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ThisTraining guide is for use by SedonaOffice customers only. This guide is to be used in
conjunction with an approved training class provided®gonaOfficeand is not meant
to serve as an operating manual.

SedonaOffice reserves the right to modify the SedonaOffice product described in this
guide at any time and without notice. Information in this guide is subject to change
without notice. Companies, nara@nd data used in examples herein are fictitious

unless otherwise noted. In no event shall SedonaOffice be held liable for any incidental,
indirect, special, or consequential damages arising out of or related to this guide or the
information contained heein. The information contained in this document is the

property of SedonaOffice.

This guide will be updated periodically, be sure to check our website at
www.sedonaoffice.confior the most current version.
Copyright 2007 2008, 2009, 2010, 2011
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Chapter 1 Introduction

Welcome

This trainingguidewas designed for the ne®edonaOfficeuser. As a new user, you need to
familiarize yourself with th&edonaOfficapplication,its functions, purpose, and design
structure. Like any system, the time you spémdearn the application, howroperlyto set it
up, and understand howo operate the application, will allow you to gain the most benefits.

Thisguideprovides technical information regardimggneral ledgeraccounts receivables,
accounts payables, job management, inventory management, service management, sales
management ad includesclient managemeninformation.

Thisguideis designed to provide answers to technical questions aBaaonaOfficand is
intended for system administrators, managers, and supervisors who need to understand how
the system is designed dmow gecific areas of the application function. Tdgdeprovides an
overview of major system featas,and includes detailed information for setting up system
tables and module preferences.

¢tKSNBQa |y 2fR aleiy3d 4aWDI(INGSGabEa [diz({QOIPNI 4 KMIAR A aA (2%
important to understand when using any system. The end result of any system like

SedonaOfficés what you get out of it, financial reports, management reports, service analysis,

revenue tracking, cancellation reporting, inv@scand the ability to properly service your

customers. In order to generate accurate, correct and timely data, it is important to understand

the system requirements, how it is setup, and most importantly, how you are going to use and

operate it within you business.

Setting up and usin§edonaOfficavill require you to take a look at your business; use this as a
time to re-evaluate your goals, and set in place the foundation so you may achieve them. 1t is
not an easy task but well worth the investmesfttime.
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About SedonaOffice

Just what isSedonaOffice

SedonaOfficés a business manageméimancial application and a client management system
all wrapped into a single software prograrS8edonaOfficevas designed to be the main system
you would needo operate your business on a daily basis.

Client Management

The client management system is to allow you to better service your custorBedonaOffice
incorporates all the activities necessary to manage your customer base, and give you immediate
access to handle all customer inquiries, so you may provide the best customer support possible.

Financial Application

SedonaOfficés a complete financial application, from billing to financial statements. As a single
software program all the modules are digised so all the financial transactions are immediately
posted to the general ledger. Thererie need for separate accounting systems.

Business Management

SedonaOfficgrovides you with the reports and timely information you need to predict trends,
understand your business growth, and manage youg Y LJ- y & Q & TddrodvKourf f 2 &
business profitably you need to manage it effectively, 8adonaOfficgives you the tools with
which to achieve this.

Client / Server Architecture

Client / Server System
SalonaOfficewas built using the Client / Server model. Think of the Client as the program that
runs on your computer, and the Server is the database that is stored on yosefiler.

Client Workstation
The client is the actu&@edonaOffic@rogram thd runs on your computer. It is what you see on
your monitor. Client workstations must be connected to a network so they can communicate
with the file-server.

Server System

TheSedonaOffic&erver side component is recommended to be operated on a dediddée-

server. The Server components include the database and the server utilities. Many operations
in SedonaOfficactually are being performed on the Server system, in order to maximize the
efficiency of the application.
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Network Design
The diagram elow displays a typical networkeskdonaOfficesystem.
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The Development Components

Database

The database contains all your company and customer informagaulonaOffic@perates

using a SQBerver database. If you have 5 workstations or less @itgnaOfficeyou may be
able to use the MSDE (Microsoft Database Engine), which is a royalty free versioASEr&pL
Over 5 workstations require you to purchase a -S@tver license, and it is highly recommended
that you install a dedicated filserver

Programming Languages

SedonaOfficevas developed using both C++ and Visual Basic (VB). Most of what you see on
your computer when you ruSedonaOfficevas developed in VB. All the work that is being
R2yS da0SKAYR (KS &a0S8y Saculatingirdefriation, was deSefofel i y 3
C++.

Other Development Tools

SedonaOfficalso uses Active Reports to generate most of the reports within the system. As a
user you do not need to know how to use Active Reports as it is integrated within the
dewelopment system.

Licensing

SedonaOfficés a licensed system; you will need to purchase licenses for the maximum number
of Client workstation you desire to connect at any one time. For example if you have 15
workstations on your network that you wish be able to connect to th8edonaOfficeystem,

and you have a 10 client license, then only 10 of the workstations can connect at any one time.

You may load the client on as many workstations as you desire.

Page9 of 165 Last Updated: May 22, 2011
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Planning Before You Begin
There are five stas to planning that are highly recommended to ensure you gain the most from
your utilization ofSedonaOffice

Analyze

This step requires you to state your goals and truly understand what you are trying to achieve.
Take a look at your business and howg iturrently operated. What are your strengths and

where to you need improvement. Look at your complete business, everything from the way you
service your customers to the information you analyze on how your business is performing.

Design

After you havdinished learning how to usedonaOfficedesign how you want to incorporate

it into your business. This step includes both the physical design (hardware, workstation and
people), and the process design (how you are going to operate your business).

Dewlop

Next you should develop what is necessary for your system.-¢Havt your processes,

everything from generating monthly recurring revenues through the process of handling service
calls. This step also includes the task of setting up all the sablgstand preferences in the
SedonaOfficapplication.

Implement
This is the step in which you begin using 8exlonaOfficeystem to operate your business.

Evaluate
Look back at all the previous steps and evaluate if you have achieved your goalfeginethe

process all over again.

Evaluata Analyze

Implament Dasign

Devejop
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Accounting Basics
In order to useSedonaOfficggou need an understanding of accounting. Here are some basics.

Chart of Accounts
Your Chart of Accounts determines how financial transactions are stored. Tk wfain
categories for your Chart of Accounts.

Balance Sheet Accounts
Balance Sheet Accounts track what you have (Assets) and what you owe (Liabilities). These
accounts maintain a balance that continues forward even past your fiscal year. It also track

what your company is worth (Equity).

Balance Sheet
Account Type

Account Types

2 KIFG AdQa ! aSR C2NJ

Asset

Bank

These are your actual bank, savings, money mai
or petty cash accounts. These accounts are use
keep track of your money, and have a spéci
feature to reconcile them.

Accounts Receivable

These are the accounts used $gdonaOfficéor
the money your customers owe you.

Other Current Asset

Assets that are used within one year, such as
Inventory, notes receivable, and prepaid expense

Fixed Asset

These are longerm assets that are generally
depreciated over time, such as property and plan
equipment.

Other Asset

These are the other assets that will be collected
over a long period of time, such as letegm notes.

Liabilities

AccountsPayable

These are the accounts used $gdonaOfficdor
money you owe vendors and suppliers for
outstanding bills.

Other Current Liabilities

These are liabilities that are scheduled to be paid
within one year, such as payroll and income taxe
accrued epenses, and shoterm liabilities.

Credit Cards

This is a special account type used to track your
credit cards. Using this you can pay bills and ha
them auto-apply the liability to this account.

Long Term Liabilities

These are liabilities that adue more than one
year from now, such as mortgages and ktagn
notes payable.

Equity

Equity

These are the accounts that represent the value
the company, such as stockholder investments,
profits from operations and retained earnings.
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Income and Epense Accounts
SedonaOfficéracks all your income and expenses in these account types. This is used to
analyze the profitability of your business.

Income Accounts can be classified into two types of accounts, Income or Other Income.
Ordinary income ustto determine the operating profitability should be classified as an Income
account type. Nowperating income such as interest, or a sale of equipment, should be
classified as Other Income.

