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INTRODUCTION
Overview

OVERVIEW

The Service Director application helps you manage equipment service calls by consolidating
technician information, schedules, and Work Orders into one module. After you have set up
the system, Service Director tracks your Work Orders from entry to completion by scheduling
dispatches, recording service call work, and maintaining Work Order history.

Service Director associates regularly serviced equipment with your Customers, then uses that
information when you enter Work Orders. The Work Order is the heart of the system: it records
a service request action with a dispatch, which in turn contains labor and parts lines to record
what was done during that service call action. When the Work Order is complete, the system
maintains the work history for both the Work Order and the serviced equipment so that you
can view service details, identify recurring problems, or plan routine maintenance.

Service Director also allows you to manage your internal equipment through Service Orders. By
working with the TRAVERSE Fixed Asset application, you can track the ongoing maintenance
costs of your equipment during its service life. Like Work Orders, Service Orders record a
service request with a dispatch for labor and parts, and allow you to record what was done
during that service call action. You can also plan routine maintenance, view service details, and
identify recurring problems with your equipment while maintaining equipment history.

Service Director simplifies scheduling with scheduling tools. These tools allow you to create
schedules, specify holidays and dates your company is closed, and enter any advance schedule
changes for specific technicians to plan future availability and manage workflow. When you
need to schedule a Service Order or Work Order dispatch, you can ask the system to suggest a
time based on technician availability or view a specific technician's calendar to create a
booking. Once you have booked dispatches, use the built-in calendars to view scheduled
dispatches and plan activities.

Service Director works with the TRAVERSE Accounts Receivable application to record invoice
and payment information for completed service calls. Posting completed Work Orders in
Service Director creates open invoices in Accounts Receivable. After you post Work Orders, use
Accounts Receivable to print or reprint invoices and record payment information.

Finally, use the reporting tools to view Service Order, Work Order, profitability, and productivity
information to analyze your business, identify trends, or introduce new types of services.

System Information

Additional information about using the system is found in the following sources:
e The Service Director User’s Help.

¢ The training manuals for other TRAVERSE applications.
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¢ The Developer’s Guide and Developer’s Object Descriptions manuals.

¢ Online help.
Customer Support
Open Systems Holdings Corp. has a strong commitment to customer service and product
quality. If you need help using any Open Systems product, follow these procedures:

¢ Consult the user’s guide and other TRAVERSE reference materials.

e If you are a subscriber to the TRAVERSE customer support program, you can consult
your customer support representative (1-800-320-3088) or e-mail them at
traverse_support@osas.com.
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ABOUT SERVICE DIRECTOR

Frequently used functions
The most frequently used functions are on the Work Orders and Service Orders menus. Use
these functions for the following tasks:

e Enter Work Orders, Service Orders and dispatches for Work Orders and Service
Orders.

e Enter transactions to record time and parts used.
¢ Print the Work Orders and Service Order forms and worksheets.
e Post Work Orders and Service Orders.
Generate Work Orders and Service Orders
Generating recurring Work Orders and Service Orders are done using the Work Orders and
Service Orders menus. Equipment that is maintained in the generated Work Orders and Service

Orders are set up in the Setup and Maintenance menu. Use these functions for the following
tasks:

¢ Set up Site Equipment, Service Contracts and General Equipment.
e Print Orders and Invoices and post.
Reports
The Work Order Report and Service Order Report will give you a list of the open Work Orders
and Service Orders in summary or detail. You may also print a history of the Work Orders and
Service Orders posted for Customers’ and equipment.

Interactive Views

Scheduled Technicians, Orders, Transactions, Equipment History, General and Site Equipment
and Service Contract information can be displayed through the Interactive Views functions.

Interfaces

Service Director can be interfaced with Inventory, General Ledger and Fixed Assets.
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SETTING UP SERVICE DIRECTOR
Setup Checklist

SETUP CHECKLIST

Before you can use Service Director to manage your Work Order, Service Orders, dispatches
and service calls, follow the setup procedures in this chapter. Follow these procedures
carefully; the choices you make determine how the system operates.

To set up Service Director, perform the following tasks:
____Set up other TRAVERSE applications.
___Set up Item information.

____Set up Form Printers.

___Set up Business Rules.
____Define Batch Codes.

____Set up Schedules.

____Set up Schedule Controls.
____Define Labor Codes.

____ Specify Skill Levels.

____Set up Technicians.

____Set up Equipment Categories.
____Set up Billing Types.

____Set up Work to do Descriptions.
____Set up Warranty Types.

____ Enter Site Equipment.
____Enter General Equipment.
____Enter outstanding Work Orders.

____Enter outstanding Service Orders.
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SETTING UP SERVICE DIRECTOR
Setup Information

SETUP INFORMATION

Other TRAVERSE Applications

Service Director requires the TRAVERSE System Manager and Accounts Receivable applications
in order to function. Service Director accesses and updates Customer and site information in
the Accounts Receivable Customers and Ship-to Addresses tables, and accesses technician
names and Item information in the System Manager Employees and Item Descriptions tables.

Before you set up Service Director, make sure that your Customer and site information is
correct in Accounts Receivable, and that your Employee and Item information is correct in
System Manager or Inventory (if interfaced).

In addition, Service Director can optionally interface with the General Ledger, Inventory, and
Fixed Assets applications. Interfacing with General Ledger allows Service Director to access
General Ledger Accounts and update these Accounts with Work Order amounts when you post.
Interfacing with Inventory allows Service Director to access ltem information in Inventory
(rather than in System Manager) and update Item quantities as appropriate when you save
transactions. Interfacing with Fixed Asset application, you can track the ongoing maintenance
costs of your equipment during its service life. If Accounts Payable is installed you can track the
Vendor purchase information for your equipment.

Before using Service Director, verify that you have the System Manager, Accounts Receivable,
and any other applications you plan to interface Service Director with, set up and running
correctly. Refer to the training manuals for information on installing, setting up, and verifying
information in other TRAVERSE applications.

Item Information

Service Director accesses Item information from either Inventory or System Manager when you
enter site and general equipment and parts information. Before you can use Service Director,
you must enter Item information for your Customers’ equipment, your internal equipment and
the parts your technicians use, into either Inventory or System Manager.

If you have the Inventory application installed and plan to interface it with Service Director, use
the Items function to enter Item information. When you save and post Work Order and Service
Order details, Service Director updates Item quantity, history, and Lot and Serial information in
Inventory as appropriate.

If you do not have the Inventory application, or you do not want to interface it with Service
Director, enter Item information into the System Manager Description Items function. You will
then use this information when you enter Customer equipment and service details into Service
Director.
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Form Printers

The Setup and Maintenance Form Printers function in System Manager allows you to print
multiple copies of a Service Director Invoice or Work Order. For example; you could set up form
printer entries to print a copy for the Customer, a copy for the company, and a copy to be filed,
each printing with the appropriate heading.

To set up forms to print multiple copies, create or edit printer entries for the SD INVOICE and
SD WRK ORD forms. See the System Manager Training Manual for more information on
creating or editing printer entries for forms.

Business Rules

Once you’ve prepared for setup and installed Service Director, use the Business Rules function
(page 3-5) to interface Service Director with General Ledger, Inventory, and Fixed Assets, select
options that control how Service Director works, and specify default entry preferences. Once
you’ve specified these options, you likely will not need to modify them again.

Batch Codes

Use the Batch Codes function (page 3-15) to set up batches in which to enter Work Orders.
Batch Codes provide a way to organize Work Orders, allowing you to lock a set of Work Orders
in preparation for a large change (such as posting) without affecting those in another. Batch
Codes are especially useful when several people are working in the system at one time.

Use the Batch Codes setup to enable batch processing. Set up your batch codes using the Batch
Codes function. If you choose not to use batch processing, all transactions are entered into the
default ###### batch. If no other Batch Codes are set up all transactions will automatically go
to the ###### batch.

Schedules

Next, set up the Schedules your company uses. Use the Schedules function (page 3-21) to
define business hours for your company, such as regular office hours or shifts. The Schedules
function is designed to be flexible—you can use it to enter available and unavailable hours
(such as lunch or scheduled breaks) or to define business hours for different groups of
employees (such as office staff, consultants, and shift workers). You can then use these
Schedules to determine availability when you schedule service calls.

Use the Schedule function to enter the dates your company is closed or your technicians are
unavailable—holidays, company-wide vacation days, and so on. This information helps Service
Director avoid scheduling service calls on these days.
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Use the Schedules function to enter changes in Schedules for future availability planning.
Examples of schedule changes include seasonal hours or technicians switching from shift to
shift. You then apply Schedules to technicians to calculate availability for specific technicians.

Labor Codes

Once you’ve set up the Schedules for your company, use the Labor Codes function (page 3-27)
to set up codes that organize the types of work performed by your company. Examples of Labor
Codes include installation, repair, and consulting. Use these Labor Codes when you set up your
technicians.

Skill Levels

Next, use the Skill Levels function (page 3-33) to set up the Skill Levels technicians must have in
order to perform certain tasks. Once you’ve set up these Skill Levels, apply them to your
technicians so that you can search for a technician by Skill Level when scheduling Work Order
dispatches. These Skill Levels are for information only.

Technicians

After you’ve entered information using the functions above, set up the Technicians (page 3-37)
employed by your company. Since Technician names are pulled from your Employee base, use
the TRAVERSE System Manager application to enter Employees and their contact information.
If you have Payroll installed, Service Director will use the Payroll Employee list for Technicians.
Next, use the Technicians function to define Tech IDs, Labor Codes, Skill Levels, and Schedule
IDs for a Technician name. You may set up multiple Labor Codes per Technician and the
scheduling suggestion will base it suggestions on the Labor Codes set up for the Technician.

Service Director does not allow you to schedule bookings without specifying a Technician. If
you need to schedule bookings without specifying a specific Technician, use the Technicians
function to set up a “dummy” Technician to serve as a placeholder.

For example; you might need to schedule service for a client at a specific time, but you haven’t
yet determined which Technician will be performing the service. In this case, you could use the
“dummy” Technician to schedule the service, then edit the Work Order later to add the correct
Technician ID. If you decide to use such a placeholder, be sure to add the placeholder as an
Employee in System Manager before you set up the Technician in Service Director and name it
appropriately (such as TBD for To Be Determined). For more information on entering
employees, refer to the System Manager or Payroll Training Manual.
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Equipment Categories

Use the Equipment Category function (page 3-57) to set up categories you can assign to
equipment, similar to the Inventory Product line. Equipment Categories are used in the setup
of equipment, and can be used to separate equipment into groups that allow you to quickly
determine the type of equipment you are dealing with.

Billing Types

Billing Types (page 3-61) are used to group Work Orders and dispatches for printing the Work
Order Report and Worksheet. The Billing Types also determine if the Work Order and dispatch
are billable or not.

Work To Do Descriptions

Use the Work To Do Descriptions function (page 3-47) to record short descriptions of regularly
performed tasks or to save brief instructions used by your technicians. You can then add these
descriptions to Work Orders and Service Orders and print them for use by technicians on
service calls.

Warranty Type

Use the Warranty Type function (page 3-65) to create classifications for the types of warranties
you offer. These Warranty Types will be available to select when setting up Site Equipment on
the Warranty tab.

General Equipment

Use the General Equipment function (page 3-69) to record information about the equipment
your company services. This function is designed to record pieces of equipment you service but
are not assigned to a particular Customer or your company.

Use the General Equipment to enter or edit basic information. Use the Service, Warranty, Parts
List, and Knowledge-base tabs to record Service history, Warranty information, Parts used, and
other information about the selected equipment.

Site Equipment
Use the Site Equipment function (page 3-83) to set up equipment owned by you or one of your

customers, that you service or repair. Site Equipment does not have to exist in Inventory, and
the Site ID allows you to easily move equipment from one location of usage to another.
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Use the Site Equipment to enter or edit basic information. Use the Service, Warranty, and
Activity tabs to record Service history, Warranty information, and other historical Activity for
the equipment.

Service Contracts
Use the fields on the Service Contracts (page 3-99) screen to enter information about the
Service Contracts you have with your Customer.
Use the Service Contracts to enter or edit basic information. Use the Equipment and Billing tabs
to record equipment information and other information about the selected equipment.

Outstanding Work Orders

After you perform the tasks above to set up the system, use the Work Order Entry function
(page 4-5) on the Work Orders menu to enter outstanding Work Orders. You don’t need to set
up previous history for Service Director, but you need to enter your outstanding Work Orders
to begin tracking them.

Outstanding Service Orders
After you perform the tasks above to set up the system, use the Service Order Entry function
(page 5-5) on the Service Orders menu to enter outstanding Service Orders. You don’t need to

set up previous history for Service Director, but you need to enter your outstanding Service
Orders to begin tracking them.
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PROCEDURES & PROCESSES

Overview

The Service Director application provides a tool for managing your service calls from scheduling
the initial dispatch to creating the final invoice. As such, there are tasks you must perform on a
regular basis as part of your workflow. The processes you use as you work with Service Director
include the following:

¢ Daily Work Order processes.
¢ Business processes.
e Maintenance processes.

These processes, and the procedures they include, are described on the following pages. These
processes and procedures are meant to give you an idea of how Service Director works with
other applications and what you may need to keep in mind as you work. Your actual workflow
processes may differ.

Daily Work Order Processes

The Work Order is the center of the Service Director application. It drives how service calls are
scheduled, recorded, and completed. The following procedures should give you an idea of what
you need to do to create a Work Order and follow it through to completion. Keep in mind that
the following procedures are suggestions; your actual workflow might differ slightly.

Track Work Orders
A typical Work Order might proceed through these steps:

1. Enter a new Work Order in response to a service call.
2. Use the Work Order Entry function (page 4-5) to create and schedule a dispatch.

3. Print the Work Order Report (page 4-51) or Scheduled Dispatch Report (page 6-25) and give
it to the technician servicing the call.

4. Record the Work Order information as you receive it.

5. When the Work Order is complete, use the Print, Invoice (page 4-31) button on the Work
Order Entry screen to print an Invoice for the Customer, then post it.

Schedule Work Orders
Follow the steps below to schedule a Work Order:
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1. To schedule a dispatch as you enter it, click the Schedule button on the Work Order Entry
screen’s Dispatch tab (page 4-11), then click OK to schedule the Work Order once you find
an appropriate time. You can also enter schedule details manually by entering date and time
information directly into the fields. If you schedule dispatches manually, be sure to click OK
to actually book the dispatch; dispatches are not booked until you click OK.

2. To identify dispatches that need to be scheduled, print the Unscheduled Dispatch Report
(page 6-31).

3. Use the Calendar View function (page 6-5)to identify conflicts and availabilities.

Post Work Orders

The Work Order Status changes to Complete when you click the Complete button and enter a
Completed Date and Tech ID into the Completed Date box on the Work Order Entry screen’s
Dispatch tab (page 4-11). After you complete a Work Order, use the Post Work Orders function
(page 4-95) to post the Work Order and create an open invoice in Accounts Receivable, then
use the Accounts Receivable Hold/Release Invoices and Cash Receipts functions to release the
invoice, record payments, and finish the Work Order.

If your company deals with a large number of Work Orders, you may want to post Work Orders
daily.

Business Process

Service Director includes reports that access Work Order history records, giving you the
information you need to analyze your business practices. To make the most of your business
information, use the procedures described below.

Analyze Profitability

Print the Profitability Report monthly or quarterly to review price and costing data. You can
print this report for a range of Customers, Work Orders, Technicians, or Completion Dates. The
report will list how much you’re spending on labor and parts and the resulting profit, allowing
you to identify practices that may be costing you money or services that are especially in
demand.

Analyze Productivity
Print the Productivity Report monthly or quarterly to view Technician productivity. You can
print this report organized by Customer, Work Order, Technician, or Completion Date. Use the
information on the report to adjust dispatch time estimates, identify time-consuming tasks or
dispatches, and determine service call trends.
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Verify Work Order Completion

Print the Order History Report as often as necessary to verify that Work Orders are completed
in a timely manner. Print the Scheduled Dispatch Report and Unscheduled Dispatch Report to
identify lost Work Orders and analyze your company’s response time to Work Order requests.

Maintenance Processes

As your business grows, you'll need to add new information to Service Director to remain
current. Follow the procedures below to add and maintain your company’s information.

Add New Employees
Follow these steps to add a new Technician:

1. Determine whether the new Technician’s skills fit in with the Skill Levels you have defined. If
necessary, use the Skill Levels function (page 3-33) to add a new Skill Level.

2. If you need a new Labor Code for the Technician, add the Labor Code using the Labor Codes
function (page 3-27).

3. Use the Schedules function (page 3-21) to enter the new Technician’s schedule changes, if
necessary. If the Technician does not have any schedule changes, assign the Technician a
Schedule control record that contains only the Schedule ID for the hours he or she regularly
works. See “Schedules” for more information on using schedules for regular hours.

4. Add the new Employee to your Employee base using the System Manager Employees or
Payroll Employee Information function.

5. Use the Technicians function (page 3-37) to add the new Technician.

Add New Parts or Equipment

As you gain new Customers, you need to enter information about their equipment or the parts
necessary for its service if this information is not already present in the system. If Inventory is
installed and interfaced with Service Director, use the Items function to enter new Item
information; otherwise, use the System Manager Description Items function to enter this
information. Once you enter the new equipment/parts information into the system, you can
use it in Service Director’s Site Equipment (page 3-83), General Equipment (page 3-69), and
Work Order Entry (page 4-5)functions.

Add New Service Contracts
Follow these steps to add a new Service Contract:

1. If the Service Contract is for a new Customer, record the new Customer’s information using
the Accounts Receivable Customers function.
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2.

If the contract involves a new piece of equipment or uses new parts, enter the new
equipment and parts information into either the Inventory Items function (if Inventory is
installed and interfaced with Service Director) or the System Manager Item Descriptions
function.

Use the Site Equipment function (page 3-83) to enter information about the equipment that
will be serviced.

Use the Service Contracts function (page 3-99) to enter the new contract.

If the contract involves regular dispatches, enter a Recurring Entry in Accounts Receivable
for the Service Contract and use the Billing tab in the Service Contracts function (page 3-99)
link the Service Contract to the Accounts Receivable Recurring Entry. Use the Generate
Service Orders functions (page 5-29) to set up a recurring billing record for the Customer.

Add New Services

If your company is adding a new type of service, follow these steps to record the new service
information:

1.

Determine what information you need to add—will you need to add new Items, Skill Levels,
Labor Codes, Technicians, Work To Do Descriptions, Schedules, or is this information already
present in your system?

Use either the Inventory Items function (if Inventory is installed and interfaced with Service
Director) or the System Manager Description Items function to enter information about new
Site Equipment pieces your company will service or new parts your technicians will use.

. Use the functions on the Setup and Maintenance menu to enter the information you

gathered above.

If the new service occurs regularly, use the Generate Work Orders (page 4-41) or Generate
Service Orders (page 5-29) function to speed Work Order or Service Order entry.
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Overview

OVERVIEW

Before you use the Service Director system, make sure that you have set it up correctly. See
“Service Director Setup Information” on (page 2-5) for information on the setup tasks you need
to complete to set up the system.

Use the Setup and Maintenance functions to enter the basic information you use on a daily
basis into the system. Once entered, this information does not often change and can be left as
is except for minor maintenance.

You must use most of the functions on the Setup and Maintenance menu before you can use
any other Service Director functions. For example; use the Business Rules function first after
you install Service Director to specify how the system should work. The menu also contains a
few functions you will use repeatedly as you gain new Customers, add Service Contracts, and
Equipment. Use the remaining functions to enter Batch Code, Technician, and scheduling
information for your company.

To set up the Service Director application, follow these steps:

¢ Set up Business Rules

Set up Codes and Categories
eBatch Codes
eEquipment Categories
elLabor Codes

eWork to do Descriptions

Define Billing Types

Enter Technicians

Create Schedules

Set up Skill Levels

Set up Warranty Types

Add Site and General Equipment
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BUSINESS RULES

Use the Business Rules function to define application interfaces, control how Service Director
works, and set Work Order and GL Account default entry values. Be careful when you specify

SETUP AND MAINTENANCE

Business Rules

options; the choices you make are global and affect other users of Service Director.

To set up Business Rules, follow these steps:

1. Select Business Rules from the System Manager, Company Setup menu.

Business Rules Menu

| System Manager +

[= Comparty Setup
Company Information
Feriod Conversion
Bank Accounts
Gains and Losses Accounts
Description ltems
Employees
Fom Numbers
Transaction Numbers
Data Protection
Fom Printers
Manage Attachmerts
Manage Document Delivery
Import Mapped Data
Impert Map Definition
Import Layout Definition
Export Layout Definition
Manage Catalog

[# Setup and Maintenance

[ Master Lists

[# Tax Setup

[# System Audit

[ Administration
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2. The Business Rules screen appears. Select Service Director.

Business Rules Screen

Print | Search =

= Business Rules

™

]

& Aplcatin B Defaults - GL Account
b Aecowis Payable | oGS Account 00-000-5030
- AR - Accounts Receivable Expense Account 00-000-6600
- BA - Banking Freight Account 00-000-5100
- BM - Bill of Materials/Kitting Inventory Accourt 00-000-1200
- BR - Bank Reconciliation Misc Account 00-000-5110
- CF - Corfigurator Sales Account 00-000-4100
- CF - Configurator = zj:lfrtagrldser_sr ey Exary e
st Biling Type Billable
- DR - Requirements Planning Copy Addtional Descriptions from SM/IN ttems Yes
- FA - Fixed Assets Default Priorty 0
- GL - General Ledger Motify Wamanty / Contract Yes
-~ HR - Human Resources Use Addttional Descrptions Yes
- IN - Inventary |E Interface - Application
- JC - Project Costing Fixed Assets Yes
. MB - MFG - Bils of Materal ﬁi:i;‘:w"ec'ge’ ::
-~ MP - MFG - Production B Miscellaneous
- MR - MFG - Rotting & Resources | Allow Editing After Online Invoice No
- PA - Payrol Commission by Line ftem No
~ PO - Purchase Crder Display Cost Yes
-~ P5 - Point-of-Sale Number of Days to Schedule T
fir Flain Paper Invoices Yes
- SM - System Managr Plain Paper Orders Yes
50 - Sales Order Post Detail to General Ledger Yes
TP - TRAVERSE Portal Post Without Printing Joumals Yes
Print Bar Code on Wark/Service Order Yes
- WM - Warehouse Management Print Company Information Yes
&} Configuration Group Print Company Logo Yes
- Role System Generated Contract Numbers Yes
|E] Order Entry Prompts
| Show Calculated Price Prompt Yes
Show Out of Stock Waming Yes

| | Defaults - GL Account

Defaults - GL Accounts

3. If Service Director interfaces with General Ledger, select the default Cost-Of-Goods-Sold,
Expense, Freight, Inventory, Miscellaneous, and Sales Accounts used for posting. If Service
Director does not interface with General Ledger, enter the Accounts that you want to appear
on the posting logs when you post.

If Service Director interfaces with Inventory and you select Inventory Items for parts
the COGS, Sales and Inventory accounts assigned to the Item through the Account
Code will be used to post.

4. COGS Account: Select the default GL Account for Cost Of Goods Sold.

5. Expense Account: Select the default Account to post service Expenses.
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6. Freight Account: Select the GL Account for Freight costs.

7. Inventory Account: Select the GL Inventory Account for when an Item ID is manually
entered (not selected from Inventory or System Manager Items). This is the offset to the
Cost of the Item used during the post.

This should not be your Inventory GL Account. Your Inventory valuation will not
balance if you use your Inventory Account here. A value is posting to the Inventory
Account, but no Inventory Item is affected by the transaction.

8. Misc Account: Select the GL Account for any Miscellaneous costs.

9. Sales Account: Select the default Account for miscellaneous Items entered into the Item
detail of a transaction. Miscellaneous Items would be Items that are not set up in Inventory
or System Manager. You will have the option to change this Account at the time of the
transaction.

Defaults - Transaction Entry

10. Audit Orders: Select Yes to keep a log of changes to orders; otherwise, select No. This will
track any user-made changes to your orders. The changes to the orders can be viewed using
the Audit Explorer on the System Manager, System Audit menu.

11. Billing Type: Select the default billing type from the drop-down list. This list uses the values
you create with the Billing Type function (page 3-61) on the Setup and Maintenance menu.
If this value is not set, you will not be able to use the Generate Work Orders function.

12. Copy Additional Descriptions from SM/IN Item: Select Yes to copy Additional Descriptions
from System Manager or Inventory; otherwise, select No. If you interfaced Service Director
with Inventory, System Manager Items are not used. If you do not elect to use Additional
Descriptions, this option is not available.

13. Default Priority: Select the default priority to use when entering a transaction. You will be
able to change the priority in the Work Order Entry screen or the Service Order Entry
screen, if necessary.

14. Notify Warranty/Contract: Select Yes to notify the user that warranty/contract
information exists for the Site Equipment ID when entering a Service/Work Order;
otherwise, select No.

15. Use Additional Descriptions: Select Yes to use Additional Descriptions for line ltems;
otherwise, select No. In the detail mode in Work Orders or Service Orders you will get an
additional field to enter an Additional Description for the Item in the transaction. The
column is also available in the column chooser.
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Interface - Application

16. Fixed Assets: Select Yes to interface Service Director with Fixed Assets; otherwise, select
No. If Fixed Assets interfaces with Service Director, you will have the ability to update
service history for your assets. You will be able to link Site Equipment to a Fixed Asset.

17. General Ledger: Select Yes to interface Service Director with General Ledger.

NOTE: This switch applies only to Service Order costing and only affects how Service
Orders are processed. Work Order billing through the General Ledger is controlled by
the Accounts Receivable interface to GL. If you want Work Order billing to process
through Accounts Receivable, make sure the Accounts Receivable interface to the
General Ledger is set to Yes.

18. Inventory: Select Yes to interface Service Director with Inventory; otherwise, select No. If
Inventory interfaces with Service Director, you will have the ability to select Iltems that are
set up in Inventory when you enter transactions. The information such as Description,
Account numbers, Cost, and Price will all be brought into the transaction from Inventory.
Transactions update the Inventory Committed, Available and On-Hand quantities online.

Miscellaneous

19. Allow Editing After Online Invoice: Select Yes to be able to edit the Work Order after the
invoice has bee printed Online, from the Work Order screen. Select No to lock the Work
Order editing once the invoice has been printed Online from the Work Order screen.

20. Commission by Line Item: Select Yes to calculate commission per line Item of an invoice;
otherwise, select No. Selecting No will use the Sales Rep information on the Site
Information tab of the Work Order.

21. Display Cost: Select Yes to display unit cost on line Items in transactions; otherwise, select
No.

22. Number of Days to Schedule: Enter the number of days to schedule.

The number entered here will determine the number of days displayed on the
calendar when scheduling a technician for a dispatch.

23. Plain Paper Invoices: Select Yes to use plain paper invoices; otherwise, select No to use
preprinted forms.

24. Plain Paper Orders: Select Yes to use plain paper Work Order and Service Orders;
otherwise, select No to use preprinted forms.
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25. Post Detail to General Ledger: Select Yes to post details to General Ledger to post line-ltem
detail information to General Ledger; otherwise, select No to only post summary
information. If you use multi-currency, this option is automatically selected and cannot be
changed. Information is always posted in detail when you use multi-currency.

26. Post Without Printing Journals: Select Yes to post without printing journals; otherwise,
select No. If you select Yes, you will be allowed to post transactions without printing your
Work Order and Service Order Journals to a printer or output. You will receive a dialog box
stating the reports have not been printed and you may continue or stop and print the
reports.

27. Print Bar Code on Work/Service Order: Select Yes to default the option to print bar codes
on the Work Order and Service Order forms; otherwise, select No to manually select to print
bar codes.

28. Print Company Information on Plain Forms: Select Yes to print the company information
on plain paper forms; otherwise, select No.

29. Print Company Logo: Select Yes to print the company logo on plain paper forms,
otherwise, select No. This will look at the company logo box in the System Manager,
Company Setup, Company Information function for a company logo. This option can only be
changed to Yes if you said Yes to the option to use plain paper invoices or orders.

30. System Generated Contract Numbers: Select Yes to use system-generated contract
numbers; otherwise, select No to enter contract numbers manually.

31. Show Calculated Price Prompt: Select Yes to have the system show a prompt when the
calculated price changes, otherwise, select No.

32. Show Out of Stock Warning Prompt: Select Yes to have the system show a warning
message when an ltem is out of stock, otherwise, select No.

33. Select a command button:

Command Buttons
Name Description

Save the changes you have made to the
Apply business rules functions. The screen
will remain open.

Save the changes and exit the business

K .
o rules function.

Close the business rules screen without

Cancel .
saving any changes.
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Name

Print

Search

SETUP AND MAINTENANCE
Business Rules

Description

Preview and print a business rules
report.

Perform a wildcard search of all existing
business rule descriptions. The results
will display in a tree-view for easy
navigation.



Business Rules Report

SETUP AND MAINTENANCE

Business Rules

Continental Products Unlimited

Business Rules List
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Invalid GL Account List

1. To check for invalid GL accounts select Invalid GL Account List from the System Audit menu
in System Manager.

Invalid GL Account List Menu

| _System Ma_nager ||

Company Setup
Setup and Maintenance
Master Lists
Tax Setup
=) System Audit
Invalid GL Account List
Audit Explorer
Activity
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2. The Invalid GL Account List screen appears.

Invalid GL Account List Screen

|\ M Invaid GL Account List &3] |

oK Activity | Reset | Preview

Select Applications :

App
| Accounts Payable
| Accounts Receivable
Banling
Bl of Materials/Kitting
Bank Reconciliation
CRM
| Digtal Dashboard
| Requiremerts Planning
Foced Assets
| General Ledger
Inventory
Project Costing
MFG - Bills of Material
Multicurrency Feature
MFG - Production
MFG - Routing & Resources
Payroll
| Purchase Order
Point-of-Sale

| Service Director

IFNFEFEEEREEREEREEREREREE

App 1D
> B
ap

P

a
|ap

N

M

Table Name
[CFL] db tbIPaDeduciCode
[CPU] dbo tblApDistCode

[CPU] dbo iblApDistCode

[CPU] dbo tblApDistCode

[CPU] dbo iblApDistCode

[CPU] dbo tblinStandardCost Adiust
[CPU] dbo tblSmCarfighalue

A [a

1%l

Field Name
EmpExpenseficet
DepositGLAcc
DepositGLAcct
DepositGLAC
DepositGLAcc
GLAGsount
ConfigValue

Reference Value

il
D001
1001
1002
1003
6
8450

SETUP AND MAINTENANCE
Business Rules .

=]

Account Number
8388

3. Select the Applications you want to check for invalid GL Accounts. If you want to have all
applications checked click the All button.

4. Click OK to start the search for invalid GL accounts.

5. Select a command button:
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Command Buttons

SETUP AND MAINTENANCE

_ Business Rules

Name

OK

Activity

Reset

Preview

Invalid GL Accounts List

Description

Executes the list.
Not Available.

Return the value of all fields on the list or
report screen to their default values.

View the list or report on your monitor.

Continental Products Unlimited

SM Invalid GL Account List o
App ID ‘ Table Name Field Name | Reference Value Account Number
SM [CPU].dbo.tblSmTaxLec GlAcct |\AZ 010002021
SM [CPU].dbo.tblSmTaxLoc .TaxReonct AZ 010002021
‘SM [CPU].dbo tblSmTaxLocDetail .ExpenseAcct |AZ]0 .000002021
.SM [CPU].dbo.tblSmTaxLoecDetail .ExpenseA(x:l |AZ|O .000002021
SM [CPU].dbo tblSmTaxLocDetail .ExpenseAcct AZ|0 .000002021
SM [CPU].dbo.tbISmTaxLocDetail .ExpenseAcct AZ|D 000002021
SM [CPU].dbo.tblSmTaxLecDetall |ExpenseAcct |AZ|0 000002021
SM [CPU].dbo.tbISmTaxLocDetail .Experserct AZ|0 . 000002021
SM [CPU].dbo tblSmTaxLocDetail :ExpenseAcct |AZ|0 .000002021
SM [CPU].dbo.tblSmTaxLocDetail :Expenseﬂocl :AZiCI .000002021
SM [CPU].dbo tblSmTaxLocDetail .ExpenseAcct |AZ|0 =l]Dl]Dl]2[l21
ISM [CPU].dbo.tblSmTaxLocDetail .ExpenseAcct .AZ|CI 000002021
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BATCH CODES

Batch codes allow you to group Work Orders, so that you can make changes to one group
without affecting those in another.

Service Director does not have a Business Rule to use batch processing. If you want to use
batch processing, use the Batch Codes function to define the Batch Codes you will use. Then,
assign Work Orders and Service Orders to a Batch Code so you can post them in groups. If you
not want to use batch processing the main ###### batch is assigned to all transactions when
you are not using batch processing.

To set up Batch Codes, follow these steps:

1. Select Batch Codes from the Setup and Maintenance menu.

Batch Codes Menu

| Service Director |

[ Interactive Views

[# Dispatch

[ Work Orders

[ Service Orders

[# Management Reports

[= Setup and Maintenance
Site Equipment
Service Contracts
Technicians
Work To Do Descriptions
Labor Codes
Skill Levels
General Equipment
Equipment Category
Billing Type
Schedules
Activity Status
Waranty Type

[ Master Lists
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2. The Batch Codes screen appears.

Batch Codes Screen

| 5D Batch Codes & | [E3l
HIN 4303 p B [rs X |3 & &= |5 @

Batch Code Description Pemanent ‘Work Order J Lock Batch Lock Date Lock By Activity Default

s Default Batch || Mot Applicable | Lodc | | Activity | [

Hold Hold ] Not Applicable | Lack | | Activity | (=)
| (=] | Lock | | Activity | =

3. Enter the Batch Code.
4. Enter the Description of the batch.

5. Select the Permanent check box if you would like the PO application to keep the batch after
it has been posted.

6. Accept the Status of the Work Order Journal that is displayed, or change it.
¢ The default status is Not Applicable.
¢ If Work Orders are entered, the default is Unprinted.
e If the Work Order Journal has been printed out output, the status will be Printed.

¢ If you enter a new Work Order after you print the journal, the default becomes
Reprint.

7. The Batch is locked if it is unsuccessfully posted. To unlock a Batch, click the Lock button.
When a Batch is locked, you cannot enter, edit, or post it.
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8. Select the check box to indicate which batch will be the Default batch for this company.

Command Buttons

Name Description
Activity List the batch users.
Lock Batch Lock the batch to prevent any activity in the batch.

Adding, Editing, and Deleting Batch Codes
To add a Batch Code, follow these steps:

1. Select the New Record icon »  on the toolbar. A blank record appears.
2. Enter the Batch Code and the Description of the batch.
To edit a Batch Code, follow these steps:
1. Position the cursor in the field to edit.
2. Change the value in the field.
To delete a Batch Code, follow these steps:
1. Make sure that the Batch Code is not being used.
2. Select the Batch Code to delete. You cannot delete the main batch, #it####.

3. Select the Delete hot key (F3) or the Delete button .

Batch Activity Dialog Box

=] Batch Activity o]
Batch Code | SrvCad|
User ID Trans Mo Date/Time
By kent B oooocoz 12202013 11:03:04 AM
| Refresh | | Delete |
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The Batch Activity dialog box appears when you select Activity on the Batch Codes
screen.
1. The Batch Code entered on the Batch Codes screen is displayed.
2. The User ID of the users who are using the batch are displayed.
3. The Trans No of the transaction currently in use by the user is displayed.
4. The workstation Date/Time that the user accessed the transaction are displayed.

Command Buttons
Name Description

Refresh Refresh the list of users in the dialog box.

Change the status of a transaction from locked to
unlocked, and delete it from the Batch Activity dialog
box. This needs to be done if a journal or posting was not
completed successfully, to unlock the batch. Deleting this
record will only delete the locking record, not change
anything for that transaction.

Delete

Producing a Batch Codes List

Use the Batch Codes List function to produce a list of the batch codes you defined in the Batch
Codes function on the Setup and Maintenance menu.

To produce a Batch Codes List, follow these steps:

B

1. Select the Print Preview button |2 to preview the list of Batches.
2. The Preview Report screen appears.

3. Select the Print button | in the toolbar to print your list.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Batch Codes List

Consolidated Service Director

SD Batch Codes T
Batch Code Description Permanent Work Order Joumal Statu! Lock Batch Lock Date Lock By Activity
R Default Balch & Not Applicable
Disp Dispatch batch & Not Applicable
Hold Hold e Not Applicable
SrvCnt Service Contract Batch I Unprinted
WikOrd Work Order Batch e Not Applicable
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SCHEDULES

Use the Schedules function to set up business hours for your company. You can set up
Schedules in a variety of ways. For example, you might set up one Schedule for AM hours and
another for PM hours, or set up several Schedules that correspond to multiple shifts. You can
also use the Schedules function to set up Schedules for different groups of Employees. For
example, you can set up one Schedule for office staff, another for technicians performing field
work, and a third for consultants.

The Schedule function defines the daily and hourly availability of a given resource. Within each
Schedule there are multiple date ranges or days and within each date range or day called
Availability Descriptions, there are usually multiple time frames. Each one of these shows
availability in terms of a start time and a finish time.

To set up Schedules, follow these steps:

1. Select Schedules from the Setup and Maintenance menu.

Schedules Menu

Service Director <
[ Interactive Views

[# Dispatch

[ Work Orders

[ Service Orders

[# Management Reports

= Setup and Maintenance
Site Equipment
Service Contracts
Batch Codes
Technicians
Work To Do Descriptions
Labor Codes
Skill Levels
General Equipment
Equipment Category
Biling Type
Activity Status
Warmanty Type

[ Master Lists
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2. The Schedules screen appears.
Schedules Screen

D Schchies 3. a
=] 1o0f2 p W[k X |2 IF-% G2 @&
Schedule ID |11
Description | General Shop Calendar
[rsehedie |

Auwadabiity Description Begin Date End Date Day

5 Bl e Monday

# Tuesday: Open 7 am - 6 pm Tuesday

‘Wednesday: Open 7 am - 6 pm ‘Wednesday

Thureday: Open 7 am - & pm Thursday

Friday: Open 6 am - 3 pm Friday

Saturday: Open 8-5 Saturday

Sunday. Closed Sunday

Other 11/6/2013 11/30/2020

Closed - 4th of July 7412014 742014

| |44 | 4| Record 10f 9 |k |fiek] b | ] o] |2t 36

3. Select the New Record button ,  from the toolbar and enter the Schedule ID.

4. Select the Copy From Schedule ID, if you want to copy an existing Schedule and edit the
things that are different in your new Schedule ID.

5. Enter a Description describing this Schedule. This description will be seen in the drop down
as one selects the Schedule to be assigned to Technicians.

6. Enter the Description of the date range or day of the week into the Availability Description
field. Since, each Schedule ID can have multiple date ranges or days, you may be creating
one of several Descriptions. Each one defines the availability for a given day, date, or days
and within it hours of availability.

7. Enter the Begin Date if this time-frame is based on specific dates or a given day. If the hours
will pertain to a day of the week, rather than a date range, this field is left blank.

8. If a beginning date exists, an End Date is required, otherwise this field is left blank.

9. Enter a Day of the week if no date range exists. The entry can be Sunday, Monday, Tuesday,

etc., or the corresponding number of 1, 2, 3, etc.
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10. Click the Plus (+) next to the desired line to add times.

Schedules Screen (Expanded)

......

Tussday Open7 e 6 pm Tanan

1300020

11. Enter Start times for the various shifts and breaks for this time-frame. Use the Up and
Down arrows {¢| to increase or decrease the hour or minutes.
NOTE: Since most days will have short breaks and/or meal breaks you will need to
enter multiple records of each start and finish time during the given day.
12. Enter a Finish time for each start time for this time-frame. Use the up and down arrows g|
to increase or decrease the hour or minutes.
NOTE: These times are in 24 hour time, so as not to cause confusion with AM and
PM.

13. Enter the next times for the next shift available.
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The above screen shows a finished example of what a Schedule might look like. Looking at the
completed schedule, we can determine that the normal weekday is from 7:00 to 18:00. There
is a lunch break from 12:00 to 12:30 and the day ends at 18:00. We can also see that the
schedule and this time-frame applies to all dates, however exceptions do exist, and they
appear under a different description further down the screen. We work a shorter day on
Saturday and we can see that the office is closed on July 4th.

Task Summary

To add a Schedule, follow these steps:
1. Select the New Record icon » on the toolbar. A blank record appears.

2. Enter the Schedule ID and a Description of the Schedule.

3. Enter the Availability Description, Begin Date, End Date, Day, Start Time, and Finish Time
where appropriate.

4. Click the Save button | [d to save your work.
To edit a Schedule, follow these steps:

Select the Schedule ID to edit.

Position the cursor in the field to edit.

Change the value in the field.

el A

Click the Save button |[d to save your work.
To delete a Schedule, follow these steps:
1. Select the Schedule ID to delete.

2. Select the Delete hot key (F3), or click on the Delete Record button X on the tool bar.
Producing a Schedules List

To produce a Schedules List, follow these steps:

1. Select the Print Preview button & to preview the Schedule report for the Schedule you
have displayed on the screen.

2. The Preview Report screen appears.

3. Select the Print button |4 in the toolbar to print your list.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Schedules List

@”: i =-:_]= i gg
1 VAT AL 'g
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LABOR CODES

Use the Labor Codes function to enter Labor Codes for your Technicians. When associated with
a Technician, the Labor Code identifies the type of work the Technician can complete. When
associated with a Work To Do Description, the Labor Code allows you to identify Technicians
best suited for the task.

To set up Labor Codes, follow these steps:

1. Select Labor Codes from the Setup and Maintenance menu.

Labor Codes Menu

| Service Director /|
[ Interactive Views
[# Dispatch
¥ Work Orders

[# Service Orders

[# Managemert Reports

= Setup and Maintenance
Site Equipment
Service Contracts
Batch Codes
Technicians
Work To Do Descriptions
Skill Levels
General Equipment
Equipment Category
Biling Type
Schedules
Activity Status
Warmanty Type

(¥l Master Lists
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Maint |

2.

The Labor Codes screen appears.

Labor Codes Screen

‘ SD Labor Codes |§}I ‘ =]

=

Labor Code
Description
Tax Class
Unit

Labor Cost

Biling Rate

1ofd p P [k X | [A & B @&
ELEC [ea]
Electrical
0 |

HR

Calendar Color [ 128, 128, 255

Sales Account 000004100 |naz)]

Cost of Revenue Account | 000005030 [l

Payroll Expense Account | DDDOOE000D [

Electrical work that requires review of existing system.

Additional Description

. Click the New Record button » , on the toolbar, to open a blank Labor Code record.
. Create a new Labor Code in the Labor Code field, with a maximum length of 6 characters.

. Enter a Description for the Labor Code in the Description field, with a maximum length of 35

characters. Additional Description details can be entered in the Additional Description field.

Select the Tax Class for the Labor Code from the Tax Class field drop-down list. This will
determine the sales tax rate from the Tax Location Group from the Work Order.

Enter the Unit of measure for the Labor Code in the Unit field. Typically this would be HR for
hours or MIN for minutes.

Enter the Labor Cost per Unit for the Labor Code in the Labor Cost field. How much does it
cost you per unit to have an Employee with this Labor Code working on a Work Order or
Service Order.

Enter the Billing Rate per Unit for the Labor Code in the Billing Rate field. For this Labor
Code how much are you going to bill your Customer for working on a Work Order.
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10. Select the color that will indicate this Labor Code on the calendar in the Calendar Color
field.

! Custom |Web | System |

11. Select the GL Sales Account for the Labor Code from the Sales Account field drop-down
list. This Account will be credited for the billing amount for the time recorded for Employees
using this Labor Code.

12. Select the GL Cost of Revenue Account for the Labor Code from the Cost of Revenue
Account field drop-down list. This Account will be debited for the cost of the labor recorded
for time recorded for Employees using this Labor Code.

13. Select the GL Payroll Expense Account for the Labor Code from the Payroll Expense
Account field drop-down list. This Account will be credited for the cost of the labor recorded
for time recorded for Employees using this Labor Code.

14. Click the Save button |4 to save your work.

Task Summary

To add a Labor Code, follow these steps:
1. Select the New Record icon » on the toolbar. A blank record appears.
2. Enter the Labor Code and a Description of the Labor Code.

3. Enter the Tax Class, Unit, Labor Cost, Billing Rate, Calendar Color, Sales Account, Cost of
Revenue Account, Payroll Expense Account, and Additional Description where
appropriate.

4. Click the Save button |d to save your work.
To edit a Labor Code, follow these steps:

1. Select the Labor Code to edit.

2. Position the cursor in the field to edit.

3. Change the value in the field.
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4. Click the Save button |id to save your work.
To delete a Labor Code, follow these steps:

1. Select the Labor Code to delete.

2. Select the Delete hot key (f3), or click on the Delete Record button x on the tool bar.

Producing a Labor Codes List

To produce a Labor Codes List, follow these steps:

1. Select the Print Preview button |2 to preview the Labor Code report for the Labor Code
you have displayed on the screen.

A preview for each Labor Code will need to be done to get a complete list.
2. The Preview Report screen appears.

3. Select the Print button | in the toolbar to print your list.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Labor Codes List

Consolidated Service Direclor

Page 1
SD Labor Codes =
Labor Code ELEC
Description Electrical
Tax Class L]
Linit HR
Labor Cost 44.350
Billing Rate 125,000
Calendar Color B 128, 128, 255
Sales Aocount 000004100
Cost of Revenus Account  QOODOS030
Payroll Bxparse Account  QOO0OE000
4dditionz] Description Electrical work that requires review of existing system.
17152014 2:21 PM kenthe
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SKILL LEVELS

Use the Skill Levels function to set up Skill Levels for your Technicians. Skill Levels identify what
sorts of skills or how many years of experience a Technician has for a given Labor Code,
allowing you to identify the technicians best suited to perform work on a dispatch. Once you
assign the skill level to a Technician, you can search for Technicians by Skill Level when you
schedule dispatches.

Skill Levels are for information only. The Skill Level a Technician has can be used to find the
proper Technician for a particular job, but is not required to be able to schedule the Technician
for a particular type of job.

To set up Skill Levels, follow these steps:

1. Select Skill Levels from the Setup and Maintenance menu.

Skill Levels Menu
e ——

| Service Director /|

[ Interactive Views

[# Dispatch

¥ Work Orders

[# Service Orders

[ Management Reports

= Setup and Maintenance
Site Equipment
Service Contracts
Batch Codes
Technicians
Work To Do Descriptions
Labor Codes
General Equipment
Equipment Category
Biling Type
Schedules
Activity Status
Warmanty Type

(¥l Master Lists
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2. The Skill Levels screen appears.

Skill Levels Screen

‘ 5D Skill Levels |§T| =]
= | { 1ofd p M b= X A & = |Ga @
| | sk Lever | Description

2 Jourmneyman

3 Master
4 Other

3. Click the New Record button » , on the toolbar, to open a blank Skill Level record.

4. Enter the Skill Level code (this code must be numeric), then enter or edit the Description.
Use the Technicians function to assign Skill Levels to your Technicians.

Task Summary

To add a Skill Level, follow these steps:
1. Select the New Record icon » , on the toolbar. A blank record appears.
2. Enter the Skill Level number and a Description of the Skill Level.
3. Click the Save button |id to save your work.
To edit a Skill Level, follow these steps:
1. Select the Skill Level to edit.
2. Position the cursor in the field to edit.

3. Change the value in the field.
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4. Click the Save button |id to save your work.
To delete a Skill Level, follow these steps:
1. Select the Skill Level to delete.

2. Select the Delete hot key (f3), or click on the Delete Record button X on the tool bar.

Producing a Skill Levels List

To produce a Skill Levels List, follow these steps:

1. Select the Print Preview button |2 to preview the Skill Level report for the Skill Levels you
have displayed on the screen.

2. The Preview Report screen appears.

3. Select the Print button | in the toolbar to print your list.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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TECHNICIANS

SETUP AND MAINTENANCE
Technicians

Use the Technicians function to set up Technician information. Names for Technicians are
pulled from the System Manager Employees file, so you need to enter Employee information
using the System Manager Employees function, or if Payroll is installed, the Employee

Information function, before you can set up any Technicians.

To set up Technicians, follow these steps:

1. Select Technicians from the Setup and Maintenance menu.

Technicians Menu

| Service Director /|
[ Interactive Views
[# Dispatch
¥ Work Orders

[# Service Orders

[# Managemert Reports

= Setup and Maintenance
Site Equipment
Service Contracts
Batch Codes
Technicians
Work To Do Descriptions
Labor Codes
Skill Levels
General Equipment
Equipment Category
Biling Type
Schedules
Activity Status
Warmanty Type

(¥l Master Lists
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2. The Technicians screen appears.

Technicians Screen

|snfaduidans@|
WK 4209 p Wb X | @ 9 ([§ & 353 @

Techrician 1D [AWS

Schedue D |11

AMan W Soklers

Location ID m[}?ﬂj :

| Labor Code | Crew Members || Member Of || Permissions |

! ! Labor Code: | Labor Code Description ! Skill Level ! Skill Level Description
[) HVAC ' Fumace and Air 3 Master

| [PLUM Plumbing 4 Other

&3

M4 |44, 4| Rrecord 1of 2 [k {0 || = | v 36|

3. Click the New Record button »

r, on the toolbar, to open the Add New Technician screen.

Add Mew Technician [ *

oK
[ Crew
Technician 1D [LK [ Laurie Kine
Password
Schede D |11 =]
LocationID [ MNODOT =]

__Maint_| 4. Select a Technician ID from the list of System Manager or Payroll Employees to add as a new

Technician.
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Technicians

5. Enter a login Password for the Technician. The Technician will use this Password when
logging into the Mobile Technician application.

NOTE: There is no login Password for a Crew, so this field is disabled.

6. Select a Schedule ID to be used as a default Schedule for this new Technician when
scheduling dispatches.

7. Select a Location ID from the locations available. This list comes from your list of Inventory
Locations.

When you add a new technician, you have the option of adding a Crew. To add a new
Crew, mark the Crew check box, enter a Crew name in the Technician ID field, then
select a Schedule option from the Schedule ID field drop-down list and a Location from
the Location ID field drop-down list.

