SUSTAIN

Cost Periods

Define project cost periods which are used in cost management areas such as Payment Applications.

1. Scroll down to the Project Administration pane under Project Setup you can click on the Cost

Periods icon:

Project Administration

Project Setup
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2. The Cost Periods modal window will open. Click the New icon to create a new cost period for

Project Details

Manage general project information such
as project name, number, start and end
date.

Picklist Option Sets
Create predefined picklist option sets
that you can add to document types.

Customize Forms

Add custom forms and fields so that you
can track everything that happens on
your project.

the project.

Project Home

Cost Periods

Cost Periods @

Cost Periods

Define project cost periods which are
used in cost management areas such as
payment applications.

Workflows

Create step-by-step processes that each
document can follow.

Permission Checker

View each user's form and field access to
ensure they have the correct
permissions.

= ProjectTeam

Account Codes

Define account codes for my company
that can be used to populate my financial
worksheets.

Distribution Lists

Group together existing share groups
from companies that you're connected
with.

| New | Reorder

No cost periods have been set up for the project yet.

3. The New Cost Period modal window will display. Enter Label, Start Date and End Date.
Required fields are marked with *Required and must be completed to save the document.
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Cost Periods Form Page 2

New cost period

Label * Requiredl
Label

Start Date * Required|

End Date * Required|

Cancel Save & New

Note: Start and End Dates cannot overlap in Cost Periods.

4. Click Save to save a single record or click Save & New to add additional Cost Periods.

New cost period

Label
2019 - January

Start Date
01/01/2019

End Date
01/31/2019

5. Use the Reorder button to rearrange the cost periods if necessary.
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Cost Periods Form

Cost Periods @

Label

2019 - January
2019 - February
2019 - April

2019 - March

Start Date

January 1, 2019

February 1, 2019

April 1,2019

March 1, 2019

Reorder

End Date

January 31, 2019

February 28, 2019

April 30, 2019

March 31, 2019

6. Hover over the record you wish to move and a crosshair symbol will appear.

Reorder cost periods

I @ Drag and drop the fields to reorder.

2019 - January (January 1, 2019 - January 31, 2019)

2019 - February ( February 1, 2019 - February 28, 2019)

2019 - April ( April 1, 2019 - April 30, 2019)

2019 - March ( March 1, 2019 - March 31, 2019)

Cancel

®
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7. Drag and Drop each record to place it in the correct order and click the Save button once the

changes are complete.
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Cost Periods Form Page 4

Reorder cost periods

I © Dragand drop the fields to reorder.

2019 - January (January 1, 2019 - January 31, 2019 )
2019 - February ( February 1, 2019 - February 28, 2019)
2019 - March ( March 1, 2019 - March 31, 2019)

2019 - April ( April 1, 2019 - April 30, 2019)
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