Expenses can also be classified as regular Expenses andEQpeases. There is also a special

account type called Cost of Goods Sold, which is used to recognize the expense of inventory

materials labor and sales commissions

Accrual Based Accounting

SedonaOfficés an accrual based accounting application. Whieans Income and Expenses
are recorded at the time they are entered.

Accounting Periods

Accounting periods are use 8edonaOfficéo track your Accounts within a specific period of
time. By using Accounting Periods you can generate reports basasheistent periods from

both within a fiscal year and period vs. period for previous fiscal y&adonaOfficsupports a
twelve (12) period fiscal year.

2 KSy

g2dz O0t2a8$s

by

within that Accounting Period.

Deferred Income

F 002 dzy i Ay 3

LISNRA 2 R

ez2dz |

SedonaOfficevill automatically track your Deferred Income when you generate your recurring

invoices. What this means is that income that is generated for a future accounting period when

you create your recurringevenue invoices, is tracked in a special account identified in the

aeaidsSy I a

iKS

G5STSNNBR wS@SydzSe

I 0O02dzy i @

appropriate amount of income will be generated, and the Deferred Income will be properly

lowered.

Defered Income Example: September 20th, you generate a quarterly monitoring invoice for
$75.00, for a period of OctoberDecember.

t

az at

C2NJ

Accounting Period

Account September October November December
Accounts Receivable DB 75.00

Deferred Income CR1 75.00 DBi1 25.00 DBi 25.00 DBi 25.00
Monitoring Income CR 1T 25.00 CRi 25.00 CR1i 25.00
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Company / Customer Structure

Company

A Company isedonaOffices your business. Think of a company as an entity with a Federal Tax
ID Number. If your business opégs more than one incorporated business, you may setup
additional companies i8edonaOffice Remember though that each CompanyadonaOffice
stands on its ownSedonaOfficeloes not support mulicompany consolidations at this time.

With the Enterprse edition the number of allowable companies is unlimited; however with the
Standard edition you are limited to two companies.

The Structure of a Customer

Customer
The Customer record contains the basic information on the customer. This includedittge bil
information, contacts and usatefined fields.

BillTo
The record or records that contain the billing name and address for the Cust@gkmrstomer
may have multiple BillTo addresses.

Site Records

A Customer will have one or more Site records.téisithe physical location of the premise
owned by the Customer. All Invoices and Jobs are linked to a Site Re@€udtomer may have
multiple sites.

Systems

Systems are the actual type of protection or service that you provide for the Customerrat eac
Site. The System contains all the Recurring Revenues, Equipment and Service MiSitay.
may have multiple Systems.
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Customer

Bill To

v

Bill To

Site

Site

System

Recurring
Revenue

Recurring
Revenue
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Company & G/L Structure
TheCompanysits at the top of the database; it is your financial entity.

ABranchis any grouping of G/L data within the Company; such as a remote office, acquisition,
or even another entity.

A Categoryis a way of categorizing the income and expense transactions for producing
departmentalized profit and loss statements.

TheQustomerhas an unlimited number of Sites, each of which may have an unlimited number
of Systems.

TheSiteis the physical location of the property where equipment is installed or is being
monitored and is associated with oanch.

TheSystemis the equpment installed and serviced by the company or an outside service
company. All financial transactions are created at the Site level and are associated with one
system.

Company
|
[ ]
Eranch Eranch
[
Category
{ departrnert for PAL)
|
Customer
(responsible for AR)
: I Involces/Credits
Site (Location)
' Jobs
System (Burg, Fire,
CCTY) Service
Fecurring
Equipment
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SedonaOfficdmplementation Schedule

The chartelow willillustrate the recommended implementation flow for a n&edonaOffice
customer. You may use this chart as a check list as tasks are accomplished during your
installation.

Responsible

Done Module Item Party

Hardware, Network & Database
Network Desigrand SigrOff

Order Equipment

Setup and Configuration

SQLServer Configuration

System Review & Final Sigrfi
InstallingSedonaOffice
InstallSedonaOffice Database

Install Client Software

Create SQBerverMaintenance Plan

Create Backip Plan

Review & SigiOff
Training and Setup
AdministrativeTraining Class

{ Stdzld 4KS dal aidSNJI

SedonaSetupraining

Data Conversion Review and testing

Onsite Application Traing

Go-Live (onsite consulting time availablg
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Chapter 2 Getting Started

How to Login

Login toSedonaOffice

A SedonaOffice support technician will take care of installing your database prior to your
Administrative training class. Two companies setup at the time of installation. One

company is named Sandbox where you can perform testing. The second company will be titled
with the name of your company. This will be where all setup functions will be ddoe.
transactions may be entered intthis company until you are ready to go live on the software

This is referred to as your template companf/SedonaOffice is performing a data conversion
from your legacy system, we will take a copy of your Tem@aw@mpanyand fold in your live

data irto a conversion company for review and audit by your staff. Typically it takes three data
conversions to go live on the software. With each data conversion a fresh copy of the Template
Companyis taken by your conversion technician, so if you have magesatup table changes
between data conversions, these will be reflected in the next conversion.

The first time you login to the SedonaOffice application you will click on the icon on your
desktop, enter the User Name of Administrator and the passworgiged to you by our
support technician at the time of installatior¥ou will setup additional User specific logins
during your SedonaOffice Administrative Training Class.

o

| Sl
(s

@ SedonaOffice Login (=)

SedonaOffice!

The #1 Financial Software for Security Companies

User Name  [administrator

Password | xxxxx

Company | California Alarn =

CAROLYN-NB

Carolyn
Version 5.0.0.50 Login Cancel
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Chapter 3SedonaSetup

SedonaSetuverview

SedonaOfficeitilizes a relational database. The data is structured into various tables to provide
consistency in the data and define rules for processing routines throughout the system. Setting
up your system requiredhat you create entries in various tables of informatidedonaSetujs

an application within thé&SedonaOfficesoftware where all setup tables are maintained. Some
tables are required, some are optional, and others are system defimbith have pralefined

values that cannot be deleted or modified.

When you first open th&edonaSetuppplication, the setup tables are listed in the order they
should be populated with your own values. Since some tables depend on entries created in
other tables, each taklshould be worked on in the order presented. Once all setup tables have
been finished and approved you will be able to enable the application and begin using
SedonaOffice If you decide to make changes or add additional values to any of the setup tables
after enablingSedonaSetupyou may by accessing tiedonaSetuppplication from the
SedonaOfficenain menu tree.

The Setup Tables are extremely important bothétug and the ongoing usef the application.
When determining naming conventions for tliarious code names used in the Setup Tables,
take into consideration the individuals that will be performing data entry and will be required to
make selections from drop down menus on data entry screens throughout the application. The
code values that ywwenter should be clearly defined as to make it easy to select the appropriate
value for the situation to avoid data entry errors and wasted time fixing errors after the fact.

Take the time to learthe Setup tableshow they interact with each other, andost
importantly the desired results you wish to obtain.
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SedonaSetu@\pplication

SedonaSetups an application which assists you in setting up your system prior to enabling the

application. The manner in which the software behaves is mdapgndenton the values you

input or choices you make with each menu task. Depending on which modules your company

will implement will determine the number of task items that will appear on your list to be
accomplished.SedonaOfficés a robust product and you canstomize the setup tables to your
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entry forms for each setup table, you will notice a check box labelective. If at some point in
time you no longer want taise thissetupvalue, you may check this box and the record will no
longer be available for selection by your users.

D Sedena Office Setup (California Alarm)

File Find Find Ned View Tools

Help

« Sedona Modules

k& Company Edit

" Create Accounting Periods
«” Open Current Accounting P...
«” Define GL Segments and L...
" Customer Groups

" Setup Processing

«” Categories

« Late Fee Rules

/' Aging Buckets

« Statement Rules

' EFT Setup

«” Chart of Accounts

& Alternate Company Addresses
«” Branches

" Item Types

" Invoice Items

« Invoice Descriptions

&/ Geographic Tables

” Vendor Types

o Terms

& Tax Agency
" Tax Tables
" Tax Groups

op
op
GL
GL
GL
=]
AR
GL
AR
AR
AR
AR
GL
AR
GL
AR
AR
AR
op
~p
ne
AP
AR
AR

Description Area | ~
¥4 Setup Instructions OF

Sedona Setup Hints

General nstructions on how to use the setup
\program.