When scheduling a Technician for a dispatch on a Work Order or Service Order you
may select a Crew to do the work on the dispatch. When a Crew is scheduled for a
dispatch, the scheduled dispatch will be added to each Technicians’ calendar, that is a
member of the Crew.

8. Click OK to add the Technician or Crew you just created.

Add members to the Crew by selecting Technicians from the Technician ID field on the
Crew Members tab.

9. Use the Labor Code tab to set or check the Labor Code and Skill Level for the Technician or
Crew.

e Select the Labor Code from the list and the Labor Code Description will be displayed.

¢ Select the Skill Level from the list and the Skill Level Description will be displayed.
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10. Use the Crew Members tab to check or add Technician to a Crew.

Technician Screen - Crew Members Tab

| 5D Technidans (&3] |

(=]
H M 4309 p M [P:X A 9| & =5 B
Technidan 1D [Crew T1 [
Schedde D [11 =]
Location ID @\IDD_D'I_ I=_|:
| Labor Code | LrewMembers | Member Of | Permissions |
| | Technician ID |
go 2
| |7Es
| |Aws
B
M4/ 444 | Record 1of 3 [h |4 ok =i f 36
__Maint_| ¢ Select the Technician ID for each Technician you want to include in this Crew.

NOTE: The Crew Members tab will only be active for those Technician IDs that were

set up as a Crew when getting added. The Member Of tab will be inactive for any
Technician added as a Crew.
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Technicians
11. Use the Member Of tab to see which Crews to which a Technician belongs.
Technicians Screen - Member Of Tab
|. SD Techricians [£3] | @
WK 42d9 b W[k XA |Q &= |Ga@
Technidan ID [AWS [ Alan W Soklers

Location ID !_I'U'I'_l\.IDE

| Labor Code " Crew Members | ]

| | Technician ID

¢ The Technician ID for the Crew to which this Technician was added, will be displayed,
and cannot be edited.

NOTE: The Member Of tab will be inactive for any Technician added as a Crew.
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12. The Permissions tab displays the features of the Mobile Technician application for which
you can set Permissions.

Technicians Screen - Permissions Tab

| D Technidans 63/ | 5]
HIH 4209 b M= X|E 9| &= |5E

Technician ID AWS [ Alan W Soklers

Password l:l

Schedule ID 1_1 |:|'

LocationID | MNDOOT =

| Labor Code || Crew Members || Member Of |-

Select Al Unselect Al

. Selected Feature

| &= Theme Corfiguration
B = | Synchronize Data

¢ If you want the Technician or Crew to have permission to use a listed feature, mark
the selected feature: Theme Configuration and Synchronize Data.

13. Click the Save button | to save your work.

Task Summary

To add a Technician, follow these steps:
Select the New Record icon »  on the toolbar. A blank record appears.

Select the Technician from the list of Employees.

Enter the Password, Schedule, Location ID, Labor Code, and Skill Level where appropriate.

A wonN e

Click the Save button |id to save your work.
To edit a Technician, follow these steps:

1. Select the Technician ID to edit.

N

. Position the cursor in the field to edit.
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3. Change the value in the field.
4. Click the Save button |d to save your work.
To delete a Technician, follow these steps:
1. Select the Technician ID to delete.

2. Select the Delete hot key (f3), or click on the Delete Record button X on the tool bar.

Producing a Technician List
Use the Technician List function to print a list of your Technicians. Use the Setup and
Maintenance Technicians function to add or edit Technician information.
To produce a Technician List, follow these steps:

1. Select Technician List from the Master Lists menu.

Technician List Menu

| Service Dirsctor /|
[ Interactive Views
[# Dispatch
[ Work Orders

[ Service Orders
[# Managemenrt Reports
[# Setup and Maintenance
[ Master Lists
Site Equipment List
Service Contract List
Work Ta Do Descriptions List
General Equipment List
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2. The Technician List screen appears.

Technician List Screen

| D Techriden List &3l |

&3l
13 Print Ll.‘;:‘] Output - [=dSend ||J Preview | Reset
Data Filter W7

[

And O

Indude

|| Technician Relations

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

4. Select the Technician Relation check box to include the Crew Members and Members Of
information on the report.
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5. Select a command button:

Command Buttons

Name
Reset
Preview
Output
Send

Print

SETUP AND MAINTENANCE

Description

Set all fields to their defaults.
Preview the report on your monitor.

Output the report as a .pdf file and save it.

Technicians

Email the report with the report attached as a .pdf file.

Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Technician List

Consolidated Service Director PAGE
Technician List
Report Filter
Inelude Technician Relations  ¥es
Technician ID Technician Name Schedule 1D Location 1D
ANK Ann Mariz M Helly " X001
Labor Code Skill Level
HWAC Fumsace snd Al 2 Joumnsyman
FLUM Plumbing 2 Joumsyman
WS Alan W Soklers ii MNOD01
Labor Code Shill Level
HWAC Fumace and Air 3 Master
PLUM Plumbing 4 Cther
Crew T1 i MNODDH
Members
AN Ann Maris M Kelly
AWE Alzn W Soklers
DOUBLADDDDT Mike K Doubls
GERDD1 Timothy K Gerard
JOHNSONOODT Steve W Johnson
LUKDDT George W Lukas
TOM Ted D Masters
TES Termy E Smith
DOUBLADIDDT Mike K Doubls s MNDDD1
Labor Code Skill Level
ELEC Electrical 3 Master
HWVAC Fumace and Air 3 Master
OTHER Other Services 3 Master
FLUM Plumting 3 Master
GEROD Timathy K Gerard 11 MNOD02Z
JOHNSONDDDT Steve W Johnson z MNODT
LUK Georgs W Lukas i MND0D1
oM Ted D Masters 1 MNZD01
Labor Code Skill Level
ELEC Elzctrical 3 Master
HVAC Furnace snd Ar 1  Apprentice
FLUM Plumting 4 Other
TES Terry E Smith 11 MNOD2
Labor Code Skill Level
PLUM Plumbing 3 Master

121272043 5:10 AM
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WORK TO DO DESCRIPTIONS

Use the Work To Do Descriptions function to record short descriptions of regularly performed
tasks or to save brief instructions used by your Technicians. You can then add these
descriptions to Work Orders and Service Orders, and print them for use by Technicians on

service calls.

To set up Work To Do Descriptions, follow these steps:

1. Select Work To Do Descriptions from the Setup and Maintenance menu.

Work To Do Descriptions Menu

4

Service Director

[# Interactive Views

[+ Dispatch

[ Work Orders

[ Service Orders

[#] Management Reports

[=) Setup and Maintenance
Site Equipment
Service Contracts
Batch Codes
Technicians
Labor Codes
Skill Levels
General Equipment
Equipment Category
Biling Type
Schedules
Activity Status
Warmanty Type

[¥] Master Lists
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2.

The Work To Do Descriptions screen appears.

Work To Do Descriptions Screen

| D Wark Ta Do Desriptians (&3l | ]
W N 4 30f12 b Wb X[ @ @ ® = 5@

Work To Do ID ERcugh =

Description

Labor Code

Electrical Rough-In

ELEC: |naa)]

Required Skill Level |2 |ess]

Estimated Time {Hrs) 0.000 |5

| Members. |Membergf ‘

| Work To Do ID

>

8.

4/ Record 10f 1 [ahaf b |4 | s i | o 360

. Click the New Record button » , on the toolbar, to open a blank Work To Do Description
record.

. Create a new Work To Do ID in the Work To Do ID field, with a maximum length of 10
characters.

. Enter a Description for the Work To Do ID in the Description field.

. Select the Labor Code for the Work To Do in the Labor Code field.

The Labor Code will be brought in with the Work To Do Id when it is put into General
Equipment (page 3-69) and Site Equipment (page 3-83). This Labor Code will be used
for billing rates and costs when Work Orders are entered and posted.

Select the Required Skill Level for Technicians performing this work from the Required Skill
Level field.

The Required Skill Level is only a suggestion and is not required for the Technician to
have that Skill Level to do work on this Work To Do ID.

Enter the Estimated Time to perform this work in hours in the Estimated Time (Hrs) field.
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The Estimated Time is used when scheduling a dispatch to determine what Technician
will have the estimated time available in their schedule.

9. Click the Save button |d to save your work.
Creating a New Work To Do Description Group

Work To Do Description groups would be used mainly for a scheduled maintenance type of
Work To Do. You can set the Work To Do Description to be the name of the general
maintenance you will be using, then on the Members tab you would enter the specific Work To
Do IDs that make up the different components of the group.

Example: An auto repair shop may want to set up a work to do group for their
standard oil change. They would set up the Work To Do IDs for each step; change
oil, check air filters, check coolant level, check brake fluid level, check tire pres-
sure, check tire wear, rotate tires. Then they would set up the Standard Oil
Change Work To Do ID and add these steps to the Standard Oil Change group.

1. Create new Work To Do Descriptions for each action you want to group.

2. Follow the steps above to add the Work To Do IDs that will be included in the Work To Do
Group.

3. On the Members tab, click the Append button ([+ ), and select the Work To Do ID from the
list.
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Work To Do Descriptions Screen - Members Tab

\Work To Do ID EFbcture. eas)|

Description Install Electrical Fodures
Labor Code ELEC eas)|

Required Skill Level 1 =
Estimated Time (Hrs) | 1000 [
|- Members | Member of |
| | werk Te Do ID
| ERough

| lewre
|EClean

“)m l

[i44] 41 4| Record 4of 4 b (] ph k] = a2 132 ¢

4. Continue to add to the list until the list is complete.
5. Once you are finished adding Work To Do IDs, click the End Edit button ().

6. Make sure you click the Save button |ld to save your changes.
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7. To see what group(s) a Work To Do ID belongs to, use the Member Of tab.

Work To Do Descriptions Screen - Members Of Tab

Work To Do ID HClean
Description Ductwork Cleaning
Labor Code HYVAC

Required Skill Level |1
Estimated Time (Hrs) 4.000 [

| Members | Member Of ‘

Work To Do ID
4 ERough

Task Summary

To add a Work To Do ID, follow these steps:
1. Select the New Record icon » on the toolbar. A blank record appears.

2. Enter the Work To Do ID and a Description of the Work To Do.

3. Enter the Labor Code, Required Skill Level, Estimated Time, and Members where
appropriate.

4. Click the Save button | to save your work.

To edit a Work To Do ID, follow these steps:
Select the Work To Do ID to edit.
Position the cursor in the field to edit.

Change the value in the field.

S A

Click the Save button |id to save your work.
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To delete a Work To Do ID, follow these steps:

1. Select the Work To Do ID to delete.
2. Select the Delete hot key (f3), or click on the Delete Record button X on the tool bar.

Producing a Work To Do Descriptions List

Use the Work To Do Descriptions List function to print a list of your Work To Do Descriptions.
Use the Setup and Maintenance Work To Do Descriptions function to add or edit Work To Do
Description information.

To produce a Work To Do Descriptions List, follow these steps:

1. Select Work To Do Descriptions List from the Master Lists menu.

Work To Do Descriptions List Menu
R

Service Dirsctor <

[# Interactive Views
Dispatch
Work Orders
Service Orders
Management Reports
Setup and Maintenance
[=] Master Lists
Site Equipment List
Service Contract List
Technician List

'Work To Do Descriptions List

General Equipment List
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2. The Work To Do Descriptions List screen appears.

Work To Do Descriptions List Screen

! SD Work To .Do Descrlph‘ons List |e3] | \i:,'éi
iz Print | [0y Output ~ | =1 Send ||Q Preview | Reset

Data Filter "7 =
And

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.
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4. Select a command button:

Command Buttons

Name Description
Reset Set all fields to their defaults.
Preview Preview the report on your monitor.
Output Output the report as a .pdf file and save it.
Send Email the report with the report attached as a .pdf file.
Print Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Work To Do Descriptions .

Consolidated Service Director PAGE
Work To Do Descriptions List

Report Filter
WorkTo Do ID Description Labor Code Req Skill Level Est Time [Hrs}
EFixture Install Electrical Foctures ELEC 1 1.000
ERepair General Electrical Repair ELEC 3 1.000
ERough Electrical Rough-In ELEC 2 0.000

Members

HClean Ductwork Cleaning HVAC 4,00
HClesn Ductwork Clasning HVAC 1 4 00
HF ixture Install HVAC Footure HVAC 2 4000
Hinspect Inspect and Clean Fusl and El=ctric Systam HVAC i 1.000
HR:epair Genaral HVAC Repair HVAC z 2.000
Metinst Networking Installation ELEC i 0000
Dther Other services OTHER 4 1.000
PEmeng Emerngency Flumbing FLUM 2 2,000
PFioture Install Plumbing Fitture FLUM i 2,000
PRepair General Plumbing Repair FLUM i 1.000

=% End of Report **

121212013 10:31 AM kenthe
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EQUIPMENT CATEGORY

Use the Equipment Category function to set up categories you can assign to equipment, similar
to the Inventory Product line. Equipment Categories are used in the setup of equipment, and
can be used to separate equipment into groups that allow you to quickly determine the type of

equipment you are dealing with.

To set up an Equipment Category, follow these steps:

1. Select Equipment Category from the Setup and Maintenance menu.

Equipment Category Menu

4|
|

| Service Director

[ Interactive Views

[# Dispatch

¥ Work Orders

[# Service Orders

[# Managemert Reports

= Setup and Maintenance
Site Equipment
Service Contracts
Batch Codes
Technicians
Work To Do Descriptions
Labor Codes
Skill Levels
General Equipment
Biling Type
Schedules
Activity Status
Warmanty Type

(¥l Master Lists

Service Director 3-57



Equipment Category
2. The Equipment Category screen appears.

Equipment Category Screen

| D Eauipment Category (3 | ]
=] { 1ofda p M |d: X |[[A 9 |[& = |3 @
| | category D | Deserption
T .-
B HVAC Furance and Air
| oTHER Other
| TpLum Puumbing

# |

3. Click the New Record button » , on the toolbar, to open a blank Equipment Category
record.

4. Enter a Category ID into the Category ID field (up to 12 characters).
5. Enter a Description of the category into the Description field.
6. Click the Save button |4 to save your work.

Task Summary

To add an Equipment Category, follow these steps:
1. Select the New Record icon » , on the toolbar. A blank record appears.
2. Enter the Category ID and a Description of the Equipment Category.

3. Click the Save button |4 to save your work.
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To edit an Equipment Category, follow these steps:
1. Select the Category ID to edit.
Position the cursor in the field to edit.

Change the value in the field.

W N

Click the Save button |[d to save your work.
To delete an Equipment Category, follow these steps:
1. Select the Category ID to delete.
2. Select the Delete hot key (f3), or click on the Delete Record button X on the tool bar.

Producing an Equipment Category List

To produce an Equipment Category List, follow these steps:

1. Select the Print Preview button ' 2 to preview the Equipment Category report for the
Equipment Category(s) you have displayed on the screen.

2. The Preview Report screen appears.

3. Select the Print button |& in the toolbar to print your list.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Equipment Category List

Wimd
HIHLO
TWAH
fENE]

a1 hiobaie)

Buiquinid|

BYO
wmmsi
o33
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SETUP AND MAINTENANCE
Billing Type

Billing Types are used to group Work Orders and dispatches for printing the Work Order Report
and Worksheet. The Billing Types also determine if the Work Order and dispatch are billable or

not.

To set up a Billing Types, follow these steps:

1. Select Billing Types from the Setup and Maintenance menu.

Billing Types Menu

| Service Director

P

[# Interactive Views

[# Dispatch

[ Work Orders

[ Service Orders

[#] Management Reports

[=] Setup and Maintenance
Site Equipment
Service Contracts
Batch Codes
Technicians
Work To Do Descriptions
Labor Codes
Skill Levels
General Equipment
Equipment Category
Schedules
Activity Status
Warmanty Type

[¥] Master Lists
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2. The Billing Types screen appears.

Billing Types Screen
| s 8iling Type i3l | =]
= | { 1ofd p M b= X A & B3 @&
I [ Description Bilable
| pasbie =]
| Contract Senvice Contract [
I :OT Bilable - Overtime fa|
.Wan'amy ‘Warranty [l

Click the New Record button » , on the toolbar, to open a blank Billing Type record.
Enter a Billing Type into the Billing Type field (up to 12 characters).

Enter a Description of the Billing Type into the Description field.

3.
4.
5.
6.

Select the check box to determine if the Billing Type is Billable.

If the Billable box is cleared, an invoice will not print and billing information will not be
entered into the Work Order or Service Order. If the Billable check box is selected, an
invoice may be printed and billing information will be entered into the Work Order or
Service Order and posted to AR history and GL.

7. Click the Save button |4 to save your work.

3-62 Service Director



SETUP AND MAINTENANCE
Billing Type

Task Summary

To add a Billing Type, follow these steps:
1. Select the New Record icon » , on the toolbar. A blank record appears.

2. Enter the Billing Type, a Description of the Billing Type, and indicate if the Billing Type is
Billable or not.

3. Click the Save button |id to save your work.
To edit a Billing Type, follow these steps:

1. Select the Billing Type to edit.

Position the cursor in the field to edit.

Change the value in the field.

W N

Click the Save button |id to save your work.
To delete a Billing Type, follow these steps:
1. Select the Billing Type to delete.

2. Select the Delete hot key (f3), or click on the Delete Record button X on the tool bar.
Producing a Billing Types List

To produce a Billing Types List, follow these steps:

1. Select the Print Preview button '@ to preview the Billing Types report for the Billing Types
you have displayed on the screen.

2. The Preview Report screen appears.

3. Select the Print button [ in the toolbar to print your list.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Billing Types List
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WARRANTY TYPE

Use the Warranty Type function to create classifications for the types of warranties you offer.
These Warranty Types will be available to select when setting up Site Equipment on the
Warranty tab. When the Warranty Type is selected the information in the Warranty Type will
default into the Site Equipment record.

To set up Warranty Type, follow these steps:

1. Select Warranty Type from the Setup and Maintenance menu.

Warranty Type Menu

| Service Dirsctor <

[# Interactive Views

[+ Dispatch

[ Work Orders

[ Service Orders

[#] Management Reports

[=) Setup and Maintenance
Site Equipment
Service Contracts
Batch Codes
Technicians
Work To Do Descriptions
Labor Codes
Skill Levels
General Equipment
Equipment Category
Biling Type
Schedules
Activity Status

[+ Master Lists
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Maint |

2.

The Warranty Type screen appears.

Warranty Type Screen

|- D warranty Type &3/ | ]
HIH 4 77 b (S8 SIRE| X EENF:
Warranty Type Description Coverage Type Billing Type
LifeParts Lifetime Parts only Parts Warranty
! LifePrtLab Lifetime Parts and Labor Labor/Parts Warranty
10YrPart 10 Year Parts only Parts Warranty
.5YrF‘art 5 Year Parts only Parts Warmanty
| 2YrPart 2 Year Parts only Parts Warranty
1¥rPart 1 Year Parts only Parts Warmranty
> S
3. Select the New Record icon » , on the toolbar, to open a blank record.
4. Enter a Warranty Type to identify the Warranty Type.
5. Enter a Description for the Warranty Type.
6. Select a Coverage Type: Parts, Labor, Parts/Labor.
7. Select a Billing Type for the Warranty Type.

The Billing Type will determine if a Work Order entered for the Site Equipment with
the Warranty is billable or non-billable.

8. Click the Save button | [d to save your work.

Task Summary

To add Warranty Types, follow these steps:

Select the New Record icon » , on the toolbar. A blank record appears.

Enter a Warranty Type, Description, Coverage Type, and Billing Type to identify the
Warranty Type.

. Click the Save button |4 to save your work.

To edit Warranty Types, follow these steps:
. Select the Warranty Type to edit.
. Position the cursor in the field to edit.

. Change the value in the field.
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4. Click the Save button |id to save your work.
To delete a Warranty Type, follow these steps:
1. Select the Warranty Type to delete.
2. Select the Delete hot key (f3), or click on the Delete Record button x , on the tool bar.

Producing a Warranty Type List

To produce a Warranty Type List, follow these steps:

1. Select the Print Preview button |2 to preview the Warranty Type report for the Warranty
Types you have displayed on the screen.

2. The Preview Report screen appears.

3. Select the Print button | & in the toolbar to print your list.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Warranty Type List

Continental Products Unlimited

i Vizmanty Typs T Daseription
DY P 110 Year Pants anly
;‘erParl :"'VearPansorb' -
ZviFan |2 Vear Parts oy
.;VI‘Parl :SYear Pans only
:Lﬁnfans :L'rfe‘lime Farts only

LisPrlzs |Lfetime Perts 2nd Lator

IS8 11:24 AM
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GENERAL EQUIPMENT

Use the General Equipment function to record information about the equipment your
company services. This function is designed to record pieces of equipment you service but are
not assigned to a particular Customer or your company. General Equipment may tied to a
specific Inventory ltem.

Select General Equipment from the Setup and Maintenance menu, then use the fields at the
top of the screen to enter or edit basic information. Use the Service, Warranty, Parts List, and
Knowledgebase tabs to record Service History, Warranty information, Parts used, and other
information about the selected equipment.

The General Equipment function may be used to set up templates for equipment that will be
used in the Site Equipment function (page 3-83). General Equipment may be used to copy the
information for equipment that is owned by a Customer in the Site Equipment function. This
may save on time and potential errors when setting up Site Equipment.

To set up General Equipment, follow these steps:

1. Select General Equipment from the Setup and Maintenance menu.

General Equipment Menu

| Service Director |
[ Interactive Views
[# Dispatch
[ Work Orders

[ Service Orders

[# Managemenrt Reports

[= Setup and Mairntenance
Site Equipment
Service Contracts
Batch Codes
Technicians
Work To Do Descriptions
Labor Codes
Skill Levels
Equipmert Category
Biling Type
Schedules
Activity Status
Waranty Type

[E Master Lists
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2. The General Equipment screen appears.

General Equipment Screen

| 8D General Equipment (¢35 |

WK 4 10ft p

Equipment ID
Description
Manufacturer
Mode!

Item ID

Category

M b X B 9 |[Q @ = |Ea @ | CopyFrom

[14acx =]

| Merit Series air Conditioner

I
| Lennax

[14acx

[hac l

‘ Service. | Warranty | Parts List I knowledgebase |

Status |

|Active

Usage |

|

Service Contract Charge |

500.00|

Notes

Dependable scroll compressor provides
smooth, efficient and reiable operation.

Interval |

Prompt (Cays)

| [workToDoD [ intervai Type
R~

=l

|44 4 Record 1 of 1 [oks| [ | e[ |l o] 91360 | £

3. Click the New Record button » , on the toolbar, to open a blank General Equipment
record.

4. Enter an Equipment ID into the Equipment ID field (up to 24 characters).
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NOTE: To copy Item information from a similar record for a new Item, click the Copy
From button on the toolbar then select an existing Item record with the browse
button from the Equipment window that opens. Select the Copy Options you want
to copy to the new equipment entry, then click the OK button.

General Equipment [—Eh]
oK

Equipment ID |CACCO1E L)
Copy Options

|| Services

|#| Warranties

|#| Custom Fields

|#| Notes

. Enter a Description of the equipment into the Description field.

. Enter the Manufacturer of the equipment into the Manufacturer field.

This Manufacturer is for information purposes only and is not tied to any other field. It
can be used to sort and filter reports and interactive views.

. Enter the Model of the equipment into the Model field.

This Model is for information purposes only and is not tied to any other field. It can be
used to sort and filter reports and interactive views.

. Select an Item ID from Inventory, if Service Director is working with your TRAVERSE

Inventory application.

. Select an Equipment Category for this equipment. This selection is for information only,

sorting and filtering reports and interactive views.

10. Select the Status of the equipment. Select Active if the equipment is in service, or Inactive

if the equipment is not in service.

11. Select the Usage of the equipment. This field indicates how the equipment is being used.

¢ Select Customer if the equipment is used primarily by your Customer.
¢ Select Company if the equipment is primarily utilized by your Company.

¢ Select All if the equipment is used by both you and your Customer.
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12. Enter the Service Contract Charge value, which is the amount you charge your Customers
for the service contract you provide.

13. Enter miscellaneous Notes about this equipment.

General Equipment Screen - Service Tab

‘ S0 General Equipment £ ‘ ]

= 1 ofl b X A & 53 @ | CopyFrom
Equipment ID 4ACX e
Description Menit Senes Air Conditioner Status Active |
Manufacturer Lennox Usage A ]
Mode! 14ACX Service Contract Charge 500.00|
Item ID || ﬁependa bie scroll compressor provides
Notes smooth, efficient and reliable operation
Category HWAC [
- service | Warranty | PartsList | Knowledgebase |
'ork To Do ID Interval Type Interval Prompt (Days)

| Year 5 15

44| 444 Record 10f 1 o] | [ o o oo 26

Use the Service tab to enter work that needs to be done on this equipment. You will also be
able to enter an Interval Type for the type of interval used and how often this work needs to be

done. You can also enter how many days prior to the service being due you want to be
prompted that the service is due.

14. Select the Work To Do ID for the work that needs to be done for this equipment.

Multiple Work To Do IDs may be entered for each piece of equipment. You may have
multiple things that need to be worked on at different times and intervals.

15. Select the Interval Type for the associated Work To Do ID for this equipment. The Interval
Type is the unit TRAVERSE uses when calculating when service is due: Year, Month, or Day.

16. Enter the Interval, to set the number of intervals between scheduled service for the
associated Work To Do ID for this equipment.

The Interval is used to determine how many occurrences of the selected Interval Type
(years, months, or days) there are between service due dates.
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Example: If the Interval Type is Month, and the interval is 3, the service will be
due every 3 months.

17. Enter the Prompt(Days) to set the number of days before a service due date that
TRAVERSE will prompt you that service is due.

18. Click the Save button | [d to save your work.

General Equipment Screen - Warranty Tab

Equipment ID T4ACK

Description Merit Series Air Conditioner Status Active A

Manufacturer Lennox Usage Al Gl

Model T4ACK Service Contract Charge 500.00

Itemd | | Dependable scroll compressor
Motes provides smoath, efficient and

Categary HVAC reliable operation.

| Service | ‘Warranty | Parts List || Knowledgebase |
Warmrarty Type Description Coverage Type Biling Type Interval Type Interval
10 Year Parts only Parts Warranty Year 5
>

||| | 4| Record 2.0f 2 [0k ||| B4 o) = a0 || 4

Use the Warranty tab to enter information about the Warranty for this equipment. This will
help you determine if repairs are covered by the Warranty of the equipment or if the repairs
are a billable engagement.

19. Select a Warranty Type for this Equipment, as applicable.

If the Warranty Type you want to use is not in the drop-down list, double-click on the
Warranty Type field to open the SD Warranty Type function. Add your new warranty
with associated details and save your changes. When you return to the Warranty tab,
your new warranty type will now appear in the drop-down list.

20. Enter or edit the Description, as applicable.

The Description will default from the Warranty Type selected. Edit the Description if
applicable.
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21. Select the Coverage Type for what is covered in the Warranty:

* None - There is no Warranty for this equipment.

e Parts/Labor - There is a Warranty on both parts and labor for the specified Interval
Type and Interval.

¢ Labor - There is a Warranty on only labor for the specified Interval Type and Interval.
e Parts - There is a Warranty on only parts for the specified Interval Type and Interval.

The Coverage Type will default from the Warranty Type selected. Edit the Coverage
Type if applicable.

22. Select a Billing Type for this equipment, as applicable.

The Billing Type will default from the Warranty Type selected. Edit the Billing Type if
applicable.

If the billing type you want to use is not in the drop-down list, double-click on the
Billing Type field to open the SD Billing Type function. Add your new billing type with
associated details and save your changes. When you return to the Warranty tab, your
new billing type will now appear in the drop-down list.

23. Select the Interval Type for the associated warranty for this equipment. The Interval Type
is the unit TRAVERSE uses when calculating when a Warranty is due to expire.

24. Enter the Interval, to set the number of Intervals covered by the Warranty on the
equipment.

The interval is used to determine when the Warranty will expire.

Example: If the Interval Type is Year, and the interval is 3, the Warranty will expire
3 years after the start date.

25. Click the Save button || to save your work.
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General Equipment Screen - Parts List Tab

Equipment ID 14ACK

Description Merit Series Air Conditioner

Manufacturer Lennox

Model T4ACK

Item ID |aaa)
Categary HVaC |=ae]

| Service | waranty | Rartslish | knowledgebase |

Part No Description

b4 Compressor Scroll Compressor
Fan Direct Drive Fan
Cod Louvered Col Guard

4

WA |4 4 Record 1of 3 [oks] [ [ oo | = ||| 02| 3

Status Active
Usage Al

Service Contract Charge

AND MAINTENANCE
General Equipment

Dependable scroll compressor provides

Notes smooth, efficient and reiable operation.
Quantity Estmated Cost
1.0000 2,500.0000
1.0000 400.0000
1.0000 500.0000

Use the Parts List tab to make a list of parts used to service this equipment when services are

being done on this equipment.

26. Enter the Part No for any part that is used on this equipment.

This field is not linked to any Item ID. This is a manually entered part number and is for

reference only.

27. Enter a Description of the part to be used on the equipment.

28. Enter the Quantity of the part to be used on this equipment.

29. Enter the Extended Cost of the total for the quantity of this part to be used on this

equipment.

30. Click the Save button |[d to save your work.
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General Equipment Screen - Knowledgebase Tab (Summary)

»
Equipment ID 14ACXK [pen]
Description Merit Series Air Conditioner Status Active ||
Manufacturer Lennox Usage Al (B
Madel 14ACK Service Contract Charge 500.00
Item ID 14 Dependable scroll compressor provides
Motes smooth, efficient and refiable operation
Category HVAC ()
| service | warranty | PartsList ‘ Knowledgebase |
»
Description Resolution ‘Woerk Order Number
#*
141|445 4| Record 0 of O |o)| [ | | i== i ]| 3¢
General Equipment Screen - Knowledgebase Tab (Detail) 3
Service | Warranty | Parts List ‘ Knowledgebase |
Description
Resolution Additional Description
Work Order Number Entered Date |
Entered By

3-76

Use the Knowledgebase tab to keep a history of issues with this equipment and what the
resolutions were to repair these issues. You may also use the Work Order number to refer to,
for more detailed information on repairs done on this equipment.

31. Enter a Description for the issue or circumstance the Knowledgebase entry addresses.

32. Enter the Resolution for this Knowledgebase entry.

Service Director



SETUP AND MAINTENANCE
General Equipment

33. Enter the Work Order Number of the Work Order where this issue or circumstance was
resolved.

34. Enter an Additional Description to further describe the Knowledgebase record. (Detail)

35. Select or enter the Entered Date, to indicate the date the Knowledgebase record was
added. (Detail)

36. Enter the person the Knowledgebase record was Entered By. (Detail)
37. Click the Save button |id to save your work.

Task Summary

To add General Equipment, follow these steps:
1. Select the New Record icon » , on the toolbar. A blank record appears.

2. Enter the Equipment ID, a Description of the equipment, Manufacturer, Model, Item ID,
Category, Status, Usage, Service Contract Charge, Notes, and information on the Service,
Warranty, Parts List, and Knowledgebase tabs where appropriate.

3. Click the Save button |[d to save your work.

To edit General Equipment, follow these steps:
1. Select the Equipment ID to edit.
Position the cursor in the field to edit.

Change the value in the field.

W N

Click the Save button |4 to save your work.
To delete General Equipment, follow these steps:
1. Select the Equipment ID to delete.
2. Select the Delete hot key (f3), or click on the Delete Record button X on the tool bar.
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Use the General Equipment List function to print a list of your General Equipment IDs. Use the
Setup and Maintenance General Equipment function to add or edit General Equipment
information.

To produce a General Equipment List, follow these steps:

1. Select General Equipment List from the Master Lists menu.

General Equipment List Menu

Service Director <
Interactive Views

Dispatch

Work Orders

Service Orders

Management Reports

Setup and Maintenance

[=] Master Lists

Site Equipment List

Service Contract List
Technician List

Work To Do Descriptions List

3-78 Service Director



SETUP AND MAINTENANCE
General Equipment

2. The General Equipment List screen appears.

General Equipment List Screen

! D General Equipment List [£3] | [5¢])
iz Print |2y Output ~ | =1 Send ||Q Preview | Reset

Data Filter W7 2
And

Indude Report Layout

(] Service Detai [l Page Bresak after Equipment ID
|| Warranty Detail
|*| Parts List

|#| Knowiedgebase Detall

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

4. Select one or more of the following check boxes to include the information on the report:
¢ Service Detail - This selection will print the information set up on the Services tab.

e Warranty Detail - This selection will print the information set up on the Warranty
tab.

e Parts List - This selection will print the items set up on the Parts List tab. This will be
the parts used for this equipment id.

¢ Knowledgebase Detail - This selection will print the details entered on the
Knowledgebase tab.

5. Mark the check box for Page Break after Equipment ID to start a new page of the report
after each Equipment ID listing.
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6. Selecta command button:

Command Buttons

Name Description
Reset Set all fields to their defaults.
Preview Preview the report on your monitor.
Output Output the report as a .pdf file and save it.
Send Email the report with the report attached as a .pdf file.
Print Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Consolidated Service Director PAGE 1
General Equipment List
Report Filter
Include Service Detail Yes Include Parts List Yes
Include Warranty Detail Yes Include Knowledpebase Detail  Yes
Equipment 1D T4ACK, Status Active
Description Merit Series Air Conditioner Usage All
Manufacturer Lennox Service Contract Charge 500,00
Maodel 14ACK Hotes Dependable scroll compresser provides smooth, efficient and
ltem 1D reliablz operation.
Catepory HVAC
Service
WorkTo Do 1D Interval Type Interval Prompt [Days)
ERepsir Wear 5 5
Warranty
Coverage Type Interval Type Interval
Parts Year 5
Parts List
Part No Description Guantity  Estimated Cost  Lead Time
ltem ID Preferred Vendor
Coil Lowvered Coil Guard 1.0000 500.0000 00, DRDeD
Compressor Scroll Compressor 1.0000 2,500.0000 0. D00
Fan Direct Drive Fan 1.0000 40D.0000 0.0000:
Equipment 1D CACO1E Status Active
Description Comfort 186 Central Air Conditioner  Usage All
Manufacturer Carrier Service Contract Charge &020.00
Model 24ABCE Notes The Comfort series of air conditioners is designed to give you
ltem 1D simple, efficient, affordable cooling. And with impressive
. SEER ratings they can still make you smile when it comes
Category HVAC time to pay your enengy bil.
Service
WorkTo Do 1D Interval Type Interval Prompt [Days)
Hinspect Wear 5 30
Warranty
Coverage Type Interval Type Interval
Paris Year 10
Parts List
Part No Description Guantity  Estimated Cost  Lead Time
Item ID Preferred Vendor
Coil Evaporstor Coil 1.0000 4060 D000 00000
Filter Filter Drier System 1.0000 1,500, 0000 0, 0000
UV Lamp UV Lamp 1.0000 500.0000 0.0000:
AZH2Z013 10:33 AM kenthe
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SITE EQUIPMENT

Use the Site Equipment function to set up equipment owned by you or one of your Customers
that you service or repair. Site Equipment does not have to exist in Inventory, and the site ID
allows you to easily move equipment from one location of usage to another.

To avoid double entry with your General Equipment, set up the General Equipment (page 3-69)
you own and use that Equipment ID to copy from when setting up new Site Equipment. This
will bring the information from the General Equipment setup into the Site Equipment setup.

Select Site Equipment from the Setup and Maintenance menu, then use the fields at the top of
the screen to enter or edit basic information. Use the Service, Warranty, and Activity tabs to
record Service history, Warranty information, and other historical activity for the equipment.

To set up Site Equipment, follow these steps:

1. Select Site Equipment from the Setup and Maintenance menu.

Site Equipment Menu

Service Director <

[ Interactive Views

[# Dispatch

[ Work Orders

[ Service Orders

[# Management Reports

= Setup and Maintenance
Service Contracts
Batch Codes
Technicians
Work To Do Descriptions
Labor Codes
Skill Levels
General Equipment
Equipment Category
Biling Type
Schedules
Activity Status
Warmanty Type

[ Master Lists
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2. The Site Equipment screen appears.

Site Equipment Screen

|| 5D Site Equipment (£ | =]
M 4 tof1 b M |» x| A 9 |_Q} 7 =1 |53 (3 | Copy From | Transfer | Create Order ,-_,L]
Equipment ID |:|i Status | Active Iili

Description |_Can'ier 58 Seriez | Usage |_AII Iﬁll

Item ID [200100 = Ownership |customer el

Serial Number | |:il GL Expense Acct ![I'DDDDBBDD i:ll

Tag Mumber |54624 AzsetID | I

Customer ID | A1D08 Notes ‘Yearly cleaning is required to cover parts.

Site ID |WH 1

Manufacturer  |Carrier |

Model |58 Series |

Category |H‘u’a“~.[_". |1|I o

[ servie. | waranty. | Aty |

| |WorkToDolD |Interval Type | Interval | Prompt (Days) | Start Date End Date Next Due Date

}3 Year 0 30 7/4/2017 7/4/2027 7/4/2018
#

(14444 | Record Lof 1 [1ba] (b ] [ f= 2] o 3¢ ¢ 2

3. Click the New Record button » , on the toolbar, to open a blank Site Equipment record.

4. Enter an Equipment id into the Equipment ID field (up to 24 characters).
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NOTE: To copy equipment information from a General Equipment for a new Site
Equipment ID, click the Copy From button on the toolbar then select an existing
General Equipment record with the Browse button from the Equipment window that
opens. A column is included in the lookup box indicating if the General Equipment ID
is already set up as a Site Equipment. Check the Copy Options you want to copy to
the new equipment entry, then click the OK button.

Equipment [ﬁj
0K
Equipment ID a8
Copy Opticns Equipme... Description Site Equip... Custo.., Siu v X
=
|»| Services -
14ACK Merit Series Air Conditioner =
|+ Warranties 144CK Merit Series Air Conditioner [ Datd30 WH 1
CAS8 Carrier 58 Series | AltD03 WH 2
|#| Custom Fields CASS Carrier 58 Series [ AltD0z WH 1
CACO18 Comfort 16 Central Air Conditioner
v Notes CACO16 Comfort 16 Central Air Conditioner =] AxD40  WH1
CACO16 Comfort 16 Central Air Conditioner [l BetD23 WH 1
CAINZ21 Infinity 21 Central Ar Conditioner [ Comd2d  WH2
L .CAII‘IEI Infinity 21 Central Air Conditioner
CAPE17 Performance 17 Air Conditioner
Corporate ... Corporate Air Conditioner |l MND...
EL286E Elite Series - High-Efficiency, Two Sta... |+ Betd23 WH 1 !
%]

. Enter a Description of the equipment into the Description field.

. Select an Item from the Item ID from Inventory, if Service Director is working with your

TRAVERSE Inventory application.

. Enter or select a Serial Number for this Equipment ID. The maximum number of characters

for this field is 35.

If the Item ID selected is a Serialized Item in Inventory you will get a list of Serial
Numbers from which to select. If the Item ID selected is not a Serialized Item, or no
Item ID is selected, you may enter a Serial Number.

. Enter a Tag Number for the equipment if you use Tag Numbers. This will be used as a sorting

and filtering tool only.

. Select a Customer ID from the available list, for equipment owned by a Customer.

This may be used to enter a Service Order for equipment when a Customer ID is
selected for the Service Order. The equipment set up owned by the Customer will be
available in your list.

10. Select a Site ID for this Equipment ID. By selecting a Site ID, you are indicating this

equipment belongs to your Company and not to a Customer.
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11. Enter the manufacturer of the equipment into the Manufacturer field.

This Manufacturer is for information purposes only and is not tied to any other field. It
can be used to sort and filter reports and interactive views.

12. Enter the Model of the equipment into the Model field.

This Model is for information purposes only and is not tied to any other field. It can be
used to sort and filter reports and interactive views.

13. Select an Equipment Category for this Equipment ID. This selection is for information only,
sorting and filtering reports and interactive views.

14. Select the Status of the equipment. Select Active if the equipment is in service, or Inactive
if the equipment is not in service.

15. Select the Usage of the equipment. This field indicates how the equipment is being used.
¢ Select Customer if the equipment is used primarily by your Customer.
¢ Select Company if the equipment is primarily utilized by your Company.
¢ Select All if the equipment is used by both you and your Customer.

16. Select the Ownership of the equipment.

If you have selected a Customer ID, then select Customer in this field. This indicates
the Equipment ID will be included on Site Equipment reports.

If the Site ID field is populated, select Company in this field. This indicates you own the
Equipment ID and it will appear in General Equipment reports.

17. Select a GL Expense Acct from the list of available GL Accounts if Service Director is
interfaced with General Ledger. Otherwise enter a GL Expense Acct.

This account will be used when the Equipment ID is selected in a Service Order and will
be debited for the cost of the service.

18. Select an Asset ID from Fixed Assets if Service Director is working with your TRAVERSE
Fixed Asset application.

When Work Orders and Service Orders are posted for maintenance recorded, the Asset
ID in Fixed Assets will have the Service tab updated with the maintenance or service
done on that piece of equipment.

19. Enter miscellaneous Notes about this equipment.
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Site Equipment Screen - Service Tab

| 5D Site Equipment.[£3) | &l
= 1 of 1 b XA 3 53 [ | Copy From | Transfer | Create Order kal
Equipmentid (EED @000 | Status Active 3
Description Camier 58 Series Usage All (Rl
Item ID 200100 (2] Ownership Customer Bl
Serial Mumber |22 GL Expense Acct 0D0006ED0 ==

Tag Mumber h4624 Asset ID

Customer ID AitD08 Notes Yearly cleaning is required to cover parts.
Site ID WH 1

Manufacturer Carmier

Model 58 Series

Category HVAC [l

Service | Warranty | Activity |

Work To Do D Interval Type Interval Prompt {Days) Start Date End Date Mext Due Date
28 HClean o] Year 0 0 7/4/2017 7/4/2027 7/4/2018
H
M| (44| 4| Record 1of 1 ok | [ B || | o] 0| 26

Use the Service tab to enter work that needs to be done on this Equipment ID. You will also be
able to enter an Interval Type for the type of Interval used and how often this work needs to be
done. You can also enter how many days prior to the service being due you want to be
prompted that the service is due. You can use this tab to view what the Start Date, End Date,
and Next Service Due Date are for this equipment.

20. Select the Work To Do ID for the work that needs to be done for this Equipment ID.

Multiple Work To Do IDs may be entered for each piece of equipment. You may have
multiple things that need to be worked on at different times and intervals.

21. Select the Interval Type for the associated work to do ID for this equipment: Year, Month,
or Day. The Interval Type is the unit TRAVERSE uses when calculating when service is due.

22. Enter the Interval, to set the number of intervals between scheduled service for the
associated Work To Do ID for this Equipment ID.

The interval is used to determine how many occurrences of the selected Interval Type
(Years, Months, or Days) there are between service due dates.
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Example: If the interval type is Month, and the interval is 3, the service will be due

every 3 months.

23. Enter the Prompt(Days) to set the number of days before a Next Due Date, that TRAVERSE
will prompt you that service is due.

24. Set the Start Date TRAVERSE will use to start calculating the Next Due Date before any
service has been conducted. Once service has been performed on the equipment,
TRAVERSE will use the last service date to calculate the Next Due Date.

25. Set the End Date TRAVERSE will stop calculating the Next Due Date.

26. The Next Due Date field shows the next date the associated Work To Do ID service is
scheduled to be accomplished on the Equipment ID. When you post orders, TRAVERSE will
calculate the Next Due Date based on the most recent service date. If no service activity has
been recorded for the associated Work To Do ID, TRAVERSE will calculate the Next Due Date
based on the service Start Date field value.

27. Click the Save button |[d to save your work.

Site Equipment Screen - Warranty Tab

Equipment ID
Description
Item ID

Serial Number
Tag Mumber
Customer ID
Site ID
Manufacturer

Model

CA58 )
Canier 58 Series

200100 |

54624
At008
WH 1
Camier

58 Series

Category HVAC [l

| Service | Warranty |Ac1:ivity |

Warmranty Type Description Coverage Type Billing Type
10 Year Parts only  Parts Warranty
> S
| {4 | 4| Record 20f 2 |0k | ) || o) [0 || 3
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Status Active i
Usage All (Gl
Ownership Customer |2

GL Expense Acct | 000006600 |22
Asset ID

MNotes Yearly cleaning is required to cover parts.

Start Date End Date
74217 7452027

Interval Type Interval

Year 10
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Use the Warranty tab to enter information about the Warranty for this Equipment ID. This will
help you determine if repairs are covered by the Warranty of the equipment, or if the repairs
are a billable engagement. This tab will also let you know when the Start Date and End Date of
the warranty are.

28. Select a Warranty Type for this Equipment, as applicable.

If the Warranty Type you want to use is not in the drop-down list, double-click on the
Warranty Type field to open the SD Warranty Type function. Add your new warranty
with associated details and save your changes. When you return to the Warranty tab,
your new warranty type will now appear in the drop-down list.

29. Enter or edit the Description, as applicable.

The Description will default from the Warranty Type selected. Edit the Description if
applicable.

30. Select the Coverage Type for what is covered in the Warranty:
* None - There is no Warranty for this equipment.

e Parts/Labor - There is a Warranty on both parts and labor for the specified Interval
Type and Interval.

e Labor - There is a Warranty on only labor for the specified Interval Type and Interval.
¢ Parts - There is a Warranty on only parts for the specified Interval Type and Interval.

The Coverage Type will default from the Warranty Type selected. Edit the Coverage
Type if applicable.

31. Select a Billing Type for this equipment, as applicable.

The Billing Type will default from the Warranty Type selected. Edit the Billing Type if
applicable.

If the billing type you want to use is not in the drop-down list, double-click on the
Billing Type field to open the SD Billing Type function. Add your new billing type with
associated details and save your changes. When you return to the Warranty tab, your
new billing type will now appear in the drop-down list.

32. Select the Interval Type for the associated warranty for this equipment. The Interval Type
is the unit TRAVERSE uses when calculating when a Warranty is due to expire.

33. Enter the Interval, to set the number of Intervals covered by the Warranty on the
equipment.

The interval is used to determine when the Warranty will expire.
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Site Equipment

34. Set the Start Date TRAVERSE will use to start calculating the expiration date for the

Warranty.

35. The End Date field shows the date the associated Warranty will expire. TRAVERSE will
calculate the End Date based on the Interval, Interval Type, and Start Date field values.

36. Click the Save button [d to save your work.

Site Equipment Screen - Activity Tab

Equipment ID
Description
Item ID

Serial Mumber
Tag Mumber
Customer ID
Site ID
Manufacturer
Model

Category

| Service | Warranty "

Type
Description
Contact
Name

Site ID
Address 1
Address 2
City

Region

CA52

200100

54624
Alt008
WH 1

Carrier

|Carier 58 Series

58 Series

HVAC

|

Purchase |l

Ntp015 |maa)

MNorthem Temitories Power Co.

500 Hennepin Avenue

Minneapolis

MN Country USA |2

M| ||| |

Status Active ||
Usage Al |
Ownership Customer i3

GL Expense Acct |000006600 i)

MNotes Yearly cleaning is required to cover parts.
Fostal Code hod06-
Fhaone (612)-458-5148
Fax {612)-458-5140
Order Date 8/30/2017 |
Ship/Received Date 37372007 |+
Invoice Date 9/7/2017 >

Order Number
Invoice Number

Price 5.000.00

Use the Activity tab to record Purchase, Sale and Transfer information that has happened with
this piece of equipment.

37. Select a Type of Activity to record for this Equipment ID.
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¢ Select Purchase if the activity is related to the purchase of the equipment. This will
record Vendor information about the Vendor from which the Equipment ID was
purchased.

e Select Sale if the activity is a sale of the Equipment ID. This will record Customer
information to which the Equipment ID was sold.

¢ Select Transfer if the equipment is transferred to another Site or Customer.
38. Enter a Description of the Activity on the Equipment ID.

39. The Contact field links to your Vendors, if Service Director interfaces with Accounts
Payable, and to your Customers.

The selection you made in the Type field will determine what values you can select
from in the Contact field.

¢ If you chose Purchase in the Type field, you can select a Vendor ID from your list of
Accounts Payable Vendors.

e If you chose Sale or Transfer in the Type field, you can select a Customer ID from
your list of Accounts Receivable Customers.

You may leave the Contact field blank, as in the case of a transfer of the Equipment ID
between your company sites.

40. The Name field displays the Name of the contact from the Contact field. This may be
edited.

41. The Site ID field links to your Customer's Ship To ID if you selected Transfer in the Type field
and a Customer ID in the Contact field.

If you chose Transfer in the Type field, and you left the Contact field blank, as in the
case of a Transfer of the equipment between your company sites, you will be able to
choose one of your company Site IDs for the Site ID field.

42. The Address 1 and Address 2 fields display the address of the Customer or Vendor you
selected in the Contact field. This field may be edited.

43. The City field displays the city listed in the address of the Customer or Vendor you selected
in the Contact field. This field may be edited.

44. The Region field displays the State or other Region listed in the address of the Customer or
Vendor you selected in the Contact field. This field may be edited.

45. The Country field displays the Country listed in the address of the Customer or Vendor you
selected in the Contact field. You may also select a Country Code in this field.
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46. The Postal Code field displays the Postal Code listed in the address of the Customer or
Vendor you selected in the Contact field. The format of this Postal Code will be based on the
format entered into the Country Code selected. This field may be edited.

47. The Phone field displays the phone number for the contact from the Contact field. The
format of this Phone number will be based on the format entered into the Country Code
selected. This field may be edited.

48. The Fax field displays the Fax number of the contact from the Contact field. The format of
this Fax number will be based on the Phone format entered into the Country Code selected.
This field may be edited.

49. Set the Order Date to the date the Purchase, Sale, or Transfer of the Equipment ID took
place.

50. Set the Ship/Received Date to the date you shipped the Equipment ID to a Customer or
Site, or the date you or one of your sites received the equipment.

51. Set the Invoice Date to the date of the invoice if you Purchased the equipment from a
Vendor or Sold it to a Customer.

52. Set the Order Number to the Purchase Order Number if you Purchased the Equipment ID,
or the Sales Order Number if you Sold the Equipment ID to a Customer.

