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Document Control Overview 
 
 
As we all know, in the construction industry the documentation required to manage a job can become 
overwhelming just in the flow of paper. The Document Control module provides a way to manage that 
flow of information. 
 
It allows the user to track each submittal item on the job from the data request to the supplier through 
the approval process. It also allows the user to track both outgoing and incoming requests for 
information, or RFI’s. With use of the correspondence log, you can monitor responses to both RFI’s 
and transmittals to assure they are handled in a timely manner. 
 
Document Control also allows the user to handle requests for changes, or RFC’s, from the initiation 
process through the approval process and creation of a change order. And, the RFC/change order 
processing in document control does interface with job costing so there is no need to re-enter the 
change order in job cost. 
 
If a project manager needs to create a submittal list and/or begin tracking communications about a 
project before the actual bid date or before the job is set up in ComputerEase, that can easily be done. 
 
It is also possible to create master lists of submittal items and then copy from the master list into a job 
as needed; much the same as copying phases and categories when creating a new job in job cost 
(duplicate a job feature). 
 
Document Control is also used to maintain a contacts list. New contacts can be quickly established by 
copying company information from the vendor or customer file, then adding the name of the contact, 
his/her extension number, cell number, fax, and/or email address. 
 
Just like the other modules in ComputerEase, the user has the ability to design unique forms –
submittal formats, transmittals, RFI’s, change orders, etc., with the use of a MS Word template. And, 
if using the scheduling module, you can have item due dates from document control display on the 
daily calendar in scheduling as well.   
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Daily Schedule Board Overview 
 
 
You have probably seen, or may be using in your office, the large magnet board that many people use 
to track where employees are working. The Daily Schedule Board is that magnet board on your 
desktop. 
 
Resources (employees, subcontractors, equipment) can be imported from the Payroll, Accounts 
Payable, or Equipment modules in ComputerEase, or they can be created manually within the Daily 
Schedule Board. Resources can then be assigned to individual jobs. Just as in the Scheduling Module, 
employees can be individually assigned or grouped in work crews. 
 
Daily Schedule Board does track resource assignments by day, so the user can make work 
assignments for future dates and print work schedules; or, you can scroll back through the calendar to 
see where a particular employee or piece of equipment was assigned in the past. 
 
 

Scheduling Overview 
 
 
The Scheduling module allows the user to create work schedules for a job using the critical path 
scheduling method. The user first creates the list of activities (tasks) that must be completed on the 
job. The job can be imported from job cost, and the job categories imported as activities; or, the user 
can choose to create the activities within the scheduling module. 
 
The user can set a projected start date and duration for each activity, as well as projected resources 
(employees, subcontractors, and/or equipment) needed for that activity. He can also identify specific 
calendar days, such as weekends or holidays, as work days or non-work days for scheduling purposes. 
 
The user can link one activity to another in the case of an activity that must be completed before the 
next can begin, such as setting forms before a foundation can be poured. Then if the first activity 
schedule changes, such as a rain delay, when that activity is moved, any linked activity is also 
automatically moved by the same number of days. 
 
The resource settings on an activity allows the user to see his needs on a daily basis; and, you are able 
to schedule resources (employees, subs, and/or equipment). Scheduling can be done on a daily or 
hourly basis. Employees can be scheduled individually or in crews. Once scheduled, employee work 
schedules can be printed. 
 
The user can also create a ‘to do’ list on an activity, such as a reminder to call for concrete delivery 
the day before the foundation is scheduled to be poured. These ‘to do’ items will show in the daily 
calendar view, and will also be automatically adjusted if the activity schedule is changed. 
 
You also have the ability to enter a percent complete on each activity, so when viewing the schedule 
chart, you are able to monitor job/activity progress. 