CERTIFIED

SedonaOffice Setup

Welcome to Sedona Office Setup. This setup program will guide you through the basic setup
of Sedona Office as well as track your progress through the setup program.

To begin choose the modules this company will use. After saving your selections the task bar
will populate with the steps needed to setup Sedona Office. All required tasks are in bold.

Choose which modules you wil use e
here T Sedona Modules oF
B creste Required Tasks
£l open current Accounting perin:;§7
E1 Define GL Segments and Lengtl L
Bl customer Groups————n Non Recuired Task

It is best to follow each step in order, however you may flag any step to "Finish Later" by
right dlicking the item and selecting the "Finish Later" menu option. When you have finished
a step you must right dlick and "Complete Task",

@  TASKTO BE DONE
¥l TASKTO BE FINISHED LATER
+  COMPLETED TASK

When you have finished the setup process the final step is to "Enable Sedona Office”. This
step will verify that all required steps have been finished.

SedonaOffice

When you first login to th&edonaSetuppplication, the task itenetup Instructionswill
explain the steps you need to take to itement the various modules and setup tables
associated with each module. You have three choices to select from as you work on each task:

1) Finish Later

2) Approve Task
3) UnapproveTask

e Sedona Office Setup (California Alarm)

File Find Find Mext View Tools Help

Co

| Description

|Area | -

|

«” Setup Instructions oP
+ Sedona Modules

"] company Edit =

Create Accountin Finish Later
Open Current Acg Approve Task
Define GL Segme sy Tels
Customer Groups

Setup Processing AR
Categories GL

OF
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On tasks that you need to give more thought prior to entesxraljies, you should mark that task

as FinishLater as a reminder to reisit this item. This task list is comprised of setup tables, and
system default values where you will need to make decisions on how to use particular elements
of the various modules.

The majority of the tasks have samples already entered on the list. You may use these existing
values, change the name to something else, and enter new values of your own that best suit the
manner in which your company conducts business.

As each setupable or task item is completed, you will rigtlick on that item and select
ApproveTask. Once you do this, the box to the left of the task will display a checkmark to
indicate this task has been completed. All tasks must be completed before you nidg trea
software If you still want to enter additional values in various setup tables but have enough
choices to begin using the software, you may complete the task and go back at a later time to
make additional entries.

Special Note

The tasks on the list are ordered in the sequence they should be completed.
Some setup tables have dependencies on previous tables; the tasks should be
completed in the order in whitthey are listed.

Each form displayedihave three buttons located on the bottom right labeled Apply, New and
Delete. The Apply button is used to save information entered on the form. The New button is
pressed when you want to create a new record for the table; press Apply after entenmg n
records or you will lose whatever information you have entered. If you have entered a value
and change your mind, highlight the record in the upper portion of the form to bring it down
into the data entry area, then you may press the Delete buttoretaave the record.

Special Note

Only Users with permissions to the setup tables or a person logging into the
application as Administrator will have access to the setup tables.

You will notice some of the tasks are bolded; these are considered key tables that need your
attention. If you attempt to move on to another task item, a message will be displayed asking you
if you want to exit this form. Press the Yes button, and the system will save any changes that
were made to the form.

Save Data =X

The new information you have entered has not been saved. Do you still
! . wish to exit this form?
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On the left side of th&edonaSetuform is a list of the tasks or setup tables which need to be
completed. To the right of each item a column labeled Area; thesasandicate the module in
which the task item is used. Below is a listing of the Areas and their definition.

Area Description
OoP Operations
AP Accounts Payable
AR Accounts Receivable
GL General Ledger
CS Central Station
CM Client Management
JM Job Management
SV Service Management
SM Sales Management

The second item on the task list3edonaOfficéModules depending on which modules you
intend to implement, different setup tables will be available on your list of tasks to complete.

Sedona Modules

Processing Level

«” Use Sedona Modules

-

-

v Use Service?

[i! Sedena Processing Options
1 ~| Low -Basic Sedona Processing

Change Password Every |0 Days

v Use Accounts Payable?

¥ Use Central Station Tracking?
|¥ Use Job Management?

I+ Use Sales Management?

I¥ Use Stock Tracking?

Apply
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Howthe Setup Tables are Presented

In this manual, each Setup Table on the task list contains the following information:

Purpose: Brief description and purpose of the table

Prerequisites: Tables or information required to set up the table

Required or Optinal: Whether SedonaOfficeequires the table or can function
without it

An example of the table is also included with a description of key fields. All fields require input
unless otherwise noted.

Located at the lower left of th8&edonaSetugpplicatian is an area labele8edonaOfficélints

As you move through each task item, a brief description or suggestions for the values to be
entered for this task item are displayed. More detailed information about each task item is
contained in this manual.

&) Sedona Office Setup (California Alarm) (=2 =R
File Find FindlNext View Tools Help
Description Area | -
"4 Setup Instructions OP -
" Sdona e o» edonaOffice Setup
@ company Edit oP £
« Create Accounting Periods  GL
+’ Open Current Accounting P... GL Welcome to Sedona Office Setup. This setup pragram will guide you through the basic setup
" Define GL Segments and L... GL of Sedona Office as well as track your progress through the setup program.
« Customer Groups cM
o Setup Processing AR To begin choose the medules this company will use. After saving your selections the task bar
+ Categories GL will populate with the steps needed to setup Sedona Office. All required tasks are in bold.
+ Late Fee Rules AR
+ Aging Buckets AR Chase which madules you will uss e
« Statement Rules AR here
o EFT Setup AR
+” Chart of Accounts GL equired Tasks
o Alternate Company Addresses AR
«” Branches GL
& Ttem Types e Customer Groups—————— Mo
& Invoice Items AR
+ Invoice Descriptions AR It is best to follow each step in order, however you may flag any step to "Finish Later" by
« Geographic Tables oF right clicking the item and selecting the "Finish Later" menu option. When you have finished
endor Types a step you must right click and "Complete Task".
« vendor Tn AP step ye st right click and "Complete Task"
 Terms AP
& Tax Agency AP @l TASKTO BE DONE
«” Tax Tables AR
¥ Tax L 1 TASKTO BE FINISHED LATER
&  COMPLETED TASK

General Instructions on how to use the setup
\program.

When you have finished the setup process the final step is to "Enable Sedona Office”. This

step will verify that all required steps have been finished.

CERTIFIED The #1 Financial Softwara for Securiy Companiss

Common Table Features

+I NA2dza {Siddzld ¢+ o6fSa Ffft2g @&2dz G2 YIFN] | NB

unless the Inactive box is checked. An inactive record will not display in a tablgploak can
a user manually enter it. Use this rhet to retire obsolete values instead of deleting them.

Tip: SedonaOfficsuggests that you use upper and lower case letters for all descriptions. Using
all capital letters will limit the number of characters that will display.
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Accessing Setup Tables

Once you have completed ti&edonaSetuprocess and enabled the application, you may
access the setup tables to create new records or make modifications to existing records by
selectingSedonaSetufrom the main menu tre®f the application

After you conplete a table or category of tables, print each table to check your entries. This is
an important step to insure that the tables you have created are correct before transaction
processing begins.

How to Print a Setup Table

To print all of the informatiorthat has been entered for a particular setup table, navigate to the
SedonaSetupain Menu, press File then select the report to print. You have the option of Print
Preview, Printing the table or option or Printing the entire listing of Setups (SetupeMast
Report).

&) Sedona Office Setup (California Alarm) (= = ==
Find Find Next  View Tools Help
Print Preview Categories — .
Print Categeries Areal|i =
Setup Master List Report oF
Er or 12
oF 3 | Categories
@ create Accounting Periods GL
k&l Open current Accounting P... GL Code | Description [cLcode | nactve
@ Define GL Segments and L... GL GEA General & Administrative 4000 N
@ Customer Groups o Installation Installation 2000 N
ust P Manitoring Monitoring 1000 N
& Setup Processing AR Sales Sales 5000 N
"] categories GL Service Service & Inspections 3000 N
@ Late Fee Rules AR
i@ Aging Buckets AR

OnceSedonaSetupas been completed and the application has been enabled, printing setup
table information may be accomplished using the same method irs#aonaSetuppplication

or printing may be done through the Report Manager, athis located on the main menu tree.