53. Set the Invoice Number to the Purchase Invoice Number if you Purchased the Equipment
ID, or the Sales Invoice Number if you Sold the Equipment ID to a Customer.

54. Enter the Price paid or received for the Equipment ID.
55. Click the green plus |+ | to add an Activity to the Equipment ID.
56. Click the red minus = to delete an Activity from the Equipment ID.

57. Click the Save button |4 to save your work.
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Command Buttons
Name Description

Copy the information from an existing Site Equipment to

F . .
Copy From a new Site Equipment record.

Open the Transfer window to transfer a piece of
Transfer equipment to another site or customer. You cannot
transfer the equipment to the current site or customer.

Open the Work Order Entry or Service Order Entry
Create Order screen to create a work order or service order for the
selected equipment.

Transfer Button

User the Transfer button to transfer a piece of equipment to another Site or Customer. You
cannot transfer the equipment to the current site or Customer.

Transfer Screen

=] Transfer [ x
OK

Customer ID | Axil40 |
Site ID WH1 e
Description ||

Date 8/21/2017 |#|

1. To transfer the Site Equipment to a different Customer select a Customer ID for which to
transfer the Site Equipment.

2. Select a Site ID for the Customer selected, or the Location ID if the equipment is being
transferred within the company to a new Site.

3. Enter a Description of the Transfer.
4. Enter the Date of the Transfer.

5. Click OK to execute the Transfer.
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Task Summary

To add Site Equipment, follow these steps:
1. Select the New Record icon » , on the toolbar. A blank record appears.

2. Enter the Equipment ID, a Description of the equipment, Manufacturer, Model, Item ID,
Category, Status, Usage, Ownership, Expense Account, Asset ID, Notes, and information on
the Service, Warranty, and Activity tabs where appropriate.

3. Click the Save button |[d to save your work.
To edit Site Equipment, follow these steps:

Select the Equipment ID to edit.

Position the cursor in the field to edit.

Change the value in the field.

A

Click the Save button |[d to save your work.
To delete Site Equipment, follow these steps:
1. Select the Equipment ID to delete.

2. Select the Delete hot key (f3), or click on the Delete Record button % on the tool bar.
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Producing a Site Equipment List

Use the Site Equipment List function to print a list of your Site Equipment IDs. Use the Setup
and Maintenance Site Equipment function to add or edit Site Equipment information.
To produce a Site Equipment List, follow these steps:

1. Select Site Equipment List from the Master Lists menu.

Site Equipment List Menu

| Service Director <|

[ Interactive Views

[# Dispatch

[ Work Orders

[ Service Orders

[# Management Reports

[ Setup and Maintenance

[= Master Lists
Service Contract List
Technicizn List
Work To Do Descriptions List
General Equipment List
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2. The Site Equipment List screen appears.

Site Equipment List Screen

D Site Equipment List (3 | =]

iz Print LL-'_I‘qOutput ~ | [=1Send ||Q Preview | Reset

Data Filter W7 3
And
Indude View Activity Report Layout
|| Service Detai |--| Page Break after Equipment 1D
Summary
[»| Warranty Detai
3] Activity Detail

[»| Parts List

[ Knowledgebase Detal

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

4. Select one or more of the following check boxes to include the information on the report:
¢ Service Detail - This selection will print the information set up on the Services tab.

¢ Warranty Detail - This selection will print the information set up on the Warranty
tab.

¢ Activity Detail - This selection will print the information set up on the Activity tab.

e Parts List - This selection will print the items set up on the Parts List tab. This will be
the parts used for this Equipment ID. This information will be printed if the Site
Equipment was copied from a General Equipment ID.

¢ Knowledgebase Detail - This selection will print the details entered on the
Knowledgebase tab. This information will be printed if the Site Equipment was
copied from a General Equipment ID.
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5. Select whether to include additional detail in the report by selecting Detail in the View
Activity list box, or select Summary to see an overview of the report information.

6. Mark the check box for Page Break after Equipment ID to start a new page of the report
after each Equipment ID listing.

7. Select a command button:

Command Buttons

Name Description
Reset Set all fields to their defaults.
Preview Preview the report on your monitor.
Output Output the report as a .pdf file and save it.
Send Email the report with the report attached as a .pdf file.
Print Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Consolidated Service Director
Site Equipment List

PAGE 1

Report Filter
Inelude Service Detail Yes Include Parts List Yes
Include Warranty Detail Yes Include Knowledpebase Detail ez
Include Activity Detail Was Wiew Activity Diatail
Equipment 1D T4ACK Status Active
Description Merit Series Air Conditioner Usape All
Eerial Number COwnership  Customsar
Tap Number GL Expense O0-000-6600
Customer 1D Dist0an Asset 1D
Site 1D WH1 Hotes Dependable scroll compressor provides smooth, efficient and relisble
Manufacturer  Lennox operation.
Model 144CX
Item 1D 0300
Category HVAC
Service
Work To Do 1D Interval Type Imterval Prompt [Days]  Start Date End Date Mext Due Date
ERzspair Wear 5 15
Warranty
Coverage Type Interval Type Imterval Start Date End Date
Fans Year 5
Activity
Type Punchase Completed Date 12013
Description Order Number
Site 1D Price 7.000.00
Caontact Remdid Phone [B1Z)-241-2045
Name Remote Powsar Supply Inc. Fax [B12)}-241-2085
Address 1 510 Jefferson Strast Crder Date TW152013
Address 2 Invoice Date 1172013
City Minnespoiis Country USA Invoice Number
Repion MH
Postal Code 55405
Type Furchase Completed Date 117472013
Description Crder Number
Site 1D Price 500.00
Contact PCEOO2 Phone (612)-452-2024
Name PC Buildars Fax [612)-455-2025
Address 1 1248 Pacific Street Order Date 11112013
Address 2 Invoice Date 2013
City Minneapolis Country USA Invoice Mumber
Region M~
Postal Code 55453
Parts List
Part No Description Quantity Estimated Cost  Lead Time
Item ID Preferred Vendor
Coil Lovversd Coil Guard 1.0000 500.0000 0.0000
Comprassor Scroll Compressor 10000 2,500 0000 LR
Fan Direct Drive Fan 10000 400.0000 0,000
12122013 8:46 AM kenthe
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SERVICE CONTRACTS

Use the fields on the Service Contracts screen to enter information about the Service Contracts
you have with your Customer.

Select Service Contracts from the Setup and Maintenance menu, then use the fields at the top
of the screen to enter or edit basic information. Use the Equipment and Billing tabs to record
equipment information and other information about the selected equipment.

An Accounts Receivable Recurring Entry must be set up for the Service Contract prior to setting
up information on the Billing tab. The information on the Recurring Entry is used to determine
the amount and frequency of service on the contract. When the Recurring Entries are copied to
invoices and posted, the Billing tab is updated with the Last Billing Date and Next Billing Date.

To set up Service Contracts, follow these steps:

1. Select Service Contracts from the Setup and Maintenance menu.

Service Contracts Menu

| Service Director <|
[ Interactive Views
[ Dispatch
[ Work Orders

[ Service Orders

[# Management Reports

= Setup and Maintenance
Site Equipment
Batch Codes
Technicians
Work To Do Descriptions
Labor Codes
Skill Levels
General Equipment
Equipment Category
Biling Type
Schedules
Activity Status
Warmanty Type

[ Master Lists
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2. The Service Contracts screen appears.

SETUP AND MAINTENANCE

Service Contracts Screen

‘ 5D Service Contracts (€3] | =]
= 1ofd p M|k X | @ - @ |
Contract Mumber 00000003 |22
Desdription Altos Servers Parts Coverage
Notes
Customer ID AHDOB e
Original Contract Date 112013 |
Contract Start Date 122013 ¢
Contract End Date 11/30/2015 | &
Total Contract Amount 4,800.00
Equipment: ‘ Biling |
Eguipment ID Coverage Type Contract Amount
| cacs | o
bg CA5E || Parts 2,400.00
CABS Parts 2,400.00
#
4444 Record 10F 2 [ob| [ |0 | o | o 26

. Click the New Record button i

, on the toolbar, to open a blank Service Contract record.

. Select, accept, or enter the Service Contract Number for this contract. The Contract Number

is generated by the system if you selected Yes to System Generated Contract Numbers in the
Business Rules function (page 3-5). If you selected No to the Business Rule, enter the
Contract Number.

. Enter a Description for this Service Contract.

. Select a Customer ID from the list of Customers in Accounts Receivable. This field indicates

this equipment belongs to a Customer.

. Set the Original Contract Date to the date the Service Contract was initiated with the

Customer.

. Set the Contract Start Date to the date the current Service Contract started. This may be the

annual renewal date or the date the Service Contract was reinstated after a lapse.

. Set the Contract End Date to the date the current Service Contract is due to expire, or the

date the Service Contract lapsed.
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10. The Total Contract Amount is a read-only field and shows the sum of the equipment
contract amounts from the Equipment tab.

11. Enter Notes about the Service Contract. These Notes are internal notes only and are not
printed on any invoice.

Service Contracts Screen - Equipment Tab

| 5D Service Contracts |£3] | <]
=] lofa b Wk X B9 2B |

Contract Mumber 00000003 B

Desdription Altos Servers Parts Coverage

Notes

Customer ID AHDOB el

Criginal Contract Date 111172013 |

Contract Start Date 122013 ||

Contract End Date 11/30/2015 |#|

Total Contract Amount 4,800.00

Equipment | Biling |

Eguipment ID Coverage Type Contract Amount
> [ || Parts 2,400.00
CABS Parts 2,400.00
#
b 44| 4| Record 10f 2 k[ [bb | | o ot 36

Use the Equipment tab to list the Site Equipment, Coverage Type (parts, or labor, or both) and
the Contract Amount included in this Service Contract.

Maint__| 12. Select an Equipment ID from the list of Site Equipment (page 3-83) set up for this Customer
and covered by this Service Contract.

NOTE: If the Equipment ID you want to use is not in the drop-down list, double-click
on the Equipment ID field to open the SD Site Equipment function. Add your new
Site Equipment information and save your changes. When you return to the SD
Service Contracts function, your new Equipment ID will now appear in the drop-
down list.

13. Select the Coverage Type to indicate the type of service coverage for this Equipment ID.

 Labor/Parts - The equipment contract amount includes both parts and labor.
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¢ Labor - The equipment contract amount includes only labor and not parts.

¢ Parts - The equipment contract amount includes only parts and not labor.

14. Enter the Contract Amount to indicate the total amount to be billed to the Customer for
the life of the Service Contract for this piece of equipment.

Service Contracts Screen - Billing Tab

Contract Number 00000003 [

Description Altos Servers Parts Coverage
1 Motes |
Customer ID AO0E [aaa)|
Original Contract Date 11172013 |& |
Contract Start Date 120112013 |
Contract End Date 11/30/2015 | %
Total Contract Amount 4,800,00

| Equipment |7§|i"';§ 7‘

Recur ID | AitParts L]

| Monthiy
Biling Interval o

Biling Amount 200.00
‘Currency 1D usD

Last Biling Date 111142013
Next Biling Date 121112013

The Billing tab can be used to store information regarding the Service Contract, or can be used
to integrate to the Accounts Receivable application to automate periodic billing for the Service
Contract.

If you do not want an automated billing, leave the Recurring ID field blank and enter data in the
remaining fields as desired.

Maint_| 15. Select a Recurring ID to link to a Recurring Entry from the AR Recurring Entries function.
The read-only detail fields will populate with information from the AR Recurring Entry.

If you do not select a Recurring ID the Billing Type, Billing Interval and Billing Amount
fields become active. You may enter information into these fields for reference
purposes only.
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NOTE: If there is no Recurring Entry for this Service Contract, you can double-click on
the Recur ID field to open the AR Recurring Entries function. Add your new Recurring
Entry and save your changes. When you return to the SD Service Contracts function,
your new Recur ID will now appear in the drop-down list.

16. If you have not selected a Recur ID, select the Billing Type for this Service Contract:
¢ As Needed is saying we will use this Service Contract as often as needed.

¢ Days is saying we will use this Service Contract at intervals of a specific number of
days. The Billing Interval field becomes activated and you will need to enter the
number of days you want between billing cycles.

¢ Monthly is saying we will use this Service Contract once per month.
¢ Quarterly is saying we will use this Service Contract once per quarter.
¢ Yearly is saying we will use this Service Contract once per year.

17. Enter the number of increments in between billings into the Billing Interval field. This will
be based on the Billing Type and indicate how often the service should be done.

18. Enter the amount to be billed per interval into the Billing Amount field.

NOTE: Information selected or entered into this tab is for information purposes only.
The manually entered information, if a Recur ID is not selected is not used to
generate any Work Orders or Service Orders. Work Orders and Service Orders may be
generated from information set up on the Service tab of the General and Site
Equipment. This information may be viewed through the Service Contracts View.

Task Summary

To add Service Contracts, follow these steps:
1. Select the New Record icon » , on the toolbar. A blank record appears.

2. Enter or accept the Contract Number, and enter the Description of the Service Contract,
Customer ID, Original Contract Date, Contract Start Date, Contract End Date, Notes, and
information on the Equipment and Billing tabs where appropriate.

3. Click the Save button |id to save your work.
To edit Service Contracts, follow these steps:
1. Select the Contract Number to edit.
2. Position the cursor in the field to edit.
3. Change the value in the field.
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4. Click the Save button || to save your work.

To delete a Service Contract, follow these steps:

1. Select the Contract Number to delete.

2. Select the Delete hot key (f3), or click on the Delete Record button x , on the tool bar.

Producing a Service Contract List

Use the Service Contract List function to print a list of your Service Contracts. Use the Setup
and Maintenance Service Contracts function to add or edit Service Contract information.

To produce a Service Contract List, follow these steps:

1. Select Service Contract List from the Master Lists menu.

Service Contract List Menu

| Service Director <

Interactive Views
Dispatch
Work Orders
Service Crders
Management Reports
Setup and Maintenance
[= Master Lists
Site Equipment List
Technician List
Work To Do Descriptions List
General Equipment List
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2. The Service Contract List screen appears.

Service Contract List Screen

|- 5D Service Contract List [£3) ‘ &l

iz Print |2y Output ~ | =1 Send ||Q Preview | Reset

Data Filter "7 =
And
Indude Report Layout
[ Equipment Detail || Page Break sfter Service Contract

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

4. Select the Equipment Detail check box to include that information on the report.

5. Mark the check box for Page Break after Equipment ID to start a new page of the report
after each Equipment ID listing.
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6. Selecta command button:

Command Buttons

Name Description
Reset Set all fields to their defaults.
Preview Preview the report on your monitor.
Output Output the report as a .pdf file and save it.
Send Email the report with the report attached as a .pdf file.
Print Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Consolidated Service Director

FAGE 1

Service Confract List

Repaort Filter
Include Equipment Detail  Yes
Contract Number DOODDO03 Notes
Description &ltos Servers Fans Coverage
Customer 1D SRR
Original ContractDate  11/1/2013
Contract Start Date 1272012
Contract End Date 1132015
Total Contract Amount  4.800.00
Recur 1D AhtPans Billing Amount 200.00
Eilling Type Monthdy Last Billing Date
Billing Interval 1] Next Billing Date
Equipment
Equipment 1D Contract Amount  SitelD Serizl Number
Coverape Type Item 1D Tag Humber
Cass 240000 WH 1t
Fans 200100 54624
CASE 240000 WH2Z
Pars 200100
Contract Number DOD00I05 Motes  This contract is walid for Labor and Parts on Equipment |D ELZS6E.
Description Beta Dynamics Labor/Pans Coverage
Customer 1D Bat023
Original Contract Date
Contract Start Date 1202013
Contract End Date 12015
Total Contract Amount  4,200.00
Recur 10 BetlabFa Billing Amount 200.00
Eilling Type Monthly Last Billing Date
Eilling Interva D Next Billing Date 12712013
Equipment
Equipment ID Caontract Amount  SitelD Serial Number
Coverage Type Item 1D Tag Mumber
ELZ56E 480000 WH 1
Labor [ Parts 200150
Contract Number DODOOD0Y Notes Compumarc has purchased two service part contracts for two of their
Description Compumarc Parts Coverage equipment that should be billed monthly at the sametime,
Customer 1D Com0Z8
COriginal ContractDate  11/1/20132
Contract Start Date 13
Contract End Date 10731/2018
Total Contract Amount 3,000,020
Recur 1D ComPars Billing Amount 250.00
Eilling Type Monthhy Last Billing Date 11172013
Billing Interval 0 Next Billing Date 11712012

1212013 9:08 AM

kenthe

Service Director

3-107



Service Contracts

3-108 Service Director



SETUP AND MAINTENANCE
SD Activity Status Overview

SD ACTIVITY STATUS OVERVIEW

You may need to track, view, and filter Work Order and/or Service Order dispatches by a status
that is more specific than the current Open, Completed, Billed, or Posted. Activity Status
functionality has been added to Service Director, giving you the ability to define and manage
the status of your dispatches while ensuring the business logic triggered by a change in status
remains. For example; you can select an Activity Status of Parts Hold for a dispatch, which will
put the dispatch on hold as usual behind the scenes, but allows you to distinguish between a
Part Hold activity and a Customer Requested Hold activity.

Use the Activity Status function to add activity status options for your dispatches. TRAVERSE
includes a list of system-defined activity statuses that will auto-populate the grid when you add
your own activity.

NOTE: You cannot edit or delete system-defined activity statuses.

Setup Information

Before using the Activity Status functionality, you must go into Service Director, Setup and

Maintenance, Activity Status and create the Activity Status table. See the Activity Status (page
3-113) for more information.

Workflow

1. In the Service Director, Setup and Maintenance, Activity Status function, click the New
button on the toolbar to add an activity status. Enter a Description, select a Dispatch Status,
and select an Action. Save the record.

2. Create a new Work Order or Service Order through the appropriate entry screen. The
Activity Status functions the same way in both types of dispatches. On the Site Information
tab, enter the Customer information (Work Order) or Site information (Service Order).

On the Dispatch tab, enter dispatch information, including any work to do. Save the
dispatch.

3. To add an Activity Status, click the Activity Status button and select an Activity Status for the
dispatch from the drop-down menu.

¢ The Activity Status drop-down list includes the descriptions listed in the Activity
Status table except those with an Action value of “System”. Each Activity Status
option will open a dialog box in which you can accept or edit the Activity Date and
Time, select a Technician, and add Notes.
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¢ The Cancel and Reopen options will show a confirmation box for canceling or

reopening the dispatch.

If you do not have permission to cancel, reopen, or complete a Work Order or
Service Order, you will not be able to choose those options.

¢ A dialog box will appear. Accept or edit the Date/Time, select a Technician ID for the
activity as necessary, and enter any Notes for the activity.

4. Click OK to save the activity. The activity will appear in the activity grid at the bottom of the
Dispatch screen.

Scheduled Technician View, Order View

The Activity Status appears in the Scheduled Technician View (page 6-19).
Double-click the Order No link to open the Order View.

The Activity Status also appears on the Order View interactive view, as well as being available
for use in the Data Filter.

Scheduled Dispatch Report

The Activity Status is included on the detailed version of the Scheduled Dispatch Report (page
6-25). You can also filter the report by Dispatch Status (Activity Status).

Unscheduled Dispatch Report

As with the Scheduled Dispatch Report, the detailed version of the Unscheduled Dispatch

Report (page 6-31) includes the Activity Status. You can also filter the report by Dispatch Status
(Activity Status).

Print Work Orders

You can filter the Work Order dispatches by Dispatch Status (Activity Status). The Dispatch
Status also appears on the Work Order (page 4-47).

NOTE: The dispatch must be open (not canceled or on hold) in order to print the
Work Order.

3-110 Service Director



SETUP AND MAINTENANCE
SD Activity Status Overview

Work Order Report

The detailed version of the Work Order Report (page 4-51) includes the Activity Status. By
selecting to include the Activity Detail on the report, you can see a list of activity rather than
just the most recent. You can also filter and/or sort the report by Dispatch Status (Activity
Status).

Work Order Worksheet

The detailed version of the Work Order Worksheet (page 4-57) includes the Activity Status. You
can also filter the worksheet by Dispatch Status (Activity Status).

Order History Report

Once the Work Order is completed, billed, and posted, you can view the Activity Status details
for the Work Order on the Order History Report (page 8-13). The Activity Detail appears on the
detailed version of the report if you select to include the Activity Detail.

Service Director 3-111



SD Activity Status Overview

3-112 Service Director



SETUP AND MAINTENANCE
Activity Status

ACTIVITY STATUS

Use the Activity Status function to maintain Activity Status options for your dispatches. The
Activity Status gives you more options for defining and managing dispatches while ensuring the
business logic triggered by a change in status remains. For example; you can select an Activity
Status of Parts Hold for a dispatch, which will put the dispatch on hold as usual behind the
scenes, but allows you to distinguish between a Part Hold activity and a Customer Requested
Hold activity.

You will see the Activity Statuses displayed and entered, when you select the Activity Status
button on the Dispatch tab in the Work Order Entry and Service Order Entry screens.

TRAVERSE includes a list of system-defined Activity Statuses that will display in the grid once
you add your own Activity Status. You cannot edit or delete the system-defined statuses.

NOTE: System generated Activity Statuses will be displayed in gray. Manually
entered Activity Statuses will be displayed in alternating white and colored bands.

To set up Activity Status, follow these steps:

1. Select Activity Status from the Setup and Maintenance menu.

Activity Status Menu
(P

Service Director /|

[ Interactive Views

[# Dispatch

¥ Work Orders

[# Service Orders

[#] Management Reports

[= Setup and Maintenance
Site Equipment
Service Contracts
Batch Codes
Technicians
Work To Do Descriptions
Labor Codes
Skill Levels
General Equipment
Equipment Category
Biling Type
Schedules
Warmanty Type

[¥] Master Lists
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2. The Activity Status screen appears.

Activity Status Screen

|- 5D Actvity status (63| =]
I H 4 16cf16 b [ S [ 53 [f4 Resequence
[ Description Dispatch Status [ Action
"Hequest Received Open System
Schedule Open Nene
| Dispatch Cpen MNone
Anmive/Start Open Nore
| Complete Open Complete
Bill Completed System
| Unbsil Biled e
| Post Billed e
.Cancel Open Cancel
Reopen Cancelled Open Reopen
| Payment Received MNA MNone
Hald Open Held
| Release Open Release
Reopen Completed Completed Reopen
| In-Process Open None

i

3. Click the New Record button » , on the toolbar to open a blank Activity Status record, or
click in an empty record.

4. Enter a Description for the Activity Status in the Description field.

5. Select a Dispatch Status field drop-down list. This status indicates the state of the dispatch,
whether it is Open, Completed, Billed, Posted, or none of these (NA).

6. Select an Action to be applied to the dispatch when the Activity Status is selected.
The action will apply the appropriate business logic to the dispatch.
Select from these choices:

¢ None - No action is performed.
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Hold - Put the dispatch on Hold to prevent any transactions from being entered, or
any scheduling of the dispatch to a Technician. When an Activity Status with the
Action of Hold is selected, a dialog box will be displayed to enter the Date/Time,
Technician ID, and Notes about putting the dispatch on Hold.

* Release - If the status of the dispatch is Hold, the status of the dispatch will change
to Released. When an Activity Status with the Action of Release is selected, a dialog
box will be displayed to enter the Date/Time, Technician ID, and Notes about
releasing the on Hold dispatch.

e Complete - When all the transactions and services for the dispatch is completed, the
status will change to Completed. When an Activity Status with an Action of Complete
is selected a dialog box will be displayed to enter the Date/Time, Technician ID, and
Notes about the completion of the dispatch.

e Cancel - If the status of the dispatch is Open, and no transactions exist for the
dispatch Cancel the dispatch. A canceled dispatch can be reopened using an Activity
Status that has an Action of Reopen.

¢ Reopen - If the dispatch is canceled, set the status of the dispatch to Open. A prompt
will be displayed confirming you want to Reopen the dispatch.

NOTE: The action System is reserved for system generated Activity Status Actions,
and is not available to select.

7. Click the Save button |4 to save your work.

Use the Re-sequence button on the toolbar when you drag the activity status records into a
new order. This will save the new arrangement.

Task Summary

To add Activity Statuses, follow these steps:
Select the New Record icon » , on the toolbar. A blank record appears.
Enter a Description for the Activity Status in the Description field.
Select a Dispatch Status.

Select an Action to be applied to the dispatch when the Activity Status is selected.

LA I

Click the Save button | to save your work.
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To edit Activity Statuses, follow these steps:

1. Select the Activity Status to edit.

NOTE: You can not edit the system generated Activity Statuses.

2. Position the cursor in the field to edit.
3. Change the value in the field.
4. Click the Save button | to save your work.
To delete an Activity Status, follow these steps:
1. Select the Activity Status to delete.

2. Select the Delete hot key (f3), or click on the Delete Record button x , on the tool bar.

NOTE: You can not delete the system generated Activity Statuses, or Activity
Statuses that have been used in a dispatch.

Producing an Activity Status List

To produce an Activity Status List, follow these steps:

B

1. Select the Print Preview button & to preview the Activity Status report for the Activity
Statuses you have displayed on the screen.

2. The Preview Report screen appears.

3. Select the Print button | & in the toolbar to print your list.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Activity Status
Activity Status List
Caontinental Erqduch Unlimited Page 1
SD Activity Status

Reguest Recsivad System

Schedule None

Dispatch Nons

AmrivelStant Non=

Compilete Complete

Bill System

Unbill System

Post System

Cancsl Cpen Cancel

Reopen Cancelied Open Reopen

Payment Received -NA Nons

Hoid -C)par Hold

|Figleass ISDar Release
IReopen Completed -C-:mpia'.-}: Reopen

Open None
SM5/2018 11:53 AM Kent Heitiamp
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Overview

OVERVIEW

Work Orders are your way to track work to be done on equipment belonging to your
Customers. Use Work Orders to organize and track equipment service, parts used, and contract
work performed by your Technicians.

The flow of the Work Order process is illustrated in the flowchart below:

Technician records
Schedula/Dispatch Arrival/Start and
Technician Completion of ]
Dispatch

Enter Estimated
Time/Material in ————»
Transaction

Create Service
Order/Dispatch

e Enter Actual
Enter Payment Frepare/Edit/ TimeMaterial in

Post Work Orders 4——— ; ; ;
Received FPrint Invoice v
Transaction

Before you use the functions on the Work Orders menu, set up your Equipment, Categories,
Skills, Billing Type, Codes, Work To Do Descriptions, Technicians, and Activity Statuses using the
functions on the Setup and Maintenance menu, and verify your Items, codes, and IDs using the
functions on the Master Lists and Interactive View menus.

To work with Work Orders do the following steps:
e Enter Work Orders (page 4-5) for work to be done for your Customers.
¢ Generate Work Orders (page 4-41) for the equipment that has scheduled services.
¢ Print Work Orders (page 4-47) for entered and generated Work Orders.
e Print the Work Order Report (page 4-51) to view details on the Work Orders.

¢ Print the Work Order Worksheet (page 4-57) to send with the technicians that are
scheduled to do work on the Work Orders.

¢ Enter Transactions (page 4-63) to record the work done and parts used to complete
the Work Orders.

* Prepare Invoices (page 4-75) for billing your Customers for the work done and parts
used on Work Orders.

e Edit Billings (page 4-79) to edit invoices that have been generated from the Prepare
Invoices function.

e Print Invoices (page 4-85) to send to your Customers.
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¢ Post Work Orders (page 4-95) to update history and make General Ledger entries.
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WORK ORDER ENTRY

The Work Order Entry function is the workhorse of the Service Director system - it records new
service calls, schedules dispatches, tracks labor and parts used to complete the Work Order,
and invoices completed Work Orders.

Select Work Order Entry from the Work Orders menu, then use the fields at the top of the
screen to enter or edit basic information. Use the Site Information and Dispatch tabs to record
Site, Billing, Dispatch, Equipment, and other information for the service call.

To enter Work Orders, follow these steps:

1. Select Work Order Entry from the Work Orders menu.
Work Order Entry Menu

| Service Director |

[ Interactive Views

[# Dispatch

= Work Orders
Generate Work Orders
Print Waork Orders
Work Order Report
Work Order Worlksheet
Transactions
Prepare Invoices
Edt Billings
Frint Invoices
Post Waork Orders
Change Batches

[ Service Orders

[# Managemert Reports

[# Setup and Maintenance

[ Master Lists
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2. The Work Order Entry screen appears.

Work Order Entry Screen

|- D work Order Entry. £ | (%]
H K 4 1of1 p M|k XA [& @ =1 |53 & Refemal Copy Prnt - bkl (3
Crder No i}i}DDI}DE_lZ | %
|_m| Dispatch |

Customer ID .C.EIDE‘I » Cellucom Inc.

Site ID WH1 1588 Cellucom Inc. Warehouse

Attention Blake Anderson SalesRepID 1 [JSK || Percent | 100.00] Rate | EDD

Address 1 __933 Marion Steet S Sales Rep ID 2 __.MSL || Percent 50.00| Rate 12.00

Address 2 Suite 300 |»| Fixed Price

City St. Paul || Bill By Work Order

Region MN Country |USA ) Biling Type Billable sz

Postal Code Bh652-_ Billing Format !'_'_'I'

Phone 1 |(g511222-2222 | Territory Midwest

Phone 2 (651)-233-3333 Original WO I

Phone 3 Customer PO No | 3347

E-mail PO Date 91372017 ||

Internet | Project Task L]

3ill Via

3. Click the New Record button » , on the toolbar, to open a blank Work Order record.

Maint_| 4. Select a Customer ID from the list of Customers in Accounts Receivable.
Maint__| 5. Select a Ship-To Address as the Site ID for this Work Order.

The Site ID and the information listed in the Address, City, Region and Postal Code
fields will come in from Ship To Addresses set up for the selected Customer.
There is no Site ID setup function in Service Director.

You may see a notification dialog box:

TRAVERSE

'6; Assign the Sales Rep Info from the Ship-To Address?

e Yes No
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This dialog box allows you to utilize the Sales Rep information in the Ship-To
entity of TRAVERSE for commission purposes. Choose Yes if you want to assign
the Ship-To Sales Rep information to the Work Order; otherwise, select No.

6. Customer Details will fill into the following fields and may be edited.

These fields display information for the Customer you selected in the Customer
ID field or Site ID.

¢ Attention: the name of the contact listed in the Customer information.

¢ Address 1 and Address 2: the address for the selected Customer or Site ID for the
Customer.

¢ City, Region, and Postal Code: the City, Region, and Postal Code for the selected
Customer or Site ID for the Customer.

¢ Phone, E-mail, and Internet: the Phone number(s), E-mail address, and Internet
website for the selected Customer or Site ID for the Customer.

Maint_| 7. Select the Sales Representatives that will get credit for the invoice posted with this Work
Order from the Sales Rep ID 1 and Sales Rep ID 2 fields.

8. The Percent field will display the Percentage of the invoice used to calculate commissions
for the Sales Rep, but you may change it.

NOTE: Each Sales Representative can receive credit for up to 100 percent of a sale.

9. The Rate field will display the commission rate for the Sales Rep. Accept the default, or edit
the Rate.

10. Mark the Fixed Price check box if this work order will be billed with a Fixed Price.

If the Customer is to be billed a Fixed Price for this work order, select the Fixed
Price check box. When you bill Fixed Prices, the system bills labor and parts line
Items according to the estimated quantities or units used for the dispatch (as
noted in the Qty Estimated and Units Est boxes on the Dispatch tab), not
according to the actual amounts used.

11. If you want all dispatches to be completed on the work order before you can print an
invoice, select the Bill By Work Order check box. Clear the box to print invoices for
individual dispatches as each dispatch is completed.

Maint__| 12. Select the Billing Type for this Work Order.

13. Select the Billing Format form. When you click on the browse ( (-] ) button, a browse
window will be displayed and you will be asked to browse to a Design Studio form that you
have designed or modified and saved as a .repx type file.
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Maint |

NOTE: To change the Billing Format from the default invoice format you must use
the Design Studio to modify the existing Service Director invoice form and save the
corresponding form to a shared folder that all workstations, using Service Director
can access.

14. The Territory field displays the Territory listed in the Customer record you selected in the
Customer ID field.

15. If this Work Order is a continuation of another Work Order, enter the original Work Order
number in the Original WO field.

16. Use the Customer PO Number field to enter the Customer's Purchase Order number that
corresponds to this Work Order, if applicable.

17. Enter the PO Date of the Customer's Purchase Order, if applicable.

18. Use the Project Task field to tie the Work Order to a current Project by selecting the Project
from the drop-down list.

This field will only be available if you have Project Costing installed and the
interface from Service Director to Project Costing set to Yes in the Business Rules
function (page 3-5).

19. In the Bill Via field, select whether you want to bill the Work Order through Service
Director or Project Costing.

This is only applicable if you have selected a Project/Task. See SD Link to PC (page
4-25) for more information regarding billing via SD or PC.
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Work Order Entry
Command Buttons
Name Description
Referral Add a customer referral to this Work Order.

Allows you to Copy Work order information from

Copy another Work Order.

Gives you the option of printing the Work Order or the

Print . . .
Invoice associated with the current Work Order.

Work Order Entry Screen - Referral

Referral [ér

oK

Customer ID W 26 |

Company Name | ARG Systems Inc.

Contact Sue Rogers Nots
Address 1

Address 2

City

Region Country |4

Postal Code

Phone

Fax

E-mail

Internet

The Referral button allows you to enter information regarding a Customer referral for a Work
Order.

1. Select a Customer ID from the Customer ID field drop-down list. This will then fill in the
company information with the AR Customer details.

2. Enter any notes about this referral in the Notes field.

3. Click the OK button to save your changes.
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Work Order Entry Screen - Copy

- .
Copy Crder M
oK
Order No |00000014 [
Selsct | DispaichMNo | Descripfon | Equipment!D | Bing Type | EstTravel(Hrs) | Totsl Est(Hrs)
T 1 Instalaston  KEESD Bitable 1.000 4000
vl 2 Inspections  KEEBD Bilable 1.000 3.000

The Copy function allows you to copy Work Order information from Work Orders that have

been posted to history, for the selected Customer.

1. Select a Customer ID and click the Copy button to bring up the Copy Orders screen.

2. Select a work Order No from the list of Work Orders from history.

3. The Dispatches entered and completed for the selected Work Order are listed. Select the

dispatches you want to copy into the new Work Order.

4. Click OK to copy the selected dispatches into the new Work Order.
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Work Order Entry Screen - Dispatch Tab
| SO Work Order En.try (X! | %]
= 1of1 (2 SR | & & 3 [ Refemal Copy Print ~ | (E=
Order No 00000032 naa 4
| Site Information | Dispatch |
Reopen | Cancel Complete | Schedule  History | Transactions | Activity Status = | Wamanty/Contract »
Dispatch No Description Equipment D Status Biling Type Est Travel {Hrs) Total Est {Hrs)

> Preparation YWork KEES5 Bill Billable 0.250 5.250

(£} 2 Cleaning KEESS Bill Billable 0.250 6.250

e2] 3 Other KEES5 Bill Billable 0.250 5.250

44|44, | 4| Record 10f 3 [ika] |t )| o f o ot 38

|. Activity IIransacﬁuns |

Type Date / Time Technician ID Entered By
Request Recdived ] $13/2017 2:39 PM Demo
Dispatch 8/11/2017 10:38 AM kent

Held 8/11/2017 10:39 AM AWS kent
Release 8/11/2017 10:39 AM AWS kent
Complete 8/15/2017 11:01 AM LK kent

Bill 8/15/2017 11:.02 AM kent

4| Record 10f 6 [dh || #| 4] | | 3¢

NOTE: You cannot add a new dispatch if Bill by Work Order is marked on the Site
Information tab, and if the work order has a billed or posted dispatch.

Click the Append button ([+/) on the Dispatch section, to open a new Dispatch record. The
Dispatch Number is generated by the system.

. Enter a Description for the Dispatch in the Description field.

. Select the Equipment ID this Work Order applies to, from the drop-down list in the
Equipment ID field.

. The Status field will default to Request Received when a new Dispatch is created. The Status
of the Dispatch will change depending on what has been done with the Dispatch.

¢ Request Received - When the Dispatch is entered and nothing has yet been done to
the dispatch, the status will be Request Received.

e Billed - The Dispatch has been scheduled and transactions have been entered for the
Dispatch. The Prepare Invoices has been run and the Invoice has been printed.

¢ Canceled - The Dispatch has been canceled.
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e Reopen - A canceled Dispatch has been reopened.

¢ Posted - A Billed Dispatch has been posted using the Post Work Orders function.

e Completed - The Dispatch has been Billed and Posted and is now Completed. The
status gets changed to Completed when the Complete button is selected and
completion information is entered.

The Status may be changed to Completed prior to billing and posting, if nothing is
being billed to the Customer.

NOTE: The Status of the Dispatch will be based on system updates and selections
made from the Activity Status button menu.

5. The Billing Type field will default to the value selected on the Site Information tab on the
Site Equipment setup screen. Select a different Billing Type for the Dispatch if applicable.

6. Enter the Estimated Travel time in hours in the Est Travel (Hrs) field.

7. The total estimated time for the dispatch in hours displayed in the Est Travel (Hrs) field is the
sum of the estimated travel time and the Work To Do IDs for the Dispatch.

8. Press the Enter key or the Tab key to add Work To Do detail. If the Work To Do detail rows do
not appear, a Plus sign (+) will appear next to the Dispatch Number. Click the Plus sign to add
Work To Do IDs to the Dispatch.

Work Order Entry Screen - Dispatch Tab Work To Do

Dispatch No Description Equipment 1D Status Billing Type Est Travel (Hrs) Total Est (Hrs)
3 Preparation Work KEESS Bil Bilzble 0.250 5.250
= | Work To Do ID Description Required Skill Level Estimated Time (Hrs)
. # | Hinspect |22¢| Inspect and Clean Fuel and Blectric System 1 2.000
I ERough Electrical Rough-in 2 3.000
#*
2 Cleaning KEES5 Bil Billable 0.250 6.250
3 Other KEESS Bill Billable: 0.250 5.250

|| 44| 4| Record 1of 3 (k| (M| M || e o || 3

9. Select a Work To Do ID from the drop-down list in the Work To Do ID field. The Description
and Required Skill Level fields will display the information from the Work To Do record.

10. Enter or edit the Estimated Time to perform the Work To Do in hours in the Estimated Time
(Hrs) field. The Estimated Time will default from the Work To Do ID setup.

11. Repeat Steps 8-10 for each Work To Do ID you want to add to the Dispatch.

12. To finish changes to the Dispatch, click the End Edit button (|+).
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Use the Toggle button ( » ) to switch from Summary (grid) View to Detail (field) View. Use the .

Detail View to see additional information about the Dispatch.

Work Order Entry Screen - Dispatch - Detail (field) View - Detail Tab

Order No 00000032
| Site Information | Dispatch

Reopen | Cancel | Complete = Schedule

Dispatch No |1
| petail | workTopo. |

Biling Type Billable
Description 1
Equipment ID KEES5
Eguipment Description |55 gallon electric water heater
Bl To ID
Location ID CADDDT
H 4 3 L) ks =

|7 Activity |Iransacnons |

Type Date / Time
Y Request Riceived I

Dispatch

| Hold

Release

.Compleie

il

1| 44| 4| Record Lof6 [am| ]| e | = a3

History = Transactions | Activity Status - | Wamanty/Contract

Priority

Requested TechID  |AMK
Requested Date
Requested AM/PM None

Technician 1D
9/13/2017 233 FM
8/11/2017 10:38 AM
8/11/2017 10:39 AM AWS
8/11/2017 10:39 AM AWS
8/15/2017 11:01 AM LK
8/15/2017 11:02 AM

0

Bill

Entry Date 91372017 ||
|| Cancelled

|| Hold

Est Travel (Hrs) 0.250

11/3/2017 |#|| Total Est (Hrs) 5.250

New Counter

Entered By ?

Demo

kent
kent
kent
kent

NOTE: Note: You cannot add a new dispatch if Bill by Work Order is marked on the
Site Information tab, and if the work order has a billed or posted dispatch.

1. Click the Append button (|+/) in the Dispatch section, to open a new Dispatch record. The
Dispatch Number is generated by the system.

2. The Billing Type field will default to the value selected on the Site Information tab. Select a
different Billing Type for the dispatch if applicable.

3. Enter a description for the Dispatch in the Description field.

4. Select the Equipment ID to which this Work Order applies from the drop-down list in the
Equipment ID field. If you have the SD Notify Warranty/Contract Business Rule set to “Yes”,
a notification window will appear if the Site Equipment has a warranty or contract

associated with it.
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5. The Equipment Description appears. Accept or edit the Description.

Maint _| 6. Select a Bill To ID as necessary.
Maint _| 7. Accept or edit the Location ID, as applicable.

8. Accept or edit the Priority level for the dispatch.

The Priority field allows you to set a priority for the Work Order. You can assign a
default Priority level via the SD Business Rules. This field is for information only.

9. The Status field will display the current Status of the Dispatch.

10. The Entry Date will default in, and cannot be edited.

11. If the dispatch has been canceled, the Canceled check box will be marked.
12. If the dispatch has been put on hold, the Hold check box will be marked.

Maint__| 13. Select a Technician for the entire Dispatch from the Requested Tech ID drop-down list, if
applicable. Otherwise, you can select multiple Technicians for the Dispatch on the
Transactions tab at the bottom of the screen.

14. Enter the estimated travel time in hours in the Est Travel (Hrs) field.
15. Enter a date and time into the Requested Date and Requested AM/PM, as applicable.

16. The estimated time to perform the work to do in hours will appear in the Total Est (Hrs)
field.

The total estimated time for the Dispatch in hours displayed in the Total Est (Hrs)
field is the sum of the estimated travel time and the work to do IDs for the
dispatch.

17. Enter the internal meter number in the New Counter field, if applicable. Examples of
counters include the number of hours run, copies made, or pages printed. You can use these
information-only numbers as diagnostic tools.
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Work Order Entry Screen - Dispatch - Detail (field) View - Work To Do

Order No opoooO32 e
| Site Information Dispatch

Reopen | Cancel | Complete = Schedule | History =~ Transactions | Activity Status » | Wamanty/Contract

Dispatch Mo | 1
| Detal | HorkToDd

Work To Do ID Description Required Skill Level Estimated Time (Hrs)
b Hinspect - Inspect and Clean Fuel and Blectric System 1 2.000
ERough Electrical Rough-In 2 3.000
3
4| 44/ | 4| Record 10f 2 [oha] | [0 ok || il | €

| Activity | Transactions |

Type Diate / Time Technician 1D Entered By
bd| Request Recsived 1~ 9/13/2017 2:33 FM Demo
Dispatch 8/11/2017 10:38 AM kent
| Hold 8/11/2017 10:39 AM AWS kent F
Release 8/11/2017 10:39 AM AWS kent
Complete 8/15/2017 11:01 AM LK kent
Bill 8/15/2017 11,02 AM kent

4| Record 1of 6 |k k|| M| =

18. Accept or select a Dispatch Number to which you want to assign work to do from the drop-
down list, as necessary.

19. Click the Append button ([+/) to add a new Work To Do record.
20. Select a Work To Do ID from the drop-down list in the Work To Do ID field.

21. The Description and Required Skill Level fields should display the information from the
Work To Do record.

22. Accept or edit the Estimated Time (Hrs) for the work.
23. Repeat Steps 19-22 for each Work To Do ID you want to add to the Dispatch.
24. To finish changes to the Dispatch, click the End Edit button ( ().

25. Click the Save | button on the toolbar to save your work.
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Use the Dispatch Activity area of the screen to enter Activities done to the Dispatch.

Work Order Entry Screen - Dispatch Tab Activity Tab

Activity |Iransarﬁnr1s |

T

Dispatch
Hold

Release

Complete

T

#

Date / Time Technician ID Entered By
=1 9/13/2017 233 PM. Dema
&/11/2017 10:33 AW Kent
/1172017 10:39 AM AWS kent
8/11/2017 1039 AM AWS kent
8/15/2017 11:01 AM LK kent
8/15/2017 1102 AM kent

B |44 [ 4| Record 10F 6 [l | b [ el i1 ot | 6

26. Click the Append button ( 1+/) in the Dispatch Activity section, to open a new Dispatch
Activity record.

27. Select the Type of activity you are entering for this dispatch.

Some activity types will automatically be added to the Dispatch as things are
done to the Dispatch. Below is a list of Activity Types and a description of those

types.

Request Received - When the dispatch is first entered and saved an Activity is
automatically added to indicate the request for the dispatch as been received.

Schedule - Select Schedule to schedule a Technician to use for this Dispatch. A record
will be added if you have used the Schedule button to Schedule the Technician.

Arrive/Start - Select Arrive/Start when the Technician has arrived on the site of the
Dispatch.

Complete - When the Complete button is selected and completed information is
entered and saved, a record will be added to indicate the Dispatch is Complete.

Cancel - When the Cancel button has been selected and Yes is selected in the dialog
box, a record will be added to indicate the dispatch has been Canceled.

Reopen - When the Reopen button has been selected and Yes is selected in the
dialog box, a record will be added to indicate the Dispatch has been Reopened.

Bill - When the Dispatch has gone through the Prepare Invoices and Print Invoices
functions a record will be added to indicate the dispatch has been Billed to the
Customer.
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* Post - When the dispatch has gone through the Prepare Invoices, Print Invoices, and
Post Work Orders functions, a record will be added to indicate the Dispatch has been
Billed to the Customer and Posted.

28. The Date/Time field will indicate the date and time the Activity was entered. When
scheduling a Dispatch enter the date and time to schedule the Dispatch. When adding an
Arrived/Start record enter the date and time the Technician arrived at the site and started
their work.

29. Select the Technician ID for the Technician that has been scheduled for the Dispatch,
arrived on site or completed the Dispatch.

30. When an activity record has been added the Entered By field will be filled in with the User
ID of the user that entered or generated the Activity.

Work Order Entry Screen - Dispatch Tab - Transactions Tab

101 (o S| @& & U3 [# Referal Copy Prnt ~ Rl

SEe]

Order No 00000032
| Site Information | Dispatch |

Recpen | Cancel Complete | Schedule | History | Transactions | Activity Status ~

Dispatch No | Description Equipment ID Status Billing Type Est Travel (Hrs) Total Est (Hrs)
® 1 Preparation Work KEE55 Release Billable 0.250 5250
> [ ~ Cleaning KEES5 Release Billable 0.250 6.250
3 Cther KEES5 Request Received Billable 0.250 5250
#
|44 4|4 Record 2 of 3 o] ook [ || | = o v 6

| Agtivity | Transactions

Update Link Ser No Entry Detall PO Reg
Order/Dispatch Type Resource D Description | Location 1D Unit | Qty Estimated Qty Used | Unit Pri... Ext Price Date Labar Code
> lsbor LK Fumace an. HR 6.000 6000 120000 72000 8/14/2017 HVAC
000000322 Patt 700959 Oil Rags CADOD1 EA 5.0000 5.0000 50.0800 250.40 8/14/2017
000000322 Misc Other Charg 0.0000 0.0000 0.0000 0.00 8147207

170.0800 970.40

44 (4| Record 10F 3 [ak| [ [ | | = | | 3%

Use the Transactions tab to determine whether a Work Order Dispatch should have activity
added, including Parts Costs, Freight Costs, or Labor Resources.

Transactions allow you to track your expenses and billable Items on a Dispatch. These lines
belong to the selected Dispatch, allowing you to generate unique labor and parts lists and
record Dispatch completion details. The information on Transactions tab is then used to create

Invoices.
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Maint |

Maint |

If Service Director interfaces with Inventory, part quantities update Inventory on hand
guantities online. Posting billed Work Orders updates dates, summary and detail history, and
Serial and Lot information.

NOTE: Transactions may also be entered using the Transactions button on the
Dispatch tab. Using the Transactions button will open the Transactions function
(page 4-63).

31. Select a Dispatch for which to add Transactions.

32. Click the Append button ( I+/), at the bottom of the tab, to add a record.

33. Select the Type of transaction you are adding from the Type field drop-down list: Labor,
Part, Freight, or Misc.

The Order/Dispatch will fill in automatically from the Work Order you are
working with, and the Dispatch you selected.

34. If applicable, select a Resource ID from the drop-down list.
e If you selected Labor in the Type field, the drop-down list will show your Technicians.
¢ If you selected Part in the Type field, the drop-down list field will show your parts.
¢ This field is disabled for Freight and Misc types.

35. Enter a Description into the Description field. If the resource is a Part, the Item description
will display in this field; otherwise enter a Description.

36. If you selected a Part in the Resource ID field, select a Location from the Location ID field
drop-down list. Otherwise, the Location ID field will be blank. This field is disabled for
Freight and Misc types.

37. The Unit field will display the Units of measure for the Part selected in the Resource ID
field, or the value HR if Labor is selected in the Type field. This field is disabled for Freight
and Misc types.

38. Enter the estimated quantity of the Part or Labor into the Qty Estimated field. This field is
disabled for Freight and Misc types.

39. Enter the quantity used into the Qty Used field. This field is disabled for Freight and Misc
types.

40. If you selected Labor or Part in the Type field, the Unit Price displays in the Unit Price field.
You may change the Unit Price. This field is disabled for Freight and Misc types.

41. If you selected Labor or Part in the Type field, the Ext Price is calculated using the Qty Used
and the Unit Price amounts. This field is disabled for Freight and Misc types.
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42. Select or enter a transaction date in the Trans Date field. By default, this field will display
the current date.

Maint | 43. If you selected Labor in the Type field, select a Labor Code from the drop-down list in the
Labor Code field.
NOTE: To include a Freight or Misc amount on the invoice, use the column chooser
to bring the Ext Cost field into your grid, and enter the amount to be billed into this
Ext Cost field.

44. Click the Save button |4 , on the toolbar to save your work.
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Command Buttons

Name Description
Reopen Open a closed dispatch.
Cancel Cancel a dispatch.
Complete Complete a dispatch.

Open the Schedule Info and the Calendar windows and
Schedule allow you to schedule a technician or crew to a date and
time to perform the dispatch work to do.

