
Creating Custom Over / Under Billing Reports via MS Query 
 
In this session we will cover the ability to create a custom Over / Under Billing Report using the MS Query tool and Excel. 
 
First, we will create a sheet with a complete job list.  This is done because we are not sure that all jobs have all of the information 
contained within the O/U Report (ie: contract, estimated cost, change orders, cost and billing).  We will pull this information from 
additional queries and link the data together in a single spreadsheet. 
 
JOB LIST 
 
Access the JOBS table from the MS Query tool. 
 
Select the following fields: 
 
JOB_STATUS 
PROJECT_MANAGER_ID 
JOB_ID 
DESCRIPTION 
ORIGINAL_CONTRACT 
ORIGINAL_COST 
 
We will enable criteria to not include “O” – Overhead jobs based on the Job_Status field. 
 
The Original_Contract and Original_Cost fields are the information entered on the General Tab of the Job Maintenance record. 
 

 
 
 
Return the Data to Excel, rename the tab JOB and access the second tab. 



CHANGE ORDERS 
 
 
On the second tab, we will query change order information.  This will include changes in contract amount and changes in estimated cost. 
 
The table we will use is titled JOB_CHG.  Select the following fields. 
 
JOB_ID 
TOT_INCOME_ADJ 
TOT_COST_ADJ 
 
We will also enable some criteria to select Change Orders with a Status of A for Approved and E for Estimate only. 
 
Additional criteria will be enabled to include Change Orders dated on or before a particular date. 
 

 
 
 
 
 
 
Return this data to the second tab, rename the tab CO of the Excel Sheet. 
 
 
 
 
 
 



BILLINGS 
 
On the third tab, we will create a sheet for the billings on the contract. 
 
For this query, we will use the V_EM_JC_BILLINGS table. 
 
Pull the following fields from the table: 
 
JOB_ID 
AMOUNT_INVOICED 
 
Criteria will be added based on the ADJUST_DATE field to show billings on or before a particular date. 
 
We can also sum the total of amount_invoiced field into a single line per job. 
 

 
 
 
Return the Data to the third tab, rename the tab to BILL. 
 
 
 



JOB COST  
 
Acces the Fourth and Final Tab of the the query and access the V_JOB_HISTORY table to pull in job to date costs.   
 
Select the following Fields: 
 
JOB_ID 
COSTS 
 
We will enable criteria on the date_booked field to include records on or before a certain date, and we will sum the costs for 
consolidation to one line per job. 
 

 
 
 
 
 
 
 
Return the Data to the fourth tab of Excel and rename the tab COST. 
 
 
 
 
 
 



COMBINING THE DATA TO A SINGLE SHEET 
 
 
 
OK, so we have 4 tabs of information, all the building blocks of an Over/Under Billing Report.  Now we will need to consolidate all of the 
information to a single sheet. 
 
This is possible by using our formulaic friends VLOOKUP and SUMIF. 
 
If you are stilll struggling with these formulas, remember that the VLOOKUP works if you are returning a single value from another page, 
or if you are looking up TEXT based information.  SUMIF formulas are used when there are multiple values to SUM together and 
consolidate to a single sheet based on the reference cell.  You can also use a SUMIF formula to return a single value, but you can not 
return text based information with a SUMIF formula. 
 
When creating the queries for this lesson, I purposely left the Change Order Information in detail to illustrate the use of a SUMIF formula. 
 
We need to “marry” the information on the Change Order Sheet to the Main Job List Sheet based on the Job_ID. 
 
JOB SHEET 
 

 
 
CHANGE ORDER (CO) SHEET 
  

 
 
 
 
 
 
 
 
 
 
 

The information on the Change Order Sheet has 3 
lines of data.  These are values from 3 individual 
change orders against Job number 5. 
 
In order to tie the SUM of the three values back to 
the main sheet, we will use the SUMIF formula. 
 
The VLOOKUP formula will NOT work in this case, 
as it would find the first match for Job number 5 
on the Change Order sheet, and return a single 
value, not the SUM of all of the values on the 
sheet.  



 
 
On the Job list sheet, in Cell G2, create the following formula: 
 
 
=SUMIF(CO!A:A,JOB!C2,CO!B:B) 
 
 
This formula “says” – look  in all of column A of the CO sheet.  Look for a value based on the value in cell C2 of the JOB sheet (in this case 
– Job 5).  When you find that value, SUM any number found in Column B (total income adjustment) on the CO tab. 
 

 
 
This sum represents the total income adjustments to the particular job.  Create a similar formula to sum the total COST adjustments from 
the change orders. 
 