To print Setup Information utilizing the Report Manager, select List Reports, highlight the table
you wish to print then click on the open button found on the bottom right of the form. The
selected report will be didpyed. Click on the printer icon located at the upper left ofriren
application toolbay you may choose all of the pages or select a range of pages to print.

& SedonaOffice = |2
Eile Edit View SedonaOffice Customer Query Tecls Window Help
= & M -] &t Do | @Ry HOGEOE |«
1) -
SedonaOffice T ===
a California Alarm
+ Client Management Report Type Selection Mame ‘ Description ‘ e | P
= ﬁA:cuunts Receivable “Alarm Companies List
i General Ledger © all Modules Alarm Services List
*-¢4 Accounts Payable - Banks List
5-45F Inventory " Client Management Branches List
& Job Management Cancel Profiles List
£ payroll A = bi Cancellation Tasks List
o ’js las b . Accounts Receivable Categories List
ales Managemen Collection Status List
* Service ~ I Led Commission Setup List
General Documents General Ledger Commission Type List
"] Lock Table Maintenance Competitors List =
;ﬁ Management Summary £ Accounts Payable Contract Forms List
Tl Report Manager - g:&:t va: t{SE
ccount i
o Sedona Setu £ Job Management Holidays st
Install Companies List
Invoice Descriptions List
" Inventory Invoice Items List
Job Statuses List =
Job Tasks List
« gervice Labor Tasks List
Sales Lead Sources List
€ Management Panel Types List
Payment Methods List
(¥ List Reports Prevailng Wages List
Problem Codes List
Product Line List
Quote Types List
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SedonaOfficeModules

Depending on which modules you select to use, a larger or smatlef tesks will be on your

list to complete. The Client Management, Accounts Receivable and General Ledger modules are
checked on by default. At a minimum to enable the system, these three modules must be
implemented. You have the choice of implementamy or all of the otheGedonaOffice

Modules. You are encouraged to take advantage of all modules offered in this software
application. Check the box to the left of each module your company will implement.

Accounts Payable Full accounts payable funohs are available including the following:
1 Entering and paying bills

1 Writing checks

91 Purchase orders

1 Bank reconciliation

Central Station TrackingThis module will enable you to track important information related to
each installed system.

Zones

Call liss

Access cards

System instructions

Monitoring serviceg If your company contracts with an outside Central Station, this feature
provides the functionality to track which services the Central Station is providing for each
account and how much you pay fibrese servicesSedonaOfficdias a predesigned report
available that you may run based on the information entered to reconcile the invoice you
receive from your Central Station.

=A =4 =4 =8 =9

Job Managemeng, This module includes functionality to track your instadlas including job
costing.

Sales Managemeng This module provides the functionality to track your sales leads and quotes
to prospective customers.

Stock Tracking This module enables you to keep a perpetual inventory.

Service; This module providesufi functionality to run your service department including
generating service and inspection tickets.

Sedona Modules

Processing Level 1 ~|  tow-Basic Sedons Processing

« Use Sedona Modules

¥ Use Accounts Payable?
¥ Use Central Station Tracking?
¥ Use Job Management?

¥ Use Sales Management?

¥ Use Stock Tracking?

¥ Use Service?

Apply
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Section 1¢ General Ledger, A/R, A/P, Client Management Setup

Covered in this section are the followiBgdonaSetupask Items

Company Setup

Create Accounting Periods
Open Current Accounting Period
Define G/L Segments

Customer Groups

Setup ProcessingAccounts Receivable

Categories
Late Fee Rules

Aging Bucketg Accounts Receivable

Statement Ruleg Accounts Receivable

EFT Setup

Chart of Acconts

Alternate Company Address
Branches

Item Types

Invoice Items

Invoice Descriptions
Geographical Tables
Vendor Typesg Accounts Payable
Termsg Accounts Payable
Tax Agency Sales Tax

Tax Tables

Tax Groups

Banks

Cancellation Tasks
Cancellation Profiles

Chain Accounts
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Collection Statuses

Payment Methods

RMR Reasons

System Types

Termscg Accounts Receivable

Type of Customer

Custom Field SetupCustomer Level
Custom Fields TableclCustomer Level
Custom Fields Table¢ZCustomer Level
Custom Fields Table¢dustomer Level
Custom Field SetupSite Level

Custom Fields TablecISite Level
Custom Fields Table¢Site Level
Custom Fields Table¢3Site Level
Custom Field SetupSystem Level
Custom Fields TableciSystem Level
Custom Fields Table¢ZSystem &vel
Custom Fields Table¢3System Level
Contract Forms

Data Entry Defaultg Client Management
G/L Account Defaults Accounts Receivable
Setup ProcessingAccounts Payable
Shipping Methodg Purchase Orders
G/L Account Defaults Accounts Payable
Custon Field Setugg Vendor

Custom Fields TableclvVendor

Custom Fields Tablec2/endor

Custom Fields Tablecdvendor

Vendors
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Company Edit

Purpose: To setup the official name, address and phone numbers for
your company.

Prerequisites: None

Required or @tional: Required

Enter the name of your company, address, phone and fax number. The city, state and zip code idrentered
the Address3 field. Press thA&pplybutton to save the information. If your company address or phone
number changes in the fute, you may modify this setup form at any time.

Company Setup

[ Company Edit

Mame |California Alarm

ie. 1900 East Hillside Ave
Address 1 |1234 Main Street

ie. Suite 350
Address 2 |

ie. Plymouth, MI 48710 - 8871
Address 3 |Los Angeles, CA 90021

Phone 1 |sn08675309

Phone 2 |

Apply
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Create Accounting Periods

Purpose: To define the time periods to which financial transactions wi
post in the General Ledger

Prerequisites: None

Required or Optional: Required

ONCE A FINANCIAL NRACTION HAS BEEN CREATED YOU CANNOT CHANGE THE ACCOUNTING PERIODS
Please make certain the starting year and starting date are accurate before clicking on the Apply button.

Create your Accounting Periods by first selecting the year in which you will lmggjness in Sedona.

{ SO2yRfeé& @2dz gAff aStSOG GKS aidFNIL 2F @2dzNJ O2Y LI yeéC
the Start of Fiscal Yedield to select your beginning date. Next press 8aheduldutton located on the

lower right of this form. The form will populate the period setup area with the current fiscal year accounting

months on the left and the next fiscal year accounting months on the right. If the dates are cpressthe

Applybutton.

Accounting Period Setup
| Fiscal Year
Current Fiscal Year:
| 2011 4|
Start of Fiscal Year:
/12011 =
] setup
This Fiscal Year Next Fiscal Year
Period | Start Date | End Date || Period | Start Date End Date
1 01-Jan-11 31-Jan-11 i 01-Jan-12 31-lan-12
2 01-Feb-11 28-Feb-11 2 01-Feb-12 29-Feb-12
3 01-Mar-11 31-Mar-11 3 01-Mar-12 31-Mar-12
4 01-Apr-11 30-Apr-11 4 01-Apr-12 30-Apr-12
5 01-May-11 31-May-11 5 01-May-12 31-May-12
6 01-Jun-11 30-Jun-11 6 01-Jun-12 30-Jun-12
7 01-Juk-11 31-Jul-11 7 01-Jul-12 31-Jul-12
8 01-Aug-11 31-Aug-11 8 01-Aug-12 31-Aug-12
9 01-Sep-11 30-Sep-11 9 01-Sep-12 30-Sep-12
10 01-0ct-11 31-0ct-11 10 01-0ct-12 31-0ct-12
11 01-Mov-11 30-Mov-11 11 01-Nov-12 30-Mov-12
12 01-Dec-11 31-Dec-11 12 01-Dec-12 31-Dec-12
Schedule | |
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Open Current Accountingeriod

Purpose: To enter the accounting month in which you will be posting
transactions

Prerequisites: Create Accounting Periods

Required or Optional: Required

About Accounting Periods

All financial transactions posted 8edonaOfficaretied to a transaction date which is associated to a single
accounting period. The accounting period and transaction date are used throughout the system for display
and reporting purposes. For this reas@gdonaOfficevill not allow a user to post a transaction wighdate

that is not in an Open accounting period. For example if a user attempted to post a customer invoice with an
invoice date of April 5, 2005 and that accounting period status had been set to Closed, the user would receive
a message that the period not currently open.

