
"Phase"
      *NOTE: The job number will auto populate

Click on the box next to the phase code you want to
add and press "Accept"
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https://app.vidcast.io/share/c439c420-953b-45e7-b65a-cd1a1d7cd0a3


To search, use %_____%
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*NOTE

To add a new phase code to your project,
click "Add New"

https://app.vidcast.io/share/c439c420-953b-45e7-b65a-cd1a1d7cd0a3


When trying to add bill codes to cost codes (items),
adding categories to in "Maintain Cost Codes" will usually
auto-populate the bill code. This is the preferred method
to avoid mistakes when entering the bill codes manually
If a bill code search does not provide any bill code options
to select and add into your line items, do the following:

Field--> Job Setup--> Update Job Info
Click on the "Job Billing" tab
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*NOTE
Errors when adding bill codes to a job

If the field next to "JB Map
Code" is blank, click the
magnifying glass to insert
"DFLT"

Click "OK"



A one-to-one mapping error occurs when a contract
has a bill code mapped to more than one cost code
category.

Module 4: Manual Budget Setup

44

*NOTE
One-to-one Mapping Error

Go to CMiC Enterprise-->
Project Controls--> Job
Billing--> Contracts-->
Assign Billing Codes to
Cost Code/ Category

Click on the magnifying glass to select the contract
Click "Export"
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*NOTE
One-to-one Mapping Error

Once the Excel file has loaded, highlight the "Billing
Code" column and click on "Conditional Formatting"

In the dropdown, click "Highlight Cell Rules"

Click "Duplicate Values" 

Click "OK"
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*NOTE
One-to-one Mapping Error

Look through the "Billing Code" column for
highlighted billing codes. This means that the billing
code is mapped to two cost code categories. Copy this
billing code. 

In CMiC, go back to the Assign Billing Codes to Cost
Code/ Category tab in the treeview

Click "Query by Example" to seach for the billing code
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*NOTE
One-to-one Mapping Error

Clear the Billing Code that does not match the Cost
Code Category

Click "Save"

In the treeview, go to Job
Billing--> Contracts-->
Contract Entry
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*NOTE
One-to-one Mapping Error

Use %____% to search for
the contract
Double click on the
pencil.                                
*A new page will load. 

Under "Contract Information", click "Add New Bill Codes"
Click "Add New Bill Codes Only"
Click "Save"

The contract can now be loaded into the forecast



8
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Click on the magnifying glass under "Category"

Select the appropriate code 

Scroll right

Enter final amount

https://app.vidcast.io/share/c439c420-953b-45e7-b65a-cd1a1d7cd0a3


Enter billing amount
           *NOTE: This should be the same value as the 
             "Final Amount"

10

Module 4: Manual Budget Setup

50

9

Click the "Save" button in the top right corner

https://app.vidcast.io/share/c439c420-953b-45e7-b65a-cd1a1d7cd0a3


Click "Post"

Click "Proceed"

12
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To confirm that the
budget has been added
correctly:

 Click on "Cost
Reporting"

Click on "Cost Status
Query (Category)" 

https://app.vidcast.io/share/c439c420-953b-45e7-b65a-cd1a1d7cd0a3
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This page will allow you to check the budget and
export the budget to an excel document

*NOTE

You can drag and drop the column header to group
the report by that column

https://app.vidcast.io/share/c439c420-953b-45e7-b65a-cd1a1d7cd0a3