Display the Equipment History View for the equipment

Histor - .
Istory used in the selected Dispatch.
Transactions Opens the Transactions function.
Activity Status Add an Activity from the list of Activity Statuses.
Warranty/Contract Include prompts for Warranty and Contract information

for the Site Equipment in the Dispatch.

Work Order Entry Screen - Complete

=] Complete i3 x
OK Cancel
Date { Time 142078 312 PM e

Technician ID | AWS |aea]

Motes

Use the Complete button to change the Status of the Dispatch to Complete. This is saying the
work has been done on this Dispatch and it is ready to be billed. Once the Dispatch has been
completed no more transactions can be saved to the Dispatch.
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Multiple Dispatches may be closed at the same time by selecting the first
Dispatch to close, hold your Shift key and select the last dispatch to close. This
will select the range of dispatches and close all at once. To close non-consecutive
dispatches select one dispatch and hold the Ctrl key and select the next Dispatch

to close.

1. Enter or select the Date/Time the Dispatch was completed.

2. Select the Technician ID for the Technician that completed the Dispatch.

3. Enter any Notes referring to the completion of the Dispatch.

Work Order Entry Screen - Schedule

2] Schedule Info

OK | Suggest | Delet

TechID ]
Start Time 1/30/2014 ||
End Time 1/30/2014 ||

MNotes

Dispatch Info
Work Order Mo | 00000066
Dispatch 10

Description

| Available from 7:00 AM to 5:00 PM,
7:00:00 AM | & Estimated Hours: 1.000

8:00:00 AM | &

Customer ID Com028

Inspect and Clean Fuel and Electric System

Address 5654 4th Ave S, Minneapolis, MN, 55636, USA

The Schedule Information window allows you to select a Technician or Crew, set Start and End
Times, and add Notes to the calendar entry for a Dispatch.

The Dispatch Info section of the window displays details of the Dispatch. If you have a default
mapping program selected and Allow Web Features enabled in the SM Business Rules, and click
on the Address link, your default mapping program will display a map of the address.

A Calendar window will also be opened and displayed behind the Schedule Info screen so you
may see on the Calendar the Dispatches that have already been Scheduled.

1. Select a Tech ID from the list of Technicians to Schedule for this Dispatch. Information about
the availability of the Technician will be displayed next to the Tech ID field.

2. Select the Start Time and date for the time the Dispatch work should start.
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3. Select the End Time and date for the time the Dispatch work should end.

4. Enter Notes about the Dispatch for the Technician working on the Dispatch.

Command Buttons
Name Description

OK Add the entry to the calendar.

Have TRAVERSE suggest a schedule time based on
Dispatch Requested Date (if available), Requested Tech

Suggest ID (if entered), Work To Do Labor Code, and the
Schedules of the available Technicians who can do the
work.

Delete Delete the scheduled entry from the Calendar.

Activity Status Button

Select the Activity Status button to add an Activity for the Dispatch. The Activity Status gives
you more options for defining and managing dispatches while ensuring the business logic

triggered by a change in status remains. See the Activity Status setup function for details (page
3-113).

Clicking on the Activity Status button will give you a menu list of Activity Statuses that have
been set up by the system or manually in the Activity Status function.

Schedule
Dispatch
Amive/Start
Complete

Cancel

Reopen Cancelled
Payment Received
Hald

Release

Reopen Completed

In-Process

When Activity Statuses were set up, an Action was assigned to the Activity Status, which affects
the Type of Activity added, and the Status of the Dispatch:

* None - No action is performed. An Activity is added for reference purposes.
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¢ Hold - Put the dispatch on Hold to prevent any transactions from being entered, or
any scheduling of the Dispatch to a Technician. When an Activity Status with the
Action of Hold is selected, a dialog box will be displayed to enter the Date/Time,
Technician ID, and Notes about putting the Dispatch on Hold.

5] Hold @ x
oK
Date / Time 8112017 2:25 PM [+

Technican ID |AWS (el

Customer wants to wait a month.
Motes

Click OK to add an Activity and change the Status of the Dispatch to Hold.

¢ Release - If the status of the Dispatch is Hold, the status of the Dispatch will change
to Released. When an Activity Status with the Action of Release is selected, a dialog
box will be displayed to enter the Date/Time, Technician ID, and Notes about
releasing the on Hold Dispatch.

=] Release I} >
0K
Date [ Time 873072017 2:27 PM [+

TechnidanID (AWS e

Wants to now schedule the

SEMVICE |
Notes

Click OK to add an Activity and change the Status of the Dispatch to Released.
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¢ Complete - When all the transactions and services for the Dispatch is completed, the
status will change to Completed. When an Activity Status with an Action of Complete
is selected a dialog box will be displayed to enter the Date/Time, Technician ID, and
Notes about the completion of the Dispatch.

j Complete i) X
QK

Date / Time 9/1/2017 2:38 PM |»|

Technician ID | AWS |

Completed all work and billing on the dispatch.

MNotes

Click OK to add an Activity and change the Status of the Dispatch to Complete.

¢ Cancel - If the status of the Dispatch is Open, and no transactions exist for the
Dispatch Cancel the Dispatch. A Canceled Dispatch can be reopened using an Activity
Status that has an Action of Reopen. A confirmation message will be displayed asking
if you are sure you want to Cancel the Dispatch. Select Yes to Cancel the Dispatch.

¢ Reopen - If the Dispatch is Canceled, set the status of the Dispatch to Open. A
confirmation message will be displayed asking if you are sure you want to Reopen
the Dispatch. Select Yes to Reopen the Dispatch.

Warranty/Contract Button

Use the Warranty/Contract button to include any warranty and/or contract information for the
Site Equipment entered into the Dispatch.
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Work Order Entry Screen - Warranty/Contract
Warranty and Contracts [ig >
OK
EquipmentID |CA58
Description | Carmier 58 Series
Serial Mumber
Warranty/Contracts exist for Site Equipment
Selected Type Description | Coverage Billing Ty... Start Date End Date | Status
b3 “ Warmanty 10 Year Par... Pars Warmanty TA2017 Tr4/2027 Active
Contract Altos Server... Parts 10/3/2017  10/2/2019 Inactive

¢ The Equipment ID, Description, and Serial Number of the Equipment entered into
the Dispatch is displayed.

¢ Any Warranty and Contract information set up for the Equipment is displayed with
the Type, Description, Coverage, Billing Type, Start Date, End Date, and Status are
displayed.

¢ Check the Selected check box for the Warranty and Contract information you want
included in the Dispatch; otherwise clear the check box.

e Click OK to save the Selected Warranty and Contract information for the Dispatch’s
Equipment.

Service Director Link to Project Costing

Users are able to link a Work Order and Service Order to Project Costing Projects, and bill
activities in either Service Director or Project Costing. After posting in Service Director,
activities are displayed in Project Costing.

When a Project is referenced in a Service Director Work Order or Service Order, the activity on
the Order will be passed into the linked Project as Activities. Optionally, the service work can be
passed without billing in Service Director so that the billing will be handled as part of Project
billing.
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The billing work flow can be chosen per Work Order. It cannot be changed once any
transactions have been posted for the Work Order.

Bill via Service Director
e Default work flow.

« Billing is generated from Service Director, billable depends on Work Order/Dispatch.
¢ Project Costing Activities are generated while posting Service Director Work Order.

¢ Status of generated Project Costing Activity is end-of-cycle status per type of
Project/Task.

¢ Generated Project Costing Activities are for reporting purpose only; no action can be
taken on Project Costing side.

Bill via Project Costing
« Billing is generated from Project Costing, billable depends on Project/Task.
¢ No billing is generated from Service Director.
¢ Project Costing Activities are generated while posting Service Director Work Order.
¢ Status of generated Project Costing Activity is Posted.

¢ Generated Project Costing Activities are processed in Project Costing per type of
Project/Task.

NOTE: In these examples, Projects are set up as Billable.
SD Work Orders Linked to a Project: Billed Via Service Director

NOTES:
e Billing is determined by Work Order/Dispatch.

« If a Dispatch has been Billed/Posted, the Project/Task field is not editable.

¢ The Customer ID of the Project/Task must match the Customer ID on the
Work/Service Order.

1. Enter a Work Order, add a Project/Task, and set Bill Via to SD.

2. Enter any Labor, Parts, Freight, or Miscellaneous records for the Dispatch.

NOTE: Freight/Misc records go to Project Costing as income with a type of Other,
Labor = Time, and Part = Material.
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3. Complete the Work Order.

4. Users can print the Invoice online from the Work Order Entry screen, or use the Prepare
Invoices and Print Invoices functions.

5. Post Work Orders.
6. You can view the Service Director activities on the Project Activities View in Project Costing.

NOTES:
¢ No further billing processing is needed in Project Costing when billing is completed
through Service Director.

e To view Activities created only from Service Director, filter the Source by "Bill via SD".

SD Work Orders Linked to a Project: Billed Via Project Costing

NOTES:
« Billing is determined by Project/Task.

e If a Dispatch has been Billed/Posted, the Project/Task field is not editable.

e The Customer ID of the Project/Task must match the Customer ID on the
Work/Service Order.

1. Enter a Work Order, add a Project/Task, and set Bill Via to PC.

2. Enter any Labor, Parts, Freight, or Miscellaneous records for the Dispatch.

NOTE: Freight/Misc records go to PC as income with a type of Other, Labor = Time,
and Part = Material.

3. Complete the Work Order.

4. Since billing is set to be processed through Project Costing, the Print Invoice button on the
Work Order Entry screen is disabled. You must use the Prepare Invoices function.

5. Post Work Orders.

6. In Project Costing, the Standard Project Costing billing workflow can be processed based on
the Project Type billing status. You can also use Project Costing Activities View to review
records created from Service Director.

NOTES:
¢ The Extended Income Billed value is $0 until Billing is completed in PC.

¢ To view Activities created only from Project Costing, filter the Source by "Bill via PC".
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Printing a Work Order online

Print Online Work Order Dialog Box

Print Work Order [ x
iz Print ,_[t.-] Output  ~ Send | [Q, Preview | Reset

Print Print Dispatch
[l Al

|| Seriglized / Lotted Detail 2 s
|| Prices

|| One Copy For Each Technician

|»| Additional Description

|| Warranty Detail

|| Bar Codes

You may print a Work Order for the current Work Order you have displayed on your screen.
Follow the steps below to print the Work Order online:

1.

The Print Online Work Orders screen appears when you click Print and Order on the Work
Orders screen.

To Print the Equipment History information on the Work Order, select the check box;
otherwise, clear it.

. To Print Serialized/Lotted Detail on the Work Order, select the check box; otherwise, clear

it.
To Print Prices on the Work Order, select the check box; otherwise, clear it.

To Print One Copy for Each Technician for the Work Order, select the check box; otherwise,
clear it.

To Print Additional Descriptions for the Work Order, select the check box; otherwise, clear
it.

To Print Warranty Detail for the Work Order, select the check box; otherwise, clear it.

To Print Barcodes for the Work Order, select the check box; otherwise, clear it.
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9. Select the All check box in the Print Dispatch area to print the Work Order for all Dispatches.
Otherwise clear it, and select the Dispatch to print from the list of Dispatches.

10. Select a command button:

Command Buttons

Name Description
Reset Set all fields to their defaults.
Preview Preview the work order on your monitor.
Output Output the work order as a .pdf file and save it.
Print Print the work order.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Online Work Order

Continzntal Products Unfimited
4301 Dean Lakes Blvd

PAGE i

ﬁTRAVE?SE Shakopes, MN 55279

UNITED STATES

AtmO53

ATM Switches Inc.
Mary Brooks

6023 Howard Strest
Suite 701

m=—¢a

(=,

[952)-403-5700

Gettysbung, 50 57442

Contact Mary Brooks
Phone [605)-483-5023

Order No D0000045

AimOs3

ATM Switches Inc.
Mary Brooks

BZ3 Howard Street
Suite TO1

Gettysbung, 50 57442

O- rr—m

Dispatch No 1 Received Date SVZZ/Z017 11 AM Requested Tech 1D Status FReopen Cancelzd
Serial No Tap No
Item 1D Equipment Description
Equipment 1D Priority 0
Description Repair Szrvices
Billing Type Billable
Notes
Work To Do {
WorkTo Do 1D Description Required Skill Level Estimated Time [Hrs}!
HR=psir Genaral HVAC Repair 2 2000
Orther Cther services 4 1003
Activity H
Status Date | Time Technician 1D Entry Date Entered By
Scheduled 1172252017 5:00 AM AW 222017 Demo
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Printing a Work Order Invoice online
Print Online Invoices Dialog Box

Print Invoice I} b4
g Print ._[-'_'_I-]Outpl.rt - Send _l Preview | Reset | [ Activity | Search Document

Print Invoice Report Currency Total

= Date 8/11/2017 [ Invaice 76320

[+| Addttional Descriptions Inviice Mumber Payment 0.00

|| Federal Tax ID Message 1002 Rl Met Due 763.20

Batch Code frazizinieiad Gl

Payments

M4 || 4 |Record O of O k| |||k

The Work Order must have at least one dispatch with a complete status to be able to print an
Invoice for the Work Order online.

NOTE: Once you print an Invoice online you will no longer be able to reopen the
Dispatch and edit the Work Order/Dispatch if you have the Business Rule, Allow
Editing after Online Invoice set to No. To allow editing, set the Business Rule to Yes,
or use the Prepare Invoices and Edit Invoices process to delete the Prepared Invoice
and then edit the Work Order/Dispatch.

1. The Print Invoices screen appears when you click Print and Invoice on the Work Order Entry
screen.

2. To print the Work To Do information on the Invoice, select the check box; otherwise, clear it.
3. To Print Additional Descriptions on the Invoice, select the check box; otherwise, clear it.

4. To print the Federal Tax Id for the current company at the bottom of the Invoice, select the
check box; otherwise, clear it.

5. The Invoice Date automatically appears. Accept the default, or edit the Invoice Date.
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y¥ge

¥dgee

y¥ge

¥dgee

6.

©

Enter the Invoice Number. It can be a combination of letters and numbers. If you enter an
invoice number on the Transactions screen, it becomes the default invoice number,
otherwise, the next available Invoice Number is used.

Select a Message for the Invoice.
Select a Batch Code for which to put the Invoice, when viewing on the Edit Billings screen.

If you use multi-currency, select the Print in Base Currency check box to print the invoice or
credit memo in your company’s base currency; otherwise, clear the box to print the invoice
in the customer’s currency. If you do not use multi-currency, this option does not appear.

If you are adding a Payment to the Invoice to be printed follow the steps below to enter the
payment to apply to this invoice:

1.
2.

E

o

8.
9.

Click the Append button (|+/) in the Payment section, to open a new Payment entry record.

If you use batch processing, the Batch Code you entered on the Header tab appears as the
payment’s Deposit ID. If you do not use batch processing, this box does not appear.

. Enter the prepaid Amount.

If you use multi-currency, the Customer’s Currency ID appears and cannot be changed.

If the Customer Currency is the same as the company base currency, or if you do
not use multi-currency, this field is not available.

If you use multi-currency, the most current daily exchange rate appears in the Exch Rate
box. You can enter a different rate (or press F6 to open the System Manager Currency
Exchange Rates function).

If you do not use multi-currency, this field does not appear.

. The Payment Method defaults from the Customer record in the Payment Method ID field.

Accept the default or change the Payment Method.

If you use multi-currency, the currency for the Bank Account or GL Account associated with
the Payment Method appears and cannot be changed. If this currency is not the same as the
Customer’s currency or the base currency, a warning message appears. You cannot enter
payments in a currency other than the Customer’s currency or the base currency.

If the Payment Method is Cash or Check, the Bank ID appears.
If the Payment Method is Check, enter the Check Number.

10. If the Payment Method is Credit Card, the first credit Card No set up on the Payments tab

in the Customer setup defaults. Accept the default or select another Credit Card set up. The
Card No will be masked at the level selected in the Business Rules, once selected. If Credit
Cards are set up on the Payments tab of the Customer setup you can select from the drop-
down list, or enter the Card No.
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¢ Enter the Security Code from the back of the Credit Card. This is the three digit
number on the back of the card in the signature strip.

¢ The Card Holder name defaults from the Customer Payment record. Accept the
default, change it, or enter the Card Holder.

¢ Enter the Expiration Date of the credit card. A warning appears if the card is expired.
¢ Enter the Authorization Number for the Credit Card payment, if applicable.

11. If the Payment Method is a Direct Debit, the first Direct Debit account set up on the
Payments tab in the Customer setup defaults. Accept the default or select another Direct
Debit account set up. The Account No will be masked at the level selected in the Business
Rules once selected or entered. If Direct Debit accounts are set up on the Payments tab of
the Customer setup you can select from the drop-down list, or enter the Account No.

The Bank Name appears from the customer payment record. Accept the default,
change it, or enter a Bank Name.

The Routing Code appears from the customer payment record. Accept the
default, change it, or enter the Routing Code.

12. If the method of payment is Write-off or Other, enter a Note.
13. Select a command button:

Command Buttons

Name Description
Reset Set all fields to their defaults.
Preview Preview the report on your monitor.
Output Output the report as a .pdf file and save it.
Print Print the report.
Activity Display the Activity Log to view printing activity.

Open the Archived documents search dialog box. (Button
Search Document only available when you select Yes to Use Archive in the
Business Rules.)
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Activity Log
Use the Activity Log to view printing activity for administrative purposes.

Name Displays
Post Run The system assigned post run ID.
Run Time The date and time the printing was done.
Description The printing description.
User ID The user who performed the print.
Comments The comments, if applicable, entered in the

Comments field.

Print Log Not available for this function.

e Click the Plus (+) button next to the Post Run to view the Invoice(s) printed for the
selected printing.

¢ Click the Document button to preview the Invoice printed for the selected
Document No.

NOTE: These options are only available if you selected Yes to Use Archive in the

Business Rules function.
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=] Activity Log
H|H 4 909

Post Run

20131122184008

20131122174718

2013122174609

20131121133136

= 2017081120242
. | Document No
>|16

= 20170811202406
| Document No
»|15

= 20170811202352
.| Document No
> 14

= 20170811202337
“. | Document No
¥ 13

Run Time: 7
9/24/2017 12:40 PM
9/24/2017 11:47 AM
9/24/2017 11:46 AM
9/23/2017 7:31 AM
8/11/2017 3:24 PM

8/11/2017 3:24 PM

8/11/2017 3:23 PM

8/11/2017 3:23 FM

bl = 20170811202230 8/11/2017 3:22 PM

= | Document No

312

5

Lk

Description

5D Print Invoices

5D Print Invoices

5D Frint Invoices

5D Print Invoices

Print Invoice
Reference
Arg(26

Print Invoice
Reference
Gen058

Frint Invoice
Reference
Bur(56

Frint Invoice
Reference
Dat030

Print Invoice
Reference
Com028

=3 [ | Search Document

User ID

Dema
Dema
Dema
Dema

kent

kent

Comments

Document

Document

Document

Document

Document

Search Document

Use the Search Document button to view archived Invoices. This button is only available if you

selected Yes to the Use Archive Business Rule (page 3-5).

Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to

include all records. Click Apply Filter to populate the grid below.

Name

Document
Number

Run Time
Description
Reference

Form ID

Displays

The Invoice number printed.

The date and time the printing was done.

The printing description.

The Customer ID for which the invoice was printed.

The type of form printed.
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Name Displays
User ID The user who performed the print.
Host ID The workstation name used to print the invoice.

The comments, if applicable, entered in the

mmen .
Co ents Comments field.

Document Preview the original invoice printed.

Search Document Screen

(2] Search Document [ — O x

HIW 4909 b M re XA & & B3 @ | Aciviy

Apply Filter % ®

And
[ Document [ Run Time v [ Description [ Reference [ Fom 1D [ User ID [ Host 1D [ Comments [ Document

> 8/11/20173:24PM  Print Invoice  Arg026 SDINVOICE  kent KENTHEITK... | |
15 8/11/20173:24PM  Print Invoice  Gen058 SO INVOICE  kent KENTHEITK... [ |
14 8/11/20173:23PM  Prnt Invaice  BurD56 SDINVOICE ket KENTHEITK... [ |
13 8/11/20173:23PM  Print Invoice  Dat030 SDINVOICE  kent KENTHEITK... [ |
12 8/11/2017322PM  Print Invoice  Com028 SDINVOICE  kent KENTHEITK... | |

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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4301 Dean Lakes Bvd
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Shakopes, MM 55373 PAGE
gTRAVERS‘E UMITED STATES
(S ADAE T
e e INVOICE DATE 8152017
INVOICE NO 21
5 CERa1 g WHI
o Cellucom |nc. H Cellwcom Inc. Warshouse
L Accounts Payable | Andarson
303 Oskton Strest 538 Marion Stest 5
D Chizaga, IL 60661 P suite 300
T T 5. Faul MN 55652
o 0
MET DUE 1.730.33
SL51 5152 DUE DATE DISC DUE DATE ORDER NO ORDER DATE COMPLETED DATE
JEK MSL 81512017 BIS2017 00000032 W21/2017 BIS2017
TERMS DESCRIFTION CUSTOMER PO NO
0% Disc, Net 30 3347
RESCOURCE ID TXCL UNITS ORODERED UNIT PRICE EXTENSION
LKHVAC a HR 5.000 120.000 GO00.00 |
Furnace and Adr
LK/HVAC 0 HR 6.000 120.000 T20.00
Furnsce and Air
TOIEES (1] EA 5.0000 50.0800 250,40
Oil Rags
Li] 0.0000 0.0000 50.00 |
Other Charges
WorkTo Do lD Description
Other Other senvices
Hinspect Inspect and Clean Fuel and Electric System
ERough Electrical Ro
HC
We appreciste your business.
TAXABLE NONTAXAELE SALES TRX TOTAL
1.570.40 50.00 108053 1,730,332 |
MET DUE 1.730.33)
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Schedule a dispatch
1. Click the Schedule command button to open the Calendar. A Schedule Info window will
appear.

NOTE: If the Customer's credit is on Hold, or the Customer's status is Inactive, the
Calendar will not open.

2. Select the Tech ID, Start Time, and End Time from the associated field drop-down lists.

3. Click OK to set the time for the selected Technician on the Calendar. The Calendar will open
and display the scheduled Dispatch. Close the Calendar to return to the Work Order Entry
function.

Record arrive/start time on a dispatch
1. Click on a new line in the Activity section to start a new record.

2. Select Arrive/Start from the drop-down list in the Type field. The workstation's current date
and time will display in the Date/Time field. Change the date or time if necessary, and select
the Technician from the Technician ID drop-down list.

3. Select the Tech ID, Start Time, and End Time from the associated field drop-down lists.
4. Click the End Edit button (+|) to complete the entry.

5. Click the Save button |4 on the toolbar to save your work.

Complete a dispatch
1. Click the Complete command button to open the Complete window.

2. Enter or Select the completion date and time from the Date/Time field drop-down list. This
will default to the current date and time.

3. Select the Technician ID from the drop-down list. This field will default to the Technician
listed for the Arrive/Start activity.

4. Enter Notes about the Complete activity.

5. Click the OK button to complete the entry. The dispatch status now shows Completed, and a
Complete entry will appear in the Activity section of the Dispatch tab.

6. Click the Save button |4 on the toolbar to save your work.
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Add Parts, Labor, Freight, or Miscellaneous costs to a Dispatch

1.

8.
9.

Click the Transactions command button, or Transactions tab, to open the Work Order
Transaction function. To display all of the available fields, click the Detail Toggle button

(» )

. Click the New Record button » , on the tool bar to add a record. The Work Order

Number/Dispatch line will disﬁy in the Dispatch ID field of the new line.

. Select the Type of transaction you are adding from the Type field drop-down list.

. If applicable, select a Resource ID from the drop-down list. If you selected Labor in the Type

field, the drop-down list will show your Technicians. If you selected Part in the Type field,
the drop-down list will show field will show your Items.

. Enter a description into the Description field. If the resource is a Part, the Item description

will display in this field.

. If you selected a Part in the Resource ID field, select a location from the Location ID field

drop-down list. Otherwise, the Location ID field will be blank.

. The Unit field will display the units of measure for the part selected in the Resource ID field,

or the value HR if Labor is selected in the Type field.
Enter the estimated quantity of the Part or Labor into the Qty Estimated field.

Enter the quantity used into the Qty Used field.

10. If you selected Labor or Part in the Type field, the Unit Price displays in the Unit Price field.

You may change the Unit Price.

11. If you selected Labor or Part in the Type field, the extended price is calculated using the

Qty Used and the Unit Price amounts. If you selected Freight or Misc in the Type field, enter
a cost in the Ext Price field.

12. Select or enter a transaction date in the Trans Date field. By default, this field will display

the current date.

13. If you selected Labor in the Type field, select a Labor Code from the drop-down list in the

Labor Code field.

14. Click the Save button |4 on the toolbar to save your work.

Cancel or delete a Dispatch

NOTE: You cannot delete a Dispatch if the Dispatch's status is Posted, Billed, or
Completed, or if the Dispatch has transactions.
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1. Select the Dispatch you would like to cancel or delete.

2. Click the Cancel command button to cancel the Dispatch.

3. A confirmation window will appear. Confirm the cancellation. A Cancel activity will be added
to the Activity section of the Dispatch tab.

Reopen a Dispatch

NOTE: You can Reopen a Dispatch if the selected Dispatch status is Open, and the
selected Dispatch is Canceled.

1. Select the Dispatch you would like to Reopen.
2. Click the Reopen command button to reopen the dispatch.

3. A confirmation window will appear. Confirm the Reopen action. A Reopen activity will be
added to the Activity section of the Dispatch tab.

Creating a New Activity

1. Click the Append button ( [*+/) in the Activity section, to add a new Activity entry to the
Dispatch record.

2. Select a type of Activity from the drop-down list in the Type field.

3. The Date/Time field will default to the current date and time when a new Activity is created.
Enter or select a different date from the calendar control if applicable.

4. If a Technician will perform the Activity, select a Technician from the drop-down list in the
Technician ID field.

5. The Entered By field will display the name of the User who added the Activity to the
Dispatch.

6. Enter any notes for the activity in the Notes field.
7. To finish changes to the Dispatch, click the End Edit button ( [).

8. Click the Save button |4 on the toolbar to save your work.
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GENERATE WORK ORDERS

Use the Generate Work Orders function to Generate Work Orders for all Site Equipment where
the Next Due Date is not later than the End Date or the Maintenance Due Date, and the End
Date is not earlier than the Maintenance Due Date.

NOTE: Billing Type must be set to Billable in the Business Rules for Service Director,
for the Generate Work Orders function to run.

After generating Work Orders, a log report showing the Work Orders generated will display.
Each Work Order listed will have a dispatch record, as well as a Request Received Activity
record, when you use the Work Order Entry function to maintain the Work Order.

To Generate Work Orders, follow these steps:

1. Select Generate Work Orders from the Work Orders menu.

Generate Work Orders Menu

| Service Dirsctor /|

[ Interactive Views

[# Dispatch

= Work Orders
Wark Order Ertry
Print Wark Orders
Work Order Report
Work Order Worksheet
Transactions
Prepare Invoices
Edt Billings
Frint Invoices
Post Wark Orders
Change Batches

[ Service Orders

[#] Management Reports

[# Setup and Maintenance

(¥l Master Lists
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2. The Generate Work Orders screen appears.

Generate Work Orders Screen

| 5D Generate Work Orders (63|
P OK | O] Activity | Reset
Data Filter "W

B

)

And

Maintenance Due Date 12116/2013 | #
|| Group Dispatch By Equipment

Comments

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

4. Work Orders with a Maintenance Due Date on or before the value in the Maintenance Due
Date field will be generated.

5. Marking the Group Dispatch by Equipment check box will cause the dispatches to be
grouped by Equipment ID.

6. Use the Comments to add Comments to the Work Orders.
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7. Select a command button:

Command Buttons

Name

OK

Reset

Activity

Description

WORK ORDERS

Generate Work Orders

Begin processing. A message appears when work orders
have been generated successfully.

Set all fields to their default.

See a record of the occurrences of generating work
orders. Click the Print Log button view the Generate
Work Orders log from that activity occurrence.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.

8. Click Close to return to th

Activity Log

Use the Activity Log to view all post activity for administrative purposes.

Activity Log Screen

€ main menu.

5] Activity Log l = | E] e S
= 1of2 b MW S | % Ea B
Post Run Run Time v Description User ID Comments Print Log
» 1211612013 8:52 AM SD Generate Work Orders  kent (o————
20131210165710 12M10/2013 10:57 AM 5D Generate Work Orders  kent | |
Name Displays
Post Run The system assigned post run ID.
Run Time The date and time the generate orders was made.
Description The generate orders description.
User ID The user who performed the generate orders.
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Name Displays
The comments, if applicable, entered in the
Comments .
Comments field.
Print Log A PDF version of the original log file if you click the ...

button.
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Generate Work Orders Report

Consolidated Service Director FAGE
Generate Orders Log
Report Filter
Maintenance Due Date 12162013 Group Dispatch By Equipment Wes
Comments
Crder No Customer 1D Name Site 1D Mame
DOD00D55 ComizZ8 Compumarc WH 1 Compumarc Warshouse
Dispatch No Equipment 1D Equipment Description
1 KESD Elit= 50 Gallon Matural Gas Water Heater
WorkTo Do 1D Description
Hinspect Inspect and Clean Fusl and Electric Systam
=== End of Report=**
1216/2013 8:52 AM kenthe
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PRINT WORK ORDERS

Use the Print Work Orders function to print Work Orders. You can print the lines on the
worksheets by item, location, and product line. Choose the sort order by selecting these fields
in the order you want to print them.

To Print Work Orders, follow these steps:

1. Select Print Work Orders from the Work Orders menu.

Print Work Orders Menu

| Service Dirsctor L3

[ Interactive Views

Dispatch

= Work Orders
Wark Order Entry
Generate Work Orders
Waork Order Report
Work Order Worksheet
Transactions

Prepare Invoices

Edt Billings

Frint Invoices

Post Wark Orders

Change Batches
Service Orders
Management Reports
Setup and Maintenance
Master Lists
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2. The Print Work Orders screen appears.

Print Work Orders Screen

|- 5D Print Work Orders. 63| B
iy Print LL%] Output = Send | |Q, Preview | Reset
Data Filter &
And
Scheduled Technician Scheduled Date Print
o [Py i Toel |#| Equipment Histony
Thru [aa Thru e || Serialized / Lotted Detail

|| Prices
|+ One Copy per Technician
|| Additional Description

|#| Warmranty Detail

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

4. Select the range of Scheduled Technicians From and Thru, for the printed Work Orders. Only
work orders assigned to Technicians within the range selected will be printed. Leave the
From and Thru fields blank to include all Technicians.

5. Select the range of Scheduled Dates From and Thru, for the printed Work Orders. Only Work
Orders scheduled within the range selected will be printed. Leave the From and Thru fields
blank to include all Scheduled Dates.

6. Select from the list of additional information to Print on the Work Orders.

¢ Select the Equipment History check box to include historical information for the
equipment on the Work Orders.

¢ Select the Serialized/Lotted Detail check box to include serial or lot details from the
parts used on the Work Orders.

¢ Select the Prices check box to include prices on the Work Orders.
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¢ Select the One Copy per Technician check box to print a copy of the Work Order for .
each Technician assigned to the Work Order.

¢ Select the Additional Descriptions check box to print the Additional Descriptions
entered into the Work Order.

¢ Select the Warranty Detail check box to print the Warranty information for
equipment with Warranty information entered, on the Work Order.

¢ Select the Bar Codes check box to print Bar Codes on the Work Order.
7. Selecta command button:

Command Buttons

Name Description
Print Print the order.
Output Output the report as a .pdf file and save it.
Preview Preview the order on your monitor.
Reset Set all fields to their defaults.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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m= —ia

oOm=-—

Dispatch No 2

Hiyl44

Xiztek Software
Denise Lanker

1200 Westland Drive
Clinton Falls, MN 56225

WORK ORDERS
Print Work Orders

Fr=m

(=151

Contact Denise Lanker
Phone (812)-208-7001

Received Date 202017 1:08 FM

HiyD44

Hiztek Software
Denise Lanker

1200 Westland Drive
Clinton Falls, MN 56225

Requested Tech 1D

PAGE

Order Mo 00000041

Status

Regquest Received

Serial No Tag No
Item 1D 200150 Equipment Description Elite Series - High-Efficiency, Two Stage Gas Furnace
Equipment 10 ELZ56E Priority 2
Description Instalistion
Billing Type Billable
Notes:
Work To Do
WorkTo Do 1D Description Required Skill Level Estimated Time [Hrs)!
EFouture Irs1all Electrical Fxtures i 5,00
Aetivity
Status Date | Time Technician ID Entry Date Entered By
Scheduled 2017 1:00 PM AWE W2WIMT Demo
Equipment History
Order Ho Dispatch Ho  Status Completed Date Tech 1D
L 1 Posted V11207 GERDO1
Work To Do History
WorkTo Do D Description Required Skill Level Estimated Time (Hrs)}
Hinspect Inspect and Clean Fuel and Elsctric Bystem 1 2.000
ERough Electrical Rough-In 2 6:000
DOD00034 2 Fostad TVEERIT Crew T1
Work To Do History
WaorkTo Do 1D Description Required 5kill Level Estimated Time (Hrs}
HF txture Install HVAC Fixture 2 5.000
DO0000E4 3 Posted 1110207 GEROO1
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Work Order Report

Use the Work Order Report function to print details about open Work Orders that you have
not posted. In summary form, the report lists dispatch status and scheduling information on
individual dispatch lines for quick review. In detail form, the report lists Customer equipment,

scheduling, and labor and parts information.

To print the Work Order Report, follow these steps:

1. Select Work Order Report from the Work Orders menu.

Work Order Report Menu

4|
|

| Service Dirsctor

[ Interactive Views

[# Dispatch

= Work Orders
Wark Order Entry
Generate Work Orders
Print Wark Orders
Waork Order Worksheet
Transactions
Prepare Invoices
Edt Billings
Frint Invoices
Post Wark Orders
Change Batches

[# Service Orders

[# Management Reports

[# Setup and Maintenance

(¥l Master Lists
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2. The Work Order Report screen appears.

Work Order Report Screen

SD Work Order Report: |£3| ‘

(& Print [ Output ~ | 8 Send | 3 Preview | Reset

Data Filter
And

Sort By

Order Number
Dispatch Status

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

4. Select a Sort By option to sort the report by: Customer ID, Work Order, or Dispatch Status.
5. Select a View:
e Summary to see only a summary of the options.

¢ Details to see the details of the Work Orders.

View Indude

summary | [wifWork To Do Detad

Detail

6. Additional report options to Include:

¢ Select the Work To Do Detail check box to include details of the Work To Do IDs.

¢ Select the Activity Detail check box to include details of the Activity done on the

Work Orders.

 Select the Serialized/Lotted Detail check box to include Serial or Lot details from the

parts used on the Work Orders.
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NOTE: The Activity Detail, and Serialized/Lotted Detail check boxes will be available
when the Detail View is selected.

7. Select a command button:

Command Buttons

Name Description
Print Print the report.
Output Output the report as a .pdf file and save it.
Send Email the report with the report attached as a .pdf file.
Preview Preview the report on your monitor.
Reset Set all fields to their defaults.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Work Order Report - Detail

Consolidated Service Director PAGE 1t
Work Order Report [Detail)

Sorted by Customer ID

Report Filter
Include Work To Do Detail Yes Include Activity Detail Yes
Include Serialized / Lotted Detail Ne
Crder No DOOOID 13 Customer |0 ARDDE Site Address 501 East 15t Strast
Order Date 111302013 Site ID WH 1 Euitz 3
Chicago, |L 60018
Dispatch No 1 Location 1D CADDD
Description Cleaning and Instaliation Entry Date 1162013
Equipment 10 CASE Status Bill=d
Equipment Description  Carrier 58 Saries Hold
Eilling Type Billzblz Request Received Date
Bill To 1D Requested Date
Est Travel [Hrs) 1.000 Requested AM / PM
Total Est [Hrs) 6.000 Requested Tech 1D
New Counter Cancelled No
Work To Do
WorkTo Do ID Description Required 5kill Level Estimated Time (Hrs}
HGlean Ductwork Clesning 1 3.000
HF xturs Install HVAC Fixture 2 2.000
Activity
Status Date | Time Technician 1D Entry Date Entered By
Echeduled 117872012 7:00 AM AWE 1niem: Demo
Compisted 11122013 112 AM - AWS 11772013 Demo
Transactions
Type Resource ID Date Gty Estimated Gty Used  Unit Description
Labor THG TWE20Z ©.000 T.000 HR Fumace and Air
Dispatch No 2 Location 1D CADDDT
Description Inspection Entry Date 11/6r2013
Equipment 1D CABE Status Posted
Equipment Description  Carrier 58 Saries Haold No
Eilling Type Billzblz Request Received Date 2013 2:35 PM
EillTo ID Regquested Date 11112013
Est Travel [Hrs) 1.000 Requested AM / PM None
Total Est {Hrs) 4.000 Requested Tech 1D
New Counter Cancelled No
Waork To Do
WorkTo Do ID Description Required 5kill Level Estimated Time (Hrs}
Hinspect Inspect snd Clean Fuel and Electric System i 3.000
Activity
Status Date ! Time Technician ID Entry Date Entered Ey
Scheduled 1171172013 7:00 AM AWE 172013 Demo
Complated 122013 112 AN AWS Demo
Bill=d 013 12:24 PM Demo
Posted 1172272013 1:44 PM Demo
Transactions
Type Resource ID Date Gty Estimated Oty Used Unit Description
Labor AWE 172013 4000 4500 HR Furnace and Air
12116/2013 8:39 AM kenthe
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Consolidated Service Director PAGE 1
Work Order Report ( Summary)
Sorted by Customer D

Service Director 4-55

Work Order Report - Summary

Report Filter
Include Work To Do Detail Yes
Order No Dispatch No Customer ID - Name Site ID Received Status Date / Time Technician ID
00000013 1 AIDDE - Altos Servers Company WH 1 1162013 2221 PM - Completed 117122013 1012 AM AWS
Work To Do ID Description
HClean Ductwork Cleaning
HFixture Install HVAC Fixture
00000013 2 AltD0E - Altos Servers Company Posted 11/22/2013 1:44 PM
Work To Do ID Description
Hinspect Inspect and Clean Fuel and Electric System
00000033 1 Arg026 - ARG Systems Inc. 111212013 249 PM - Completed 12/16/2013 4:00 PM
Work To Do ID Description
Hinspect Inspect and Clean Fuel and Electric System
ERough Electrical Rough-In
00000033 2 Arg026 - ARG Systems Inc. 111272013 2:49 PM - Completed 1217/2013 2:00 PM
Work To Do ID Description
HClean Ductwork Cleaning
00000033 3 Arg026 - ARG Systems Inc. 111212013 249 PM Completed 1218/2013 2:00 PM
Work To Do ID Description
Cther Other services
00000043 1 AtmO047 - Asynchronous Metworking Tech 11M18/2012 1:29 PM  Scheduled 102712014 10:30 AM
Work To Do ID Description
HClean Ductwork Cleaning
ERough Electrical Rough-in
00000043 2 AtmO047 - Asynchronous Networking Tech 11M8/2012 1:29 PM  Scheduled 1/30/2014 12:30 PM
Work To Do ID Description
HFixture Install HVAC Fixture
00000049 1 AtmO053 - ATM Switches Inc 11/20/2013 9:11 AM  Scheduled
Work To Do ID Description
HRepair General HVAC Repair
Cther Other services
00000049 2 Atm053 - ATM Switches Inc. 11/20/2013 911 AM Scheduled
Work Te Do ID Description
EFixture Install Electrical Fixtures

121M6/2013 8:57 AM
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WORK ORDER WORKSHEET

Use the Work Order Worksheet function to print information about scheduled Work Orders
that your Technicians can use to record notes, equipment problems, detailed fixes, or other
information. Only dispatches with a status of Scheduled appear on the Worksheet. The
summary format gives basic dispatch information on one line for quick review while the detail
format lists more information and provides space for notes.

To print the Work Order Worksheet, follow these steps:

1. Select Work Order Worksheet from the Work Orders menu.
Work Order Worksheet Menu

| Service Director <|
[ Interactive Views
[# Dispatch
= Work Orders
Work Order Entry

Generate Work Orders
Frint Waork Orders
Waork Order Report
Work Order Worksheet
Transactions
Prepare Invoices
Edt Billings
Frint Invoices
Fost Work Orders
Change Batches
[ Service Orders
[# Management Reports
[# Setup and Maintenance
[ Master Lists
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2. The Work Order Worksheet screen appears.
Work Order Worksheet Screen

5D Work Oira;\rm;crl;%heiertrlg_\ 7‘ =]
‘2 Print |[[g1Output - | =3 Send | [Q Preview | Reset
Data Filter W A
And

Scheduled Technician Scheduled Date View Include

- [ [ Tl [¥iiWork To Do Deta;

Detall
Thru | Thru &) '

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

4. Select the range of Scheduled Technicians From and Thru, for the Work Orders. Only Work
Orders assigned to Technicians within the range selected will be printed. Leave the From and
Thru fields blank to include all Technicians.

5. Select the range of Scheduled Dates From and Thru, for the Work Orders. Only Work Orders
scheduled within the range selected will be printed. Leave the From and Thru fields blank to
include all Scheduled Dates.

6. Select a View:
e Summary to see only a summary of the options.
¢ Details to see the details of the Work Orders.
7. Select from the list of additional report options to Include:

¢ Select the Work To Do Detail check box to include details of the Work To Do IDs.
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¢ Select the Service Contract Detail check box to include details of the Work Order
Service Contracts.

¢ Select the Activity Detail check box to include details of the activity done on the
Work Orders.

¢ Select the Serialized/Lotted Detail check box to include Serial or Lot details from the
parts used on the Work Orders.

NOTE: The Service Contract Detail, Activity Detail, and Serialized/Lotted Detail check
boxes will be available when the Detail View is selected.

8. Select a command button:

Command Buttons

Name Description
Print Print the report.
Output Output the report as a .pdf file and save it.
Send Email the report with the report attached as a .pdf file.
Preview Preview the report on your monitor.
Reset Set all fields to their defaults.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Work Order Worksheet - Detail

Consolidated Service Director PAGE 1
Work Order Worksheet (Detail)
ReportFilter
Scheduled Technician From Scheduled Technician Thru
Echeduled Date From Scheduled Date Thru
Include Waork To Do Detail Yes Include Service Contract Detail Yas
Include Activity Detail Yes Include Serialized ! Lotted Detail [ [+]
DOrder No  DJ0D00E2 Customer 1D CER31 Site Address 538 Marion Stest 5 Contact  Blske Anderson
Site ID WH 1 Suite 200 Ph (651)-222-2222
e 1, Faul, MM 55652 il e
Dispatch Mo i Request Received Date  19/11/2073 232 FM
Equipment ID  KEESS Equipment Description 55 gallon electric water haster
Item ID Serial No
Tag Mo
Eilling Type Billzble
Est Travel [Hrs})  0.250
Total Est [Hrs) 5.250
Work To Do
WorkTo Do 1D Diescription Required Skill Level Estimated Time [Hrs)
ERough Electrical Rough-In 2 3.000
Hlnspect Inspect and Clean Fuel and Elsctric System 1 2.000
1216/2013 5:03 AM kenthe
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Work Order Worksheet - Summary

Consolidated Service Director PAGE 1
Work Order Worksheet (Summary)

Report Filter

Scheduled Technician From

Scheduled Date From

Scheduled Technician Thru
Scheduled Date Thru

Include Work To Do Detail Yes
Order No Dispatch No  Customer ID - Name Site ID Phone Contact Scheduled Date / Time Technician ID
00000032 | CEID31 -Cellucom Inc WH 1 (651)-222-2222 Blake Anderson
Work To Do ID Description
Hinspect Inspect and Clean Fuel and Electric System
ERough Electrical Rough-In
00000032 2 CEI031 -Cellucom Inc. WH 1 (651)-222-2222 Blake Anderson
Work To Do ID Description
HClean Ductwork Cleaning
00000032 3 CEI031 -Cellucom Inc. WH 1 (651)-222-2222 Blake Anderson
‘Work To Do ID Description
Other Other services
00000036 1 Ele036 - Electronet Inc. (515)-350-7895 121812013 10:00 AM AWS
Work To Do ID Description
Hinspect Inspect and Clean Fuel and Electric System
00000036 2 Ele036 - Electronet Inc. (515)-350-7895 1212312013 9:00 AM AWS
Work To Do ID Description
EFixture Install Electrical Fixtures
Other Other services
00000037 1 Merd37 - Meritec Metworks (701)-561-2340 Craig Domine 121312013 11:00 AM AMK
Work To Do ID Description
HClean Ductwork Cleaning
ERepair General Electrical Repair
00000037 2 Mer037 - Meritec Networks (701)-561-2340 Craig Domine 12M18/2013 11:00 AM Crew T1
Work To Do ID Description
HFixture Install HVAC Fixture
00000038 1 Sen051-Sensor Semiconductor (408}-750-5623 Kris Hopkins 12M7/2013 11:00 AM AMK
Work To Do ID Description
FEmerg Emergency Plumbing
00000038 2 Sen051- Sensor Semiconductor (408}-750-5623 Kris Hopkins 12/23/2013 11:30 AM Crew T1
Work To Do ID Description
PFixture Install Plumbing Fixture
Other Other services

12116/2013 9:02 AM

kenthe
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TRANSACTIONS

Use the Transactions function to determine whether a Work Order Dispatch should have
activity added, including Parts Costs, Freight Costs, or Labor Resources.

Transactions allow you to track your expenses and billable Items on a Dispatch. These lines
belong to individual Dispatches, allowing you to generate unique labor and parts lists and
record Dispatch completion details. The information in Transactions is then used to create
Invoices.

If Service Director interfaces with Inventory, part quantities update Inventory on hand
guantities online. Posting billed Work Orders updates dates, summary and detail history, and
Serial and Lot information.

Transactions added using the Transactions tab on the Work Order Entry, Dispatch tab (page
4-17), will be displayed and can be edited if appropriate.

To work with Transactions, follow these steps:

1. Select Transactions from the Work Orders menu.

Transactions Menu

| Service Director |

[ Interactive Views

[# Dispatch

= Work Orders
Work Order Entry
Generate Work Orders
Frirt Waork Orders
Work Order Report
Work Order Worksheet
Prepare Invoices
Edt Bilings
Frirt Invoices
Post Waork Orders
Change Batches

[ Service Orders

[# Managemert Reports

[# Setup and Maintenance

[ Master Lists
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2. The Transactions screen appears.

WORK ORDERS
Transactions

Transactions Screen - Summary »
[\ s Transactons [ | ]
WK 4203 b N b= X2 I3 53 [ | Update Lnk SerNo Ertry Detal PO Req » [z
&
Order/Dispatch Type Resource ID | Description Location 1D Unit Gty Estimated Gty Used Unit Price Ext Price Date Labor Code é
| 0oooo3s/3 Lbor Crew T1 Cther Services HR 2500 3000 80000 2000  10/29/2017 OTHER
> Part 2963 Mt 3/8 MNDOD2 EA 0,0000 20000 05000 100 10/20/2017
| 000000481 Part M2915 Bok3/8x1  MNOOD2 EA 10000 20000 0.0000 000 10/22/2017
00000048/1 Labor AMK Blectrcal HR 6,000 7000 125000 87500 10/22/2017 ELEC
0000003143 Labor TOM Other Services HR 1500 4000 50,000 32000 10202017 OTHER
00000033/3 Labor GEROD1 Other Services HR 2,000 7.000 50.000 56000  10/20/2017 OTHER
000000332 Labor TOM Fumace and .. HR 5.000 6000 120000 72000 10/19/2017 HVAC
0000003072 Labor AWS Cleaning Work HR 5500 6000 120000 72000 10/19/2017 HVAC
00000033/1 Labor LUK Fumace and HR 10,000 9000 120000 108000 10/18/2017 HVAC
00000035/2 Labor Crew T1 Fumace and HR 7,000 7000 120,000 34000 10/14/2017 HVAC 3
00000030/1 Misc Misc: Charges 0.0000. 0.0000 0.0000 000 101172017
00000030/1 Labor AWS Prep Work L HR 7.500 3000 120000 6000 10/11/2017 HVAC
| 000000281 Labor AWS Fumace and HR 5500 6000 120,000 72000 104772017 HVAC
| 000000311 Labor LUK0D1 Fumace and HR 5.000 7000 120,000 34000 10/5/2017 HVAC
0000003141 Part M2563 Nut 3/8 MNO0D2 EA 00000 3.0000 0.2500 075 10/5/2017
| 0ooo0o44/2 Labor AMK Fumace and... HR 4750 5000 120,000 60000  10/3/2017 HVAC
| 0ooooos4/2 Part 200150 Deluse Fum.. CADODT EA 1.0000 1.0000 14,999.0000 1490900  10/3/2017
0000004472 Freight Freight for te. 00000 00000  0.0000 000 10432017
00000044/1 Labor AMK Fumace and .. HR 4750 5000 120,000 60000 10/1/2017 HVAC
00000035/1 Lsbor AWS Inspection HR 3,500 4000 120000 45000 104172017 HVAC
00000029/3 Labor GERODT Other Services HR 5.250 6.000 50000 45000 9/30:2017 OTHER
00000029/3 Freight Freight Char 00000 00000  0.0000 000 9/30/2017
0000003572 Part 200350 Deluxe ArC... CADODT EA 1.0000 1.0000 14,999.0000 1495900  9/30/2017
0000003572 Freight Freight 00000 00000  0.0000 000 9/30:2017
00000029/1 Labor AMK Fumace and .. HR 7.250 8000 120,000 9000 9/27/2017 HVAC
' 47002 7500 5737375

3. To display all of the available fields, click the Summary/Detail Toggle buttons ( » [«]).

4. Click the New Record button

Number/Dispatch in the Ordem)ispatch field of the new line.

», on the tool bar to add a record. Select the Work Order

5. Select the Type of transaction you are adding from the Type field drop-down list: Labor,
Part, Freight, or Misc.

6. If applicable, select a Resource ID from the drop-down list.

¢ If you selected Labor in the Type field, the drop-down list will show your technicians.
¢ If you selected Part in the Type field, the drop-down list field will show your parts.

¢ This field is disabled for Freight and Misc types.