Accounting periods may have one of three statuses in Sedona: Open, Closed or Future. To be able to post
transactions to an accounting period, the status must be set to Open. Once you have finished doing business
in a particular aagounting month, you will change the period status to Clos8ddonaOfficallowsyou to

have multiple accounting periods in an Open status simultaneously. You will also need to set the Current
Accounting period to the accounting month in which you wilposting transactions.

Accounting Periods

| Accounting Period Edit

Current Accounting Period | 1/1/2011 - 1/31/2011 R |
Fiscal Year 2011
Accounting Periods =
Periad | Start Date | End Date |5tatus _
1 1/1/2011 1/31/2011 Open -
2 2/1/2011 2/28/2011 Future
3 312011 3/31/2011  Future
4 412011 4/30/2011  Future
3 512011 5/31/2011 Future
6 6/1/2011 6/30/2011 Future
7 7/1/2011 7/31/2011 Future
8  8/1/2011 8/31/2011  Future
9 of1/2011 9/30/2011  Future
10 10/1/2011 10/31/2011  Future
11 11/1/2011 11/30/2011  Future
12 12/1/2011 12/31/2011  Future
=1 1/1/2012 1/31/2012  Future
=3 2/1/2012 2/29/2012  Future
* 3 3/1/2012 3/31/2012 Future
* 4 4(1/2012 4/30/2012 Future
=5 5/1/2012 5/31/2012  Future
=6  6/1/2012 6/30/2012  Future
=7 712012 7/31/2012 Future
* 8 8/1/2012 8/31/2012 Future
*q 9/1/2012 9/30/2012 Future
=10 10/1/2012 10/31/2012  Future

=11 11/1/2012 11/30/2012  Future

=12 12/1/2012  12/31/2012 Futue - Apply
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Define G/L Segments and Length

Purpose: Assign G/L code lengths that will be used for financial report
at the General Ledger code, Category and Branch levelsawit
Third-Partysoftware.
Prerequisites: None

Required or Optipnal: Required

Understanding the G/L Structure
The GI/L structure iSedonaOfficés by default a 4 tier structure.

Company The Company is the top tier and all G/L transactions in the database are for a single Company.

Branch The Branch is a mearssegment the G/L. Each G/L transaction is associated with a single Branch.
The GJL (trial balance) will balance at the Branch level.

Category ¢CKS /IFGS3aA2NE Aa F GLINBFAG OSYGSNE 2N I RAGAA
income and expense accounts to segregate profit and loss centers within the Branches.

G/L Account The General Ledger account is the actual bucket that contains financial data. The G/L account
by itself is just one piece of the G/L structure.
The natural 3 segants of any G/L account are:

G/L #: The leading 5 digits of the general ledger account number
Branch: A code for G/L is set for each Branch in the Branch setup table
Category: A code for the G/L is set for each Category in the Category setup table

G/L# Branch Category
40001 Michigan Sales
40001 101 20
4000110120

The Makeup of a G/L Transaction

A General Ledger transaction is comprised of multiple components. Each transaction contains two parts; the
header information and the transaction detail.

Header Information

Date Accounting Period

Branch Only one Branch per G/L transaction
Reference A note that describes the transaction

Register NumberThis is an internal numb&edonaOfficassigns to the transaction
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Define G/L SegmenéndLength (continued)
Transaction Detail

G/L Account #This is the G/L account used for the transaction line. A G/L transaction must have 2 lines of
detail at a minimum; one debit line and one credit line.

Debit or Credit AmountThis is the dollar amoumor this transaction. Each line item can only contain a debit
or credit amount; but not both. This number is always a positive number. The total debits must equal the
total credits for each transaction.

Category Each line item that is for an incomeeaxpense G/L account is assigned to a Category.
Joh This is the Job number for which the line item is associated
Mema: This is a description for the line item

Sample General Ledger Transaction

Register # | Date G/L# | Branch | Category | Debit$ | Credit$ | Job Memo
1001 8/13/04 | 1001 | MI - 1000

1001 8/13/04 | 4010 | MI Install 950 2005

1001 8/13/04 | 4015 | MI Install 50 2005

Profixis a financial reporting software application, which is an-adddompanion tcSedonaOffice This

product has replaced thERXproduct. Profixallows you companyto create customized financial statements
as well as link to budget spreadsheets to compare budget projections to the actual financial results. This
setup is used for aBedonaOfficeustomers regardless if yourmpany has purchased thHerofixproduct.

The GL Account Code Length is the only item on this setup form that may be modified. This is the number of
digits all general ledger account numbers must be set. All general ledger account numbers must be numeric
(alpha or foreign characters are not supported by this software). The Branch and Category GL Code Lengths
are fixed values, however if your company requires this to be a different value, infornsgdonaOffice

trainer to make this modification.

FRX Setup
| Define GL Segments and Length
GL Account Code Length ls_
Branch GL Code Length Pl
Category GL Code Length l._

Apply
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Qustomer Groups

Purpose: Label a customer for reporting purposes and/or assigning
security to users.

Prerequisites: A/R Setup Processing; Activate Customer Group Security by
(If activating Customer User Group Security).

Required or Optional: Optional

TheCustomer Groufs used to group your customers together so that you are able to apply security within
that particular group.For example, if you have differebtanch officesyou may limit employees to which
customer records they may access. Hulditional levebf security is activated undéhe Usersetup table
found inSedonaSetum conjunction with a setting undeSetup Processing for Accounts Receivatitén
SedonaSetup ASedonaOfficé&Jser may be assigned to one or multiple Customeu@solf you activate

this security functionality, every customer must be assigneda@ustomer Group The Customer Group
field is assigned to the Customer on the Customer Billing and Setup Information form.

Customer Group

| Customer Group

Customer Group | Description Inactive
National Accounts Mational Accounts M
Morthern CA Morthern California M
Southern CA Southern California M

I Include Inactive

E customer Group Edit
I Inactive

Customer Group |Southern CA

Description |Southern California

Apply | MNew | Delete |
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Setup Processing (Accounts Receivable

Purpose: Set up default values to be used in the Accounts Receivable
module.

Prerequisites: None

Required or Optional: Required

The Accounts Receivaletup Processirfgrm contains fields thatletermine business rules for processing
Accounts Receable transactions.

Setup Processing

o’ Mumbering
Auto Invoice [ Auto Job Mumber v
Mext Invoice 1500 Mext Job Number 300
Auto Customer v Require System Account r
Next Customer 5000 Require Unique System r

Account Company Wide
[&] Invoicing and Credits

Cycle Beginning Day v Print Customer Mumber on Invoices and
f* First Day of Month Statements
" Day of Service Start Iv Allow Printed Invoices to be Edited

[ Enter Separate Posting Date for Invoices
and Credits

v  Allow direct invoicing to Master Account

Use Credit Request Processing

v Require Credit Reason on Credit Memos

Other
v GL Cateqgories required for Income and Expenses Group Deferred Revenue By ¢ L Account
f« Ttem Type
[ Activate Customer Group Security by User
Customer Group | [=1
v  Enable Actvity Tracking v Require Tape Totals to Match Deposit
Amount in order to Make Deposit
¥  Screen Employees by Type
¥  Allow Site Only RMR
[ Allow Quantity Based RMR Apply
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Setup Processing (Accounts Receivalilentinued

Numbering

Next Invoice Sedon®fficewill automatically number your customer invoices consecutiv&lgu will need
to enter your starting invoice numbeiYou may first want téind the highest invoice number from your
legacy system; you should set this number much higher so that you will be able to tell where your new
invoices in Sedor@fficebegan.