The formula is identical except for the last parameter that tells the formula to look in Column C for the values to sum. 
 
=SUMIF(CO!A:A,JOB!C2,CO!C:C) 
 

 
 
 
 
 
 
 
 



 
 
Add two more columns to the JOB sheet titled Revised Contract and Revised Cost. 
 
These are simple additions that add the original contract and the changes to contract and the original costs to the changes in cost. 
 

 
 
 
 
 
 
We will now pull in the Billing information from the BILL sheet. 
 
Even though we consolidated the data within the query by using the SUM function, we can use the SUMIF to pull the data from the BILL 
sheet to the JOB sheet. 
 
=SUMIF(BILL!A:A,JOB!C2,BILL!B:B) 
 
If the value on the BILL sheet in column A matches the value in CELL C2 (job 5) then sum the assocuated value in Column B of the BILL 
sheet. 
 

 
 
 
 
 
 
 



 
 
 
Pulling COST to the JOB sheet.  Wash, Rinse, Repeat for the Cost information, create a SUMIF to pull the data from the COST tab to the 
JOB tab. 
 
=SUMIF(COST!A:A,JOB!C2,COST!B:B) 
 
 

 
 
 
 
 
Now create the formula to calculate the Estimated Profit = Revised Contract – Revised Cost: 
 

 
 
 
 
 
 
 
 



Create a formula to calculate Percentage of Completion: 
 

If Revised Estimated Cost = 0,0,(Cost / Revised Estmated Cost)*100 
 
This will remove the possibility of those pesky #DIV/0 errors 
 

 
 
 
Next, we will calculate the Earned Revenue amount: 
 
Percentage of Completion * Revised Contract Amount 
 

 
 
 
 
NOTE: The Earned Revenue calculation shown in this example is not the “gospel”, many companies calculate the earned revenue figure 
in different manner (ie: Earned Profit + Cost To Date).  You may use whatever calculation you choose when creating these reports. 
 
 
 



 
 
Calculation for OVER BILLING: 
 
If Billing to Date – Earned Revenue > 0, Billing to Date – Earned Revenue otherwise 0. 
 
This formula states that if you have Billed more than the Earned Revenue amount, you are OVERBILLED by the amount of the Billing less 
the Earned Revenue Amount.  If you are NOT overbilled, then show a $0.00 value in the column. 
 
 

 
 
 
Calculation for UNDER BILLING: 
 
This caclulation computes if you have billed LESS than the EARNED REVENUE figure.  If the Billing amount less the Earned Revenue is less 
than 0, then subtract the BILLING AMOUNT from the EARNED REVENUE amount, otherwise show $0.00. 
 

 
 
 
 
 
 



 
 
We now have all the components to create the over/under billing report.   
 
We needed to include the % OF COMPLETION caclulation within our Database Tabl, but we will have to rewrite the equation in the Pivot 
Table, as we do not want the % of COMPLETION amounts to add up, we would like to see an overall percentage of completion amount 
for all of the jobs on the report. 
 
 
 
Wewill insert a PIVOT TABLE based on the data collected within the new table on the JOB tab.  The pivot table will be created on a new 
spreadsheet. 
 

 
 
 
Format the pivot table with your desired criteria.  NOTE – DO NOT INCLUDE PERCENTAGE OF COMPLETION as one of the VALUE fields, 
we will create a calculated field for this figure. 
 

 
 
 
 
 



 
 
On the Pivot Table Tools OPTIONS tab, under Calculation, Fields,Items & Sets, select Calculated Field 
 

 
 

Percent Complete:   =IF('Revised Cost'=0,0,(COST/'Revised Cost')*100)  the IF statement is written to 
removepotential  #DIV/O errors when there are no estimated costs. 
 

 
 
Click OK to save the formula to save and place the new calculation in the desired column within the pivot table report. 
 

 
 



 
 
You may quickly change the criteria for the Over/Under Billing report via the column headings: 
 
Here is an example of the O/U Billing Report for a different Project Manager. 
 
 

 
 
 
 
NOTE: We pulled in data from the JOBS table that included JOB_STATUS and PROJECT_MANAGER_ID.  You may 
wish to sort this by Project Class, Geographic Area, even the Payroll Local Tax field.  Remember to plan the report 
first, and add these fields when creating the first JOB LIST tab in this lesson. 
 
You may also sort and filter this report using USER DEFINED fields.  With this option, the sorting and filtering 
possibilies are endless. 
 
 
 
 
 
 
 
 
 