. Enter a Description into the Description field. If the resource is a Part, the Item description

will display in this field; otherwise enter a Description.

. If you selected a Part in the Resource ID field, select a Location from the Location ID field

drop-down list. Otherwise, the Location ID field will be blank. This field is disabled for
Freight and Misc types.
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9. The Unit field will display the Units of measure for the Part selected in the Resource ID field, .
or the value HR if Labor is selected in the Type field. This field is disabled for Freight and
Misc types.

10. Enter the estimated quantity of the Part or Labor into the Qty Estimated field. This field is
disabled for Freight and Misc types.

11. Enter the quantity used into the Qty Used field. This field is disabled for Freight and Misc
types.

12. If you selected Labor or Part in the Type field, the Unit Price displays in the Unit Price field.
You may change the Unit Price. This field is disabled for Freight and Misc types.

13. If you selected Labor or Part in the Type field, the Ext Price is calculated using the Qty Used
and the Unit Price amounts. This field is disabled for Freight and Misc types.

14. Select or enter a transaction date in the Trans Date field. By default, this field will display
the current date.

Maint_| 15. If you selected Labor in the Type field, select a Labor Code from the drop-down list in the
Labor Code field.
NOTE: To include a Freight or Misc amount on the invoice, use the column chooser
to bring the Ext Cost field into your grid, and enter the amount to be billed into this
Ext Cost field.

16. Click the Save button |d on the toolbar to save your work.
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Transactions Screen - Detail
| SDTransactlons |ﬁ'5| | Iéiil
W 4 2c33 p M b2 X |4 o 53 [ | Update Link SerMNo Entry Detal PO Req «||Z
Part Date 10/29/2017 %
Order [Dispatch 00000033/2 Fiscal PeriodfYear 10 2017
Resource ID M2563 GL Account Credit 000001230
Description Nut 3/8 GL Account Debit 000005000

GL Account Sales 000004000

Additional Description

Qty Estimated 0.0000 |EA

Qty Used 2.0000

Unit Price 0.5000

Ext Price 1.00

Unit Cost 0.1000
Location ID MNDDD2 Ext Cost 020
Labor Code Status New

Tax Class 0 Linked

. To display all of the available fields, click the Summary/Detail toggle button ( » [«I).

. Click the New Record button » on the tool bar to add a record. The Work Order

Number/Dispatch line will disﬁy in the Order/Dispatch field of the new line.

. Select the Type of transaction you are adding from the Type field drop-down list: Labor,

Part, Freight, or Misc.

. If applicable, select a Resource ID from the drop-down list. If you selected Labor in the Type

field, the drop-down list will show your Technicians. If you selected Part in the Type field,
the drop-down list will show field will show your parts. This field is disabled for Freight and
Misc types.

. Enter a Description into the Description field. If the resource is a Part, the Item description

will display in this field; otherwise enter a Description.

. Enter or edit the Additional Description of the Item in the Additional Desc field. This field is

available only if you selected Yes to Use Additional Descriptions in the Business Rules
function (page 3-5) of System Manager.

Available Additional Descriptions appear from System Manager and Inventory if
you selected Yes to Copy Additional Descriptions from SM/IN Items in the
Business Rules function (page 3-5) of System Manager.
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7. If you selected a Part in the Resource ID field, select a Location from the Location ID field

drop-down list. Otherwise, the Location ID field will be blank. This field is disabled for
Freight and Misc types.

8. If you selected Labor in the Type field, select a Labor Code from the drop-down list in the

Labor Code field.

9. Enter or select the Tax Class for the transaction. If you selected Part in the Type field the Tax

Class set up in the Item will display. If you select Labor, Freight, or Misc in the Type field the
Tax Class will default to 0.

The Tax Class will determine the tax rate from the Tax Location in the Customer
entered into the Work Order.

10. Select or enter a transaction date in the Date field. By default, this field will display the
current date.

11. Enter the Fiscal Period/Year, or accept the default current period and year.
12. Enter or select the GL Account Credit to credit for the cost of the Transaction.

e When Part is selected for the Type, the Inventory Account from the Inventory ltem,
Account Code, or the System Manager Description Item will default.

e When Labor is selected for the Type, the Payroll Expense Account from the Labor
Code will default.

e When Freight is selected for the Type for a Service Order, the Freight Account from
the Business Rules function will default. When the Transaction is for a Work Order,
the field is disabled.

e When Misc is selected for the Type for a Service Order, the Misc Account from the
Business Rules function will default.

13. Enter or select the GL Account Debit to debit for the cost of the Transaction.

e When Part is selected for the Type, the COGS Account from the Inventory Item,
Account Code, or the System Manager Description Item will default.

e When Labor is selected for the Type, the Cost of Revenue Account from the Labor
Code will default.

e When Freight is selected for the Type for a Service Order, the Expense Account from
the Business Rules function will default. When the Transaction is for a Work Order,
the field is disabled.

e When Misc is selected for the Type for a Service Order, the Expense Account from
the Business Rules function will default. When the Transaction is for a Work Order,
the field is disabled.
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14. Enter or select the GL Account Sales to post to for the revenue amount of the Transaction.

e When Part is selected for the Type, the Sales Account from the Inventory Item,
Account Code, or the System Manager Description Item will default.

¢ When Labor is selected for the Type, the Sales Account from the Labor Code will
default.

e When Freight is selected for the Type, the field is disabled.
¢ When Misc is selected for the Type, the field is disabled.

15. Enter the estimated quantity of the Part or Labor into the Qty Estimated field. This field is
disabled for Freight and Misc types.

16. The Unit field will display the Units of measure for the part selected in the Resource ID
field, or the value HR if Labor is selected in the Type field. This field is disabled for Freight
and Misc types.

17. Enter the quantity used into the Qty Used field. This field is disabled for Freight and Misc
types.

18. If you selected Labor or Part in the Type field, the Unit Price displays in the Unit Price field.
You may change the Unit Price. This field is disabled for Freight and Misc types.

19. If you selected Labor or Part in the Type field, the Ext Price is calculated using the Qty Used
and the Unit Price amounts. This field is disabled for Freight and Misc types.

NOTE: To include a Freight or Misc amount on the invoice enter the amount to be
billed into the Ext Cost field.

20. The Status of the Transaction is displayed.

21. Click the Save button | , on the toolbar to save your work.
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Command Buttons
Name Description

Update the picked/received quantities in inventory if

Update Link Service Director interfaces with Inventory

Enter the serial number of a serialized part if Service

No Ent . . .
Ser No Entry Director interfaces with Inventory

View the details of the extended quantity for the

Detail . . . . .
selected part if Service Director interfaces with Inventory

Enter a PO Requisition if the business rule for Purchase
PO Request Order has been set to allow generation of purchases
from Service Director

Command Button Functions

Detail

1. If you have the Warehouse Management application installed, click on the Detail button to
view the Extended Quantity Entry screen. On this screen you can select Bins and Containers
from which to take the item to fill the Work Order. You can have several Bins and Containers
per ltem selected to fill the order.

Extended Qty e e 1
Item ID M2563 Total Qty 6.0000

Loc ID MNO002 Qty Remaining 6.0000

Unit EA

Bin |ens Qty Ordered Unit Cost

Contginer | s Qty Filled Ext Cost

Comment

H 4 3 W | s

¢ These Bins and Containers are entered to suggest to the warehouse staff that will be
printing the Picking List, in Warehouse Management, where to go to pick the Items in
the warehouse. The Bins and Containers selected here will print on the Picking List in
Warehouse Management.
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2. Close the Extended Quantity Entry screen when finished to return to the Transactions
screen.

PO Req
1. Click PO Req to create a new Purchase Order or Requisition for the Item by inserting a
record in the Purchase Order Transactions or Requisitions functions. This button appears
only if Purchase Order is installed.

& T ~
5] Generate PO lﬂléj

(@) Requisition

() Purchase Order

Batch Code | Gl

Vendor ID |aaa|

|| Drop Ship

ok | | canca |

2. Select to generate a Requisition or a Purchase Order from your Work Order Transaction.

You will get the option to select either a Requisition or Purchase Order if you
selected Choice in the Business Rules for Purchase Order, for the Generate
Purchases from Service Director in the Business Rules. If you selected either
Requisitions or Purchase Order you will only be able to generate the type of
transaction selected. If you selected None for this option the button will be
deactivated.

¢ Select the Batch Code in which you want your Purchase Order to be generated. You
will only see this option if you use transaction batching in Purchase Order and you
selected to generate a Purchase Order.

¢ Select the Vendor ID for the Vendor for which you want the Purchase Order to be
generated. This Vendor ID will be filled in on the Purchase Order and into the Vendor
ID field in the purchase Requisition.

¢ Select the check box to have the Item in the Purchase Order Drop Shipped. The
Purchase Order Ship To tab will be filled in with the information entered on the Site
Information tab in the Work Order.

e Click OK to generate the Requisition or Purchase Order.

¢ Click Cancel to return to the transactions screen and not generate a Purchase Order
or Requisition.
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A confirmation message appears when you click OK stating the transaction was
generated successfully.
NOTE: When a Purchase Order has been generated from a Work Order, quantity
Received for the Item will be filled into the Qty Used field when the Purchase Order
Item has been received.

NOTE: The cost from the Purchase Order Item receipt will be transferred directly into
the cost of the Work Order Item when the Purchase Order is received.

NOTE: When the Drop Ship check box is selected when generating the Purchase
Order, Inventory quantities are not affected by the receipt in Purchase Order.

Lot and Serial Entry Details
Lot/Ser No Entry Dialog Box

Item ID - Total Qt | Close
Serial No 032910001 [z Oty Order Unit Cost 150.0000
Lot No 120100329 Qty Filled 1.0000

Comment | Oty Bkord Unit Price 300.0000

i4/|4| Record 1of 1 [k |4 |kl =

Lot No Entry Dialog Box

Item ID 800001 Total Qty 10.0000 | Close
LocID MMO001 Qty Remaining 10,0000
Unit ROLL
Lot Mo WP20100329 | Qty Ordered 10,0000 Unit Cost 1.5904
Bin | Qty Filled 10,0000 Ext Cost 15.90
Container |
Comment

L) 4 13 L | + Ll - |
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Serial No Entry Dialog Box

rESerNoEntr}r l':'“ElﬁE-1
Item ID Total Qty | Close |
D Qty Rema
Serial No LTQB1 31084 | Qty Order Unit Cost 235.6600
Comment Qty Filled 1.0000 Ext Cost
Gty Bkord Unit Price 429.9100
14| |:4:| Record 1of 1 ok () |k =

The Lot/Ser No Entry dialog box appears when you update the Qty Used on the Transactions
screen, if Lotted or Serialized Items exist for the Transaction, or when you click the Serial No
Entry button for Serialized Items in the Transaction. You must enter Lot and Serial information;
if you do not, the amount in the Qty Used field on the Transactions screen will be adjusted to
zero.

1. Select the Item’s Serial Number in the Serial No field. This field appears only if the Item is
Serialized. You may select Serial Numbers only for available Items.

If you use an Item in multiple quantities, each with its own Serial Number, enter
each Serial Number in a new record on the dialog box. Use the scroll bar to view
records.

2. Select the Item’s Lot number in the Lot No field. This field appears only if the Item is Lotted
or Serialized and Lotted.

3. Enter a Comment, if desired.

4. Click Close to save your changes and return to the Transactions screen. The amount in the
Qty Used field on the Transactions screen will be adjusted to match the total number of
Serial Numbers you entered or to the total of the Lotted quantities you entered, if
necessary.
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Task Summary

To add Transactions, follow these steps:
1. Select the New Record icon » , on the toolbar. A blank record appears.

2. Enter the Order/Dispatch, Type, Resource ID, a Description of the Transaction or Item,
Location ID, Unit, Qty Estimated, Qty Used, Unit Price, Date, and Labor Code where
appropriate.

3. Click the Save button |4 to save your work.

To edit Transactions, follow these steps:
1. Select the Transaction to edit.
Position the cursor in the field to edit.

Change the value in the field.

W N

Click the Save button |id to save your work.
To delete a Transaction, follow these steps:
1. Select the Transaction to delete.

2. Select the Delete hot key (f3), or click on the Delete Record button X , on the tool bar.
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Use the Prepare Invoices function to prepare Invoices for a group of completed Work Order
Dispatches that contain billable labor or parts lines. After you have Prepared Invoices, use the
Print Invoices function to print them.

Preparing Invoices performs two tasks. First, Dispatch status changes from Completed to Billed.
It also creates an “Invoice” that displays in the SD Edit Billing function, where it can be edited

and/or deleted.

If you have prepared an invoice for a Work Order in error, delete the Invoice through the Edit

Billing function to unbill the Work Order, prior to posting the Invoice.

To Prepare Invoices, follow these steps:

1. Select Prepare Invoices from the Work Orders menu.

Prepare Invoices Menu

R
| Service Dirsctor /|
[ Interactive Views
[# Dispatch
= Work Orders
Wark Order Entry

Generate Work Orders
Print Wark Orders
Work Order Report
Work Order Worksheet
Transactions
Edt Billings
Frint Invoices
Post Wark Orders
Change Batches

[# Service Orders

[ Management Reports

[# Setup and Maintenance

(¥l Master Lists
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2. The Prepare Invoices screen appears.

Prepare Invoices Screen

|?D;rapare-lnvmaes I§I7| &3

PPrepare (] Activity | Reset | Select All  Unselect All Preview

Apply Filter ) &
And
Select Customer ID ‘Work Order No | Dispatch No Total Cost Total Price Dispatch Status Ball By Work Order | Canceled
> Datn30 00000029 §65.50 1,440.00 Completed =] [=]

v/ Argozs 00000033 10,792.95 17,360.00 Completed vl r
3] Com028 00000028 1 233.10 720.00 Completed
& BurD56 00000030 1 360.80 960.00 Completed )
& BurDS6 00000030 2 308.10 720.00 Completed =
vl Bet023 00000048 1 289,85 875.00 Completed )

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data. Click Apply Filter to populate a list of Work Orders to have Invoices
prepared for them.

4. From the list of Work Orders, select the Work Orders for which to prepare invoices, by
selecting the Select check box next to the Work Order record.

5. The Customer ID, Work Order No, Dispatch No, Total Cost, Total Price, Dispatch Status, Bill
By Work Order, and Canceled fields are displayed and may not be edited.
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6. Select a command button:

Command Buttons

Name Description
Prepare invoices for the work order numbers you
Prepare
selected.
Open the Activity Log dialog box where you can view
. . information about previous actions, including run time,
Activity .
user ID, and comments, as well as internal sequence
numbers and run IDs.
Reset Set all fields to their default values.
Select All Select all work orders.

Unselect All Unselect all work orders.

Preview See a preview window of the work order listing.

Activity Log
Use the Activity Log to view all post activity for administrative purposes.

Activity Log Screen

] Activity Log — e ——— =

= 1of8 b M 1B % E 53 @
. Post Run . Run Time v . Description . User ID . Comments . Print Log

> 1211612013 8:23 AM SD Prepare Invoices kent | —

. 201311221595543 11/22/2013 1:55 PM S0 Prepare Invoices Demo | |
20131122183408 1172272013 12:34 PM 5D Prepare Invoices Demo Customers Ait008, Aa040, ... | |
. 2013122135004 11/22/2013 7:50 AM 5D Prepare Invoices Demo Process Immediatehy | |
.22-1 31120164044 1172002013 10:40 AM 5D Prepare Invoices Demo | |
20131120162743 112012013 10:27 AM SD Prepare Invoices Demo | |
.22-1 31112155340 11/12/2013 9:58 AM SD Prepare Invoices Demo | |
. 2131107175746 11772013 11:57 AM SD Prepare Invoices Demo | |

L
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Post Run
Run Time
Description

User ID
Comments

Print Log
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Displays

The system assigned post run ID.

The date and time the post was made.
The post description.

The user who performed the post.

The comments, if applicable, entered in the
Comments field.

This function is not available for this action.
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EDIT BILLINGS

The Edit Billings function provides you with the ability to review and edit billing information for
Work Orders before you Print Invoices. If you want to edit the billing information, click the
Update button. Use the Rem Credit button to check the Customer's credit status, including
balances, available credit, and credit limit. If you have created an Invoice in error, you can
delete it through the Edit Billings function, which will unbill the Work Order. You can create the
Invoice again with the Prepare Invoices function.

Transaction details cannot be changed for a Work Order that has an invoice prepared.
To use the Edit Billings function, follow these steps:

1. Select Edit Billings from the Work Orders menu.

Edit Billings Menu

| Service Dirsctor /|

[ Interactive Views

[# Dispatch

= Work Orders
Work Order Entry
Generate Work Orders
Frirt Waork Orders
Work Order Report
Work Order Worksheet
Transactions
Prepare Invoices
Frint Invoices
Post Waork Orders
Change Batches

[ Service Orders

[# Managemenrt Reports

[# Setup and Maintenance

[ Master Lists
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2. The Edit Billings screen appears.

Edit Billings Screen

WK 41 oft LR 4
Transaction No | aeeg] B2

| Header | Adustment | Totals |

Batch Code |wrcora
Sold To Combza
Bill To Comi28

Work Order No 00000028
Order Date I

PO Number 5885

PO Date L

Tems Code |2%Disc
Distrbution Code | DOGT

Re-sequence

Resource 1D | Description

W4 |4 Record 1of 1 b [ [= ¢

@ 9 |[& & = |53 @ | RemCredit | Update

»|  Work Order Batch
| Cempumarc

1111912013 ]|

2]

B2

&)

| Location 1D

Furnace and Air

| unt

HR

SolesRepiD1  [JSK  |w] Percent| 50.00|
SelesRepD2 [GJL  [w] Pement| 5000|

TaxGowpiD [ [w] [ Taxabe

Fiscal Period/Year 12i;-\5 ! |23 1

Biing Format | F o
iy ) [uso -] Euch e [1
Invoice Mumber |

Invaice Date | 121602013 |» I

Qty Estimated | Qty Used |
5.5000 6.0000

Net Due |
Rate 5.00
Rate 9.00
5]
Unit Price
120.0000

|
>

ExtPrice |
720.00

3. Select the Transaction No with which to work. The list will contain the billings that have
been prepared using the Prepare Invoices function (page 4-75).

4. The Net Due amount is displayed and cannot be edited.

5. Click Update to unlock the Transaction selected.
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Edit Billings Header Tab

Transaction No |im0a] =

| Header | Agustment | Totals |

Batch Code SrvCnt ] Service Contract Batch
Sold To Gen058 Genetek Biodesigns
HA Eafiis Genetek Biodesigns
Work Order No 00000031

Order Date 12/3/2013 ||

PO Number 6781

PO Date 124212013 |oe

Tems Code cop | cob.

Distribution Code Doot | Domestic Customer

Sales Rep 1D 1
Sales Rep 1D 2

Tax Group 1D

Fiscal Period/Year

Billing Format

Cumency ID

Invoice Number

Invoice Date

JSK |*|  Percent
MSL |#|  Percent

MN-MPLS |#| |+ Taxable

128 / |2013

[s22f (%] Hold

60.00

usp Exch Rate |1

36
121612013 |»||

WORK ORDERS

Rate
Rate

Edit Billings

Net Due 1,242.00

6. Select the Header tab and edit the information that needs editing. The fields available to
edit are the Batch Code, PO Number, PO Date, Sales Rep ID 1 and 2, Percent, Rate, Terms
Code, Distribution Code, Tax Group ID, Fiscal Period/Year, Billing Format, and Exch Rate, if

you use multi-currency.

7. Select the check box to put a billing on Hold. Clear the check box to release the billing.

The Hold check box will be checked if the Prepare Invoices was set to put the

billings on Hold when preparing.

Select a Batch Code to change batches for a transaction from the Batch Code

field.

NOTE: This option is only available if you select Yes to Use Batch Processing in the
System Manager Business Rules (page 3-5). If you select No to Use Batch Processing,
transactions are applied to the main ###### batch.

Edit Billings Adjustment Tab

Transaction No

i Totals |

| Header | f\d
Tax Location Tax Amount Adj
Ml 43.20| I« Sales Tax
0.00 Tax Adjustment
0.00 Net Sales Tax

0.00|
0.00/

4320

43.20

Tax Class |0

Net Due 763.20

8. Select the Adjustment tab if you want to make a sales tax adjustment to the selected billing.
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9. In the Tax Adjustment field enter a positive or negative number for the amount by which to
adjust the sales tax.

10. Select the Tax Class to which the Tax Adjustment applies.

11. Select the Adj check box next to the Tax Location to which you want the adjustment
applied.

Edit Billings Totals Tab

Transaction No | 00000031 [ Met Due 763.20

| Header | Adiustment |

Taxable 720.00
Nontaxable 0.00
Sales Tax 43.20 L
Invoice Total 763.20 i
Total Paymerts 0.00

11

12. Select the Totals tab to view your Taxable, Nontaxable, Sales Tax, Invoice Total, and Total
Payments amounts. These fields are for viewing only and cannot be edited.

o o
Work Order Activity Summary »

Resource ID Description Location 1D Unit Qty Estmated Qty Used Unit Price Ext Price

> ;"*’@"3%;, W Fumace and Ar HR 6.0000 7.0000 120.0000 840.00
M2863 Not 38 MNOoo2 EA 0.0000 3.0000 0.2500 075
TOM Other Services HR 35000 40000 80.0000 320,00

4

1|4 Record 10f 3 |uh ||| |=|

13. In the summary mode you are not allowed to edit any existing information for the activities
listed.

14. Click the Append button (I+]) in the Item/Activity section, to add a new item or activity
entry to the invoice record.

15. Enter information into the Description, Location ID, Unit, Qty Estimated, Qty Used, Unit
Price, and Ext Price where appropriate.

4-82  Service Director



Maint |

WORK ORDERS

Edit Billings
16. Select the Detail button » to view the activity records in detail.
Work Order Activity Detail Item Tab »

Items |Cumm|ss\ur| |
Entry No 1 Credit Acct
Resource ID AN Debit Acct
Description Furnace and Air SalesAcct  [oODODOD4MOC

Tax Class o |5 Sales Cat (G2l
Additional Description Qty Estimatad 5.5000 Unit HR

Qty Used 6.0000

Unit Price 120.0000 ExtPrice 720.00

Location ID

17. Select the Items tab.
18. Edit the information that needs to be edited.

The fields available to edit are, the Description, Additional Description, Credit
Acct, Debit Acct, Sales Acct, Tax Class and Sales Cat.

Work Order Activity Detail Commission Tab

| 1tems |- Commission

SalesRepID 1 Percent 0.00/ Rate 0.00/ Unit Cost 38.8500
SalesRepID 2 Percent 0.00/ Rate 0.00/ Ext Cost 233.10
Commission Basis
Gross Profit Margin 67.62

19. Select the Commission tab to edit commission information for Sales Reps.
20. Information is displayed for Sales Rep ID 1 and/or Sales Rep ID 2 for the activity selected.

21. Information is displayed for Percent for Sales Rep ID 1 and/or 2, for the percent of the
invoice to use for commission calculation.

22. Information is displayed for Rate for Sales Rep ID 1 and/or 2, for the rate to use for
commission calculation.

23. Edit the Commission Basis to change the Gross Profit Margin amount for commission
calculations for Sales Reps using the Gross Profit method of commission calculation.
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Use the toolbar at the bottom of the Work Order Activity area to move from
record to record or delete activity records.
o || | ||I-H! | |
To move from record to record use the blue single or double arrows to move to

the first, previous, next or last record.

Click on the red minus sign to delete activity records.

Rem Credit Dialog Box

[(Credit |
Credit Limit 0.00|
Open Invoice Balance 2458044
Transaction Balance 0.00|
Credit Available -2,490.44]

1. The Credit dialog box appears when the Customer’s credit limit is exceeded, or when you
click the Rem Credit button.

2. The customer’s Credit Limit, Open Invoice Balance, Transaction Balance, and Credit
Available appear.

3. You can Edit Billings even if the Customer is over their Credit Limit. A Credit Limit of 0 means
that the Customer has unlimited credit.

4. Click OK to return to the Edit Billings screen.
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Use the Print Invoices function to print the invoices you prepared with the Prepare Invoices
function. You can also use this function to reprint invoices that did not print correctly due to

printer malfunction.

You cannot use this function to reprint invoices you printed online from the Work Order Entry
function. To reprint invoices for unposted dispatches, use the Work Order Entry screen's
Invoice option of the Print button to reprint the invoice for that dispatch. To reprint invoices for
dispatches that have been posted, use the Accounts Receivable Print Invoices function in an

Interactive View.

To Print Invoices, follow these steps:

1. Select Print Invoices from the Work Orders menu.

Print Invoices Menu

4|

| Service Dirsctor

[ Interactive Views

[# Dispatch

= Work Orders
Wark Order Entry
Generate Work Orders
Print Wark Orders
Work Order Report
Work Order Worksheet
Transactions
Prepare Invoices
Edt Billings
Post Wark Orders
Change Batches

[# Service Orders

[ Management Reports

[# Setup and Maintenance

(¥l Master Lists
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2. The Print Invoices screen appears.

Print Invoices Screen

|\ soPrntInvoices (i3] | B
= Print Lt%]Outert - Send | [{, Preview | Resst [ Activity | Search Document
Complete All of the Following: Print Invoice Repart Currency
|| Edt Bilings Completed || Addttional Descriptions Date 5/15/2018 |» || Print Allin Base
|| Work To Do Starting Mumber 2{2)
|| Federal Tax ID Last Good Number 0l
Message 1002 |
Batch List
el e Default Batch e
|/ Hold Hold

| Mone |

3. Before you print the invoices, ensure you are finished editing billings by marking the Edit
Billings Competed check box.

4. To Print Additional Descriptions on the Invoice, select the check box; otherwise, clear it.

5. To Print the Work To Do information on the Invoice, select the check box; otherwise, clear
it.

6. To Print the Federal Tax Id for the current company at the bottom of the Invoice, select the
check box; otherwise, clear it.

7. The Invoice Date automatically appears. Enter the first Invoice Number. If you enter an
Invoice Number on the Transactions screen, it becomes the default Invoice Number.

8. Enter the Starting Invoice Number or use the default. The Invoice Number cannot include
letters.

Invoice Numbers entered during Work Order entry, except those entered for
online Invoices, are overwritten by this function.
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9. If you are reprinting invoices, enter the number of the Last Good Number that was printed
correctly. Print the Billing Journal to serve as a record of Invoice Numbers.

10. Select a Message to print on the Invoices. The messages will come from the Accounts
Receivable, Setup and Maintenance, Invoice Messages function.

$£€ 11. If you use multi-currency, select the Print All in Base check box to print all transactions in
¥ base currency (regardless of the currency in which they were entered). Clear the check box

to print invoices in the Customer’s currency. If you do not use multi-currency, this check box
does not appear.

12. Select the Batches for which you want to print invoices. Select the All button to select all
available batches. Select the None button to clear the check box for all selected batches.
This option is available only if you selected Yes to Use Batch Processing in the Business Rules
function (page 3-5) on the System Manager, Company Setup menu.
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13. Select a command button:

Command Buttons

Name Description
Reset Set all fields to their defaults.
Preview Preview the invoices on your monitor.
Output Output the invoices as a .pdf file and save it.
Print Print the invoices.
Activity Display the Activity Log to view printing activity.

Open the Archived documents search dialog box. (Button
Search Document only available when you select Yes to Use Archive in the
Business Rules.)

Activity Log
Use the Activity Log to view printing activity for administrative purposes.

Name Displays
Post Run The system assigned post run ID.
Run Time The date and time the printing was done.
Description The printing description.
User ID The user who performed the print.

The comments, if applicable, entered in the

Comments .
Comments field.

Print Log Not available for this function.

e Click the Plus (+) button next to the Post Run to view the Invoice(s) printed for the
selected printing.
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e Click the Document button to preview the Invoice printed for the selected
Document No.

NOTE: These options are only available if you selected Yes to Use Archive in the
Business Rules function.

Activity Log Screen
2] Activity Log I} - [m] X
H H 4 6cf12 b M | % 23 [ | Search Document
Post Run Run Time L' Description User ID Comments Print Log
2013122184008 5/24/2017 1240 PM .SD Print Invoices .Demo | |
2013112217418 9/24/2017 11:47 AM 5D Print Invoices Demo | |
2013122174609 5/24/2017 11:46 AM 50 Print Invoices Demo | |
20131121133136 5/23/2017 7:31 AM 50 Print Invoices Demo | |
= 20170815160227 8/15/2017 11:02 AM Print Invoice kent | |
2. | Document No Reference Document
2 CHO31 | |
> 8/14/2017 11:36 AM SD Pint Invoices kent [ ——
.| Document No . Reference . Document
[s]20 Bet023 . |
20170814161829 8/14/2017 11:18 AM SO Print Invoices kent | |
20170811202425 8/11/2017 3:24 PM Print Invoice kent | |
20170811202406 8112017 3:24 PM Print Invoice kent | |
20170811202352 8/11/2017 3:23 PM Print Invoice kent | |
20170811202337 84112017 3:223 PM Print Invoice kent | |
20170811202230 81142017 3:22 PM Print Imvoice kent | |

Search Document

Use the Search Document button to view archived Invoices. This button is only available if you

selected Yes to the Use Archive Business Rule (page 3-5).

Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to

include all records. Click Apply Filter to populate the grid below.

Name

Document
Number

Run Time

Description

Reference

Displays

The Invoice number printed.

The date and time the printing was done.

The printing descript

ion.

The Customer ID for which the invoice was printed.
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Name Displays

Form ID The type of form printed.

User ID The user who performed the print.

Host ID The workstation name used to print the invoice.
The comments, if applicable, entered in the

Comments .
Comments field.

Document Preview the original invoice printed.

Search Document Screen

[5] Search Document I - O X
HIH 4 7611 b M LRE & = | B3y 3 | Activity
Apply Filter % &
And
Document... | Run Time 7 Description Reference Form ID User ID Host ID Comments Document
> EOMI 21420171136 AM SDPrrt Inv... Bet023  SDINVOICE kent KENTHEIT... [ |
| 39, 8/14/2017 11:18 AM 5D Print Inv... Bet023 SDINVOICE  kent KENTHEIT... | |
18 8142017 11:18 AM 5D Prirt ... Cel017 5D INVOICE  kent KENTHEIT... | |
I 8/14/2017 11:18 AM 5D Print Inv... Gen058 SD INVOICE  kent KENTHEIT... | anr |
: 16 81172017 324 PM  Print Invoice  Arg026 5D INVOICE  kent KENTHEIT... | |
15 8/11/2017 3:24 PM  Print Invoice  Gen(058 SD INVOICE  kent KENTHEIT... | |
| 14 8/11/2017 323 PM Print Invoice  Bur056 SD INVOICE  kert KENTHEIT. | |
13 8/11/20173:23PM  Print Invoice  Dat030 SDINVOICE  kent KENTHEIT... | |
| 12 8112017 3:22PM  Print Inveoice  Com{28 SDINVOICE  kent KENTHEIT... | |

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Print Invoices
Print Invoices Total Report
Consolidated Service Director Fags
Print Invoices Total
Currency |D Taxable Nontaxable Bales Tax Invoice Total
Py o 26 1] 26
Net Due 26
uso 37.758.79 550.00 263592 40,944.67
Net Due 40,344 67
Invoices Printed &
Invoice Copies Printed 0
121672013 3:52 AM *=2 End of Report*** kenthe

Service Director 4-91



WORK ORDERS
Print Invoices

Invoice

) Shakopes, MM 55373 PAGE 1
UNITED STATES
UNLIMITED g anenn
(2} " INVOICE DATE 12/16/2013
INVOICE NO r
g CeliT 5 WH1
o Celzbris Systams H Celzbris Systems
E Arnie Morrns h Luke Nelson
o 1203 Bramphur Strest P 523 Lexington Ave N
Wiarren, M1 48083 Suite 120
T T St Paul, MN 56326
(1] (v}
MET DUE 17,868 14
5C51 5L52 DUE DATE DI5C DUE DATE CORDER NC ORDER DATE COMPLETED DATE
UsK GJL 11562014 1272602013 1172852013 122712013
TERMS DESCRIFTION CUSTOMER PO NO
3% 110, Met 20 788
RESCURCE ID TXCL UNITS ORDERED SHIFFED UNIT FRICE EXTEMSION
Crew T1 (1] HR 2.500 2.000 £0.000 240.00
Othar Services
Crew Ti 0 HR 7.000 7.000 120,000 840.00
Furnsce and Air Labor
200250 li] EA& 1.0000 1.0000 14,555.0000 14,555.00
Dehme Air Conditioner
Bignature Collection Air Conditioner
Lot No Oty
CAD0D1-1 1.0000
0 0.0000 0.0000 0.0000 150.00
Fraight
}%.WS 0 HR 3.500 4.000 120.000 480.00
Inspection
Inspected their existing system and determined they need 3 new
air conditioner. | suggested unit XC25 and they agreed 1o it
We sppreciate your busingss.
TAXABLE NONTAXAELE SALES TAX TOTAL
16,585.00 120.00 1.158.14 17,868.14
HET DUE 17,858 14
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POST WORK ORDERS OVERVIEW

When you Post Work Orders, the system creates open invoices in Accounts Receivable for each
invoiced Work Order Dispatch. The Due Date for each Invoice is calculated using the Invoice
Date and the number of due days for the Customer’s Terms Code (set up in the Accounts
Receivable Customers function). The Invoice’s Discount Date (if applicable) is also calculated
using the Invoice Date and the number of discount days from the Customer’s Terms Code. Use
the Accounts Receivable Cash Receipts function to apply payment to these open invoices.

If Service Director interfaces with General Ledger, debit and credit entries are created in the GL
Journal. If you post detail information, the system makes entries for each line ltem. If you post
summary information, the system makes one entry for each Account. If the GL accounting
period is closed, you can either edit Work Orders or use the System Manager Period
Conversion function, to open the accounting period for posting. See the System Manager
Training Manual for more information.

Posting completed Work Orders also:

e Posts line Item and totals information from temporary tables. The system creates
these temporary tables while you work with Service Director to store line Item
entries and totals information. When all line Items are posted, summary GL entries
are calculated.

¢ Updates balance and sales history fields in the Customer’s records.

¢ Updates System Manager Tax Location records with Work Order Taxable and
Nontaxable totals.

e Updates Work Order history with all information entered in the Work Order Entry
function.

e Updates Customer equipment information with the Work Order, Dispatch, and
Technician ID if a piece of equipment was serviced.

¢ Updates historical information for the Company, Customer, and ltem.

When you post Invoices for Work Orders on credit, entries are made to these Accounts:

Receivable Tax Liability Freight Sales Misc

DB CR CR CR CR
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The General Ledger Account in the Tax Location record determines the Sales Tax Account. The
Freight and Misc Accounts are from the defaults in Business Rules. The Sales Acct is determined
by either the IN Item Account Code, Labor Code or the default Sales Acct in the Business Rules.

The costs for each line ltem update these accounts:

Costs
COGS/Debit Inventory/Credit
DB CR

The Inventory and COGS accounts come from the Account Code assigned to the Item if you are
interfaced to Inventory and you selected an Inventory Item. If you selected an SM Description
Item the Inventory and COGS accounts come from the Accounts set up for that Item. If you
entered a Freight or Miscellaneous transaction the Credit and Debit Accounts come from the
defaults set up in the Business Rules. If you entered Labor for a Tech the Accounts come from
the Labor Code setup.

You also can manually select the Sales, COGS/Debit and Inventory/Credit account when Editing
Billings.
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POST WORK ORDERS

When you Post Work Orders, the system creates open invoices in Accounts Receivable for each
Work Order Invoiced and calculates Due Dates for these Invoices as appropriate. Posting also
updates Work Order history, Site Equipment information, and historical information for the
Company, Customer, and Item. If Service Director interfaces with General Ledger, posting
completed Work Orders creates debit and credit entries in the GL Journal. If Service Director

interfaces with Inventory, posting updates history, dates, and balances in Inventory for parts
used on Work Orders.

Before you post, complete the following tasks:
¢ Complete billing entry and print reports and Invoices.

¢ If you have a multi-user system and are not using batch processing, verify no one
else is using the billings function.

¢ Print the Billing Journal and Invoices (invoices cannot be reconstructed after they
have been posted).

The Transfer Billings function provides information for the Billing Journal. Posted
entries are cleared from these functions to make room for the next group of
entries.

To Post Work Orders, follow these steps:

1. Select Post Work Orders from the Work Orders menu.

Post Work Orders Menu

Service Director /|
[ Interactive Views
[# Dispatch
= Work Orders
Wark Order Entry

Generate Work Orders
Print Wark Orders
Work Order Report
Work Order Worksheet
Transactions
Prepare Invoices
Edt Billings
Print Invoices
Post Work Orders
Change Batches
[# Service Orders
[ Management Reports
[# Setup and Maintenance
(¥l Master Lists
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y¥ge

[ 50 Post work Orders (€3] |

2.

The Post Work Orders screen appears.

Post Work Orders Screen

=]

B 0K | [ Activity | Reset | Journal

¥ Do the folowing, then check the box

Complete Work Order Transactions
Print Invoices
Print the Work Order Transaction Journal

[ Print Log Using Base Currency

Select batchies) to post View

)

EEE®E

Comments

N

= Default Batch - p. . Detad
Disp Dispatch batch Summary
Hoid Hoid | None |

| SrwCnt Senvice Contract Batch ) -

| WrkOrd Work Order Batch

|| Additional Description
Sort By
Customer ID

|order Number
|Invaice Number

Report Currency

%] Print Allin Base

. Before you post the work orders, ensure you have Completed Work Order Transactions,

Printed Invoices, and used the Journal button to Print the Work Order Transaction Journal,
then mark the Do the following check box.

. If you use the multi-currency functions, select the check box to Print Log Using Base

Currency. Clear the check box to print in the GL Account’s currency.

Select the Batches to include in the post. You will only see the available batches if you have
selected Yes to Use Batch Processing in the Business Rules function. Select the All button to
select all available batches. Select the None button to clear the check box for all selected
batches.

Select a View:
¢ Summary to see only a summary of the options.

¢ Details to see the details of the Work Orders.

. Select the Additional Description check box if applicable to include the Additional

Descriptions in the journal.
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8. Select a Sort By option by which to sort the journal: Batch, Customer ID, Order Number, or
Invoice Number.
¥$£€ 9. If you use multi-currency, these print options are available:
¢ To print Work Orders that were entered in the base currency, select the base
currency as the report Currency and clear the Print All In Base Currency box. Only
Work Orders that were entered in the base currency are printed on the journal.

¢ To print Work Orders that were entered in a foreign currency, other than the base
currency, select that Currency as the report currency. Only Work Orders that were
entered in the currency you select are printed on the journal.

¢ To print all Work Orders (regardless of the currency in which they were entered),
select the base currency as the report Currency and select the Print All In Base
Currency check box.

e TRAVERSE converts all Work Order amounts from their original currency to the base
currency (if necessary), then prints all Work Orders on the journal.

10. Enter Comments for the post, if applicable.
11. Select a command button:

Command Buttons
Name Description

Return the value of all fields on the list or

Reset .
report screen to their default values.
Activity Open;us the Activity dialog box to allow you to
reprint post logs.
OK Executes the post.
Journal Print the work order journal.

A message appears when the post completes successfully. After you click OK to
close this message box, the Post Billings Log appears.
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Activity Log
Use the Activity Log to view all post activity for administrative purposes.

Name Displays
Post Run The system assigned post run ID.
Run Time The date and time the post was made.
Description The post description.
User ID The user who performed the post.

The comments, if applicable, entered in the

mmen .
Co ents Comments field.

A PDF version of the original log file if you click the ...

Print Log button

Activity Log Dialog Box

1 Activity Log JESTEERX
| 4104 p M X E9 |4 @ = |5 @
| Post Run | Run Time v | Description | User ID | Comments | Print Log
b3 20131216156910 12/16/2013 9:55 AM 5D Post Work Orders kent | ]
201311221594447 11/22/2013 1:44 PM 5D Post Work Orders Demo | g
| 20131122180028 11/22/2013 12:00 PM SD Post Work Crders Demo Invoices for Customers AltD... | |
| 20131122174915 11/22/2013 11:45 AM SD Post Work Orders Demo | |

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.

4-98 Service Director



WORK ORDERS

Post Work Orders

Work Orders Journal

Consolidated Service Director PAGE 1
Work Order Journal (Detail) uso
Sorted by Batch Code
Baich List gHeHE# Disp Hold SrvCnt WrkOrd, View Additional Description Yes
Report Currency usD Print All in Base Currency Yes
Trans No Customer ID Site ID Rep1 Terms Code PdiYear Invoice No Inv Date Completed Date
Batch Code Name Rep2 Tax Group D PONO Ord Date Order No
00000029 Cel0d17 WH 1 JSK 3%Disc 1202013 37 12/16/2013 1202712013
i Celebris Systems GJL MM-MPLS 7785 112812013 00000035
Resource ID Loc ID Sales Acct Unit Gty Estimated Unit Cost Unit Price
Description Debit Acct Tax Class Qty Used Ext Cost Ext Price
Addl Description Credit Acct
Crew T1 00-000-4100 HR 2.500 30.000 80.000
Cther Services 00-000-5030 0 3.000 90.00 240.00
00-000-6000
CrewT1 00-000-4100 HR 7.000 38.850 120.000
Furnace and Air Labor 00-000-5030 0 7.000 27195 840.00
00-000-6000
200350 CADODY 00-000-4000 EA 1.0000 10,000.0000 14,999.0000
Deluxe Air Conditioner 00-000-5000 0 1.0000 10,000.00 14,999.00
Signature Collection Air Conditioner 00-000-1230
Lot No Qty Unit Cost
CA-0001-1 1.0000 10,000.0000
0.0000 0.0000 0.0000
Freight 0 0.0000 0.00 150.00
AWS 00-000-4100 HR 3.500 38.850 120.000
Inspection 00-000-5030 0 4.000 155.40 480.00
Inspected their existing system and 00-000-6000
determined they need a new air conditioner.|
suggested unit XC25 and they agreed to it
Taxable Nontaxable Sales Tax Ext Price Ext Cost Inv Total
Trans No 00000029 Total 16,559.00 150.00 1,159.14 16,709.00 1051735 17.868.14
00000030 Betl23 J5K MNet30 12/2013 38 12162013 11292013
e Beta Dynamics Inc. Wi 4474 111192013 00000044
12116/2013 9:56 AM kenthe;
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Post Work Orders Summary Log

4-100 Service Director

Consolidated Service Director Fage 1
Post Work Orders
Batch List #&FE=EE Disp, Hold, S nCnt WikOed
Comments
PostedtoFiscal Year 2013
Fiscal Period 12
Total Transactions 57.,06267
NetPostedTo Amount
Open Invoice Tabe 57,06267
Customer Tabe 57,08267
Grand Total
Total Transactions 57,06257
MNetPostedTo Amount
Open Invaoice Tabe 57.062567
Customer Tabe 57,06267
1271672012 :50 AM OPEN_SY STEM Skenthe
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Post Work Orders GL Log

Consolidated Service Director Page2
Post Work Orders
GL Entries 20131216155910
Posted toFiscal Year 2013
Fiscal Pericd 12
Reference Descripfon GL Account Dee bit Credit
Corn(28 Fumsce and Ar 00-000-5000 23310
Com{28 Fumsece and Ar 00-000-6030 23210
Com(28 Fumace and Ar 00-000-4100 72000
Com028 Sales Tax/MI 01-000-2020 4320
Com028 IWAR 01-000-1100 76320
Cetl20 Misc Chargas 01-0005110 10000
Datlz0 Fraight Champes. 01-0005100 7500
Datl30 Fumace andAr 00-00045000 31020
Datd30 Other Senvioes 00-000-5000 18000
Datl30 Fumace and Ar 00-000-5030 31080
Cietd20 Other Servoes 00-0005030 180.00
Datl30 Fumace and Ar 00-000-4100 26000
Dat020 OtherSernvies 00-000-4100 42000
D=t030 Sales Tax/ MN 01-000-2020 8350
Catd20 Sales Tax/ MMN-MPLS 01-000-2020 Fi
Ciatd30 40/AR 01-000-1100 1,716.80
Bur56 Misc Charges 01-0006110 5000
Bud5s Misc Cleaning Supples 01-0005110 7500
Bur&s Prep WorkLsbor 00-00046000 21080
Bud5s Claaning Work 00-0006000 23310
Burb6 Prep WorkLsbor 00-0005020 31020
Bur56 Cleaning Work 00-0005030 23310
Bu5s Prep WorkLsbor 00-000-4100 960,00
Bur&s Cleaning Work 00-000-4100 72000
Burs6 Sales Tax/MN 01-000-2020 109.20
Bur556 Sales Tax/ MN-MPLS 01-000-2020 240
Bud56 41/AR 01-000-1100 1,92250
Argl26 Deluxe AirConditionar 00-000-1230 10,000.00
Argl26 Fumace andAr 00-0006000 349585
Argl26 Fumace and Air Labor 00-0006000 23310
Argl26 Nut 38 00-000-1230 020
Argl26 Other Servioes 00-000-6000 21000
Argl26 Deluxe AirConditionar 00-000-5000 10,000:00
Argl26 Fumace andAr 00-0005030 34855
Argl26 Fumace and Air Labor 00-0005030 23310
Argl26 Mut 38 00-000-5000 020
Argl26 OtherSenvices 000008020 21000
Argl26 Deluxe AirConditioner 00-000-4000 14,232.00
Argl25 Fumace andAr 00-000<4100 1,08000
Argl26 Fumace and Air Labor 00-000-4100 72000
Argl26 Mut 38 00-000-2000 1.00
Argl26 OtherSenvioes 000004100 550,00
Argl26 42IAR 00-0001101 17.,360.00
CelDi7 Freight 01-0006100 150,00
Celd17 Other Servioes 00-0006000 8000
CelD17 Fumace and Air Labor 00-0006000 27185
CelD17 Deluxe AirConditioner 000001230 10,00000
Celi7 Inspedion 00-000-5000 15540
Celd17 OtherSenvoes 00-000-5030 20,00
CelD17 Fumsce and AirLabor 00-000-8020 27195
CelD17 Deluxe AirConditioner 00-000-5000 10,000.00
12/16/2013 9:59 AM OPEN_S5Y STEM Sikenihe
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CHANGE BATCHES

Use the Change Batches function to change the Batch Codes on all the Work Orders in a batch.
To Change Batches for individual Work Orders use the Edit Billings function (page 4-79). Select
the Work Orders you want to move to a different batch, select Update and change the Batch
Code. This will move the Work Orders to a different batch.

You may need to change the Batch Code if the batch processing option is turned on after a
period of not using it, or if batch processing is turned off after a period of using it. You may
want to Change Batches to make sure that your backorders are in the same batch.

The Change Batches function is available only if you selected Yes to Use Batch Processing in the
Business Rules function (page 3-5).

To Change Batches for transactions, follow these steps:

1. Select Change Batches from the Work Orders menu.

Change Batches Menu
—

| Service Director |

[ Interactive Views

[# Dispatch

= Work Orders
Work Order Entry
Generate Work Orders
Frirt Waork Orders
Work Order Report
Work Order Worksheet
Transactions
Prepare Invoices
Edt Bilings
Frirt Invoices
Post Waork Orders

[ Service Orders

[# Managemert Reports

[# Setup and Maintenance

[ Master Lists
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2. The Change Batches screen appears.

Change Batches Screen

[\ 50 Change Batches &3l | -
P OK | (=] Activity | Reset

0id Batch Code [

New Batch Code B

Comments

3. Select the Old Batch Code. The Batch Code currently containing the Work Orders to be
moved.

4. Select the New Batch Code. The Batch Code into which you want the Work Orders moved.

5. Select the check box to Delete The Old Batch; otherwise, clear the check box. This option is
disabled if batch ######, which is the main batch, is selected.

6. Enter Comments about the Changing Batches. These Comments will be seen on the Activity
screen when the Activity button is selected.
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7. Select a command button:

Command Buttons
Name Description

OK Select OK to continue moving transactions from the
selected batch to a newly selected batch.

Activity Select Activity to view the activity log.
Reset Select Reset to remove values entered and begin
again.

Activity Log
Use the Activity Log to view all post activity for administrative purposes.

Activity Log Screen

5] Activity Log Em
= 10f3 b M P S I ca @
Post Run Run Time v Description User ID Comments
B | 20131216164237 12162013 10:44 AM 5D Change Batches kent
20131216164237 12M6/2013 10:43 AM 5D Change Batches kent
20131216164237 12162013 10:43 AM 5D Change Batches kent | |

Field Descriptions

Name Displays
Post Run The system assigned post run ID.
Run Time The date and time the post was made.
Description The post description.
User ID The user who performed the post.

The comments, if applicable, entered in the

Comments .
Comments field.
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Name Displays

Print Log Not available for this function.
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OVERVIEW

Service Orders are your way to track work to be done on equipment belonging to your
company. Use Service Orders to organize and track equipment service, parts used, and activity
related to your equipment.

The flow of the service order process is illustrated in the flowchart below:

E Esti ) |
.nter. stimated Schedule/Dispateh |
Time/Matenal in e
; Technician
Transaction
Technician records!
) Enter Actual Time/ :
Fost Service 4 E,:,l at‘r:e ;Ji; in'me Armrival’Start and
Ordars Tihoane Complation of

Dispatch

Create Service
Order/Dispatch

Before you use the functions on the Service Orders menu, set up your Equipment, Categories,
Skills, Billing Type, Codes, Work To Do Descriptions, and Technicians using the functions on the
Setup and Maintenance menu, and verify your Items, codes, and IDs using the functions on the
Master Lists and Interactive View menus.

To work with Service Orders do the following steps:
¢ Enter Service Orders (page 5-5) for work to be done on your equipment.
¢ Generate Service Orders (page 5-29) for the equipment that has scheduled services.

¢ Print Service Orders (page 5-35) for entered and generated Service Orders.

Print the Service Order Report (page 5-39) to view details on the Service Orders.

Print the Service Order Worksheet (page 5-45) to send with the Technicians that are
scheduled to do work on the Service Orders.

¢ Enter Transactions (page 5-51) to record the work done and parts used to complete
the Service Orders.