Auto Job Number / Next Job Numbelf implementing the Job Management modw@u have the option of
allowing Sedon@fficeto automatically assign a job number or you may manually enter your own job
numbers. By checking theuto Job Numbdox, Sedon@fficewill populate the Job Number field of an
installation job. Your first jobumber will be the number entered in tHéext Job Numbdield on this form.
Subsequent jobs created will increment the job number by the value of one. If you elect to enter your own
job numbers, leave thA&uto Job Numbdvox unchecked.

Auto Customer Next Customer You have the option of allowirgedonaOfficéo automatically assign a
Customer number to each of your customer accounts, or you may manually assign your own Customer
numbers. By checking theuto Customebox, SedonaOfficevill populatethe Customer Number field of
each new customer record. Your first Customer number will be the number entered hetkteCustomer
field on this form. If you elect to enter your own Customer numbers, leavétite Customebox un
checked. Manually ented customer numbers may be numeric or alphameric or all alpha characters.
The maximum number of characters allowable for a customer number is 15.

Require System Accounlf this option is selected, the User will be required to enter a value in the®y
Account field of the System data entry form. The system account is commonly referred to as the central
station account number.

Require Unigue System Account Company Wifi¢éhis option is selected, the System Account must be a
unique value.
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Sdup Processing (Accounts Receivab@&yntinued

Invoicingand Credits
The following selection pertains to how recurring services will be invoiced to your customers.

Cycle Beginning DayThis option pertains to the metho8edonaOfficevill use in billig your customers for
recurring services. Two options are available;

1 First Day of Month
1 Day of Service Start

A 2 4 A -

If First Day of Month & aSf SOGSRX GKS Odzai2YSNRE NBOdZNNAy3I OKLI
months. For example if the recung start date is set to 06/15/201 and the next cycle date is set to June

2011, and the customer is on a monthly billing cycle, the first invoice will be for the period of 06/15(2011
06/30/2011.

IfDay of Servick & & Sf SOGSRI (K Sardeslwmillibe bili&dsirting dhBhe dateldteyed onO K

the recurring line and continue in this fashion. For example: the recurring start date is set to 06/15/20

¢KS Odzaii2YSNRNaE NBOMNNAYy3A Ayd2i0S8S & $INdmugd G7/1428MR 2 R T 2
¢tKS YySEG Y2y (iKQa Ay A2thrdih OFR/@AIRNACRHEHE NI N T K MP K H N

You must select one of the two options above, which is a global setting; all recurring services will be billed
using the same method selected above.

Print Cistomer Number on Invoices and Statemeqts$ this option is selected, the SedonaOffice billing
customer number will be printed on all customer invoices and statements.

Allow Printed Invoices to be Editedf this option is selected, once the User hasgzed the printed button
while viewing an invoice or uses the bulk invoice printing feature, the invoice will become locked and no
changes to any of the information will be allowed. If this option is not selected, a User who has the proper
permissions, Wi be able to edit invoices as long as the invoice date is in an open accounting period and no
payments have been appligd the invoice

Enter Separate Posting Date for Invoices and Cre@tdecting this option will allow a User entering
customer invaces or customer credit memos to select the date the item will post to the General Ledger. The
posting date selected must be in an accounting period with an open status.

Allow Direct Invoicing to Master Accountelecting this option will enable a Udercreate an invoice and
post directly to the Master Account. If this option is not selected, you will only be able to create an invoice
under one of the Subaccounts linked to the Master Account.

Use Credit Request Processqi8electing this option wilictivate the Credit Request functionality. All

customer credit memos must go through an approval process before the credit memo may be generated. If
your company does not desire to use this feature and wants to manually create customer credit memos, the
do not select this option.

Require Credit Reason on Credit Mengdsyour company has selected to use Credit Request Processing
[previous option], then this option is automatically selected. If your company has not selected to use Credit
Request Procssing, selecting this option will require a User entering a customer credit memo to select a
reason for the credit memo. These reason codes are setup and stored in the Credit Reason setup table.
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Setup Processing (Accounts Receivalilentinued
Other

GL Categories Required for Income and ExpenHéhis option is selected, a user will be required to select a
valid Category code prior to postiimgcome and expenstansactions. It is highly recommended this option
be selected. This will providemsistent reporting in your G/L reports.

Activate Customer Group Security by Uskithis option is selected, each customer record must be assigned
to a Customer GroupYou must first set up records in ti@istomer Grou@etup table to enable this ojoin.

See the previouSedonaSetupask Customer Groufor detailed information on the functionality of this

option.

Activate Group Security (5]

"o 1 By enabling the Customer Group Security, each Customer must be set
W' to a Customer Group in order to be accessed. You must select a default
Customer Group to assign to each customer now. You can then modify
the customers to the desired Customer Group.

Enable Activity Trackiadf this option is selectedhe applicationprovides an audit trail of certain activities
performed by a Useand is saved on the customer record. A form will be displayed to the User to enter a
comment when certain activities are performed. Such activities inclugheinéing and invoice, changing
customer information etc. The User has the option of clogmgcomment form without enterig any
information however the activity is still saved to the customer activity history. This information cannot be
deleted and is viewable by selecting tBedonaOffic&vent Lognenu item on the customeree within the
Cugomer Explorer.

Screen Employee by TypEach employee in the Employee setup table is assigned an employee type. In
several data entry forms, all employees will display from the dtopn list from which the User will make a
selection. If the field ishe Salesperson field and you only want to see a list of only employees that are
assigned a type of salesperson, then you would want to activate this option.

Allow Site Only RM&BY selecting this option, the User would be able to create a recurringvitheut a
System record being created.

Allow Quantity BasedRMR¢ By selecting this option, when setting up a new recurring line, the User may
enter a number of units for which to invoice the customer.

Group Deferred Revenue B¥his feature allows yoto select how you want the Deferred Income posted
when recognizing Deferred Income.

Require Tape Totals to Match Deposit Amount in Order to Make Deaptigltis option is selected, the

amount entered when creating a customer payment batch must be equthk total amount of customer
payments entered into the batch. If this option is not selected, the batch total and amount of payments do
not have to match to be able to deposit the payment batch.
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Categories
Purpose: Define levels for financial repamng of income and expense
transactions.
Prerequisites: None
Required or Optional: Required

TheCategorytable is used to group financial transactions into udefined categories for reporting

purposes. ACategorymay be a department within your compg, a geographic location, a division of service,
or a profit center. Th€ategoryis not mandatory but highly recommendedand it can provide useful
management analytical repartg. Using Categories is a way of departmentalizing your General Ledger
transactionactivity.

A Category is assigned iacome and expense transactions anly

Categories

|=| Categories

Code Description GL Code Inactive
GaA General & Administrative 100 M
Inspections Inspections 500 N
Installation Installation & Sales 300 M
Recurring Recurring 200 N
Service Service 400 M

[ Include Inactive

] category Edit

Code Description GL Code
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Late Fee Rules

Purpose: Create default rules and values to be used in calculating Lat
Fees on Statements or when selecting the Invoice/Statemer
invoice form.

Prerequisites: Category

Required or Optional: Optional

Late Fees may be assessed on a customer account if they become delinquent. There are two methods of
assessingate fees inSedonaOffice The first is done bgelectingto calculate a late fee baseddahe current

aging of the customer invoices and then print this late fee on a customer statement or the invoice/statement
form when you print your cycle invoicelhe second is done when generatinglk customerstatements

Calculating Late Feesll not create an invoice or post to the general ledger. If the customer pays the late

fee, you may post the cash to a miscellaneous income account. If the customer never pays the late fee, there
is no action required to remove any late charges from the actoun

The Late Fee Setup form contains values that will default into either the Finance Charge program, Statement
Generation program or the Invoice/Statement printing form. You may change these values, if desired, prior
to processing the late fees or financharges.

Late Fee Setup

& Late Fee Setup

Minimum Number of Days Past Due |22

Annual Interest Rate [21.00%

Minimum Late Fee Charge [3.00

Charge Late Fees on Late Charges [

Message of Late Fee

Income Category Code |Gaa ]

Apply
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Aging Buckets

Purpose: Create the aging buckets that will be used for aging the
Accounts Receivable invoices. These aging buckets will be
columns displayed on the Accounts Receivable Aging Repo
Prerequisites: None

Required or Oponal: Required

The Aging Buckets setup form is used to define the five groups into which your accounts receivable invoices
will be aged. These aging buckets appear on the customer explorer and on the Accounts Receivable Aging
Reports.

