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Purpose To generate a Purchase Order for supplier/contractor to commit to cost and project  

Method Enter PO Requisition in Jobpac and generate PO once approved. 

Approval 
workflow 

1. PM prepares Purchase Requisition 
2. PM sends Purchase Requisition for Approval 
3. Approver/s approve PO 
4. PO now available to be generated as a doc if required 

Authority 
Limits 

< $2,5000 PM can approve themselves 
< $20,000 Requires 2 approvers – one is issuing PM and other could be any team member  
> $20,000 Requires 2 approvers – Finance Director and Director 

 If more than 
budget or no 
budgets 
available at all 

Irrespective of amount, needs to be approved by Finance Director and Director 

 
 

  

 

02. PURCHASE ORDERS 
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 Step 1: 

 Go to ‘Enter Requisition’ menu 

                

 

 Step 2:  

 Enter Supplier & Job Number 

             

 

 Step 3: 

 Enter Header Details as per below: 

a) Enter Project Name in Description (shown as ‘Louis Vuitton at DFS Cairns’ below) 
b) If you have any specific delivery date for the materials, please enter the date  
c) Enter Foreman/PM details as RJA contact 
d) Enter Supplier Contact if known 
e) Enter Contractor/Supplier Quote Number  
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 Step 4: 

 Click on OK to enter Item No 1 and enter the following information: 

a) Enter Description of the items  
b) Choose correct Cost Centre  
c) Enter Quantity and Rate (ex GST) to calculate total amount  

 

             

 

d) Click OK and enter additional description if required 
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e) Click OK to complete Item No 1, noting that PO Number has now been auto generated 
 

             

 

 Step 5: 

 To add an additional Item, click on OK to enter Item No 2. 

 If special instructions required at footer of PO, click on Actions/Instructions to enter detail 

             

 

 

http://www.retailjoinery.com.au/


Retail Joinery Australasia 
ABN: 21 149 958 065  W: www.retailjoinery.com.au  P: +61 2 9654-0777 

5 | P  a  g e 

 

 

 Step 6: 

 Click on Actions > Send for Approval to submit Requisition for approval  

                

 Right click on the relevant Approver/s and choose Select User. SEND NO EMAIL will make the PO available for approval 
 without sending an email to the selected approver, whereas SEND WITH EMAIL will also send an email to the 
 approver. 
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 If the PO only requires one approver (such as in the example below) and your name is on the list, you can click on  
 SELF APPROVE which will present the PURCHASE ORDER APPROVAL screen … 

              

 Right-click on the line item and select Approve. 

 The PO has now been approved and the cost is committed against budgets.  
 Document can be generated via Actions > Print  

               

 
 

 

 
Purpose To review and approve contractor/supplier invoices  
Method Click on My Approvals  
Approval workflow 1. Accounts Payable department prepares invoice batch by either 

matching invoices to PO’s or coding them directly to Cost Codes 
2. Accounts Payable department send invoice batch to Finance Director 

for review and approval 
3. Finance Director approves the batch and it goes to PM for review and 

approval 
 
 
 
 

03. CONTRACTOR / SUPPLIER INVOICE APPROVAL 
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 Step 1: 

 In the home screen, MY APPROVALS box will indicate that there are transactions available for Approval  

              

 Step 2: 

 Click on APPROVE NOW to show what categories of transaction are available for approval – in this there  
 is an INVOICE batch  

 

              

 

 Step 3: 

 Click on the “1” to show the invoice batch 
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 Step 4: 

 Right-click on the batch and select View & Collate Batch Details to generate a report showing details of  
 the invoices including where they were matched or costed to and the associated invoice  

 

             

 Step 5: 

 Once reviewed, right-click again on the batch and select APPROVE. 

 Step 6: 

 If there are any concerns with the invoice and/or invoice needs to be rejected, right click on the invoice under batch 
 and click Reject. Reason for rejection is compulsory to be filled in if the invoice is getting rejected.   

  

 

 
Purpose To issue variation from Jobpac to the client and maintain variation register in 

Jobpac. Once variation is approved, transfer the budgets to cost centre.  
Method Enter Variation register in Jobpac. 
Approval 
workflow 

1. PM enters Variation details 
2. Send it to client for approval 
3. Once approved, transfer the budgets to the cost centre and issue PO to 

contractor/supplier 
 

                           

04. VARIATIONS 
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 Step 1: 

 All Client Variations are to have the prefix 02.  

 Only for maintenance – If we are issuing quotation to client from Jobpac (Do and Charge jobs), please use 03 as prefix.  

 Leave Variation No blank for new Variation … 

               

 Step 2: 

 Enter the following details: 

Description – Short description of variation. 

Price – Estimated price. 

Date – Date 1 (Date first registered), Date 2 (Date sent to client), Date 3 (Received approval from client) 

Client Reference – Who requested the variation. 

Site Reference – Can be used for Site Instruction ref. 

Client VO Number – Should be used to record the Client’s variation reference – shows on reporting and progress 
claims. 