¢ Post Service Orders (page 5-65) to update history and make General Ledger entries.
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SERVICE ORDER ENTRY

The Service Order Entry function handles activity performed on your company's internal

equipment, such as new service calls, schedules dispatches, and tracks Labor and Parts used to
complete the Service Order.

Select Service Order Entry from the Service Orders menu, then use the fields at the top of the
screen to enter or edit basic information. Use the Site Information and Dispatch tabs to record
Site, Dispatch, Equipment, and other information for the Service Order.

To enter Service Orders, follow these steps:
1. Select Service Order Entry from the Service Orders menu.
Service Order Entry Menu

| Service Director |

[ Interactive Views

[# Dispatch

[ Work Orders

= Service Orders
Generate Service Orders
Print Service Orders
Service Order Report
Service Order Worksheet
Transactions
Post Service Orders

[# Managemert Reports

[# Setup and Maintenance

[ Master Lists
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2. The Service Order Entry screen appears.

Service Order Entry Screen

|- D Service Order Entry &3/ |

(=] 1ol b b
Order No |

|_ S et | Dispatch |

Location ID | MDO0DT

Attention Mark Jenkins

Address 1 |3117 SUMTER ROAD
Address 2

City BALTIMORE

Region MD Country

Postal Code | 23845

L 53 @ Copy

BALTIMORE WAREHOUSE

USA

|

%]
Print -

Phone 1 (410)-222-3333

Phone 2 (410)-599-6666
Phone 3

E-mail

Internet

Criginal WO

Project/Task |ane]

3. Click the New Record button » , on the toolbar, to open a blank Service Order record.

Maint |

4. Select a Location ID for this Service Order.

The Location ID and the information listed in the Address, City, Region and Postal Code
fields will come in from Inventory Location ID set up in Inventory.

5. Location Details will fill into the following fields and may be edited.

These fields display information for the location you selected in the Location ID.

¢ Attention: the name of the contact listed in the location information.

selected Location ID.

website for the selected Location ID.

Maint |

Address 1 and Address 2: the Address for the selected Location ID.

City, Region, and Postal Code: the City, Region (State), and Postal Code for the

Phone, E-mail, and Internet: the Phone number(s), E-mail address, and Internet

The Country field displays the Country Code listed in the address of the Location ID

you selected in the Location ID field. You may also select a Country Code in this field.
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6. If this Service Order is a continuation of another Service Order, enter the original Service
Order number in the Original WO field.

7. Use the Project Task field to tie the service order to a current Project by selecting the
Project from the drop-down list.

This field will only be available if you have Project Costing installed and the interface
from Service Director to Project Costing set to Yes.

8. In the Bill Via field, select whether you want to bill the Work Order through Service Director

or Project Costing.

This is only applicable if you have selected a Project/Task. See SD Link to PC (page 4-25)
for more information regarding billing via SD or PC.

Command Buttons

Name

Copy

Print

Description

Allows you to copy service order information from
another service order.

Gives you the option of printing the service order or the
invoice associated with the current service order.

Service Order Entry Screen - Copy

-
Copy Crder I&J
oK
Order Mo m
Select Dispatch Mo Description Equipment ID Est Travel (Hrs) Total Est (Hrs)
1 v 1 Maintenace SLOM84T 0.500 3.500
(E4] 2 Additional Repair SLO184T 0.500 2500

The Copy function allows you to copy Service Order information from Service Orders that have

been posted to history.

1. Click the Copy button to bring up the Copy Order screen.

2. Select a Service Order No from the list of Service Orders from history.
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3. The Dispatch No entered and completed for the selected Service Order are listed. Select the

Maint ]

Dispatches you want to copy into the new Service Order.

4. Click OK to copy the selected Dispatches into the new Service Order.

Service Order Entry Screen - Dispatch Tab

|- sD Service Order Entry 53l |
= | 1of1 b (250 ST & & 23 @ Copy Prnt -
Order No 00000022 |=es|

|. Site Information | - Dispatch |

Reopen | Cancel | Complete | Schedule | History = Transactions | Activity Status ~ | Wamanty Info

Dispatch No | Description Equipmert 1D Status Est Travel {(Hrs)
5 a KEES0 Request Recaived 0.500
2 | Work To Do ID Description Required Skill Level
* | Hinspect |=2| Inspect and Clean Fuel and Electric Syst... 1
#*
= 2 Other Services KEESD Request Received 0,500
#
B[ 44| | Record 1of 2 [k || o i o i |26
| Activity | Transactions |
Type Date / Time Technician 1D Entered By
> E‘;___a__:._:_;:_g:_.:,.ﬁ_.;._.._,_}; |§:E 5/10/2017 3.07 PM Demo
| Schedule 10/8/2017 7:00 AM AWS Demo
#
M| 44| 4| Record 10f 2 |uke [ ) ] i o o | 26

»

Total Est (Hrs)
2500

Estimated Time (Hrs)
2.000

3.500

1. Click the Append button ( [+/) in the Dispatch section, to open a new Dispatch record. The

Dispatch No is generated by the system.

2. Enter a Description for the Dispatch in the Description field.

3. Select the Equipment ID to which this Service Order applies, from the drop-down list in the

Equipment ID field.

4. The Status field will default to Request Received when a new Dispatch is created. The Status
of the Dispatch will change depending on what has been done with the Dispatch.

¢ Request Received - When the Dispatch is entered and nothing has yet been done to

the Dispatch the status will be Request Received.

¢ Canceled - The Dispatch has been canceled.
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¢ Reopen - A canceled Dispatch has been reopened.
¢ Posted - A Billed dispatch has been posted using the Post Service Orders function.

e Completed - The dispatch has been Billed and Posted and is now completed. The
status gets changed to completed when the Complete button is selected and
completion information is entered.

NOTE: The Status of the Dispatch will be based on system updates and selections
made from the Activity Status button menu.

5. Enter the Estimated Travel time in hours in the Est Travel (Hrs) field.

6. The Total Estimated time for the Dispatch in hours displayed in the Total Est (Hrs) field, is the
sum of the Estimated Travel time and the Work To Do IDs for the Dispatch.

7. Press the Enter key or the Tab key to add Work To Do detail. If the Work To Do detail rows do
not appear, a Plus sign (+) will appear next to the Dispatch No. Click the Plus sign to add
Work To Do IDs to the Dispatch.

8. Select a Work To Do ID from the drop-down list in the Work To Do ID field. The Description
and Required Skill Level fields will display the information from the Work To Do record.

9. Enter or edit the Estimated Time to perform the Work To Do in hours in the Estimated Time
(Hrs) field. The Estimated Time will default from the Work To Do ID setup.

10. Repeat Steps 7-9 for each Work To Do ID you want to add to the Dispatch.

11. To finish changes to the Dispatch, click the End Edit button ( +).

Service Director 5-9



Service Order Entry

Use the Toggle button ( » ) to switch from Summary (grid) View to Detail (field) View. Use the
Detail View to see additional information about the Dispatch.

Maint |

Maint |

Service Order Entry Screen - Dispatch - Detail (field) View - Detail Tab

Order No 00000022 ||
| Site Information | Dispatch
Reopen | Cancel Complete | Schedule | History | Transactions = Activity Status ~ | Wamanty Info

Dispatch Mo |1 |
| Detail | workTaDo |

Priority
Description
Equipment ID KEESD [maa)
Equipment Description |80 Gallon Blectric Water Heater
Location ID CADDO1 s Requested Tech ID
Requested Date
Requested AM/PM
) A || e | | i | i i |
| Activity | Transactions |
Type Date / Time Technician 1D
| Request 5 B2 9/10/2017 3.07 PM
Schedule 10/8/2017 7:00 AM AWS

#

4| 44| | 4| Record 1of 2 skl | | ) ||| e oo |26

02| Request Recsived

Entry Date 9/10/2017 ||
|| Cancelled
(=] Hold
|||| Est Travel (Hrs) 0.500 &
10/3/2017 | *|| Total Est (Hrs) 2,500
None |#|| New Counter
Entered By
Dema
Dema

1. Click the Append button (|+/) in the Dispatch section, to open a new Dispatch record. The

Dispatch Number is generated by the system.

2. Enter a description for the Dispatch in the Description field.

3. Select the Equipment ID to which this Service Order applies from the drop-down list in the
Equipment ID field. If you have the SD Notify Warranty/Contract Business Rule set to “Yes”,
a notification window will appear if the Site Equipment has a warranty or contract

associated with it.

4. The Equipment Description appears. Accept or edit the Description.

5. Accept or edit the Location ID, as applicable.

6. Accept or edit the Priority level for the dispatch.

The Priority field allows you to set a priority for the Service Order. You can assign
a default Priority level via the SD Business Rules. This field is for information only.
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7. The Status field will display the current Status of the Dispatch.

8. The Entry Date will default in, and cannot be edited.

9. If the dispatch has been canceled, the Canceled check box will be marked.
10. If the dispatch has been put on hold, the Hold check box will be marked.

11. Select a Technician for the entire Dispatch from the Requested Tech ID drop-down list, if
applicable. Otherwise, you can select multiple Technicians for the Dispatch on the
Transactions tab at the bottom of the screen.

12. Enter the estimated travel time in hours in the Est Travel (Hrs) field.
13. Enter a date and time into the Requested Date and Requested AM/PM, as applicable.

14. The estimated time to perform the work to do in hours will appear in the Total Est (Hrs)
field.

The total estimated time for the Dispatch in hours displayed in the Total Est (Hrs)
field is the sum of the estimated travel time and the work to do IDs for the
dispatch.

15. Enter the internal meter number in the New Counter field, if applicable. Examples of
counters include the number of hours run, copies made, or pages printed. You can use these
information-only numbers as diagnostic tools.
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Ord

Service Order Entry Screen - Dispatch - Detail (field) View - Work To Do

er No 00000022 |

| Site Information | Dispatch

5-12

Reopen | Cancel Complete = Schedule | History = Transactions | Activity Status = | Wamanty Info @

Dispatch Mo |1 o

[ Detail | WorkToDo. |
Work To Do ID Description Required Skill Level Estimated Time {Hrs)
Hinspect Inspect and Clean Fuel and Blectric System 1 2.000

1 d

||«||_«_||<|Recnrdlnf2 LSRG S B B 3l

Activity | Transactions

[ Date /# Time e Bt
_ 9/10/2017 307 PM Demo
| Scheduz 10/8/2017 7:00 AM AWS Demo

#

T

14| 44| 4| Record 1of 2 [ok| (] e ||| = o136

16. Accept or select a Dispatch Number to which you want to assign work to do from the drop-
down list, as necessary.

17. Click the Append button ([+/) to add a new Work To Do record.
18. Select a Work To Do ID from the drop-down list in the Work To Do ID field.

19. The Description and Required Skill Level fields should display the information from the
Work To Do record.

20. Accept or edit the Estimated Time (Hrs) for the work.
21. Repeat Steps 16-20 for each Work To Do ID you want to add to the Dispatch.
22. To finish changes to the Dispatch, click the End Edit button ( ).

23. Click the Save |[d button on the toolbar to save your work.
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Use the Dispatch Activity area of the screen to enter Activities done to the Dispatch.

Service Order Entry Screen - Dispatch - Activity Tab

Type Date / Time Technician 1D Entered By
9 Fequest Receivec vl 9/10/2017 3:07 PM Demo
Schedule 10/8/2017 7:00 AM AWS Demo

44| 4| Record 10F 2 [aks || [ [ [ f i | o || 3

24. Click the Append button ( [+/) in the Dispatch Activity section, to open a new Dispatch
Activity record.

25. Select the Type of activity you are entering for this dispatch.

Some activity types will automatically be added to the Dispatch as things are
done to the Dispatch. Below is a list of Activity Types and a description of those

types.

¢ Request Received - When the dispatch is first entered and saved an Activity is
automatically added to indicate the request for the dispatch as been received.

¢ Schedule - Select Schedule to schedule a Technician to use for this Dispatch. A record
will be added if you have used the Schedule button to Schedule the Technician.

e Arrive/Start - Select Arrive/Start when the Technician has arrived on the site of the
Dispatch.

e Complete - When the Complete button is selected and completed information is
entered and saved, a record will be added to indicate the Dispatch is Complete.

¢ Cancel - When the Cancel button has been selected and Yes is selected in the dialog
box, a record will be added to indicate the dispatch has been Canceled.

¢ Reopen - When the Reopen button has been selected and Yes is selected in the
dialog box, a record will be added to indicate the Dispatch has been Reopened.

® Post - When the dispatch has gone through the Prepare Invoices, Print Invoices, and
Post Work Orders functions, a record will be added to indicate the Dispatch has been
Billed to the Customer and Posted.

26. The Date/Time field will indicate the date and time the Activity was entered. When
scheduling a Dispatch enter the date and time to schedule the Dispatch. When adding an
Arrived/Start record enter the date and time the Technician arrived at the site and started
their work.
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Maint_| 27. Select the Technician ID for the Technician that has been scheduled for the Dispatch,
arrived on site or completed the Dispatch.

28. When an activity record has been added the Entered By field will be filled in with the User
ID of the user that entered or generated the Activity.

Service Order Entry Screen - Dispatch Tab - Transactions Tab

| Activity | Transactions |

Update Link Ser Mo Entry  Detail Regq
Crdh Type Resour... Descri... Locatio... | Unit Gty Est... |Gty Used | Unit Pri... Ext Price Date Labor Code
> fiil 1| Labor AWS Fumace a.. HR 3.500 3500 120000 42000 8/15/2017 HVAC
00000021/1  Misc 0.0000 0.0000 0.0000 0.00 8/15/2017
#
120.0000 420.00
4|44 4| Record 1of 2 [oks || b ke | [ o |0 26

Use the Transactions tab to determine whether a Service Order Dispatch should have activity
added, including Parts Costs, Freight Costs, or Labor Resources.

Transactions allow you to track your expenses on a Dispatch. These lines belong to the selected
Dispatch, allowing you to generate unique labor and parts lists and record Dispatch completion
details. The information on Transactions tab is then used to post costs for the Service Order.

If Service Director interfaces with Inventory, part quantities update Inventory on hand
guantities online. Posting completed Service Orders updates dates, summary and detail history,
and Serial and Lot information.

NOTE: Transactions may also be entered using the Transactions button on the
Dispatch tab. Using the Transactions button will open the Transactions function
(page 5-51).

29. Select a Dispatch for which to add Transactions.
30. Click the Append button ( [+/), at the bottom of the tab, to add a record.

31. Select the Type of transaction you are adding from the Type field drop-down list: Labor,
Part, Freight, or Misc.

The Order/Dispatch will fill in automatically from the Work Order you are
working with, and the Dispatch you selected.

Maint__| 32. If applicable, select a Resource ID from the drop-down list.

¢ If you selected Labor in the Type field, the drop-down list will show your Technicians.
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e If you selected Part in the Type field, the drop-down list field will show your parts.
¢ This field is disabled for Freight and Misc types.

33. Enter a Description into the Description field. If the resource is a Part, the Item description
will display in this field; otherwise enter a Description.

34. If you selected a Part in the Resource ID field, select a Location from the Location ID field
drop-down list. Otherwise, the Location ID field will be blank. This field is disabled for
Freight and Misc types.

35. The Unit field will display the Units of measure for the Part selected in the Resource ID
field, or the value HR if Labor is selected in the Type field. This field is disabled for Freight
and Misc types.

36. Enter the estimated quantity of the Part or Labor into the Qty Estimated field. This field is
disabled for Freight and Misc types.

37. Enter the quantity used into the Qty Used field. This field is disabled for Freight and Misc
types.

38. If you selected Labor or Part in the Type field, the Unit Price displays in the Unit Price field.
You may change the Unit Price. This field is disabled for Freight and Misc types.

39. If you selected Labor or Part in the Type field, the Ext Price is calculated using the Qty Used
and the Unit Price amounts. This field is disabled for Freight and Misc types.

40. Select or enter a transaction date in the Trans Date field. By default, this field will display
the current date.

41. If you selected Labor in the Type field, select a Labor Code from the drop-down list in the
Labor Code field.

NOTE: To include a Freight or Misc amount on the invoice, use the column chooser
to bring the Ext Cost field into your grid, and enter the amount to be billed into this
Ext Cost field.

42. Click the Save button |4 , on the toolbar to save your work.
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Command Buttons

Name Description
Reopen Open a closed dispatch.
Cancel Cancel a dispatch.
Complete Complete a dispatch.

Open the Schedule Info and the Calendar windows and
Schedule allow you to schedule a technician or crew to a date and
time to perform the dispatch work to do.

Display the Equipment History View for the equipment

Histor - .
Istory used in the selected Dispatch.
Transactions Opens the Transactions function.
Activity Status Add an Activity from the list of Activity Statuses.
Warranty/Contract Include prompts for Warranty and Contract information

for the Site Equipment in the Dispatch.

Service Order Entry Screen - Complete

=] Complete i3 x
OK Cancel
Date { Time 142078 312 PM e

Technician ID | AWS |aea]

Motes

Use the Complete button to change the Status of the Dispatch to Complete. This is saying the
work has been done on this Dispatch and it is ready to be posted. Once the Dispatch has been
completed no more transactions can be saved to the Dispatch.
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Multiple Dispatches may be closed at the same time by selecting the first Dispatch to
close, hold your Shift key and select the last dispatch to close. This will select the range
of dispatches and close all at once. To close non-consecutive dispatches select one
dispatch and hold the Ctrl key and select the next Dispatch to close.

1. Enter or select the Date/Time the Dispatch was completed.

2. Select the Technician ID for the Technician that completed the Dispatch.

3. Enter any Notes referring to the completion of the Dispatch.

Work Order Entry Screen - Schedule

2] Schedule Info

OK | Suggest | Delete

TechID ] v Available from 7:00 AM to 5:00 PM.
Start Time 1/30/2014 || |7:00:00 AM |8 Estimated Hours: 1.000
End Time 1/30/2014  |s| |B:00:00 AM | S|

MNotes

Dispatch Info

Work Order Mo | 00000066 Customer ID | Com028

Dispatch 10

Description Inspect and Clean Fuel and Electric System

Address 5654 4th Ave S, Minneapolis, MN, 55636, USA

The Schedule Information window allows you to select a Technician or Crew, set Start and End

Times, and add Notes to the calendar entry for a Dispatch.

The Dispatch Info section of the window displays details of the Dispatch. If you have a default
mapping program selected and Allow Web Features enabled in the SM Business Rules, and click
on the Address link, your default mapping program will display a map of the address.

A Calendar window will also be opened and displayed behind the Schedule Info screen so you
may see on the Calendar the Dispatches that have already been Scheduled.

1. Select a Tech ID from the list of Technicians to Schedule for this Dispatch. Information about
the availability of the Technician will be displayed next to the Tech ID field.

2. Select the Start Time and date for the time the Dispatch work should start.

3. Select the End Time and date for the time the Dispatch work should end.
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4. Enter Notes about the Dispatch for the Technician working on the Dispatch.
Command Buttons
Name Description

OK Add the entry to the calendar.

Have TRAVERSE suggest a schedule time based on
Dispatch Requested Date (if available), Requested Tech

Suggest ID (if entered), Work To Do Labor Code, and the
Schedules of the available Technicians who can do the
work.

Delete Delete the scheduled entry from the Calendar.

Activity Status Button

Select the Activity Status button to add an Activity for the Dispatch. The Activity Status gives
you more options for defining and managing dispatches while ensuring the business logic
triggered by a change in status remains. See the Activity Status setup function for details (page
3-113).

Clicking on the Activity Status button will give you a menu list of Activity Statuses that have
been set up by the system or manually in the Activity Status function.

Schedule

Dispatch
Arive/Start
Complete

Cancel

Reopen Cancelled
Payment Received
Hald

Release

Reopen Completed

In-Process

When Activity Statuses were set up, an Action was assigned to the Activity Status, which affects
the Type of Activity added, and the Status of the Dispatch:

* None - No action is performed. An Activity is added for reference purposes.
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¢ Hold - Put the dispatch on Hold to prevent any transactions from being entered, or
any scheduling of the Dispatch to a Technician. When an Activity Status with the
Action of Hold is selected, a dialog box will be displayed to enter the Date/Time,
Technician ID, and Notes about putting the Dispatch on Hold.

5] Hold @ x
oK
Date / Time 8112017 2:25 PM [+

Technican ID |AWS (el

Customer wants to wait a month.
Motes

Click OK to add an Activity and change the Status of the Dispatch to Hold.

¢ Release - If the status of the Dispatch is Hold, the status of the Dispatch will change
to Released. When an Activity Status with the Action of Release is selected, a dialog
box will be displayed to enter the Date/Time, Technician ID, and Notes about
releasing the on Hold Dispatch.

=] Release I} >
0K
Date [ Time 873072017 2:27 PM [+

TechnidanID (AWS e

Wants to now schedule the

SEMVICE |
Notes

Click OK to add an Activity and change the Status of the Dispatch to Released.
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¢ Complete - When all the transactions and services for the Dispatch is completed, the
status will change to Completed. When an Activity Status with an Action of Complete

is selected a dialog box will be displayed to enter the Date/Time, Technician ID, and
Notes about the completion of the Dispatch.

=] Complete
QK

Date / Time 9/1/2017 2:38 PM ||

Technician ID | AWS [P

Completed all work and billing on the dispatch.

MNotes

Click OK to add an Activity and change the Status of the Dispatch to Complete.

¢ Cancel - If the status of the Dispatch is Open, and no transactions exist for the
Dispatch Cancel the Dispatch. A Canceled Dispatch can be reopened using an Activity
Status that has an Action of Reopen. A confirmation message will be displayed asking
if you are sure you want to Cancel the Dispatch. Select Yes to Cancel the Dispatch.

¢ Reopen - If the Dispatch is Canceled, set the status of the Dispatch to Open. A

confirmation message will be displayed asking if you are sure you want to Reopen
the Dispatch. Select Yes to Reopen the Dispatch.
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Use the Warranty/Contract button to include any warranty and/or contract information for the

Site Equipment entered into the Dispatch.

Work Order Entry Screen - Warranty/Contract

Warranty
oK
EquipmentID |KEES0D

Serial Mumber |3513-456545
Warranty exist for Site Equipment

Selected Type
Warranty

Description 20 Gallon Blectric Water Heater

Billing Ty...

Start Date
W17/2017

End Date | Status
9/17/2022 Active

¢ The Equipment ID, Description, and Serial Number of the Equipment entered into

the Dispatch is displayed.

e Any Warranty and Contract information set up for the Equipment is displayed with
the Type, Description, Coverage, Billing Type, Start Date, End Date, and Status are

displayed.

¢ Check the Selected check box for the Warranty and Contract information you want
included in the Dispatch; otherwise clear the check box.

¢ Click OK to save the Selected Warranty and Contract information for the Dispatch’s

Equipment.

Service Director
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Printing a Service Order online

Print Online Service Order Dialog Box

Print Service Order 9 x
iz Print L['l.:,'] Output = Send |[J Preview | Reset

Print Print Dispatch
E 1Al

|| Serialized / Lotted Detail 3 |22
|- | One Copy For Each Technician

|#| Additional Description

|| Wamanty Detail

|| Bar Codes

You may print a Service Order for the current Service Order you have displayed on your screen.
Follow the steps below to print the Service Order online.

1.

The Print Online Service Orders screen appears when you click Print and Order on the
Service Orders screen.

. To Print the Equipment History information on the Service Order, select the check box;

otherwise, clear it.

. To Print Serialized/Lotted Detail on the Service Order, select the check box; otherwise, clear

it.

. To Print Prices on the Service Order, select the check box; otherwise, clear it.

. To Print One Copy for Each Technician for the Service Order, select the check box;

otherwise, clear it.

. To Print Additional Descriptions for the Service Order, select the check box; otherwise, clear

it.

. To Print Warranty Detail for the Service Order, select the check box; otherwise, clear it.

. To Print Barcodes for the Service Order, select the check box; otherwise, clear it.
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9. Select the All check box in the Print Dispatch area to print the Service Order for all
Dispatches. Otherwise clear it, and select the Dispatch to print from the list of Dispatches.

10. Select a command button:

Command Buttons

Name Description
Reset Set all fields to their defaults.
Preview Preview the work order on your monitor.
Output Output the work order as a .pdf file and save it.
Print Print the work order.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Online Service Order

Continzntal Products Unfimited
4301 Dean Lakes Blvd
Shakopes, MM 552375

UNITED STATES

[952)-403-5700

A TRAVERS|

MOD0D1
o Mark Jenkins

3117 SUMTER ROAD
€ BALTIMCRE. MD 23843

om= —

Contact
Phone [410)-222-3333

PAGE i

Order No DO000021

{ARNRRR

Dispatch No 1 Received Date 5/1072017 2:07 PM Requested Tech ID Status  FReguest Receved i

Serial No 3513456545 Tap No

Item 1D Equipment Description ED Gallon Electnic Water Heater

Equipment I KEEED Priority 0

Description Inspect and Clean

Notes

Work To Do i
WorkTo Do ID Description Required Skill Level Estimated Time [Hrs)
Hinspect Inspect and Clean Fuel and Electric Bystem i 2000
ER=pair General Electricsl Rapair 3 1.500

Warranty H
Coverage Type Start Date End Date
Fans SHT201T b=l v erd

Transactions
Type Resource 10 Description Gty Estimated Oty Used Unit
Labar AWS Fumnace and Air 3.500 3500 HR
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Working with a Dispatch

Schedule a dispatch

1. Click the Schedule command button to open the Calendar. A Schedule Info window will
appear.

2. Select the Tech ID, Start Time, and End Time from the associated field drop-down lists.

3. Click OK to set the time for the selected Technician on the Calendar. The Calendar will open
and display the scheduled Dispatch. Close the Calendar to return to the Service Order Entry
function.

Record arrive/start time on a dispatch
1. Click on a new line in the Activity section to start a new record.

2. Select Arrive/Start from the drop-down list in the Type field. The workstation's current date
and time will display in the Date/Time field. Change the date or time if necessary, and select
the Technician from the Technician ID drop-down list.

3. Select the Tech ID, Start Time, and End Time from the associated field drop-down lists.
4. Click the End Edit button ([+|) to complete the entry.

5. Click the Save button |4 on the toolbar to save your work.

Complete a dispatch
1. Click the Complete command button to open the Complete window.

2. Enter or Select the completion date and time from the Date/Time field drop-down list. This
will default to the current date and time.

3. Select the Technician ID from the drop-down list. This field will default to the Technician
listed for the Arrive/Start activity.

4. Enter Notes about the Complete activity.

5. Click the OK button to complete the entry. The dispatch status now shows Completed, and a
Complete entry will appear in the Activity section of the Dispatch tab.

6. Click the Save button | on the toolbar to save your work.
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Add Parts, Labor, Freight, or Miscellaneous costs to a Dispatch

1.

8.
9.

Click the Transactions command button, or the Transactions tab, to open the Work Order
Transaction function. To display all of the available fields, click the Detail Toggle button
( » ), if you go to the Transactions function.

Click the New Record button » , on the tool bar to add a record. The Work Order
Number/Dispatch line will display in the Dispatch ID field of the new line.

. Select the Type of transaction you are adding from the Type field drop-down list.

If applicable, select a Resource ID from the drop-down list. If you selected Labor in the Type
field, the drop-down list will show your Technicians. If you selected Part in the Type field,
the drop-down list will show field will show your Items.

Enter a description into the Description field. If the resource is a Part, the Item description
will display in this field.

If you selected a Part in the Resource ID field, select a location from the Location ID field
drop-down list. Otherwise, the Location ID field will be blank.

The Unit field will display the units of measure for the part selected in the Resource ID field,
or the value HR if Labor is selected in the Type field.

Enter the estimated quantity of the Part or Labor into the Qty Estimated field.
Enter the quantity used into the Qty Used field.

10. If you selected Labor or Part in the Type field, the Unit Price displays in the Unit Price field.

You may change the Unit Price.

11. If you selected Labor or Part in the Type field, the extended price is calculated using the

Qty Used and the Unit Price amounts. If you selected Freight or Misc in the Type field, enter
a cost in the Ext Price field.

12. Select or enter a transaction date in the Trans Date field. By default, this field will display

the current date.

13. If you selected Labor in the Type field, select a Labor Code from the drop-down list in the

Labor Code field.

14. Click the Save button |4 on the toolbar to save your work.

Cancel or delete a Dispatch

NOTE: You cannot delete a Dispatch if the Dispatch's status is Posted, Billed, or
Completed, or if the Dispatch has transactions.
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1. Select the Dispatch you would like to cancel or delete.
2. Click the Cancel command button to cancel the Dispatch.

3. A confirmation window will appear. Confirm the cancellation. A Cancel activity will be added
to the Activity section of the Dispatch tab.

Reopen a Dispatch

NOTE: You can Reopen a Dispatch if the selected Dispatch status is Open, and the
selected Dispatch is Canceled.

1. Select the Dispatch you would like to Reopen.
2. Click the Reopen command button to reopen the dispatch.

3. A confirmation window will appear. Confirm the Reopen action. A Reopen activity will be
added to the Activity section of the Dispatch tab.

Creating a New Activity

1. Click the Append button ( [+/) in the Activity section, to add a new Activity entry to the
Dispatch record.

2. Select a type of Activity from the drop-down list in the Type field.

3. The Date/Time field will default to the current date and time when a new Activity is created.
Enter or select a different date from the calendar control if applicable.

4. If a Technician will perform the Activity, select a Technician from the drop-down list in the
Technician ID field.

5. The Entered By field will display the name of the User who added the Activity to the
Dispatch.

6. Enter any notes for the activity in the Notes field.
7. To finish changes to the Dispatch, click the End Edit button ( [)).

8. Click the Save button |4 on the toolbar to save your work.
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GENERATE SERVICE ORDERS

Use the Generate Service Orders function to generate Service Orders for all Site Equipment
where the Next Due Date is not later than the End Date or the Maintenance Due Date, and the
End Date is not earlier than the Maintenance Due Date.

After generating Service Orders, a log report showing the Service Orders generated will display.
Each Service Order listed will have a Dispatch record, as well as a Request Received activity
record, when you use the Service Order Entry function to maintain the Service Order.

To Generate Service Orders, follow these steps:

1. Select Generate Service Orders from the Service Orders menu.

Generate Service Orders Menu

| Service Director |
[ Interactive Views
[# Dispatch
[ Work Orders

= Service Orders
Service Order Entry
Print Service Orders
Service Order Report
Service Order Worksheet
Transactions
Post Service Orders

[# Managemert Reports

[# Setup and Maintenance

[ Master Lists
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2. The Generate Service Orders screen appears.

Generate Service Orders Screen

| SD Generate Service Orders [£3] ‘

=]
B 0K | [ Activity | Reset
Data Filter W

>

And

Maintenance Due Date A2M6/2013 |3
|s#| Group Dispatch By Equipment

Comments

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

4. Service Orders with a Maintenance Due Date on or before the value in the Maintenance
Due Date field will be generated.

5. Marking the Group Dispatch by Equipment check will cause the Dispatches to be grouped
by Equipment ID.

6. Use the Comments to add Comments to the Service Orders.
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7. Select a command button:

Command Buttons
Name Description

OK Begin processing. A message appears when service
orders have been generated successfully.

Reset Set all fields to their default.

Activity See a record of the occurrences of generating work
orders. Click the Print Log button view the Generate
Service Orders log from that activity occurrence.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.

8. Click Close to return to the main menu.
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Use the Activity Log to view all post activity for administrative purposes.

Activity Log

(5] Activity Log

Screen

H

Fost Run

[ 20131216165631

| 1of2 b M [P

X B9 A= 2@
| Run Time v Description User ID Comments
12M6/2013 10:56 AM SD Generate Service Ord... kent

| |20131210165404 12102013 10:54 AM 5D Generate Service Ord..._ kent ——
Name Displays
Post Run The system assigned post run ID.
Run Time The date and time the generate orders was made.
Description The generate orders description.
User ID The user who performed the generate orders.
Comments The commer_mts, if applicable, entered in the
Comments field.
Print Log A PDF version of the original log file if you click the ...
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Generate Service Orders Report

Consolidated Service Director PAGE 1
Generate Orders Log
Report Filter
Maintenance Due Date 121672013 Group Dispatch By Equipment Wes
Comments
Order No Location ID
DO00D0ST MDOD01
Dispatch No Equipment 10 Equipment Description
1 KEERD 20 Gallon Electric Water Heater
WorkTo Do ID Description
Hinsp=ct Inspect and Clean Fusl snd Electric System
DOOO005E MNODDT
Dispatch Mo Equipment 1D Equipment Description
1 KEEED &0 Gallon Electric Water Hester
WorkTo Do ID Description
Hinspect Inspect and Clean Fusl and Electric System
L] NN D002
Dispatch No Equipment 1D Equipment Description
1 KEEED 20 Gallon Electric Water Heater
WorkTo Do ID Description
Hinspect Inspect and Clean Fusl and Electric Bystem
DO000060 TXDOD1
Dispatch No Equipment 1D Equipment Description
i KEERD B0 Gallon Electric Water Heater
WorkTo Do ID Description
Hinspect Inspect and Clean Fusl and Electric System
=% End of Report **
12/16/2013 10:36 AM kenthe
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PRINT SERVICE ORDERS

Use the Print Service Orders function to print Service Orders. If you printed Service Orders
from the Service Order Entry screen the Service Orders will not reprint.

To Print Service Orders, follow these steps:

1. Select Print Service Orders from the Service Orders menu.

Print Service Orders Menu

| Service Dirsctor <

Interactive Views
Dispatch
Work Orders
= Service Orders
Service Order Entry
Generate Service Orders
Service Order Report
Service Order Worksheet
Transactions
Post Service Orders
Management Reports
Setup and Maintenance
Master Lists
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2. The Print Service Orders screen appears.

Print Service Orders Screen

SD Print Service Orders (63| B
i Prnt | [ Output ~ Send | [, Preview | Reset
Data Filter W =
And

Scheduled Technician Scheduled Date Print

From [z From [iae ¢! Equipment History

Thru [ama Thru e || Serialized / Lotted Detail

|##| One Copy per Technician

|| Additional Description

|»#| Bar Codes

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

4. Select the range of Scheduled Technicians From and Thru, for the printed Service Orders.
Only Service Orders assigned to Technicians within the range selected will be printed. Leave
the From and Thru fields blank to include all Technicians.

5. Select the range of Scheduled Dates From and Thru, for the printed Service Orders. Only
Service Orders scheduled within the range selected will be printed. Leave the From and Thru
fields blank to include all Scheduled Dates.

6. Select from the list of additional information to Print on the Service Orders.

¢ Select the Equipment History check box to include historical information for the
equipment on the Service Orders.

 Select the Serialized/Lotted Detail check box to include serial or lot details from the
parts used on the Service Orders.

¢ Select the One Copy per Technician check box to print a copy of the Service Order for
each Technician assigned to the Service Order.
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¢ Select the Additional Descriptions check box to print the Additional Descriptions
entered into the Service Order.

¢ Select the Warranty Detail check box to print the Warranty information for
equipment with Warranty information entered, on the Service Order.

¢ Select the Bar Codes check box to print Bar Codes on the Service Order.
7. Select a command button:

Command Buttons

Name Description
Print Print the order.
Output Output the report as a .pdf file and save it.
Preview Preview the order on your monitor.
Reset Set all fields to their defaults.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Service Order

Continzntal Products Unfimited
4301 Dean Lakes Blvd
Shakopes, MM 552375

UNITED STATES

[952)-403-5700

A TRAVERS|

MOD0D1
o Mark Jenkins

3117 SUMTER ROAD
€ BALTIMCRE. MD 23843

om= —

Contact
Phone [410)-222-3333

PAGE i

Order No DO000021

{ARNRRR

Dispatch No 1 Received Date 5/1072017 2:07 PM Requested Tech ID Status  FReguest Receved i

Serial No 3513456545 Tap No

Item 1D Equipment Description ED Gallon Electnic Water Heater

Equipment I KEEED Priority 0

Description Inspect and Clean

Notes

Work To Do i
WorkTo Do ID Description Required Skill Level Estimated Time [Hrs)
Hinspect Inspect and Clean Fuel and Electric Bystem i 2000
ER=pair General Electricsl Rapair 3 1.500

Warranty H
Coverage Type Start Date End Date
Fans SHT201T b=l v erd

Transactions
Type Resource 10 Description Gty Estimated Oty Used Unit
Labar AWS Fumnace and Air 3.500 3500 HR
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SERVICE ORDER REPORT

Use the Service Order Report function to print details about open Service Orders that you have
not posted. In summary form, the report lists Dispatch Status and scheduling information on
individual Dispatch lines for quick review. In detail form, the report lists Site Equipment,
scheduling, and labor and parts information.

To print the Service Order Report, follow these steps:

1. Select Service Order Report from the Service Orders menu.

Service Order Report Menu

| Service Dirsctor /|

[ Interactive Views

[# Dispatch

¥ Work Orders

= Service Orders
Service Order Entry
Generate Service Orders
Print Service Orders
Service Order Worksheet
Transactions
Post Service Orders

[# Management Reports

[# Setup and Maintenance

(¥l Master Lists
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2. The Service Order Report screen appears.

Service Order Report Screen

5D Service Order Report (23] | (=]
(& Print [ Output ~ | 8 Send | 3 Preview = Reset
Data Filter W

And

»|

Sort By Wiew Indude

lfHiork To Do Detail
Order Number Detail :
|Dispatch Status

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

4. Select a Sort By option to sort the report by: Location ID, Order Number, or Dispatch Status.
5. Select a View:

e Summary to see only a summary of the options.

¢ Details to see the details of the Service Orders.
6. Additional report options to Include:

¢ Select the Work To Do Detail check box to include details of the Work To Do IDs.

¢ Select the Activity Detail check box to include details of the Activity done on the
Service Orders.

¢ Select the Serialized/Lotted Detail check box to include Serial or Lot details from the
parts used on the Service Orders.

5-40 Service Director



SERVICE ORDERS
Service Order Report

NOTE: The Activity Detail, and Serialized/Lotted Detail check boxes will be available
when the Detail View is selected.

7. Select a command button:

Command Buttons

Name Description
Print Print the report.
Output Output the report as a .pdf file and save it.
Send Email the report with the report attached as a .pdf file.
Preview Preview the report on your monitor.
Reset Set all fields to their defaults.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Service Order Report - Detail

Consolidated Service Director PAGE 1t
Service Order Report {Detail)

Sorted by Location ID

RepartFilter
Include Work To Do Detail Yes Include Activity Detail Yes
Inelude Serialized ! Lotted Detail No
Order No 0000021 Location ID  MDO00T Loc Address 2117 SUMTER ROAD
Order Date 11222013 BALTIMORE, MD 22243
Dispatch No 1 Entry Date TUB2013
Description Inspect and Clean Status
Equipment 10 KEESD Hold
Equipment Description  ED Gallon Electric Wiater Haater Request Received Date
Est Travel [Hrs) 0.500 Requested Date
Total Est [Hrs) L] Requestsd AM ! PM
New Counter Requested Tech 1D
Location ID CANDDY Cancelled Ne
Work To Do
WorkTo Do D Description Required Skill Level Estimated Time [Hrs)
ER=psair Genersl Electrics] Repair 3 1.500
Hinspect Inspect and Clean Fuel and Electric System i 2.000
Dispatch Mo z Entry Date
Description Other Sarvices Status
Equipment 1D KEESD Hold
Equipment Description BD Gallon Electric Water Heater Request Received Date
Est Travel [Hrs) 0.500 Requested Date
Total Est {Hrs) 3.500 Requested AM | PM
Mew Counter Requested Tech 1D
Location 1D CADRO1 Cancelled Ne
Work To Do
WorkTo Do 1D Description Required Skill Level Estimated Time [Hrs)
Other Other services 4 Z.000
1216/2013 11:02 AM kenthe
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Service Order Report - Summary

Consolidated Service Dire

ctor PAGE 1

Service Order Report { Summary)

Sorted by Location ID

Report Filter

Include Work To Do Detail Yes

Order No Dispatch No Location ID Received Status Date /! Time Technician ID

00000021 1 MD0o01 11/8/2013 3:07 PM  Request Received 11/8/2013 3:.07 PM
Work To Do ID Description
ERepair General Electrical Repair
Hinspect Inspect and Clean Fuel and Electric System

00000021 2 MD0001 1141142013 10:07 AM Request Received 111142013 10:07 AN
Work To Do ID Description
Cther Other services

00000050 1 MD0o01 12/10/2013 10:54 AM Request Received 1210/2013 10:54 AN
Work To Do ID Description
Hinspect Inspect and Clean Fuel and Electric System

00000057 1 MD0001 12116/2013 10:56 AM Reguest Received 12M16/2013 10:56 AM
Work To Do ID Description
Hinspect Inspect and Clean Fuel and Electric System

00000022 1 MMODD1 11/8/2013 3:07 PM Scheduled 12/6/2013 7:00 AN AWS
Work To Do ID Description
Hinspect Inspect and Clean Fuel and Electric System

00000022 2 MMO001 11112013 10:20 AM Scheduled 12M11/2013 8:00 AM - AWS
Work To Do ID Description
Cther Other services

00000051 1 MMOD01 12/10/2013 10:54 AM Request Received 12M10/2013 10:54 AM
Work To Do ID Description
Hinspect Inspect and Clean Fuel and Electric System

00000056 1 MMOO001 12/16/2013 10:50 AM Scheduled 12M6/2013 7:00 AM  TDM
Work To Do ID Description
HClean Ductwork Cleaning

00000058 1 MMODD01 12/16/2013 10:56 AM Request Received 12M6/2013 10:56 AM
Work To Do ID Description
Hinspect Inspect and Clean Fuel and Electric System

00000024 1 MMO0DZ2 11/8/2013 3:08 PM  Scheduled 12032013 7:00 AN AMK
Work To Do ID Description
Hinspect Inspect and Clean Fuel and Electric System

12116/2013 11:01 AM

kenthe
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SERVICE ORDER WORKSHEET

Use the Service Order Worksheet function to print information about scheduled Service
Orders that your Technicians can use to record Notes, equipment problems, detailed fixes, or
other information. Only Dispatches with a status of Scheduled appear on the Worksheet. The
summary format gives basic Dispatch information on one line for quick review while the detail
format lists more information and provides space for notes.

To print the Service Order Worksheet, follow these steps:

1. Select Service Order Worksheet from the Service Orders menu.

Service Order Worksheet Menu

| Service Director <|

[ Interactive Views

[# Dispatch

[ Work Orders

= Service Orders
Service Order Entry
Generate Service Orders
Frint Service Orders
Service Order Report
Service Order Workshest
Transactions
Fost Service Orders

[# Management Reports

[ Setup and Maintenance

[ Master Lists
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2. The Service Order Worksheet screen appears.

Service Order Worksheet Screen

5D Service Order Worksheet ¢35 | =]

2 Print |[[g1Output - | = Send | [ Preview | Reset

Data Filter 3
And
Scheduled Technidan Scheduled Date View Include
From asd] From ] [ Werk To De Detail
Detail
Thru = Thru & :

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

4. Select the range of Scheduled Technicians From and Thru, for the Service Orders. Only
Service Orders assigned to Technicians within the range selected will be printed. Leave the
From and Thru fields blank to include all Technicians.

5. Select the range of Scheduled Dates From and Thru, for the Service Orders. Only Service
Orders scheduled within the range selected will be printed. Leave the From and Thru fields
blank to include all Scheduled Dates.

6. Select a View:
e Summary to see only a summary of the options.
¢ Details to see the details of the Service Orders.
7. Select from the list of additional report options to Include:

¢ Select the Work To Do Detail check box to include details of the Work To Do IDs.
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¢ Select the Service Contract Detail check box to include details of the Service Order
Service Contracts.

¢ Select the Activity Detail check box to include details of the activity done on the
Service Orders.

¢ Select the Serialized/Lotted Detail check box to include Serial or Lot details from the
parts used on the Service Orders.

NOTE: The Service Contract Detail, Activity Detail, and Serialized/Lotted Detail check
boxes will be available when the Detail View is selected.

8. Select a command button:

Command Buttons

Name Description
Print Print the report.
Output Output the report as a .pdf file and save it.
Send Email the report with the report attached as a .pdf file.
Preview Preview the report on your monitor.
Reset Set all fields to their defaults.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Service Order Worksheet - Detail

Consolidated Service Director PAGE 2

Service Order Worksheet (Detail)
Order No 00000022 Location ID MNOO01 Loc Address 453 LAKE DRIVE Contact Dave Smith

F.'II:JNEAFDLIS. MN Phone (612}-BEE-BTE5

Dispatch Mo i Request Received Date  T1/B/Z013 2:07 PM
Equipment |10 KEEED Equipment Description  ED Gallon Electric Water Heater
Item 1D Serial No
Tag No
Est Travel (Hrs)  0.500
Total Est [Hrs) 2.500
Work To Do
WorkTo Do 1D Description Required Skill Level Estimated Time (Hrs}
Hinspect Inspect and Clean Fuel and Electric System 1 2000
Activity
Status Date ! Time Technician |D Entry Date Entered By
Scheduled 12/6/2013 7:00 AM AWS 111172013 Demao

1216/2013 1106 AM kenthe
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Service Order Worksheet - Summary

Consclidated Service Director PAGE 1
Service Order Worksheet (Summary)
Report Filter
Scheduled Technician From Scheduled Technician Thru
Scheduled Date From Scheduled Date Thru
Include Work To Do Detail fes
Order No Dispatch No  Lecation ID Phone Contact Scheduled Date / Time Technician ID
00000021 1 MD00o01 (410)-222-3333 Mark Jenkins
Work To Do ID Description
ERepair General Electrical Repair
Hinspect Inspect and Clean Fuel and Electric System
00000021 2 MD0O001 (410)-222-3333 Mark Jenkins
Work To Do ID Description
Other Other services
00000022 1 MMOO01 (612)-886-8785 Dave Smith 12/6/2013 7:00 AM WS
Work To Do ID Description
Hinspect Inspect and Clean Fuel and Electric System
00000022 2 MMOD001 (612)-888-8785 Dave Smith 12112013 8:00 AM AWS
Work To Do ID Description
Other Other services
00000024 1 MMO002 (612}-456-5566 Chris Nelson A2/3/2013 7:00 AM AMEK
Work To Do ID Description
Hinspect Inspect and Clean Fuel and Electric System
00000024 2 MMNOO02 (612)-456-5566 Chris Nelson 12/5/2013 8:00 AM AME
Work To Do ID Description
Other Other services
00000025 1 TXO001 (214)-885-9999 Jason Hill
Work To Do ID Description
Hinspect Inspect and Clean Fuel and Electric System
00000025 2 TX0001 (214)-888-9998 Jason Hill
Work To Do ID Description
ERough Electrical Rough-In
00000050 1 MD0001 (410)-222-3333 Mark Jenkins
Work To Do ID Description
Hinspect Inspect and Clean Fuel and Electric System
00000051 1 MO0 (612)-888-8785 Dave Smith
12/116/2013 11:05 AM kenthe
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TRANSACTIONS

Use the Transactions function to determine whether a Service Order Dispatch should have
activity added, including Parts costs, Freight costs, or Labor resources.

Transactions allow you to track your expense Items on a Dispatch. These lines belong to
individual Dispatches, allowing you to generate unique Labor and Parts lists and record
Dispatch completion details. The information in Transactions is then used to post costs.

If Service Director interfaces with Inventory, part quantities update Inventory On Hand
guantities online. Posting Service Orders updates dates, summary and detail history and serial
and lot information.

Transactions added using the Transactions tab on the Service Order Entry, Dispatch tab (page
5-14), will be displayed and can be edited if appropriate.

To work with Transactions, follow these steps:

1. Select Transactions from the Service Orders menu.

Transactions Menu

| Service Director |
[ Interactive Views
[# Dispatch
[ Work Orders

=l Service Orders
Service Order Entry
Generate Service Orders
Print Service Orders
Service Order Report
Senvice Order Worksheet
Post Service Orders

[# Managemert Reports

[# Setup and Maintenance

[ Master Lists
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Maint ]

Maint ]

Maint I

2. The Transactions screen appears.

Transactions Screen - Summary »

|- 50 Transacsons &3, | =]
ol M 4 16 ofl6 b X (A9 A 53 [ | Updatelink SerMNoEntry Detail PO Reg »
Order/Dispatch Type Resource ID Description Location 1D Unat Qty Estimat... Qty Used Unit Price Ext Price Date Labor Code
|ooooooats Lator TOM Other Services HR | 35000 40000 80.0000 32000 12182013 OTHER
0000003072 Labor AWS Cleaning Work HR 55000 60000 120.0000 72000 124712013 HVAC
0000004912 Fart M2963 Nut 38 MNoCo2 EA 6.0000 0.0000 0.2500 000 1211612013
0000003672 Fart 900 Refrigerator -... MNO0O1 £A 1,0000 1,0000 4298100 a2001 12162013
000000301 Misc Mise Charges 0.0000 0.0000 0.0000 0.00 120912013
| eoooo030 Labor ANS Prep Work La.. HR 7.5000 8.0000 120.0000 960.00 121912013 HVAC
000000281 Labor ANS Fumace and Ar HR 5.5000 60000 120.0000 720,00 121512013 HVAC
0000003171 Labor LUKDO1 Fumace and Ar HR 50000 70000 120,0000 840,00 121312013 HVAC
0000003471 Part M2963 Nut 378 MNDCO2 EA 0.0000 3.0000 0.2500 075 121312013
| aooo00zar Misc Misc Cleaning 0.0000 0.0000 0.0000 000 1419/2013
| o0on001311 Labor ™G Fumace and Ar HR 50000 70000 120,0000 840,00 111812013 HVAC
000000131 Freight Fumace and Ar 0.0000 0.0000 0.0000 000 11182013
| ooo0o013r1 Misc Furmace and Ar 0.0000 0.0000 0.0000 0.00 1182013
0000001372 Labor ANS Fumace and Ar HR 4.0000 45000 120.0000 540.00 1712013 HVAC
0000001372 Freight Fumace and Ar 0.0000 0.0000 0.0000 0.00 1712013
1 | eoooooarsz Part 200150 Deluxe Fuma... MNDODT EA 1.0000 00000  14,999.0000 0.00 2n6e013i e

5-52

3. To display all of the available fields, click the Summary/Detail Toggle buttons ( > [«]).

4. Click the New Record button *» , on the tool bar to add a record. Select the Service/Work
Order Number/Dispatch in the Order/Dispatch field of the new line.