Aging Buckets

[=] Age Invoice By
' Invoice Date

" Due Date

|t Aging Categories

Over Days Column Heading
1st Column o |1-30 days
2nd Column 31 |31-60 days
3rd Column 51 |51-90 days
4th Column a1 |91-120 days
5th Column 121 |over 120

Apply
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StatementRules

Purpose: To set up default rules to be used when generating custome
statements

Prerequisites: None

Required or Optional: Required

Statement Rules setup is used as the default settings when you generate monthly customer statements.
When runninghe statement generation process you may override these settings that will default into the
statement generation form.

Statement Rules

l[Z] Create Statements For

" All Customers
" All Mon Zero Customers
* AR Balance

Minimum Balance 0.01

Minimum Days Past 31 -

I[F] statement Messaging

over 31 days |Your accountis past due, please remit,

over &1 days |Please pay before your account is cancelled for non-payment,

over 91 days |Pay' now or your account will be turned over to collections.

Apply
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EFT Setup
Purpose: To set up information to process ACH and Credit Card
transactions. You must first enroll in the program to tige
functionality.
Prerequisites: Enrollment with ACH Direct
Required or Optional: None

If your company has enrolled in the automated EFT customer payment transactions with our business partner
ACH Direct, you will need to setup this form prior togessing any EFT transactions. The information
required to fill in this form will be provide directly to your company by ACH Direct.

ACH\EFT Setup

/5 ACH Direct
Transmitter Id | AFT Login |
Password | Secure Key |
Attn: As of June 1, 2010, ACH Direct will be
Company Td |

requiring all credit card submissions to be

PCI Compliant. Please use the button below
! to run the PCI Compliance Updater before
then. If you do not, your transactions will fail
on submission.

Merchant Name

Batch Description |

Run PCI Compliance ‘ [ PCI Does Mot Apply

" Posting

ACH Payment | R

ACH Invoice Message

Credit Card Payment | R
Method

Credit Card Invoice
Message

22 AVS

Dverride Password

Apply
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Chart of Accounts

Purpose: To set up a chart of accounts that will be used for processin
financial transactios

Prerequisites: Review the section Understanding the G/L Structure that
follows

Required or Optional: Required

The Chart of Accounts is used to track all your financial data. If you already use an accounting system, you
may already have a chart of@unts, or you may wish to discuss this with your CPA prior to setting up this
table. A default chart of accounts was included with yBadonaOfficelatabase. You may use this set of
accounts, add additional accounts, delete accounts not used by yoapany or modify theaccount

numbers ordescriptions. The length of the G/L account number must be all nunalpershe number of
characters long was defined in a previous setup tabifine G/L Segments and Lengffhe G/L account
numbersand may not cotain foreign characters such as decimals or hyphens.

Each General Ledger Account must be assigned an Account Type. The account type is selected from the drop
down list of values that are prdefined. You must select one of the choices from the listceQ/ou use a
general ledger account number for a transaction, you may not change the account type.

Account Type Code Description

OIN Other Income

OEX Other Expense

AR Accounts Receivable
IN Income

BANK Bank

OCA Other Current Asset
FA Fixed Asset

OA Other Asset

AP Accounts Payable
CcC Credit Card

OCL Other Current Liability
LTL Long Term Liability
EQ Equity

CGS Cost of Goods Sold
EX Expense

At a minimum, the following G/L accounts are required for each moduybeimented to process financial
transactions:

Accounts Receivable Accounts Payable Inventory

Balance Equity Accounts Payable Inventory (asset)

Accounts Receivable Primary Checking Cost of Goods Sold (Jobs)
Deferred Revenue Inventory Receipt Costof Goods Sold (Service)
Customer Refunds Cost of Goods Sold (Other)
Late Fee Physical Inventory Adjustment
Discount

Advanced Deposit Job Managemenfinstallations)
Unapplied Cash Material WorkIn-Process
Unapplied Credit Labor Epense

Un-deposited Funds Labor Deferred

Prepaid Accounts Receivable Labor Workin-Process
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Getting Started

Chart of Accounts (continued)

Chart Of Accounts

[=] chart Of Accounts List

[~ Include Inactive
=] chart Of Accounts Edit

Account Code| Account Type

Description |

Account | Description | Account Type | -
01015 WIP Service Labor OCA N
10000 Petty Cash BANK E
10010 Primary Chedking Account™ BAMK

10020 Payroll Cheddng Account BAMK

10050 Undeposited Funds* OCA

11000 Accounts Receivable™® AR

11101 Bad Debt Recovery AR

12000 Inventory™ OCA

12005 Inventory - Tools QCA

12006 Holdbadk Bilings OCA

12010 WIP-Install-Materials ocA

12020 WIP-Install-Labor OCA

12030 WIP-Install-Commissions OCA

12040 WIP-Install-Misc, QCA

12200 WIP-Service-Materials OCA

12205 WIP-Service-Labor ocA

12210 WIP-Service-Other OCA

12500 Amortized Equipment OCA

13000 Purchase Price Variance™® OCA

14000 Prepaid AfP* ocA

14010 Inter-Branch Revenue™ ocA

15000 Furniture & Fixtures FA

15010 Equipment FA J
4ChTn Wombmimlmm cCa

r Inactive

| 1

Apply | Hew I Delets |
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Alternate Company Address

Purpose: To set up alternate remit to addresses and messaging
information for each branch.

Prerequisites: None

Required or Optional: Required

TheAlternate Addresseis a required setup table. This table defines what company name address and the
remit to name and address which will print on your customer invoices and stateménisu re $ing

multiple branches and have differergmitto addressegou will create one record for each unigue company
name and remit to addresdf your company operates under one branch, you will still need to create one
entry for the main branch your compamyll use for all invoices and statement printing. You may modify the
existing record to use for your company/branch information.

You also have the ability to add an Overview Messagkadditional phone numbers that will print at the
end of the detailedsection on Invoices

Note: The Overview Message and additional phone numbers will only print on the Standard and
Invoice/Statement invoice forms.

Alternate Address

| Alternate Address List

Name Address1 Address2 | Address3 | Ph
ABC Security 417 Commercial Drive Flymouth, MI 48170 (7
4| m b
£} Alternate Company Information [“lalternate Remit To Information
Name |ABC Security Name |ABC Security
Address 1 |417 Commercial Drive Address 1 |p.0. Box 123
Address2 | Address2 |
Address 3 |Plymouth, MI 48170 Address 3 |Plymouth, MI 48170
Phone 1 [(734) 474-8500 Phone 1 |734) 474-8500
Fhone 2 |[734) 474-8501 Phone 2 |(734) 474-8501
CJ Owerview Message
Overview |
Message
Label 1 | Phone 1 [
Label 2 | Phone 2 [
Label 3 | Phone 3 [

Apply | New | Delete |
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Branches
Purpose: To define the individual branches in which you conduct
business
Prerequisites: Altemate CompanyAddress
Required or Optional: Required

Each Customer and Site record is assignedBmach A Branch is a means to group your Customer and/or
Sites together fofinancial and othereporting purposes. For example Branches can be ugetivioing

your Customer and/or Sites geographically, by acquisition, or even type of customer. You must setup a
minimum of one Branch in your system. Many reports and processes throu§kdonaOfficeise a Branch
selection as a means of grouping data.

GL Codethis field is one of three segments of the G/L structure. This field is used for reporting purposes.
You will enter amumericvalue in this field; the number of digits allowable is the length that was assigned for
branches in Define G/L Segmeatrlier in this chapter. Please referDefine G/L Segmenésarlier in this
manual.

Invoice AddressThis is the address information that will be used on invoices for customers. The
selections for this field are set up in thikernateCompanyAddresssetup table.