Status: N (Not Submitted), W (Waiting Approval), A (Approved), P (Approved in Principle), R (Rejected),  
D (Withdrawn) 

Pressing Enter/OK will update the following fields: 

Unallocated – Balance of Budget (cost) to be allocated across cost centres/subbies. 

Margin – Difference between Expected Revenue and Budget. 
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 Step 3: 

 Allocate Budget (cost) to Cost Centres by clicking on Actions/Add CC Item … 

               

 

 Select Cost Centre and Cost type 

               

 Enter Budget cost amount (Qty/UOM/Rate are optional) … 

               

 Hitting Enter/OK returns to the main screen with the updated: 

 Allocated – cumulative total of budget cost allocations. 

 Unallocated – balance of budget cost to be allocated. 

  The bottom part of the screen now shows the first budget cost allocation line. 
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 Repeat above steps to allocate 2nd cost allocation to the variation  

               

 Step 4: 

 Click Notes of ‘Edit Client Price Submission Details’ to fill in details of the variation. These will be reflected on the  
 VO to the client.  
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 Enter all the line items and selling amount in here. Please make sure to match the totals at the bottom of the sheet. 
 Till the time these are not matched, VO document cannot be generated.   

               

  

 Step 5: 

 Print the variation and send to client for approval. Status of the variation is still ‘W’ (waiting approval). 

 Variation can only be printed in either ‘N’ or ‘W’ status.  
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 Step 6: 

 Once the VO is approved by client, change the status of VO to ‘A’ and transfer the variation, resulting into the 
 following: 

Forecast Final Contract Value for project is updated by value of Approved Variation Price. 

Cost Centre Budgets are updated per values in the Budget column of the cost allocations. 

               

  

 Step 7: 

 Issue PO to the contractor for the respective Variation.  

 Note: Sometimes while transferring the variation, pop up comes up as ‘budgets not finalised yet therefore cannot 
 transfer the variation’. If this is the case, please let Finance Director know so they can finalise the budgets. 

 
 

 

 
Purpose To review financial data of the project and update forecasted final revenue and cost  
Method Maintain forecast in Jobpac’s Contract Valuation module (also referred to as BFM (Business 

Forecasting Module) 
 

  

 

 

 

 

05. PROJECT REPORTING / FORECASTING 
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BFM (Business Forecasting Module) review period 

 Points to note: 
• Revenue forecast (FFCV = Forecast Final Contract Value) 

o Review variations included in forecast 
 

• Cost forecast (FFC = Forecast Final Cost) 
o Review each Cost Centre via the Project Managers’ Worksheet 
o FFC = Committed Cost plus FCC 
o FCC (Forecast Cost to Complete) = Pending Items in PMW 

 
• Forecast Final Margin (FFM) = FFCV less FFC 

 
 FFCV – Forecast Final Contract Value 

 Step 1: 
 Review Revenue schedule to identify all the variations to client for this project have been entered  
 
 Review Variation detail by clicking on Actions > Variations … 
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 Refer the Taken to Forecast at Completion column above which shows the value of Unapproved and Approved 
 Variations included in forecast revenue.  
 Points to note: 

o The trigger for recognizing variations is Transferring from the Variation Register. This applies to both 
 Approved and Unapproved Variations. 
o Transferred to Jobcosting column – represents all Variations that have been transferred via the  
 Variation Register. 
o Taken to Forecast at Completion – the same value in this column represents the value of varies taken 
  to forecast.  

 
 

 Step 2: 
 Review the individual Variations contributing to the forecast by clicking on Actions > Variation Register     
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 FFC – Forecast Final Cost 

 Step 1: 
 Review Committed Costs, represented by: 

o Purchase Orders 
o Supplier Invoices (not matched to POs) 
o Labour (e.g. Weekly wages) 
o Misc. journals 

  This can be done through Actions > Commitments 
 
 Step 2: 
 Update the Project Managers Worksheet (PMW) for every Cost Centre. 
 Click on Actions > Costs … 
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 Right click on any row from the Cost Type Summary screen and select All Cost Centres … 
 

               
 
 Double click on the first Cost Centre with cost in it. 
 
 Review the Current Budget, Committed Cost, FCC (Forecast Cost to Complete), & FFC (Forecast Final Cost) as  
 indicated below. FCC is sum of uncommitted cost plus any contingencies. FFC is total of committed costs plus FCC.  
 

               
 
 Work out how much more it will cost to complete the project in addition to already committed cost for respective 
 cost centre and enter forecasted cost in the worksheet. 
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 Step 3: 
 Repeat the above process for every cost centre with budget/cost in it. 
 
 Notes: 

• Forecasting should be updated at least once a week to reflect true financial position of each cost centre. 
 
• Committed cost should be reviewed prior entering forecast to understand what cost is already booked and 
 what more to expect 

 
 
 

Related Resources, Tools and Links 
• N/A 

 
Contact & Further Information 
For further assistance please contact your direct manager. 

 
Process Owner 
Directors – RJA 

 
Note: This Process does not form part of any contract between you and RJA. It is not intended to create any additional legal 
rights or obligations. Any reference to obligations or requirements of the Company in this Process is not intended to give 
rise to contractual obligations binding on the Company. This Process may be varied from time to time. 
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	 N/A