5. Select the Type of transaction you are adding from the Type field drop-down list: Labor,
Part, Freight, or Misc.

6. If applicable, select a Resource ID from the drop-down list.
¢ If you selected Labor in the Type field, the drop-down list will show your technicians.
e If you selected Part in the Type field, the drop-down list field will show your parts.
¢ This field is disabled for Freight and Misc types.

7. Enter a Description into the Description field. If the resource is a Part, the Item description
will display in this field; otherwise enter a Description.

8. If you selected a Part in the Resource ID field, select a Location from the Location ID field
drop-down list. Otherwise, the Location ID field will be blank. This field is disabled for
Freight and Misc types.
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9. The Unit field will display the Units of measure for the Part selected in the Resource ID field, .
or the value HR if Labor is selected in the Type field. This field is disabled for Freight and
Misc types.

10. Enter the estimated quantity of the Part or Labor into the Qty Estimated field. This field is
disabled for Freight and Misc types.

11. Enter the quantity used into the Qty Used field. This field is disabled for Freight and Misc
types.

12. If you selected Labor or Part in the Type field, the Unit Price displays in the Unit Price field.
You may change the Unit Price. This field is disabled for Freight and Misc types.

13. If you selected Labor or Part in the Type field, the Ext Price is calculated using the Qty Used
and the Unit Price amounts. This field is disabled for Freight and Misc types.

14. Select or enter a transaction date in the Trans Date field. By default, this field will display
the current date.

Maint_| 15. If you selected Labor in the Type field, select a Labor Code from the drop-down list in the
Labor Code field.
NOTE: To include a Freight or Misc amount on the order, use the column chooser to
bring the Ext Cost field into your grid, and enter the amount to be posted into this
Ext Cost field.

16. Click the Save button |d on the toolbar to save your work.

Service Director 5-53



Transactions

Maint |

Maint |

Transactions Screen - Detail
| SDTransactlons |ﬁ'5| | Iéiil
W 4 2c33 p M b2 X |4 o 53 [ | Update Link SerMNo Entry Detal PO Req «||Z
Part Date 10/29/2017 %
Order [Dispatch 00000033/2 Fiscal PeriodfYear 10 2017
Resource ID M2563 GL Account Credit 000001230
Description Nut 3/8 GL Account Debit 000005000

GL Account Sales 000004000

Additional Description

Qty Estimated 0.0000 |EA

Qty Used 2.0000

Unit Price 0.5000

Ext Price 1.00

Unit Cost 0.1000
Location ID MNDDD2 Ext Cost 020
Labor Code Status New

Tax Class 0 Linked

. To display all of the available fields, click the Summary/Detail toggle button ( » [«I).

. Click the New Record button » on the tool bar to add a record. The Work Order

Number/Dispatch line will disﬁy in the Order/Dispatch field of the new line.

. Select the Type of transaction you are adding from the Type field drop-down list: Labor,

Part, Freight, or Misc.

. If applicable, select a Resource ID from the drop-down list. If you selected Labor in the Type

field, the drop-down list will show your Technicians. If you selected Part in the Type field,
the drop-down list will show field will show your parts. This field is disabled for Freight and
Misc types.

. Enter a Description into the Description field. If the resource is a Part, the Item description

will display in this field; otherwise enter a Description.

. Enter or edit the Additional Description of the Item in the Additional Desc field. This field is

available only if you selected Yes to Use Additional Descriptions in the Business Rules
function (page 3-5) of System Manager.

Available Additional Descriptions appear from System Manager and Inventory if
you selected Yes to Copy Additional Descriptions from SM/IN Items in the
Business Rules function (page 3-5) of System Manager.
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7. If you selected a Part in the Resource ID field, select a Location from the Location ID field

drop-down list. Otherwise, the Location ID field will be blank. This field is disabled for
Freight and Misc types.

8. If you selected Labor in the Type field, select a Labor Code from the drop-down list in the

Labor Code field.

9. Enter or select the Tax Class for the transaction. If you selected Part in the Type field the Tax

Class set up in the Item will display. If you select Labor, Freight, or Misc in the Type field the
Tax Class will default to 0.

10. Select or enter a transaction date in the Date field. By default, this field will display the
current date.

11. Enter the Fiscal Period/Year, or accept the default current period and year.
12. Enter or select the GL Account Credit to credit for the cost of the Transaction.

e When Part is selected for the Type, the Inventory Account from the Inventory ltem,
Account Code, or the System Manager Description Item will default.

e When Labor is selected for the Type, the Payroll Expense Account from the Labor
Code will default.

e When Freight is selected for the Type for a Service Order, the Freight Account from
the Business Rules function will default. When the Transaction is for a Work Order,
the field is disabled.

e When Misc is selected for the Type for a Service Order, the Misc Account from the
Business Rules function will default.

13. Enter or select the GL Account Debit to debit for the cost of the Transaction.

e When Part is selected for the Type, the COGS Account from the Inventory ltem,
Account Code, or the System Manager Description Item will default.

e When Labor is selected for the Type, the Cost of Revenue Account from the Labor
Code will default.

e When Freight is selected for the Type for a Service Order, the Expense Account from
the Business Rules function will default. When the Transaction is for a Work Order,
the field is disabled.

e When Misc is selected for the Type for a Service Order, the Expense Account from
the Business Rules function will default. When the Transaction is for a Work Order,
the field is disabled.
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14. Enter or select the GL Account Sales to post to for the revenue amount of the Transaction.

e When Part is selected for the Type, the Sales Account from the Inventory Item,
Account Code, or the System Manager Description Item will default.

¢ When Labor is selected for the Type, the Sales Account from the Labor Code will
default.

e When Freight is selected for the Type, the field is disabled.
¢ When Misc is selected for the Type, the field is disabled.

15. Enter the estimated quantity of the Part or Labor into the Qty Estimated field. This field is
disabled for Freight and Misc types.

16. The Unit field will display the Units of measure for the part selected in the Resource ID
field, or the value HR if Labor is selected in the Type field. This field is disabled for Freight
and Misc types.

17. Enter the quantity used into the Qty Used field. This field is disabled for Freight and Misc
types.

18. If you selected Labor or Part in the Type field, the Unit Price displays in the Unit Price field.
You may change the Unit Price. This field is disabled for Freight and Misc types.

19. If you selected Labor or Part in the Type field, the Ext Price is calculated using the Qty Used
and the Unit Price amounts. This field is disabled for Freight and Misc types.

NOTE: To include a Freight or Misc amount on the order enter the amount to be
posted into the Ext Cost field.

20. The Status of the Transaction is displayed.

21. Click the Save button | , on the toolbar to save your work.
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Command Buttons
Name Description

Update the picked/received quantities in inventory if

Update Link Service Director interfaces with Inventory

Enter the serial number of a serialized part if Service

No Ent . . .
Ser No Entry Director interfaces with Inventory

View the details of the extended quantity for the

Detail . . . . .
selected part if Service Director interfaces with Inventory

Enter a PO Requisition if the business rule for Purchase
PO Request Order has been set to allow generation of purchases
from Service Director

Command Button Functions

Detail

1. If you have the Warehouse Management application installed, click on the Detail button to
view the Extended Quantity Entry screen. On this screen you can select Bins and Containers
from which to take the item to fill the Work Order. You can have several Bins and Containers
per ltem selected to fill the order.

Extended Qty e e 1
Item ID M2563 Total Qty 6.0000

Loc ID MNO002 Qty Remaining 6.0000

Unit EA

Bin |ens Qty Ordered Unit Cost

Contginer | s Qty Filled Ext Cost

Comment

H 4 3 W | s

¢ These Bins and Containers are entered to suggest to the warehouse staff that will be
printing the Picking List, in Warehouse Management, where to go to pick the Items in
the warehouse. The Bins and Containers selected here will print on the Picking List in
Warehouse Management.
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2. Close the Extended Quantity Entry screen when finished to return to the Transactions
screen.

PO Req
1. Click PO Req to create a new Purchase Order or Requisition for the Item by inserting a
record in the Purchase Order Transactions or Requisitions functions. This button appears
only if Purchase Order is installed.

& T ~
5] Generate PO lﬂléj

(@) Requisition

() Purchase Order

Batch Code | Gl

Vendor ID |aaa|

|| Drop Ship

ok | | canca |

2. Select to generate a Requisition or a Purchase Order from your Service Order Transaction.

You will get the option to select either a Requisition or Purchase Order if you
selected Choice in the Business Rules for Purchase Order, for the Generate
Purchases from Service Director in the Business Rules. If you selected either
Requisitions or Purchase Order you will only be able to generate the type of
transaction selected. If you selected None for this option the button will be
deactivated.

¢ Select the Batch Code in which you want your Purchase Order to be generated. You
will only see this option if you use transaction batching in Purchase Order and you
selected to generate a Purchase Order.

¢ Select the Vendor ID for the Vendor for which you want the Purchase Order to be
generated. This Vendor ID will be filled in on the Purchase Order and into the Vendor
ID field in the purchase Requisition.

¢ Select the check box to have the Item in the Purchase Order Drop Shipped. The
Purchase Order Ship To tab will be filled in with the information entered on the Site
Information tab in the Work Order.

e Click OK to generate the Requisition or Purchase Order.

¢ Click Cancel to return to the transactions screen and not generate a Purchase Order
or Requisition.
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A confirmation message appears when you click OK stating the transaction was
generated successfully.
NOTE: When a Purchase Order has been generated from a Service Order, quantity
Received for the Item will be filled into the Qty Used field when the Purchase Order
Item has been received.

NOTE: The cost from the Purchase Order Item receipt will be transferred directly into
the cost of the Service Order Item when the Purchase Order is received.

NOTE: When the Drop Ship check box is selected when generating the Purchase
Order, Inventory quantities are not affected by the receipt in Purchase Order.

Lot and Serial Entry Details
Lot/Ser No Entry Dialog Box

Item ID - Total Qt | Close
Serial No 032910001 [z Oty Order Unit Cost 150.0000
Lot No 120100329 Qty Filled 1.0000

Comment | Oty Bkord Unit Price 300.0000

i4/|4| Record 1of 1 [k |4 |kl =

Lot No Entry Dialog Box

Item ID 800001 Total Qty 10.0000 | Close
LocID MMO001 Qty Remaining 10,0000
Unit ROLL
Lot Mo WP20100329 | Qty Ordered 10,0000 Unit Cost 1.5904
Bin | Qty Filled 10,0000 Ext Cost 15.90
Container |
Comment

L) 4 13 L | + Ll - |
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Serial No Entry Dialog Box

rESerNoEntr}r l':'“ElﬁE-1
Item ID Total Qty | Close |
D Qty Rema
Serial No LTQB1 31084 | Qty Order Unit Cost 235.6600
Comment Qty Filled 1.0000 Ext Cost
Gty Bkord Unit Price 429.9100
14| |:4:| Record 1of 1 ok () |k =

The Lot/Ser No Entry dialog box appears when you update the Qty Used on the Transactions
screen, if Lotted or Serialized Items exist for the Transaction, or when you click the Serial No
Entry button for Serialized Items in the Transaction. You must enter Lot and Serial information;
if you do not, the amount in the Qty Used field on the Transactions screen will be adjusted to
zero.

1. Select the Item’s Serial Number in the Serial No field. This field appears only if the Item is
Serialized. You may select Serial Numbers only for available Items.

If you use an Item in multiple quantities, each with its own Serial Number, enter
each Serial Number in a new record on the dialog box. Use the scroll bar to view
records.

2. Select the Item’s Lot number in the Lot No field. This field appears only if the Item is Lotted
or Serialized and Lotted.

3. Enter a Comment, if desired.

4. Click Close to save your changes and return to the Transactions screen. The amount in the
Qty Used field on the Transactions screen will be adjusted to match the total number of
Serial Numbers you entered or to the total of the Lotted quantities you entered, if
necessary.
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Task Summary

W N

To add Transactions, follow these steps:

. Select the New Record icon » , on the toolbar. A blank record appears.

. Enter the Order/Dispatch, Type, Resource ID, a Description of the Transaction or Item,

Location ID, Unit, Qty Estimated, Qty Used, Unit Price, Date, and Labor Code where
appropriate.

. Click the Save button |4 to save your work.

To edit Transactions, follow these steps:
Select the Transaction to edit.
Position the cursor in the field to edit.
Change the value in the field.
Click the Save button |id to save your work.

To delete a Transaction, follow these steps:
Select the Transaction to delete.

Select the Delete hot key (f3), or click on the Delete Record button X , on the tool bar.

Service Director
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POST SERVICE ORDERS OVERVIEW

When you post closed Service Orders, the system updates Service Order history, Site
Equipment information, and historical information for the Company, Item, and Fixed Asset, if
Service Director interfaces with TRAVERSE Fixed Assets. If Service Director interfaces with
General Ledger, posting closed Service Orders creates debit and credit entries in the GL Journal.
If Service Director interfaces with Inventory, posting updates history in Inventory for parts used
on Service Orders.

If Service Director interfaces with General Ledger, debit and credit entries are created in the GL
Journal. If you post detail information, the system makes entries for each line ltem. If you post
summary information, the system makes one entry for each Account. If the GL accounting
period is closed, you can either edit Service Orders or use the System Manager Period
Conversion function to open the accounting period for posting. See the System Manager
Training Manual for more information.

Posting completed Service Orders also:

e Posts line Item and totals information from temporary tables. The system creates
these temporary tables while you work with Service Director to store line Item
entries and totals information. When all line Items are posted, summary GL entries
are calculated.

¢ Updates Service Order history with all information entered in the Service Order Entry
function.

e Updates Site Equipment information with the Service Order, Dispatch, and
Technician ID if a piece of equipment was serviced.

e Updates history in Inventory for parts used on Service Orders if Service Director
interfaces with Inventory.

The costs for each line Item updates these accounts:

Costs
COGS/Debit Inventory/Credit
DB CR
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The Inventory and COGS Accounts come from the Account Code assigned to the Item if you are
interfaced to Inventory and you selected an Inventory ltem. If you selected an SM Description
Item the Inventory and COGS Accounts come from the Accounts set up for that Item. If you
entered a Freight or Miscellaneous Item the Debit and Credit accounts come from the defaults
set up in the Business Rules. If you entered time for a Tech the Accounts come from the Labor
Code setup.

You also can manually select the COGS/Debit and Inventory/Credit account when
entering/editing Transactions.
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POST SERVICE ORDERS

When you Post closed Service Orders, the system updates Service Order history, Site
Equipment information, and historical information for the Company, Item, and Fixed Asset, if
Service Director interfaces with TRAVERSE Fixed Assets. If Service Director interfaces with
General Ledger, posting closed Service Orders creates debit and credit entries in the GL Journal.

If Service Director interfaces with Inventory, posting updates history in Inventory for parts used
on Service Orders.

Before you post, complete the following tasks:

¢ Service Order Transaction entry.

® Print the Service Order Transaction Journal.
To Post Service Orders, follow these steps:

1. Select Post Service Orders from the Service Orders menu.

Post Service Orders Menu

| Service Director |
[ Interactive Views
[# Dispatch
[ Work Orders

= Service Orders
Service Order Entry
Generate Service Orders
Print Service Orders
Service Order Report
Senvice Order Worksheet
Post Service Orders

[# Managemert Reports

[ Setup and Maintenance

[@ Master Lists
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Service Order No ||
[l oonoonzz
[#l oooooozs
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2. The Post Service Orders screen appears.

Post Service Orders Screen

=]

B 0K | [ Activity | Reset | Journal
Apply Filter %

|

%15 the folowing, then check the box:

Complete Service Order Transaction
Print the Senvice Order Transaction Journal

Select service order(s) to post View

|Summary

| one |

I»| 00000050 || Additional Description
%/ 00000051

I»#| 00000052 Sort By

|+l 00000056 |Location ID

I 00000067

i*| 000000563

I#| 00000059

I»| 00000060

. Before you post the Service Orders, ensure you have Completed Service Order

Transactions, and used the Journal button to Print The Service Order Transaction Journal,
then mark the Do the following, then check the box, check box.

. If you use the multi-currency functions check the box to Print Log Using Base Currency.

Leave the box blank to print in the GL Account’s currency.

. Select the Service Orders you would like to post. To select all service orders, click the All

button. To deselect all service orders, click the None button.

. Select a View:

e Summary to see only a summary of the options.

¢ Details to see the details of the work orders.

. Select the Additional Description check box if applicable to include the Additional

Descriptions in the journal.

. Select a Sort By option to sort the journal: Order Number, or Location ID.

. Enter Comments for the post, if applicable.
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10. Select a command button:

¢ Click OK to begin processing. A message appears when the post completes
successfully. After you click OK to close this message box, the Post Billings Log
appears.

Command Buttons

Name Description
OK Executes the post.
. . Opens the Activity dialog box to allow you to

Activity P . y 8 y
reprint post logs.
Return the value of all fields on the list or

Reset .
report screen to their default values.

Journal Print the work order journal.

Activity Log
Use the Activity Log to view all post activity for administrative purposes.

Name Displays
Post Run The system assigned post run ID.
Run Time The date and time the post was made.
Description The post description.
User ID The user who performed the post.
Comments The comments, if applicable, entered in the

Comments field.

A PDF version of the original log file if you click the ...

Print Log button
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Activity Log Dialog Box

F T
[ES] Activity Log E@g
HIH 4108 p Wibe XA 9|4 @ = |62
[ | | Run Time 7 | Description | UserID | Comments | PrintLog |

1211612013 11:23 AM SD Post Service Orders  kent [ iy

2013111155714 1111112013 9:57 AM SD Post Service Orders  Greg [ |
2013111155545 11/11/2013 9:55 AM SD Post Service Orders Jane [ |

| |20131111185250 1111112013 9:52 AM SD Post Service Orders  Demo [ |

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Service Orders Journal

Consolidated Service Director PAGE 1
Service Order Journal (Detail)
Sorted by Order No
View Additional Description Yes
Order No Location ID Ord Date Completed Date
00000050 MD0O00T 12M16/2013 12116/2013
Resource ID Loc ID Debit Acct Unit Qty Estimated Unit Cost
Description Pd/Year Credit Acct Tax Class Gty Used Ext Cost
Addl Description
200150 MNDO01 00-000-6600 EA 1.0000 9.700.0000
Deluxe Furnace System 1212013 00-000-1230 0 1.0000 9.700.00
Lot No Serial No Unit Cost
MM-1234-010 9.700.0000
200300 MNO00T 00-000-6600 EA 1.0000 4299500
AirConditioner 12/2013 00-000-1230 1] 1.0000 428.95
AWS 00-000-6600 HR 2.000 38.850
Furnace and Air 1212013 00-000-6000 0 2.000 T1.70
Ext Cost
Order No 00000050 Total 10,207.65
Grand Total Ext Cost:
10,207.65
*** End of Report ***
1216/2013 11:22 AM kenthe
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Post Service Orders Log

Consolidated Service Director Pags 1
Post Service Orders

Order List 00000021,00000022,00000024,00000025,00000050,00000051,00000052 00000053,000000
56,00000057,00000055,00000058, 00000050
Comments
GL Entries 20131216172320
Posted toFiscal Year 2013
Fiscal Period 12
Reference Descripfion GL Account Debit Credit
MDO001 Deluxe Fumace Sysiem 00-000-1230 5,700.00
MDD001 Air Conditioner 00-00014230 428585
MD0001 Fumsce andAr 00-0006000 T
MD0001 Deluxe Fumace Sysiam 00-0006500 9, 700.00
MD0001 Air Conditioner 00-0006600 425935
MDO00 Fumace and Ar 00-0006800 TT.T0
Total forFiscal Period 12 10,207565 10,207 65
Grand Total 10,20755 10,207 65
Exceptions
Grand Total
12/16/2013 1123 AM =2 End of Re port == OFPEN_5Y STEM Skenthe
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OVERVIEW

When you request a Work Order or Service Order be assigned to a Technician or Crew, and
Scheduled, you create a Dispatch record for the Work Order or Service Order. Any activity
applied to a Work Order or Service Order is recorded as a Dispatch record.

Use the Calendar function (page 6-5) to review and make changes to Scheduled Dispatches,
assign or reassign Technicians, or schedule unscheduled Dispatches.

Use the Scheduled Technician View (page 6-19) to visually review your Technicians and your
scheduled Work Orders and Service Orders in one place.

Use the Scheduled (page 6-25) and Unscheduled Dispatch (page 6-31) reports to review the
details for the Dispatches.
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CALENDAR

The Calendar function provides you with the ability to visually review Work Orders and Service
Orders as scheduled. You can add Work Orders or Service Orders, or change the scheduling for
them in the Calendar function. By using the buttons at the top of the Calendar window, you can
refresh the Calendar or choose to view the calendar by Day, Work Week, Week, Month, or
Schedule. You can also sort the calendar by Resource or by Date. Use the Suggest button to
have TRAVERSE suggest a schedule time for a selected Dispatch, based on Dispatch Requested
Date (if available), Requested Tech ID (if entered), Work To Do Labor Code, and the Schedules
of the available Technicians who can do the work.

With the sliding Options menu on the left side, you can choose to filter your Calendar view by
Technician and/or by Labor Code. You also have a convenient list of unscheduled Dispatches,
where you can double-click on an unscheduled Dispatch, and the Schedule Info window will
appear, allowing you to schedule the Dispatch without opening the Work Order Entry or the
Service Order Entry function.

The center portion of the Calendar window displays the Calendar, including color-coded entries
for Technicians and Labor Codes. To adjust the amount of information you can see on the
calendar, use the Plus (|+/) and minus (=) buttons on the lower right border of the Calendar.
Double-click on any Calendar entry to open the Schedule Info window to change
Technician/Crew, Start or End Times, or add Notes to the entry.

The sliding Date Navigator on the right side of the Calendar window displays full monthly views
of the current month plus one month previous to today's date, as well as a few months into the
future. This gives you a quick, convenient reference to help you schedule your Dispatches.

You can show or hide the sliding menus with the arrow buttons at the top of the menu borders.
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To work with the Calendar, follow these steps:

1. Select Calendar from the Dispatch menu.

Calendar Menu

Service Director |i,

Interactive Views
[=] Dispatch

Scheduled Technician View
Scheduled Dispatch Report
Unscheduled Dispatch Report

Work Orders

Senvice Orders
Management Reports
Setup and Maintenance
Master Lists

2. The Calendar screen appears.

Calendar Screen

| 5D Calendar e |
Refresh | Day | Work Week | Week Month Schedule View | Resource - | Suggest
— 5 =l e
& Technidians o ‘ AWS | — — — ~_E %‘ 4 October b 4 2013 b
——= |8 Mon09 | Tue1 [ wedii [ Thui2 | Fri,Dec1s : B
- [ 1’ | oom a5 0
v z =%
gt 6 Zl a9 s 7890112
[/ MenWSokers | = 1 NI EERTRUET RS T
¥ Ann Marie M Kely o 202122252425 26
= p
[# George W Lukas || 70 gl At
¥ Mike K Doutia ember
¥l Steve W Jonson | g Other Ser g o TZ;BS
[¥] Ted M Masters ¥ 1 Other ser | o =
[l m | s | I I 1 12
e g “ 3456789
= S — H 10 11 12 13 14 15 16
(2] Labor Cades i | 1718 19 20 21 22 23
=TT 100 4 24 25 26 2728 23 30
# |.. |Descip.. |c 0% - -
R eec eecres [l ] i oA Decerber s
B AV Fumacea.. 119 e SMTWTFS
¥ OT. OtherSer. | E
¥/ PL.. Plumbing 12Pm H1 8 S 5 6T
1 L s 0 11 12 130
— 15 1617 18 12 20 21
100 | 22 23 24 25 26 27 28
Y28 30 31
N s 2.;,0_ January 2014
=0 i | 1 SMTWTFS
| 300— { 123 4
8 Unscheded Dispatches i BT Sl
WorkOr | Dispaten 4[,; 4122021 2223 24 25
. 3 2627282930 31 1
00000021 1 i 23 45678
00000025 1 5o ——
00000021 2 1 | Today |
00000025 2 G
LLLL U S| |
[ ——] Il —L
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Changing the Appearance of the Calendar

There are many ways you can change how the Calendar looks to give you the best view of your
Schedules and Activities.

3.

The side panels can be hidden to allow more room for the main central panel. Use each
panel's Hide-Show buttons( [£ or 5/ ) on each panel's main bar to hide or show the panel.

Each section of the Options side panel can be rolled up to allow other sections to expand. To
roll up a section, use the Roll Up-Roll Down buttons( |» or [« ) for the section you would
like to expand or retract.

. To adjust the width or height of a panel or section, move the mouse over the edge of the

panel or section until the cursor becomes a two-headed arrow. Then click and drag the edge
of the panel or section until it is the size you want. Release the mouse button to stop sizing
the panel or section.

=~ Technidans

sunEn =

2| | ame |

i~ |8 BTam

L:
;i- Man Solders 4+I- ..

«|  Edward & Jones
Gaorge Lukag
Launa King

=] Ted Massers

[=] Temy Smen

[#] - Unassignsd
Use the check boxes in the sections of the Options panel to show only the Schedules that
match what you've selected.

. If you have selected a grouping option for the Schedule View, you will have the option of

zooming in or out of the calendar to see more or less data. Use the increase visible data
(|+]) or decrease visible data (/=) buttons in the lower right corner of the Calendar view's
central panel to adjust the amount of data you can see on the Calendar in the central panel.
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8. If you have a grouping option selected for the Calendar, you can move through the records
that make up a group by using the record navigation buttons in the lower right corner of the
calendar’s central panel.

If multiple records are visible,
Move to previous record mave to next page

Move to first record ———}l ii:“ ” || M ||; Move to last record

If multiple recards are visible,

Maove to next record
maove 1o previous page

Calendar Actions
9. When you right-click on the calendar, you can use shortcuts on the context menu to perform
various actions.
10. The context menu commands will change depending on where you right-click.

11. If you right-click when your mouse is on an empty area of the calendar, you will get the
following options:
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Command Buttons
Name Description

Open the Work Orders screen to add a new

New Work Order
work order.

Open the Service Orders screen to add a new

New Service Order
work order.

Go to This Day Show the schedule for the day you right

clicked.
Go to Today Jump to today's date
Go to Date Jump to a particular date

Change the view of the calendar without
Change View To using the command buttons at the top of the
screen.

12. If you right-click when your mouse is on a scheduled activity block on the calendar, you will
get the following options:

Command Buttons
Name Description

Open the Schedule Info window to change

Open Schedule details for the activity

Open Work Order Open the source for the scheduled activity
(Service Order)

Delete the selected schedule from the

Delete Schedule
calendar
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13. When you select Open Schedule the Schedule Info window opens.

Calendar Screen - Schedule

5] Schedule Info X
OK | Suggest | Delete

TechID TD |#| Available from 7:00 AM to 5:00 PM.

Start Time 12/16/2013 |»| |7:00:00 AM ||| Estimated Hours: 2.000
End Time 12{16/2013 |a| |9:00:00 AM &

MNotes

Dispatch Info

Work Order No | 00000056 Customer ID

Dispatch 1 {Cleaning)

Description Ductweork Cleaning

Address 453 L AKF DRIVE, MINNEAPOLIS, MM, 55355, LISA

The Schedule Information window allows you to select a Technician or Crew, set Start and End
Times, and add Notes to the calendar entry for a Dispatch.

The Dispatch Info section of the window displays details of the Dispatch. If you have a default
mapping program selected and Allow Web Features enabled in the SM Business Rules, and click
on the Address link, your default mapping program will display a map of the address.

14. Select a Tech ID from the list of technicians to schedule for this Dispatch. Information
about the availability of the Technician will be displayed next to the Tech ID field.

15. Select the Start Time and date for the time the Dispatch work should start.
16. Select the End Time and date for the time the Dispatch work should end.
17. Enter Notes about the dispatch for the Technician working on the Dispatch.

When you have the Work Week calendar format selected and right click in the gray Time
column you will get a menu that will allow you to do a variety of things.
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Command Buttons
Name Description

Open the Work Orders screen to add a new

New Appointment work order.

New All Day Event Open the Work Orders screen to add a new

work order.
New Recurring Open the Work Orders screen to add a new
Appointment work order.
New Recurring Open the Work Orders screen to add a new
Event work order.

Change the view of the calendar without

Change View To using the command buttons at the top of the
screen.
Customize Time Open the Time Ruler Dialog box.
Ruler
60 to 5 Minutes Adjust the time increments to be displayed.
Command Buttons
Name Description
OK Add the entry to the calendar.

Have TRAVERSE suggest a schedule time based on
dispatch requested date (if available), requested tech ID

Suggest (if entered), work to do labor code, and the schedules of
the available technicians who can do the work.
Delete Delete the scheduled entry from the calendar.
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Calendar Screen

Refresh | Day Work Week Week Month Schedule View  Resource - | Suggest
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18. Use the command buttons at the top to change the calendar display:

Command Buttons

Name Description

Refresh your calendar with the latest updates

Refresh and changes to the calendar

Day Show only the selected day’s schedule

Display the calendar with scheduled

Work Week dispatches for the work week selected

Display the calendar with scheduled
Week dispatches for the selected week (not just the
work week)

Display the calendar with scheduled

Month dispatches for the selected month
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19. Use the Schedule View options to group the schedules on the Calendar. If you group the
schedules by Date, the top-level grouping for the Calendar will be by Date, then the next
level of grouping, such as Resource. If you choose a different level of grouping, your
selection will be the top-level grouping, and the next level will be Date. If you choose None,
the Calendar will remove any grouping categories.
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Examples:

Schedule View by Date

inth is:h.duh View ||D. iﬁ If you select to group the Schedule View by Date... I
Wednesday, November 06 e
ETeam i | ATeam | |
I i

8.i'-.l'~'.

9 [ ... the top-level grouping will be by date. ]

10
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Schedule View

If you select to group by another option, such as Resource...

BTeam |

Rfeam

‘ Wednesday, November 06

Wednesday, November 05

7T

... the toplevel grouping will be by resource, then by date.

20&

3 oo
4 0o

SDG

AMK

Tue 11
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(]
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SMTWTFS
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9 23 2425 256 27 28

Date Navigator

March 2014

5 6
s 1p 11 12 13
3 16 17 18 19 20
7

Work Week Week Month Schedule View | Resource + | Suggest |
(53] AwS
o
it Wed12 | Thuis | Fr,Feb14 || Monio
Name g —
CrewT1 g
AM
Y 6™ 1|
Ann Marie M Kty | -l
George W Lukas 79
Mike K Doubla
Steve W Johnsen gu|
gu
|| (2 Labor Codes g
= o0 In
[= Descrip.. | 10 = 1
ELEC Electrical o |
[#l HV.. Fumacea.. 11%
| @ or.. otersen.. I o
|l PL. Pumbing || 127 =
1%
2m
30
o—
400
5o
6%

|20 |

May 2014

SMTWTEFS
B 123
345678910
2 1112 13 14 15 16 17
= 15 19 20 21 22 23 24
22525 27 28 29 30 3t
o 1234562

Today |

Service Director 6-15



DISPATCH
Calendar

Schedule View with no grouping

mhl Schedule View | |None '1' Suggest

| Wednesday, November 06 "ﬂ

7 If you select no grouping, the schedules will
display based on the day'week/month view
you've chosen for the calendar.

| Refresh | Day Month Schedule View | None - | Suggest |
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Calendar

20. In the Options section on the left side of the screen select the Technicians and/or Labor
Codes you would like to display by selecting or clearing the check boxes next to each
selection.

When you select or clear a Technician, the corresponding Labor Code the Technician(s)
belong to will be selected, or cleared.

When you select or clear a Labor Code, the corresponding Technicians within the
Labor Code(s) will be selected, or cleared.

21. Double click on an Unscheduled Dispatch from the Unscheduled Dispatches list, to open
the Schedule Info dialog box. See (page 6-10) for more details on using the Schedule Info
box.

22. Double click on a scheduled dispatch in the Calendar area to open the Schedule Info dialog
box. See (page 6-10) for more details on using the Schedule Info box.

23. You may also drag and drop an Unscheduled Dispatch to the date you want scheduled. The
Schedule Info dialog box will appear when you drop the Dispatch on the desired date. See
(page 6-10) for more details on using the Schedule Info box.

24. A scheduled Dispatch can be rescheduled to the same time on a different date, by dragging
and dropping the scheduled event to a different date on the calendar, when in the Month
view.

25. A scheduled Dispatch can be rescheduled to a different time on the same date, by dragging
and dropping the scheduled event to a different time on the calendar, when in the Day view.

26. A scheduled Dispatch can be rescheduled to a different Tech ID, date, and time, by dragging
and dropping the scheduled event from one Tech to a different Tech, date, and time, when
grouping by Resource or Date.
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Scheduled Technician View

SCHEDULED TECHNICIAN VIEW

The Scheduled Technician View function provides you with the ability to visually review your
Technicians and your Scheduled Work Orders and Service Orders and Dispatches in one place.

The Scheduled Technician View allows you to select ranges of information so you can quickly
locate specific Technician schedule information by defining your search criteria. This allows you
to see all the Scheduled Work Orders or Service Orders and Dispatches for a given Technician,
Schedule, or Location.

Using Interactive Views

Using Interactive Views you can easily and quickly build and manipulate tables to display
information. After selecting from the available criteria to display as filter fields, data items,
column fields, or row fields, you can highlight columns and rows to have the selected rows and
columns display as a graph below the table. To include multiple rows or columns in the graph,
you can use the CTRL+ click (to select multiple rows or columns) and SHIFT+ click (to select all
rows or columns between the first and second click) shortcuts, after selecting the first row and
column.

Sorting and Filtering

When you arrange the columns to your liking, you can sort, group, or filter the data by the
column's contents. To sort and filter the data, right-click a column heading and use the
functions outlined in the table below.
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Button Name

.".l .
£ Sort Ascending
Zl .
A Sort Descending
Clear Sorting
=
Group By This
Column
A
Column Chooser
— Best Fit
1
Clear Filter
Fid
_ Filter Editor
W
Best Fit (all
columns)
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Select To
Sort the selected column’s data in ascending order.

NOTE: You can also accomplish this task by clicking
the column heading until .. appears.

Sort the selected column’s data in descending order.

NOTE: You can also accomplish this task by clicking

the column heading until .., appears.
Remove all sorting options and revert to the default view.
Group the identical entries from this column into a single group.

NOTE: If you group by column entry, you can right-
click on the grouped column heading to select from
the options outlined in this table, or choose Full
Expand to expand all of the grouped entries, Full
Collapse to collapse all of the grouped entries, or
UnGroup to undo the grouped entry.

Open the Customization window. With the Customization window
open, you can click and drag columns to the window to remove
them from the screen or click and drag columns from the window
to place them back onto the screen.

NOTE: You can also remove a column from the
form by clicking on the heading of the column and
dragging it to the bottom of the screen and releas-
ing it when your cursor changes to an X.

Adjust the selected column to resize the column for the best view
of that column’s data.

Remove all filter options and revert to the default view.

See “Filtering Across All Columns” in the General Information
guide for more information.

Adjust all columns to resize for the best view all of the data at
once.



DISPATCH
Scheduled Technician View

Filtering by an Individual Column

To create a filter for a single column, click the funnel icon that appears once you place the
cursor in the associated column and then select a filter option from the dropdown menu.

Select To
Enter criteria for filtering the selected column.

(Custom) LI I IO T T T T T I IO TN IO O IO IO I O IO IO I O R BN AN A

NOTE: View the following paragraph for additional information.

(Blanks) Display only entries with blank information in the selected column.

(Non

Display only entries with information in the selected column.
blanks) play only

From the drop down menu, you can also select from the entries in the selected column to
group the column by the selected entry.

If you select (Custom), the Custom AutoFilter function appears. Select up to two filtering
criteria for the selected column from the drop down menus, then enter a string of text or
numbers to complete the condition and click OK.

Fﬂ Custom AutoFilter ﬁ

(Non blanks) Show raws where:

ftem Id

T

Location Id

eguals
—_ =

|EE|LIE||S
does not equal
iis greater than

[
|is greater than or equal to
et

|.
|iz less than
S
b i less than or equal to

Sorting and Filtering Pivot Chart Data

Right-click on the pivot table gray area or a field button when in Pivot Chart View for each
application, to use the following functions:

Select To

Refresh the data in the tables.
% Refresh Data
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Scheduled Technician View

Select To

Remove the selected criterion from the
Hide table.

Move the selected criterion to the beginning,
Order left, right, or end of the list of criteria.

Open the PivotGrid Field List, then click and
drag the applicable fields to the desired

Show Field List .
locations.

s Close the PivotGrid Field List.

NOTE: Note: See instructions in the “Filtering Across All Columns” section for more
information on filtering.

To use the Scheduled Technician View, follow these steps:

1. Select Scheduled Technician View from the Dispatch menu.

Scheduled Technician View Menu

| Service Director <

Interactive Views
[= Dispatch
Calendar
Scheduled Dispatch Report
Unscheduled Dispatch Report
Work Orders
Service Crders
Management Reports
Setup and Maintenance
Master Lists

6-22 Service Director



DISPATCH
Scheduled Technician View

2. The Scheduled Technician View screen appears.

Scheduled Technician View Screen

5D Scheduled Technician View. [£3]. | =]
1of2 b MW X | A & 3 @ | [Export ~ | Views - @
Apply Filter % 2
And
Date 1211172013 | &
Technician ID Scheduled Order No Duration Dispatch No Status Customer ID Site ID Postal Code
b Aws 1211/2013 8:00 AM 00000022 3.500 2 Open MND001 56365
AMK 12/11/2013 12:00 PM 00000038 3.000 2 Open Int050 55156

3. Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to
include all records.

Select the Date to view the Scheduled Technician’s Dispatches for the selected date.
Select Apply Filter to populate the grid with data the meets your selection criteria.

Double click on the blue Technician ID field to drill down to the Technician setup screen.

N o u &

Double click on the blue Order No field to drill down to the Order View with the selected
order filtered.

8. Refer to the Using the Interactive Views section a the beginning of this chapter for more
details on using the Scheduled Technician View.
NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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Scheduled Dispatch Report Menu
R

| Service Dirsctor L3

To print the Scheduled Dispatch Report, follow these steps:
1. Select Scheduled Dispatch Report from the Dispatch menu.

[ Interactive Views
(= Dispatch
Calendar
Scheduled Technician View
Unscheduled Dispatch Report
¥ Work Orders
[# Service Orders
[# Management Reports
[# Setup and Maintenance
(¥l Master Lists

DISPATCH

Scheduled Dispatch Report

SCHEDULED DISPATCH REPORT

Use the Scheduled Dispatch Report function to print details about Scheduled Dispatches. In
summary form, the report lists Dispatch Status and scheduling information on individual
Dispatch lines for quick review. In detail form, the report lists Customer Equipment, Scheduling,
and Labor and Parts information.
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Scheduled Dispatch Report

2. The Scheduled Dispatch Report screen appears.

Scheduled Dispatch Report Screen

D Scheduled Dispatch Report.[E3]|

&

(= Print \_E]Output = | =1 Send _@Prgwew Reset

Data Filter W A
And

Sort By View Indude

£ Work To Do Detad

Order Number |Detail

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

4. Select a Sort By option to sort the report: Customer ID or Order Number.
5. Select a View:
¢ Summary to see only a summary of the options.
¢ Details to see the details of the Orders.
6. Additional report options:
e Select the Work To Do Detail check box to include details of the Work To Do IDs.

 Select the Serialized/Lotted Detail check box to include Serial or Lot details from the
parts used on the Work Orders or Service Orders.

NOTE: The Work To Do Detail and Serialized/Lotted Detail check boxes will be

available when the Detail View is selected.
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7. Select a command button:

Command Buttons

Name

Print

Output

Send

Preview

Reset

DISPATCH

Scheduled Dispatch Report

Description

Print the report.

Output the report as a .pdf file and save it.

Email the report with the report attached as a .pdf file.

Preview the report on your monitor.

Set all fields to their defaults.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Scheduled Dispatch Report

Scheduled Dispatch Report - Detail

Consolidated Service Director PAGE 1
Scheduled Dispatch Report (Detail)
Sorted by Customer ID

Report Filter
Include Work To Do Detail Yes Include Serialized / Lotted Detail Ne
Order No ODp00043 Customer 1D 8im04T Gite Address 6D Parker Strest
Order Date  11/1%/2013 Site 10 Desrwood, MN 56444
Dispatch No 1 Mew Counter
Description Clasning Location 1D CADDDI
Equipment 1D CACO16 Create Date 1171802013
Equipment Description  Comfort 16 Central Air Conditionsr Hold Na
Eilling Type Billabiz Request Received Date 1171842013 1:25 PM
Eill To 1D Requested Date 1152014
Est Travel [Hrs) 0.750 Requested AM | PM None
Total Est [Hrs) 6.750 Requested Tech 1D
Waork To Do
WorkTo Do 1D Description Required Skill Level Estimated Time [Hrs)
ERocugh Electrical Rowgh-In Z 2000
HClzan Ductwork Clasning i L]
Activity
Status Date | Time Technician 1D Entry Date Entered By
Scheduled 1272014 10:30 AM AWS 1111852013 Demo
Dizpatch No 2z New Counter
Description Installation Location 1D CADDDT
Equipment 10 KEESS Create Date 11182013
Equipment Description 55 gallon slectric water haster Hold Ne
Billing Type Hillsble Request Received Date 11182013 125 PM
BillTo D Requested Date 1202014
Est Travel [Hrs) 0750 Requested AM / PM None
Total Est [Hrs) 4750 Requested Tech 10 GEROD1
Work To Do
WorkTo Do 1D Description Required Skill Level Estimated Time [Hrs}
HF xture Install HVAC Ficturs s 4,000
Activity
Status Date | Time Technician 1D Entry Date Entered By
Scheduled 17302014 12:30 PM AWE 111872013 Demo
AZM2Z013 10:34 AM kenthe
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Scheduled Dispatch Report

Scheduled Dispatch Report - Summary

Consolidated Service Director

Scheduled Dispatch Report (Summary)

Sorted by Customer ID

PAGE 1

Report Filter

Include Work To Do Detail

Order No
00000043 1
00000043
00000048
00000048
00000046
00000046
00000046
00000045
00000045
00000045
00000036
00000036
00000039
00000039
00000037
00000037
oooooozz
Qoonoozz
00000024
00000024
Qooonoo4z2
00000042
Qooonoo42
00000040
00000040
00000038
00000038
00000047
00000047
00000041

PO U U T S 7% B XU . R XA (X A R S R G PR - TG U (O R

12M12/2013 10:53 AM

Dispatch No

Customer ID - Name

Site ID

Atm047 - Asynchronous Networking Tech.
Atm047 - Asynchronous Networking Tech

Am053 - ATM Switches Inc.
Atm053 - ATM Switches Inc.
Axi040 - Axis Electronics
Axi040 - Axis Electronics
Axi040 - Axis Electronics
CEI031 -Cellucom Inc.
CEIN31-Cellucom Inc.
CEI031-Cellucom Inc.
Ele036 - Electronet Inc.
Ele036 - Electronet Inc.
Intd50 - Integrated Cirquitry

Int050

Moud27 - Mouse Products Inc.
Moud27 - Mouse Producis Inc.
Moud27 - Mouse Products Inc.
MNan019 - Nanoprocessing Inc
Man019 - Manoprocessing Inc.
Sen051- Sensor Semiconductor
Sen051- Sensor Semiconductor

Tri021 - Triscitor Corp.
Tri021 - Triscitor Corp.

Xly044 - Xletek Software

Integrated Cirquitry
Mer037 - Meritec Networks
Mer037 - Meritec Metworks

WH 1
WH 1
WH 1
WH 1
WH 1
WH 1

MMNOGO1
MMOO01
MMNO002
MNO002

Received
11182013 1:29 FM
111812013 1:29 PM
1172002013 9:11 AM
12002013 911 AM
11182013 3:28 FM
11182013 3:28 PM
1118/2013 2:28 PM
11/18/2013 3:06 FM
11/18/2013 3:08 FM
111812013 2:08 FM
11182013 10:42 AM
11182013 10:42 AM
111812013 12:46 FM
11182013 12:46 PM
11182013 10:45 AM
11182013 10:52 AM
11/8/2013 3:07 PM
112013 10:20 AM
11/8/2013 3:08 PM
1112013 10:24 AM
111812013 1:20 PM
11182013 1:20 FM
1118/2013 1:21 FM
11/18/2013 1:02 PM
11182013 1:02 PM
111812013 11:28 AM
11/18/2013 11:28 AM
11192013 8:55 AM
111972013 8:55 AM
111812013 1:09 FM

Scheduled
12712014 10:30 AM
1/30/2014 1230 PM
1/20/2014 9:00 AM
1/28/2014 9:00 AM
2/3/2014 11:30 AM
2/6/2014 330 FM
2/13/2014 3:30 PM
20402014 9:00 AM
2712014 12:00 PM
2M13/2014 3:00 PM
1218/2013 10:00 AM
12/23/2013 9:00 AM
11/28/2013 12:00 FM
12/11/2013 12:00 FM
12M13/2013 11:00 AN
1218/2013 11:00 AM
12/6/2013 7:00 AM
1201172013 8:00 AM
12/3/2013 7:00 AM
12/5/2013 8:00 AM
11712014 1:00 PM
1/21/2014 1:00 PM
1/29/2014 1:30 PM
1/8/2014 1:00 PM
1/14/2014 1:00 PM
12172013 11:00 AN
12/23/2013 11:30 AM
2/20/2014 9:00 AM
2/25/2014 9:00 AM
172014 1:.00 PM

Technician ID
AWS
AWS
AWS
AWS
AWS
AWS
AWS
AMK
AMK
AMK
AWS
AWS
AMK
AMK
AMK
CrewT1
AWS
AWS
AMK
AMK
AMK
AMK
AMK
ANK
AMK
AMK
Crew T1
AMK
CrewT1
AWS

kenthe
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Unscheduled Dispatch Report Menu
R

| Service Dirsctor L3

To print the Unscheduled Dispatch Report, follow these steps:

1. Select Unscheduled Dispatch Report from the Dispatch menu.

[ Interactive Views
(= Dispatch
Calendar
Scheduled Technician View
Scheduled Dispatch Report
¥ Work Orders
[# Service Orders
[# Management Reports
[# Setup and Maintenance
(¥l Master Lists

DISPATCH

Unscheduled Dispatch Report

UNSCHEDULED DISPATCH REPORT

Use the Unscheduled Dispatch Report function to print details about unscheduled Dispatches.
In summary form, the report lists Dispatch Status and scheduling information on individual
Dispatch lines for quick review. In detail form, the report lists Customer Equipment, Scheduling,
and Labor and Parts information.

Service Director 6-31



2. The Unscheduled Dispatch Report screen appears.

DISPATCH
Unscheduled Dispatch Report

Unscheduled Dispatch Report Screen

SD Unscheduled Dispatch Report: [£3] |

(2 Print ;_E]Output ~ | [=ASend || Preview | Reset

Data Filter

And

Sort By

Order Number
Entry Date

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

4. Select a Sort By option to sort the report: Customer ID, Order Number or Entry Date.

5. Select a View:

¢ Summary to see only a summary of the options.

View Include

[/ Werk To Do Detat

Dietail

¢ Details to see the details of the orders.

6. Additional report options:

¢ Select the Work To Do Detail check box to include details of the Work To Do IDs.

 Select the Serialized/Lotted Detail check box to include Serial or Lot details from the
parts used on the Work Orders or Service Orders.

NOTE: The Work To Do Detail and Serialized/Lotted Detail check boxes will be

available when the Detail View is selected.
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7. Select a command button:

Command Buttons

Name

Print

Output

Send

Preview

Reset

DISPATCH

Unscheduled Dispatch Report

Description

Print the report.

Output the report as a .pdf file and save it.

Email the report with the report attached as a .pdf file.

Preview the report on your monitor.

Set all fields to their defaults.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.

Service Director 6-33



DISPATCH

Unscheduled Dispatch Report

Unscheduled Dispatch Report - Detail

Consolidated Service Director
Unscheduled Dispatch Report (Detail)
Sorted by Customer ID

PAGE 1

Report Filter
Include Work To Do Detail Yes Include Serialized ! Lotted Detail Ne
Order No ODDDNIEZ Customer ID  CEIE? Site Address 338 Marion Stezt S
Order Date  11/15/2012 Site ID WH 1 Euit= 200
Et. Paul, MN 55652
Dispatch No 1 New Counter
Description Preparation Wark Location 1D CADMDT
Equipment ID KEESS Create Date 112013
Equipment Description 55 gallon lectric water heater Hold No
Billing Type Bilisble Request Received Date THIV2013 2239 PM
Bill To ID Requested Date ir2014
Est Travel [Hrs) 0.250 Requested AM | PM MNane
Taotal Est (Hrs) 5.250 Requested Tech ID MK
Work To Do
WorkTo Do D Description Required Skill Level Estimated Time [Hrs)
ERough Electrical Rough-In 2 3.000
Hinspsct Inspect and Clean Fuel and Electric System 1 2.000
Dispatch Mo 2 New Counter
Description Cleaning Location 1D
Equipment 1D WEESS Create Date
Equipment Description 55 gallon slzctric water hester Hold
Eilling Type Billzblz Request Received Date
Bill To 1D Requested Date
Est Trawel [Hrs) 0250 Requested AM | FM Nane
Total Est (Hrs) ©6.250 Requested Tech ID TOM
Work To Do
WorkTo Do 1D Description Required Skill Level Estimated Time [Hrs)
HClzan Ductwork Cleaning 1 65.000
Dispatch Mo 3 New Counter
Description Other Location 1D CADDDT
Equipment ID WEESE Create Date W20
Equipment Description 55 gallon slectric water hestsr Hald Mo
Eilling Type Billable Request Received Date 1171102012 2:40 PM
Bill To 1D Requested Date 12014
Est Trawel (Hrs) 0250 Requested AM | PM None
Total Est [Hrs) 5.250 Requested Tech ID LUKDO1
Work To Do
WorkTo Do 1D Description Required Skill Level Estimated Time [Hrs)
Other Other services 4 5.000
12122013 10:37 AM kenthe
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Unscheduled Dispatch Report

Unscheduled Dispatch Report - Summary

Consolidated Service Director PAGE 1
Unscheduled Dispatch Report (Summary)
Sorted by Customer ID

Report Filter
Include Work To Do Detail MNa
Order No Dispatch No Customer ID - Name Site 1D Entry Date Requested Date Technician 1D
00000032 1 CEI031 - Cellucom Inc. WH 1 111142013 2:35 PM 1142014 AMK
00000032 2 CEI031 - Cellucom Inc. WH 1 11/11/2013 2:39 PM 111512014 TOM
00000032 3 CEIG31 - Cellucom Inc. WH 1 111172013 2:40 PM 211/2014 LUKZO1
00000054 g Com028- Compumarc WH1 121102013 10:57 AM  11/28/2013
00000039 3 Int080 - Integrated Cirquity 11182013 12:46 PM 12/412013
00000021 1 MDO001 111842013 3:06 PM 12172013
00000021 2 MD0001 11112013 10:07 AM 1211172013
00000050 q MDO001 12102013 10:54 AM 111152013
00000051 bl MMNODO1 12110/2013 10:54 AM  11/15/2013
00000052 b MNOO0Z 12102013 10:54 AM - 11152013
00000047 3 Tri021 - Triscitor Comp. 111192013 8:57 AM 3142014 AWS
00000025 1 TXD001 111812013 3:08 PM 1212002013
00000025 2 TH0001 11112013 10:28 AM - 12/23/2013
00000053 1 TX0001 12102013 10:54 AM 111152013
== End of Report =
1211212013 10:56 AM kenthe
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INTERACTIVE VIEWS
Using the Interactive views Menu

USING THE INTERACTIVE VIEWS
MENU

With the functions on the Interactive Views menu, you can view but not change the following
Service Director information:

Scheduled Technicians

Order View

¢ Transaction information

Equipment History

General Equipment History

Site Equipment History
¢ Service Contracts

Use these functions if you need to examine (but not change) a Scheduled Technicians, an
Order’s Status, Transaction information, Equipment history, Site and General Equipment
history, or Service Contracts.

Using Interactive Views you can easily and quickly build and manipulate tables to display
information. After selecting from the available criteria to display as filter fields, data items,
column fields, or row fields, you can highlight columns and rows to have the selected rows and
columns display as a graph below the table. To include multiple rows or columns in the graph,
you can use the CTRL+ click (to select multiple rows or columns) and SHIFT+ click (to select all
rows or columns between the first and second click) shortcuts, after selecting the first row and
column.

Sorting and Filtering

When you arrange the columns to your liking, you can sort, group, or filter the data by the
column's contents. To sort and filter the data, right-click a column heading and use the
functions outlined in the table below.
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Using the Interactive views Menu

Button Name

.".l .

£ Sort Ascending

Zl .

A Sort Descending
Clear Sorting

=
Group By This
Column

A
Column Chooser

— Best Fit

1

Clear Filter

Fid

_ Filter Editor

W
Best Fit (all
columns)
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Select To
Sort the selected column’s data in ascending order.

NOTE: You can also accomplish this task by clicking
the column heading until .. appears.

Sort the selected column’s data in descending order.

NOTE: You can also accomplish this task by clicking

the column heading until .., appears.
Remove all sorting options and revert to the default view.
Group the identical entries from this column into a single group.

NOTE: If you group by column entry, you can right-
click on the grouped column heading to select from
the options outlined in this table, or choose Full
Expand to expand all of the grouped entries, Full
Collapse to collapse all of the grouped entries, or
UnGroup to undo the grouped entry.

Open the Customization window. With the Customization window
open, you can click and drag columns to the window to remove
them from the screen or click and drag columns from the window
to place them back onto the screen.

NOTE: You can also remove a column from the
form by clicking on the heading of the column and
dragging it to the bottom of the screen and releas-
ing it when your cursor changes to an X.

Adjust the selected column to resize the column for the best view
of that column’s data.

Remove all filter options and revert to the default view.

See “Filtering Across All Columns” in the General Information
guide for more information.

Adjust all columns to resize for the best view all of the data at
once.
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Using the Interactive views Menu

Filtering by an Individual Column

To create a filter for a single column, click the funnel icon that appears once you place the
cursor in the associated column and then select a filter option from the drop down menu.

Select To
Enter criteria for filtering the selected column.

(Custom) LI I IO T T T T T I IO TN IO O IO IO I O IO IO I O R BN AN A

NOTE: View the following paragraph for additional information.

(Blanks) Display only entries with blank information in the selected column.

(Non

Display only entries with information in the selected column.
blanks) play only

From the drop down menu, you can also select from the entries in the selected column to
group the column by the selected entry.

If you select (Custom), the Custom AutoFilter function appears. Select up to two filtering
criteria for the selected column from the drop down menus, then enter a string of text or
numbers to complete the condition and click OK.

Fﬂ Custom AutoFilter ﬁ

(Non blanks) Show raws where:

ftem Id

T

Location Id
eguals

|EE|LIE||S T
does not equal

iis greater than

[
|is greater than or equal to
et

|.
|iz less than
S
b i less than or equal to

Sorting and Filtering Pivot Chart Data
Right-click on the pivot table gray area or a field button when in Pivot Chart View for each
application, to use the following functions:

Select To

Refresh the data in the tables.
% Refresh Data
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Using the Interactive views Menu
Select To

Remove the selected criterion from the
Hide table.

Move the selected criterion to the beginning,
Order left, right, or end of the list of criteria.

Open the PivotGrid Field List, then click and
drag the applicable fields to the desired

Show Field List .
locations.

s Close the PivotGrid Field List.

NOTE: Note: See instructions in the “Filtering Across All Columns” section for more
information on filtering.
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INTERACTIVE VIEWS
Scheduled Technician View

SCHEDULED TECHNICIAN VIEW

The Scheduled Technician View function provides you with the ability to visually review your
Technicians and your Scheduled Work Orders and Service Orders and Dispatches in one place.

The Scheduled Technician View allows you to select ranges of information so you can quickly
locate specific Technician schedule information by defining your search criteria. This allows you
to see all the Scheduled Work Orders or Service Orders and Dispatches for a given Technician,
Schedule, or Location.

To use Scheduled Technician View, follow these steps:

1. Select Scheduled Technician View from the Interactive Views menu.

Scheduled Technician View Menu

| Service Director |

= Interactive Views
Order View
Transaction View
Equipmert History View
General Equipment View
Site Equipment View
Service Contracts View

[# Dispatch

[ Work Orders

[ Service Orders

[# Managemert Reports

[# Setup and Maintenance

[ Master Lists
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Scheduled Technician View
2. The Scheduled Technician View screen appears.

Scheduled Technician View Screen

|- 8D Scheduied Technician view /£3. |

=]

1of2 b M X | & IF-% H3 @ | [ Export - | @ Views - @
Apply Filter %2 =®
And
Date 12/11/2013 |

Technician ID Scheduled Order No Duration Dispatch No Status Customer ID Site 1D Postal Code
AWS 12114/2013 8:00 AM 00000022 3.500 2 Open MDD 55355
AMK 12/11/2013 12:00 PM 00000039 3.000 2 Open Int050 55185

3. The Order View screen appears and is blank until you enter your search criteria and click
Apply Filter. Leave the filter criteria area blank to view all Technicians.

Select the Date to view the Scheduled Technician’s Dispatches for the selected date.
Select Apply Filter to populate the grid with data the meets your selection criteria.

Double click on the blue Technician ID field to drill down to the Technician setup screen.

N oo v &

Double click on the blue Order No field to drill down to the Order View with the selected
order filtered.

8. Refer to the Using the Interactive Views section a the beginning of this chapter for more
details on using the Scheduled Technician View.
NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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INTERACTIVE VIEWS
Order View

ORDER VIEW

Use the Order View function to view information about open and completed Work Orders and
Service Orders currently tracked by Service Director.

Use the filtering area at the top of the screen to filter information by Customer, Site, Status,
Order No, or Dispatch number. To view the Work Order Entry screen for a Work Order or
Service Order, double-click a Order No. When the Order Entry screen opens, you cannot edit
any work order information, but you can print the Work Order or Service Order and generate
an invoice.

To use the Order View, follow these steps:

1. Select Order View from the Interactive Views menu.

Order View Menu

| Service Director |

[ Interactive Views
Scheduled Technician View
Transaction View
Equipmert History View
General Equipment View
Site Equipment View
Service Contracts View

[# Dispatch

[ Work Orders

[ Service Orders

[# Managemert Reports

[# Setup and Maintenance

[ Master Lists
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Order View
2. The Order View screen appears.

Order View Screen

‘ader View @I | |§|
{ 1089 b M X |3 & @ 1 53 @& |[yEpert ~ | i Views - @ | Print -
Apply Filter ? E
And €
" 4
D eader here o grouy =
| Crder No: | Customer ID | Sde 1D | Dispatch No | Dispatch Description | Equipment ID | Status: | Reguested Date | Completed Date
> aooe wH1 1 Claningand Instalaton cise  Bled E2013 Mze0E
I “DGDDI}NS A00B WH 1 2 Inspection CABB Posted 11072013 122013
| 0000021 MDG001 1 Inspect and Clean KEEB0 Open 12/1/2013
:DGDDD'G21 MDO0g1 2 Other Senvices KEES0 Open 12112013
00000025 TX0001 1 Inspect and Clean KEE80 Open 122002013
| |co000025 TX0001 2 Rough-In KEES0 Open 12/23;2013
| 00000022 MNODO1 1 Inspect and Clean KEE20 Open 12/1/2013
| 00000022 MNODO1 2 Other Senvices KEE20 Open 12112013
00000024 MNGDO2 1 Inspect and Clean KEE2D Open 11/30/2013
00000024 MNODO2 2 Other Senvices KEES0 ‘Open 12/4/2013
] (0000028 Com028 WH 2 1 Prep Work CAIN21 Completed 12/5/2013 12/5/2013
i =CGDDD[!23 Com028 WH2 2 Repair Work CAINZ1 Open 12/9/2013
I 00000029 Dat030 WH 1 2 Repair 144CK ‘Open 11/27/2013
i | 00000029 Dat030 WH 1 3 Other 14ACX Completed  11/28/2013 1112802013
M 00000029 Dat030 WH 1 1 Cleaning 14ACX Completed | 11/26/2013 1112602013
i ' 00000030 Bur056 WH1 1 Preparabon Work ELO183 ‘Completed 12/6/2013 12/8/2013
7| 00000030 Bur(56 WH1 2 Cleaning ELO183 Completed 12102013 1217203
: :GGDDI}UBD Bur056 WH 1 3 Other ELO183 Open 12/15/2013 Z

3. The Order View screen appears and is blank until you enter your search criteria and click
Apply Filter. Leave the filter criteria area blank to view all Orders.

4. Double click the blue Order No to drill down to see the details of the Work Order or Service
Order and Dispatches.

5. Double click the blue Customer ID to view details about the Customer.
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Order View Screen - Order Details

INTERACTIVE VIEWS
Order View

| 5D Order view | son [£3] ! &
(HIKH 412 p Wb X B9 R &= B@E |
Service Order No | I
‘ Location ID |mnooD1 | Phone 1 6128586865 |
Attention Josh Anderson | phonez 5125556886 |
Address 1 453 Lake DRIVE | phones [ |
Address 2 | Emai [ |
City |MINNEAPOLIS | mternet [ |
. _— |
Postal Code 66365 | Projectmasc | |
|
| 5D Order view | son [£3] ! &
(HIKH 41l p WX B9 R &= @ |
Service Order No [00000010 I
| Equpment ID Status | Bing Type Est Travel (Hrs) | Total Est (Hrs) |
SLO184T Posted 0.000 2000
|‘Q‘WEI‘LTDDD|D | Deseripton [ Required SialLevel | Estimsted Time (Hrs)
| 3 |Hctean Ductwerk Cleaning 1 2000
|
|l
#
|
| ([ 441 4| Record 1of 1 [iba][om] [oh] | = i o 38 2
Type | Date / Time Technician ID Entered By =
> 117612013 218 PM Demo | I
‘Schedule 11/12/2013 2,30 PM GER0D1 Demo =
|| compete 11/132013 9:00 AWM GERDO1 Demo l
Post 111172013 8:52 AM Demo
A [ e — — )
|4 44| 40| Record 1of 4 [ub | [ob] e = im0 |

Service Director
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Order View

6. Refer to the Using the Interactive Views Menu section a the beginning of this chapter and
the Interactive Views in the General Information guide for more details on using the Order
View.

NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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INTERACTIVE VIEWS
Transaction View

TRANSACTION VIEW

Use the Transaction View function to view information about open Work Order and Service
Order Transactions for Dispatches, currently tracked by Service Director.

Use the filtering area at the top of the screen to filter information by Dispatch Number, Labor
Code, Location, Technician, Type, Order Number, or Scheduled Date. To view the Order View
screen for a Work Order or Service Order, double-click an Order No. Double-click the Order No
again. When the Work Order or Service Order Entry screen opens, you cannot edit any order
information, but you can print the order, and in the case of a Work Order, generate an invoice.

To use the Transaction View, follow these steps:

1. Select Transaction View from the Interactive Views menu.

Transaction View Menu

| Service Director |
[ Interactive Views
Scheduled Technician View
Order View

Equipmert History View
General Equipment View
Site Equipment View
Service Contracts View

[# Dispatch

[ Work Orders

[ Service Orders

[# Managemert Reports

[# Setup and Maintenance

[ Master Lists
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Transaction View
2. The Transaction View screen appears.

Transaction View Screen

(s s——_ i
10of69 b M X @A Ir-Y 23 @ |[rEwpert ~ | i Views - @
Apply Filter ? &
And
4
Order No Dispatch No Type Resource 1D Description Date Qty Estmated Qty Used Unit Ext Price
") | | 1 | Laber GERODM | Furnace and Ar ! 111272013 | 2.0000 Z.BEED. HR 300.00| |
| 00000010 1 Misc Misc Parts MN22013 0.0000 0.0000 0.00 1
I GO000011 1 Labor ANS Electrcal 111372013 3.5000 4.0000 HR 500.00
GO000011 1 Misc Misc 1MA132013 0.0000 0.0000 000 &
00000011 2 Labor AWK Furnace and Air 11/19/2013 2.0000 3.0000 HR 360.00
00000011 2 Freight Freight 1111872013 0.0000 0.0000 0.00
00000012 1 Laber AWK Other Services 1172002013 2.5000 3.0000 HR 240.00
00000012 1 Misc Other Services 11/20/2013 0.0000 0.0000 0.00
00000013 1 Laber TKG Furnace and Air 11/8/2013 6.0000 7.0000 HR 840.00
00000013 1 Freight Furnace and Air 1182013 0.0000 0.0000 o.op
00000013 1 Misc Furnace and Air 11/8/2013 0.0000 0.0000 0.00
| :E-DE-DE-MS 2 Labor NS Fumace and Air 72013 4.0000 45000 HR 540.00
I 00000013 2 Freght Furnace and Air 1172013 0.0000 0.0000 0.00
.DEL‘DDE14 1 Labor ANS Piumbing 1111472013 4.0000 50000 HR 475.00
| 00000014 1 Misc Misc Parts 11/14/2013 0.0000 0.0000 0.00
.DQDDDNAi 2 Labor ANS Inspection 1172002013 3.0000 45000 HR 540.00
Il 00000014 2 Misc Miscelaneous 1172002013 0.0000 0.0000 0.00
00000015 1 Labor TOM Electncal NMN22013 2.5000 3.0000 HR 375.00
I GO000015 1 Freght Electncal TR2013 0.0000 0.0000 0.00|
nnnnnns 2 1 = [ 44m0mnaa A Ennn Ennnn LD ennnn| ¥

3. The Order View screen appears and is blank until you enter your search criteria and click
Apply Filter. Leave the filter criteria area blank to view all Transactions.

4. Double click the blue Order No to drill down to see the Orders View and double click again
on the Order No to view details of the Work Order or Service Order and Dispatches.

5. Refer to the Using the Interactive Views Menu section a the beginning of this chapter and
the Interactive Views in the General Information guide for more details on using the
Transaction View.

NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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INTERACTIVE VIEWS
Equipment History View

EQUIPMENT HISTORY VIEW

Use the Equipment History View function to view historical details for equipment that you've
serviced.

Use the filtering area at the top of the screen to filter information by Asset ID, Category,
Customer, Site, Manufacturer, Model, Ownership, Status, or Usage. To view the Order entry
screen for a posted Work Order or Service Order, double-click an Order entry. Double-click the
Order No again. You cannot edit Work Order or Service Orders that you have already posted.

To use the Equipment History View, follow these steps:

1. Select Equipment History View from the Interactive Views menu.

Equipment History View Menu

| Service Director |

= Interactive Views
Scheduled Technician View
Order View
Transaction View
General Equipment View
Site Equipment View
Service Contracts View

[# Dispatch

[ Work Orders

[ Service Orders

[# Managemert Reports

[# Setup and Maintenance

[ Master Lists
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Equipment History View
2. The Equipment History View screen appears.

Equipment History View Screen

SD Equipment History View [£3] \ =]
10f78 b M X @A Ir-Y 23 @ |[rEwpert ~ | i Views - @
Apply Filter ? &
And
. S
Customer ID Site ID Dispatch No Dispatch Description Equipment ID Equipment Description Status Reguested Date | Completed Date

WH 1 1 Carrier 58 Senes CAB3 Carner b8 Senes Billed 11162013 1122013 -

I 00000013 AODE WH 1 2 Carner 58 Senes Chasb Carner b8 Senes Posted 11/10/2013 11122013
| 00000022 MNOD02 1 80 Gallon Electric Water Heater  KEES0 80 Galion Electnic Water Heater  Open 12112013 £
00000021 MD3001 1 80 Galion Electric Water Heater  KEES0 60 Galion Electric Water Heater  Open 12172013
00000024 MNOD02 1 80 Gallon Electric Water Heater  KEEG0 80 Gallon Electric Water Heater  Open 11/30/2013
00000025 TX0001 1 80 Gallon Electric Water Heater  KEEB0 B0 Gallon Electric Water Heater  Open 12202013
00000021 MDOo01 2 80 Galien Electric Water Heater  KEES0 80 Gallon Electric Water Heater  Open 12/11/2013
00000022 MDO001 2 80 Gallon Electric Water Heater  KEES0 80 Galion Electric Water Heater  Open 12/11/2013
00000024 MNO002 2 80 Galion Electric Water Heater  KEES80 80 Galion Electric Water Heater  Open 12/4/2013
(0000025 TX0001 2 80 Gallon Electric Water Heater  KEESQ 80 Gallon Electric Water Heater  Open 122372013
1 00000028 Com(028 WH2 1 Infinity 21 Central Air Conditioner CAIN21 Infinity 21 Central Air Conditioner Complet... 12/6/2013 12/5/2013
I ] 00000028 2 Infinity 21 Central Air Condiioner  CAIN21 Infinity 21 Central Air Condiioner  Open 1292013
| 00000029 Dat030 WH 1 2 Merit Series Air Conditioner 14ACK Merit Series Air Conditioner COpen 114272013
00000029 Datd30 WH 1 3 Merit Series Air Conditioner 14ACK Merit Series Air Conditioner Complet. . 11/28/2013 11/28/2013
00000029 Dat030 WH 1 1 Merit Series Air Conditioner 14ACK Merit Series Air Conditioner Complet .. 11/26/2013 11/26/2013
i IDDL‘DDESD 1 Eiite Series - Of Furnace ELO183 Eite Senes - Oi Fumace Complet.. 12/6/2013 12/92013
00000030 2 Elte Series - Oil Furnace ELO183 Eiite Senes - Oi Fumnace Complet... 1211072013 121772013
I 00000030 3 Elite Senes - O Fumace ELO183 Elite Senes - Oi Fumace Open 12/16/2013

3

3. The Order View screen appears and is blank until you enter your search criteria and click
Apply Filter. Leave the filter criteria area blank to view all Orders.

4. Double click the blue Order No to drill down to see the Orders View and double click again
on the Order No to view details of the Work Order or Service Order and Dispatches.

5. Double click the blue Customer ID to view details about the Customer.

6. Refer to the Using the Interactive Views Menu section a the beginning of this chapter and
the Interactive Views in the General Information guide for more details on using the
Equipment History View.

ft111rr 1IN RNRRNNNRNRNRRNORORORRORORORORIRNRRO RO RIRIRORORIORORIRORIRIRIORITRIRIRIRI BRI RN RIRIORORDN
NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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INTERACTIVE VIEWS
General Equipment View

GENERAL EQUIPMENT VIEW

Use the General Equipment View function to view details for equipment that you may service,
but is not assigned to a specific Customer or your own Company.

Use the filtering area at the top of the screen to filter information by Category, Description,
Equipment ID, Manufacturer, Model, Status, or Usage. To open the General Equipment
function for a listed piece of equipment, double-click an Equipment ID entry.

To use the General Equipment View, follow these steps:

1. Select General Equipment View from the Interactive Views menu.

General Equipment View Menu

| Service Director |

= Interactive Views
Scheduled Technician View
Order View
Transaction View
Equipmert History View
Site Equipment View
Service Contracts View

[# Dispatch

[ Work Orders

[ Service Orders

[# Management Reports

[# Setup and Maintenance

[@ Master Lists
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INTERACTIVE VIEWS
General Equipment View

2. The General Equipment View screen appears.

General Equipment View Screen

‘ snGanaraJEmpmmtv»méﬂ

{ 1of15 b M P EE: | (& @
Apply Filter ?

And €

| | Equipment ID

Description

> Comfort 16 Central fir Conditoner

CAPETT
|| 1aacx
| cainz
| | eLotss
BEEE
|| eLasee
=
| | stosov
| |xeeso
I :SLF—‘BB‘»‘
 |keess
|| keso
| sioreav
XC25

Performance 17 Ar Condibioner

Merit Series Air Conditioner

Infinity 21 Central Air Conditioner

Elite Series - 0 Fumace

Elte Series - High Efficiency, Two Stage Gas Fumace
Eite Series - High Efficiency, Two Stage Gas Fumnace
Eite 40 galion natural gas water heater

Signature Senies - Vanable Capacity Gas Fumace

80 galion electric water heater

‘Signature Senes - Vanable Capacity Gas Fumnace

55 galion electric water heater

Eite 50 galion natural gas water heater

‘Signature Senes - Of Fumace

Signature Collection Air Conditioner

23 @ |[rEwpert ~ | i Views - @

| Manufacturer

Carrier
Carrier
Lennox
Carrier
Lennox
Lennox
Lennox
Kenmore
Lennox
Kenmore
Lennox
Kenmore
Kenmore
Lennox

Lennox

Model
244BCE
24ACHET
14ACK
24ANB1
ELO183
EL296V
EL236E
33282
sLz280v
32184
SLPsav
32154
33264
SLO183V
XC25

Status

Ezgzazaaazazazag’

%]

3. The Order View screen appears and is blank until you enter your search criteria and click

Apply Filter. Leave the filter criteria area blank to view all Equipment.

4. Double click the blue Equipment ID to drill down to see the details of the General
Equipment setup.
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INTERACTIVE VIEWS
General Equipment View

General Equipment View Screen - Equipment Details

| 50 General View | SD General &3l %]
MK 4101 p W k=X |A9D|Q &= |5 @ | CopyFrom |
Equipment ID [cacots o]
Description | comort 16 Central sir Conatoner | Status [nctve ]
Manufacturer | carier | Usage [ra =
Model 24288 | Service Contract Charge | 600.00]
Item ID ™ | The Comfort senies of air condiioners is =
Notes «designed to give you simple, efficient, |
Categary [vac | cooling. And with mpressive SEER. ||
lﬁmm-—| warranty | Partsst | Knowledgebase |
Work To Da 1D [ intervai Type Interval Prompt (Days)
-2 Year 5 30
444 4| Reecord Lof 1 (o] ] (o0 ok | = oo 6 &l
| Equipment 1D |cacote
Description |Comfort 15 Central Air Condifionar | Status | active =
Manufacturer lcan'ier ‘ Usage ‘M » |
Madel 124ABCG ‘ Service Contract Charge ‘ GDDDDl
| Ttem ID \ | The Comfort series of air condionars is A
Motes designed to give you simple, sfficient, |
Categary |hvac ] cooing. And with i e SEER |3
|/ service |- fiacmb | Pats st | Krowiedgebase |
| coverage Type | interval Type Interval
> Year 10|
#
14| 44| 4| Record 10f 1 (i) [ on fom ok = ] o 961 | e
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General Equipment View

Equipment ID |cacots
Descripton | Comiort 16 Central Air Conditioner | Status |actve =
Manufacturer |carmer | Usage [ -
Model |24n8C8 | Service Contract Charge | 600.00]
e | | The Comfort series of air conditioners is. A|
Notes designed to give you simple, efficient, | '|
Category [Fvac ] affordable cooling. And with impressive SEER |7
| service | warranty | Pacislsi | krowledgebase |
| [ Partne | Deserpton Quantiy Estimated Cost
R . - = e
\ ‘Cni Evaporater Cod 1.0000 400.0000
| %UVLamp Uy Lamp 1.0000 500.0000 |
}_aoe
4 44| 4| Record 10f 3 [oh] (o] [0 = i (o2 3¢
T 1
Equipment 1D |cacote |
Description |Comiort 16 Central 4ir Conditcner | Status | active “
Manufacturer :E;an'ier | Usage |AI > |
Model 24288 | Service Contract Charge | 600.00|
T B | ] The Comfort series of air condilioners is =
Notes designed to give you simple, efficient, | '|
ey [Frvac = affordable coolng. And with impressive SEER ||
| service | wapanty | Partsust | Knowledachass |
»
7
| | Description | Resolution Work Order Number
>
141 400 [ 4| Record 1of 1 fobl ook o ok o= i ] o 960

5. Refer to the Using the Interactive Views Menu section a the beginning of this chapter and
the Interactive Views in the General Information guide for more details on using the General
Equipment View.

NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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INTERACTIVE VIEWS
Site Equipment View

SITE EQUIPMENT VIEW

Use the Site Equipment View function to view details for equipment assigned to a Customer or
to your Company.

Use the filter area at the top of the screen to filter information by Category, Description,
Customer, Equipment ID, Manufacturer, Model, Site, Status, or Usage. To open the Site
Equipment function for a piece of listed equipment, double-click an Equipment ID entry.

To use Site Equipment View, follow these steps:

1. Select Site Equipment View from the View menu.

Site Equipment View Menu

| Service Director |

= Interactive Views
Scheduled Technician View
Order View
Transaction View
Equipmert History View
General Equipment View
Service Contracts View

[# Dispatch

[ Work Orders

[ Service Orders

[# Management Reports

[# Setup and Maintenance

[@ Master Lists
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Site Equipment View
2. The Site Equipment View screen appears.

Site Equipment View Screen

|- 5D Site Equipment View [£3 | =]
1of20 b M ke X [ 9 | [4 1 |E3 @3 |[L1Ewpot - | Views - @ | Create Order
Apply Filter G E3
And &
[ Equipment 10 [ Description [ Manufacturer [ Model :Catsgnry .CustnmarID 1 Site 1D 1 Status [ Usage
By cass l Carier 58 Series | Carer 58 5eies  HVAC At008 CWHT Adive Al
| |keso Eite 50 Gallon Natural Gas Water Heater Kermors 33264 PLUM Com028 WH 1 Active Ml
| SLO183V Signature Series - Oil Fumace Lennox SLO183V  HVAC BetDZ3 WH1 Active Al
| 5LO184T Signature Series - Fumace Lennox SLO184T  HVAC MNOG01 Active Company
| CA58 Carrier 58 Series Camier 58 Series  HVAC AtD03 WH2 Active Al
KEESD 80 Gallon Blectric Water Heater Kenmaore 32184 FLUM At003 WH 1 Active Al
Corporate Air Cond Corporate Air Condttioner Carier 24MBCE HVALC MNDG01 Active Company
| CACO16 Comfort 16 Central Air Conditioner Carier 24ABCE HVAC Axi040 WH1 Active Al
.CAINZ‘I Infinity 21 Central Air Conditioner Carier 24ANB1 HVAC Com(28 WH 2 Active Al
|cacots Comfort 16 Central Air Conditioner Carier 24ABCE  HVAC Bet023 WH 1 Active All
| ELO183 Elte Series - Oil Fumace Lennox ELO183 HVAC At003 WH2 Active Al
| XC25 Signature Collection Air Condtioner Lennox XC25 HVAC At008 WH 2 Active Al
| 14acx Mert Series Ar Conditioner Lernox 14ACX  HVAC Dat030 WH 1 Actve Al
EL296E Elte Series - High-Efficiency, Two Stage Gas F... Lennox EL236E HWAC Bet023 WH1 Active All
KEESE 55 gallon electric water heater Kenmare 32154 PLUM CHO31 WH1 Active Al
| KEEBD 80 Gallon Electic Water Heater Kenmare 32184 PLUM CADDDT Active Company
| KEEBD 80 Gallon Electic Water Heater Kenmoare 32184 PLUM MDOG01 Active Company
| KEEBD 80 Gallon Electric Water Heater Kenmare 32184 PLUM MNOG02 Active Company
| KEEBD 80 Gallon Hectric Water Heater Kenmare 32134 PLUM MND001 Active Company
| KEEBD 80 Gallon Blectric Water Heater Kenmare 32184 PLUM TXO001 Active Company

3. The Order View screen appears and is blank until you enter your search criteria and click
Apply Filter. Leave the filter criteria area blank to view all Equipment.

4. Double click the blue Equipment ID to drill down to see the details of the Site Equipment
setup.

5. Click the Create Order button to open the Work Order Entry or Service Order Entry screen to
create a Work Order or Service Order for the selected equipment.
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INTERACTIVE VIEWS
Site Equipment View

Site Equipment View Screen - Equipment Details

| 5D site Equi View | 5D Site &)

W 41071 b M b XA 9 |[& & =153 @ CopyFom | Transfer | Create Order

Equipment ID |
Description |Can'ie( 58 Series ‘
Item ID [200100 ]

Serial Number | ..... |

Status |Actwe [ |
Usage |N\ [ |
Ownership |Custome( | |

GL Expense Acct |000006600

Taghumber 54624 AssetID e |

Customer D |ARO08 e Notes Yearly cleaning is required to cover parts A

Site 1D [wH1 ]

Manufacturer | Carrier |

Model |58 Series |

Category [Hvac Jied] ¥

-sovee gty | ks |

Work To Do ID | Iterval Type | iterval | Promt (Days) Start Date End Date Next Due Date
|| Year 0 30 7/4/2017 7/4/2027 7/4/2018
164 44| 4| Recard 10F 1 [ [0 (90 =[] 360 [
Equipment ID |CA53 | Status |Adwe o |
Description | Camer 58 Series Usage [an =
Item ID [200100 foos] Ownership |Customer o]
Serial Mumber | Jeas] 6L Expense Acct |000006500 =
Tag Mumber |541624 Azzet ID | |
Customer D [ARO08 ] | Notes Yearly cleaning is required to cover parts. P
Site ID [WH1 o]
Manufacturer |Camef |
Model |53 Series |
Category [Hvac Tagl 3
| gervice | Mammanty | Activity |
Coverage Type ‘ Interval Type | Interval Start Date End Date
v Year 0 7447207 7/4/2022
2]
|16 84 i Record tof 1. [on o] o] o = ] o [

{e)|
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Site Equipment View

Equipment ID CAS8 Ans Status Active

Description Carier 58 Series Usage Al

Item ID 200100 ana Ownership Customer

Serial Number » GL Expense Acct |D00006600

Tag Number h4624 | Asset ID

Customer ID Alt008 . Notes Yearly cleaning is required to cover parts.
Site ID _WH 1

Manufacturer Canier
Model 58 Series

Category HVAC

| SErvioe | warranty

Type Purcha_se Postal Code 5h406-

Description Phone |(612)-458-5148

Contact thﬂ.‘li‘i any Fax -{G12}45Q—514h

Name Nerthem Teritories Pawer Co Order Date 8/30/2017 |+

Site ID Ship/Received Date | 9372017 ||

Address 1 500 Hennepin Avenue Invoice Date 972017 |

Address 2 Order Mumber

City Minneapolis Invoice Number

Region MN Country USA Price | 5,000.00
H 4 » » + -

6. Refer to the Using the Interactive Views Menu section a the beginning of this chapter and
the Interactive Views in the General Information guide for more details on using the Site
Equipment View.

NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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INTERACTIVE VIEWS
Service Contracts View

SERVICE CONTRACTS VIEW

Use the Service Contracts View function to view details of Service Contracts for your
Customers.

Use the filter area at the top of the screen to filter information by Contract Number, Contract
Start or End Dates, Customer, or Description. To open the Service Contracts function for a listed
Contract, double-click a Contract Number entry.

To use the Service Contracts View, follow these steps:

1. Select Service Contracts View from the Interactive View menu.

Service Contracts View Menu

| Service Director <

= Interactive Views
Scheduled Technician View
Order View
Transaction View
Equipmert History View
General Equipment View
Site Equipment View

[# Dispatch

[ Work Orders

[ Service Orders

¥ Management Reports

[# Setup and Maintenance

[ Master Lists
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Service Contracts View
2. The Service Contracts View screen appears.

Service Contracts View Screen

‘ SD Service Contracts View [£3] | =]
W |H 4 106 b Wb X |@ 9|4 & = |53 6 L Export ~ |l Views - @
Apply Filter ? _E
And €
| Contract Number Customer 1D Contract Start Date Contract End Date Equipment ID Caoverage Type Contract Amount
|5 A1008 12112013 115302015 CAs8 Parts 2,400.00
| oo0oooo3 At008 1211/2013 11/3012015 casg Parts 2,400.00
|| ooooooos Com028 111/2013 10312016 KES0 Parts 3,600.00
| |ooooooos Comb28 11/1/2013 10/31/2016 CAIN21 Parts 5,400.00
| ooooooos Bet023 12/1/2013 1173012015 EL296E Labor/Parts 4,300.00
| |oooonoos Dat030 11152013 10152015 144X Laber 240000

3. The Order View screen appears and is blank until you enter your search criteria and click
Apply Filter. Leave the filter criteria area blank to view all Service Contracts.

4. Double click the blue Contract Number to drill down to see the details of the service
contract setup.
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INTERACTIVE VIEWS
Service Contracts View

Service Contract View Screen - Service Contract Details

| 8D Service Contracts View | SO Service Contracts Information [£3] ‘ %]
HIKH 4101 p Hb=X|A9 Q&= BB fal
-
Contract Number l{ooooooos] =
Description !Mos Servers Parts Coverage ‘
T Motes
Customer D [ 008 |
Original Contract Date | 1112013 v
v
ContractStartDate | 12112013 [
ConractEndDate | 1113012015 v
Total Contract Amount | 4,800.00|
| | EquipmentiD | Coverage Type | contract Amount
- - o
‘ |cass Parts 2,400.00
B
M8 44, 4. Record 10F 2 b ok [om) = ] (o 3814 .
Contracthumber 00000003 | )
Description iAltos Servers Parts Coverage |
Notes
Customer ID | Aoos |
Original Contract Date | 111172013 [ |
i =
Contract StartDate | 121172013 | |
ContractEnd Date | 117302016 | |
Total Contract Amount | 4,300.00|

Recur ID | AtParts =]

B =

|| Bling interval 0

| Baing Amount 200.00
‘_' Currency 1D uso

\_' Last Biing Date 14172013
|| Nextieing Date 1271/2013

5. Refer to the Using the Interactive Views Menu section a the beginning of this chapter and
the Interactive Views in the General Information guide for more details on using the Service
Contract View.
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NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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Overview

OVERVIEW

Reports are valuable tools that allow you to view Work Order and Service Order details, analyze
business practices, and look over Schedule information. Reports can also serve as audit trails.

Print the following reports to analyze productivity, profitability of your Work Orders, Service
Orders, and order history.

The Productivity Report (page 8-5) shows the actual and estimated time Technicians need to
complete certain Dispatches. Only Dispatches with a status of Billed or Posted appear on the
report. Use this information to revise estimates as needed.

The Profitability Report (page 8-9) shows Dispatch price and costing data. Only Dispatches
with a status of Billed or Posted appear on the report. Use the information to identify where
your company can cut costs of which services offer the greatest value.

The Order History Report (page 8-13) shows details about posted Work Orders and Service
Orders. The formats are similar to those for the Work Order Report and Service Order Report:
the summary format allows you to view information for several Dispatches while the detail
format provides in-depth information about each Dispatch.
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Productivity Report

PRODUCTIVITY REPORT

Use the Productivity Report to view the actual and estimated time Technicians need to
complete certain Dispatches. Only Dispatches with a status of Billed or Posted appear on the
report. Use this information to revise estimates as needed.

To print the Productivity Report, follow these steps:

1. Select Productivity Report from the Management Reports menu.

Productivity Report Menu

| Service Dirsctor /|
[ Interactive Views
[# Dispatch

¥ Work Orders

[# Service Orders

[=] Management Reports
Productivity Repart
Profitability Report
Order History Report

[# Setup and Maintenance

(¥l Master Lists
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Productivity Report
2. The Productivity Report screen appears.

Productivity Report Screen

|- D Productivity Report &3] |

i Print |[[5)Output - | (=3 Send | |4 Preview | Reset

Data Filter W7 [&]
And
Technician ID Completed Date Sort By Indude
From s From || || Work To Do Detad
|Crder Number
Thru |aes) Thru (£ Technician ID || Labor Detai

Completed Date

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

4. Select the range of Technician ID From and Thru, for the report. Only Orders assigned to

Technicians within the range selected will be printed. Leave the From and Thru fields blank
to include all Technicians.

5. Select the range of Completed Dates From and Thru, for the report. Only Orders completed

within the range selected will be printed. Leave the From and Thru fields blank to include all
completed dates.

6. Select a Sort By option to sort the report: Customer ID, Order Number, Technician, or
Completed Date.
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Productivity Report

7. Additional report options:
¢ Select the Work To Do Detail check box to include details of the Work To Do IDs.

¢ Select the Labor Detail check box to include details of the Labor activity done on the
Orders.

8. Select a command button:

Command Buttons

Name Description
Print Print the report.
Output Output the report as a .pdf file and save it.
Send Email the report with the report attached as a .pdf file.
Preview Preview the report on your monitor.
Reset Set all fields to their defaults.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Productivity Report

Productivity Report

Consolidated Service Director
Productivity Report
Sorted by Customer ID

PAGE 1

Report Filter
Technician ID From
Completed Date From

Technician ID Thru
Completed Date Thru

2M12/2014 8:49 AM

Include Work To Do Detail Yes Include Labor Detail Yes
Order No Dispatch No Customer ID - Name Site ID Technician ID Arrive / Start Date  Completed Date Estimate Actual Pct Var
00000013 3 AlD0E - Altos Servers Company WH 1 AWS 111272013 1012 AM 6.000 7.000 16.67
Work To Do
Work To Do ID Description Required Skill Level Estimated Time {Hrs)
HClean Ductwork Cleaning 1 3.000
HFixture Install HVAC Fixture 2 2.000
Labor Detail
TechID Labor Code Date Time Spent Description
TKG HWVAC 11/8/2013 7.000 Furnace and Air
00000013 2 AltD0E - Altos Servers Company WH 1 AWS 111212013 1012 AM 4.000 4.500 12.50
Work To Do
Work To Do ID Description Required Skill Level Estimated Time (Hrs)
Hinspect Inspect and Clean Fuel and Electric System | 3.000
Labor Detail
Tech ID Labor Code Date Time Spent Description
AWS HWVAC 11702013 4.500 Furnace and Air
00000014 i AltD0E - Altos Servers Company WH 1 AWS 1115/2013 10:40 AM 4.000 5.000 25.00
Work To Do
‘Work To Do ID Description Required Skill Level Estimated Time (Hrs)
PFixture Install Flumbing Fixture | 3.000
Labor Detail
Tech ID Labor Code Date Time Spent Description
AWS PLUM 11/14/2013 5.000 PFlumbing
0oo00014 2 AltD0E - Altos Servers Company WH 1 AWS 1142172013 10:44 AM 3.000 4.500 50.00
Work To Do
Work To Do ID Description Required Skill Level Estimated Time (Hrs)
Hinspect Inspect and Clean Fuel and Electric System 1 2.000
Labor Detail
Tech ID Labor Code Date Time Spent Description
AWS HVAC 11/20/2013 4500 Inspection
oooooo1e i AND0E - Altos Servers Company WH 2 AME 11192013 10:39 AM 7.750 8.250 5.45

kenthe
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Profitability Report

PROFITABILITY REPORT

Print the Profitability Report to view Dispatch price and costing data. Only Dispatches with a
status of Billed or Posted appear on the report. Use the information to identify where your
Company can cut costs of which services offer the greatest value.

To print the Profitability Report, follow these steps:

1. Select Profitability Report from the Management Reports menu.

Profitability Report Menu

| Service Dirsctor /|

[ Interactive Views

[# Dispatch

¥ Work Orders

[# Service Orders

[=] Management Reports
Productivity Repart
Order History Report

[# Setup and Maintenance

(¥l Master Lists
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Profitability Report
2. The Profitability Report screen appears.

Profitability Report Screen

|- D Productivity Report &3] |

i Print |[[5)Output - | (=3 Send | |4 Preview | Reset

Data Filter W7 [&]
And
Technician ID Completed Date Sort By Indude
From s From || || Work To Do Detad
|Crder Number
Thru |aes) Thru (£ Technician ID || Labor Detai

Completed Date

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

4. Select the range of Technician ID From and Thru, for the report. Only Orders assigned to

Technicians within the range selected will be printed. Leave the From and Thru fields blank
to include all Technicians.

5. Select the range of Completed Dates From and Thru, for the report. Only Orders completed
within the range selected will be printed. Leave the From and Thru fields blank to include all
completed dates.

6. Select a Sort By option to sort the report: Customer ID, Order Number, Technician, or
Completed Date.
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Profitability Report

7. Additional report options:
¢ Select the Work To Do Detail check box to include details of the Work To Do IDs.

¢ Select the Transaction Detail check box to include details of the Transactions
entered for the Orders.

8. Select a command button:

Command Buttons

Name Description
Print Print the report.
Output Output the report as a .pdf file and save it.
Send Email the report with the report attached as a .pdf file.
Preview Preview the report on your monitor.
Reset Set all fields to their defaults.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Profitability Report

Profitability Report

Consolidated Service Director FAGE 1
Profitability Report
Sorted by Customer ID
Report Filter
Technician ID From Technician 1D Thru
Completed Date From Completed Date Thru
Include Work To Do Detail Yes Inglude Transaction Detail Yes
Crrder No Dispatch Mo Customer ID - Name Site ID Technician ID Received Completed
DDODDDI3 1 ARDDE - Altos Servers Company WH 1 AWE 11812013 2:31 PM TI22013 10:12 AM
Wark To Do
WorkTo Do 1D Description Required Skill Level Estimated Time (Hrs)
HClzan Ductwork Cleaning i 3.000
HF ixturs Install HVAC Fiouture 2z 2.000
Type Cost Billed Profit Pct
Labor 0.00 0.00 0.00 0.00
Dispatch Total
Mo Parts 2.00 0.00 0.00 0.00
Total 0.0 0.0 0.00 0.0
DODDDDE3 Z ARDDE - Altos Servers Company WH 1 aWE 1162012 2:35 PM 111272012 10:12 AM
Wark To Do
WorkTo Do ID Description Required Skill Level Estimated Time (Hrs)
Hinspect Inspect and Clean Fusl and Electric Sysiam 1 30500
Transactions
Type Resource ID Cost Eilled Profit Pct
Labaor AWS 17482 540.00 36517 67.62
Type Cost Eilled Profit Pct
Lab 17452 540.00 365 1T &7.62
Dispatch Totals o
Parts 0.00 0.00 0.00 0.00
Total 174,82 540.00 365.17 67.62
Type Cost Billed Profit Pct
Order Totals Labor 17453 540.00 IBS.AT B7.62
Parts. 0.00 0.00 0.00
Total 17483 540.00 36517 87.62
00000014 1 AnDIE - Altos Servers Company WH 1
Wark To Do
WorkTo Do 1D Description Required 5kill Level Estimated Time (Hrs}
PFiture Install Plumbing Fioxture i 3.000
Transactions
Type Resource |D Cost Eilled Profit Pct
Labar AWS 189.50 475.00 2B5.50 80.11
Type Cost Eilled Profit Pct
Dispatch Totals Labor 189,50 475.00 285.50 .11
Parts 0.00 0.00 0.00 0.00
Total 189.50 475.00 285.50 .11
0200014 z ARODE - Ates Bervers Company WH1
Work To Do
WaorkTo Do ID Description Required 5kill Level Estimated Time (Hrs}
Hinspect Inspect snd Clean Fusl and Electric System i 2000
Transactions
Type Resource ID Cost Billed Profit Pct
Labor AWE 17482 540.00 36517 67.62
H1H2014 8:51 AM kenthe
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Order History Report

ORDER HISTORY REPORT

Use the Order History Report to view details about posted Work Orders and Service Orders.
The formats are similar to those for the Work Order Report and Service Order Report: the
summary format allows you to view information for several Dispatches, while the detail format
provides in-depth information about each Dispatch.

To print the Order History Report, follow these steps:

1. Select Order History Report from the Management Reports menu.

Order History Report Menu

| Service Director <
[# Interactive Views
[+ Dispatch
[ Work Orders

[ Service Orders

[=] Management Reports
Productivity Report
Profitability Report

[# Setup and Mairtenance

[¥ Master Lists
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2. The Order History Report screen appears.

Order History Report Screen

|| 5D Order History Report [£3] | =]
i Print |[[5)Output - | (=3 Send | |4 Preview | Reset

Data Filter W7 [&]
And

Completed Date Sort By View Indude

From ] [ Work To Do Deta

|Crder Number Detail
Thru || Completed Date

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

4. Select the range of Completed Dates From and Thru, for the report. Only Orders completed
within the range selected will be printed. Leave the From and Thru fields blank to include all
completed dates.

5. Select a Sort By option to sort the report: Customer ID, Order Number, or Completed Date.

6. Select a View:
¢ Summary to see only a summary of the options.

¢ Details to see the details of the Work Orders or Service Orders.
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Order History Report

7. Additional report options:
¢ Select the Work To Do Detail check box to include details of the Work To Do IDs.

¢ Select the Activity Detail check box to include details of the Activity done on the
Work Orders or Service Orders.

¢ Select the Serialized/Lotted Detail check box to include Serial or Lot details from the
parts used on the Work Orders or Service Orders.

NOTE: The Work To Do Detail, Activity Detail, and Serialized/Lotted Detail check
boxes will be available when the Detail View is selected.

8. Select a command button:

Command Buttons

Name Description
Print Print the report.
Output Output the report as a .pdf file and save it.
Send Email the report with the report attached as a .pdf file.
Preview Preview the report on your monitor.
Reset Set all fields to their defaults.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Order History Report - Detail

Consolidated Service Director FAGE 1
Order History Report (Detail)
Sorted by Customer ID
Report Filter
Completed Date From Completed Date Thru
Include Work To Do Detail Yesz Include Activity Detail Yes
Include Serialized | Lotted Detail Ne
Order No DOOD00 10 Customer ID Site Address 453 LAKE DRIVE
Order Date 1 Site 10 MNG001 MINMEAPOLIS, MN 55355
Dispatch Mo i Mew Counter
Description Cleaning Location 1D CADDDT
Equipment 1D SLO1B4T Entry Date 2013
Equipment Description  Signaturs Ssnes - Fumnacs Request Received Date 1er2013 218 PM
Billing Type Requested Date 11Er2013
Eill To ID Requested AM | PM None
Est Travel [Hrs) 0.000 Requested Tech |D
Total Est [Hrs) 2.000 Cancelled No
Wark To Do
WorkTo Do 1D Description Required 5kill Level Estimated Time (Hrs}
HClean Dusctwork Cleaning i 2.000
Activity
Status Date ! Time Technician ID Entry Date Entered By
Scheduled 111272013 2:30 PM GERDD1 2013 Demo
Completed 1171372013 9:00 AM GERDI Demo
Posted Demao
Transactions
Type Resource |0 Date Gty Estimated Gty Used Unit Description
Lsbor GERDD1 2.000 2500 HR Furnace and Air
22014 8:53 AM kenthe

8-16 Service Director



MANAGEMENT REPORTS

Order History Report

Order History Report - Summary

Consolidated Service Director
Order History Report { Summary)
Sorted by Customer ID

PAGE 1

Report Filter

Completed Date From Completed Date Thru

Include Work To Do Detail Yes

Order No Dispatch No Customer ID - Name Site ID Received Date / Time Technician ID

00000010 1 MMOO01 11/6/2013 218 PM 111372013 9:00 AM GERO01
Work To Do ID Description
HClean Ductwork Cleaning

00000011 1 MMO002 11/6/2013 2:25 FM 1114/2013 9:18 AM TOM
‘Work To Do ID Description
ERepair General Electrical Repair

00000011 2 MMO002 1111/2012 821 AM 11112013 9:25 AM AMK
Work To Do ID Description
Hinspect Inspect and Clean Fuel and Electric System

00000012 1 MMO002 1162013 2:27 PM 1172172013 9:38 AM AWS
Work To Do ID Description
Other Other services

00000020 1 CADOOA 11/8/2013 3:06 PM 111472013 9:45 AM AWS
Work To Do ID Description
Hinspect Inspect and Clean Fuel and Electric System
HFixture Install HVAC Fixture

00000020 2 CADOO1 111142012 942 AM 11152013 9:47 AM WS
Work To Do ID Description
Cther Other services

00000050 1 MD0o01 12M10/2012 10:54 AM - 12M16/2013 11:20 AM - AWS
Work To Do ID Description
Hinspect Inspect and Clean Fuel and Electric System

00000014 1 Alt0DB - Altos Servers Company WH 1 11/6/2013 2:45 FM 11/15/2013 10:40 AM  AWS
Work To Do ID Description
PFixture Install Plumbing Fixture

00000014 2 AltD08 - Altos Servers Company WH 1 11/6/2013 2:45 FM 1172172013 10:44 AM AWS
Work To Do ID Description
Hinspect Inspect and Clean Fuel and Electric System

00000018 1 Alt0DB - Altos Servers Company WH 2 11/8/2013 10:06 AM 1118/2013 10:39 AM AMK

2M12/2014 8:52 AM

kenthe
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