Branches

| Branches

Branch Description Alternate Address | GL Code | Inactive
Main Main ABC Security 417 Commercial Drive Phymou... 10 N

™ Include Inactive

-] Branch Edit
[ Inactive

Branch Main Invoice Address | 1 |

ABC Security
417 Commercial Drive
Plymouth, MI 48170

Description  |Main

GL Code |10

Apply | New ‘ Delete ‘
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Item Types
Purpose: To define codes to identify how an Item Code is to be classi
for sales tax purposes.
Prerequisites: None
Required or Optional: Required

AnlInvoice Item Typis a code assigned to eabitvoice Itentode, whit enables the application to apply

sales tax to the item being invoiced based on the type of service being invoiced to your customer. Most
government agencies base sales tax calculations on a defined list of sold service types. These types of sales
are typically one of the following:

Inventory Parts
Non-Inventory Parts
Labor

Recurring Services
Non-Recurring Services

=A =4 =4 =4 =4

TheSedonaOfficsoftware is delivered to you with preet Item Types; you may use these codes and create
additional codes to handle complesales tax situations, which may exist in a particular taxing jurisdiction.

When setting up an Invoice Item you must first select an Item Type. Once the Invoice Iltem has been created,
the Item Typecannot be changedlf you make an error in selectingd item type, you will need to delete the
record and reenter it with the correct item type.

Invoice Item Types

|| Invoice Item Types

Invoice Item Types Description Recurring CS Service
P Inventory Part M N
LB Labor M M
MNIP Mon-Inventory Part N N
MR MNon-Recurring N N
ocC Other Charge M M
QRS Other Recurring ¥ ¥
RS Recurring Service i b
T Tax M M

[ Include Inactive

[ Invoice Ttem Types Edit

Invoice Ttem Types |

Description |

— | New | |
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Invoice Items
Purpose: To define invoicing codes which are linked to a specific reve
account for products and services sold or credited.
Prerequisites: Chat of Accounts(Income Type Accounts), Category, Item T
Required or Optional: Required

Anlnvoice Itenis used fothe individual line itenctharges entered o€ustomennvoices. Each line on an
invoice will be assigned an Invoice Iteimvoice Itens are used on all types of Invoices and Credit Memos.

Special Note

When setting up an Invoice Item you must first select an Mepe.

Once the Invoice Item has been setup the Item Type cannot be changed
If you make an error in selecting the item type, you will need to delete
the record and reenter it with the correct item type.

Item Type Each Invoice Item is assigned to an Item Type, which is used to determine the taxability of the
item. For more on sales tax, see Tax Groups and Tax Tables later in this section.

Item (Code) The code you assign that users will be able to select from when creating lines on an invoice or
credit memo. The code does not print on the customer invoices.

Description Description of the invoice item; will print on customer invoices.

Non-Deferred Income Flagif the Iltem Type selected is RS (recurring service) you may choose whether to
defer the income for this invoice item code.

Default Rate The default rate entered will be used in Invoices and Credits when selecting this ltemice
but may be overridden on each invoice line created in invoice processing.

Account Each Invoice Item is linketypically,to an incomeG/L Account.This is the G/L Account that will be
credited or debited on invoicand credit memdransactions.

Category The default category to be assigned to this invoice item

Job Costing MethadYou may select a job costing type which is saved on invoice transactions for reporting
purposes.

DefaultCost TheDefault Cost, if any, for the Iternode. TFs field is used with thirgharty Sales Estimating
programs.

Taxable FlagDetermines if Sales Tax should be charged on this Item, if the item meets the sales tax rules for
the taxing jurisdiction of the site location. If this box is leftalnecked, tle invoice item will never be taxed.

Available for SaleBlag Determines whether this Item is available for use on sales quotes. This field is used
with third-party Sales Estimating programs.
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Invoice ItemgContinuedl

=

Invoice Items

Invoice Items List

Item | Description | Type | G/L Code | Category -
MTL-INST Materials - Installation IP 40020 Installation b
MTL-SVC Materials - Service P 40110 Service
MTL-SVC-Access Service Materials-Access Control 5., IP 40110 Service
MTL-SVC-CCTV Service Material-CCTV System 1P 40110 Service
MTL-5VC-Fire Service Material-Fire System IF 40110 Service =
MTL-SVC-Intrusion Service Material-Intrusion System 1P 40110 Service 1
Labor-Install Installation Labor LB 40010 Installation
Labor-Service Service Labor LB 40100 Service
Labor-Service 1st Hour 1st Hour of Service Labor LB 40100 Service
Labor-Subcontractor Subcontract Labor-Installation LB 40010 Installation L
Service Call Fee Minimum Service Call Charge LB 40100 Service
Bad Debt Recovery Bad Debt Recovery MR 11101 G&A
Conv Bal Fwd Conversion Balance Forward MR, 39999 G&aA
Fuel Fuel Surcharge MR 40120 Service
HBE 10% HBE 10% MR 12006 Installation
InspT &M Inspection MR 40230 Service
Inst-Cell Backup Installation of Cellular Backup System MR 40000 Installation
Inst-Com-Access Installation of Commerdal Access C... MR 40000 Installation
Inst-Com-CCTV Installation of Commercial CCTV Sy...  NR 40000 Installation
Inst-Com-Intr/Fire Installation of Commercial Intrusion... MR 40000 Installation
Inst-Com-Intrusion Installation of Commerdal Intrusion... MR 40000 Installation
Tn.=:|1'—| FATE In=tallatinn Charne MR 4n725 | Tn=tallation S
4 T 3
[ Include Inactive
3 Item Edit
[T Inactive
Item Type | _ | Account | _1El = Tazable
7 Available
for Sales
Category | =

Item |

Description | Job Costing | =]

Default Rate | Default Cost |

Apply | New I Delete |
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Invoice Descriptions

Purpoe: To create invoicing descriptions for products and services.
Prerequisites: None
Required or Optional: Required

AnlInvoice Descriptiois a required field on alhvoicesand Credit Memogroduced inSedonaOfficelnvoice
Descriptions will display athe Customer Invoice form, will print on customer invoices and statements, and is
displayed in the Customer Explorer. The recamteredin this table are selectable when creating a

customer invoice or credit memo. An Invoice Description summarizetyples ofservicesontained on the
customer invoice; these should be very generic descriptions.

TheDescriptionfield will print on the customeinvoices and Credit Memos

Invoice Description

|=| Invoice Description

Invoice Description Description Inactive
Conv Bal Fwd Conversion Balance Fwd M
Credit on Account Credit on Account M
Equipment Sales Equipment Sales M
Inspection Inspection Services MN
Installation Installation Services M
Recurring Recurring Services M
Sales Tax Sales Tax M
Service Call Service Call M
Shipping Shipping & Handling M

[ Include Inactive

] Invoice Description Edit

Invoice Description |

Description |
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Credit Reason

Purpose: To create a list of reasons for which a credit noeisibeing
generated. Used for reporting purposes.

Prerequisites: None

Required or Optional: Optional Required if Credit Request Processing has been
activated.

TheCredit Reasotableis used to define the various reasons for which a customer Qvistito is
generated. This field is used for reporting purposes. It is highly recommend this option be used to track how
much and why credits are being generated by Users.

Credit Reason

=] Credit Reason

Credit Reason | Description Inactive
Customer Referral Customer Referral N
Goodwill Credit Goodwill Credit N
Install Over Invoiced Installation Over-Invoiced N
Install Problem Install Dissatisfaction N
Inv Wrong Cust Inveiced Wrong Customer M
Invoiced in Error Invoiced in Error N
Sales Dissatisfaction Sales Dissatisfaction N
Service Over Invoiced Service Call Over-Invoiced N
Service Problem Service Dissatisfaction N
Wirite-Off from Cancel Write-Off-Customer Cancelled N

[ Include Inactive

£ Credit Reason Edit

Credit Reason |

Description |
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Geographic
Purpose: To add or edit zip codes, cities, counties or townships
Prerequisites: None
Required or Optional: Optional

TheGeographitables are used to add or edit City, State and Zip Code informationS&denaOffice
database deliveretb your companys prepopulated with all the city/state/zip code combinations thaere

in effect with the United States Postal Service as of7208ny additions that have been made since that time
will have to be maintained manually by your company.

To enter a new City/State/Zip Code combination:

1 from the country options select therlited States
1 Select the Zip Code option
1 Press the New button and enter the new Zip Code in the field provided
1 Select the State from the drop down list
1 Type in the City name
1 Presghe Applybutton to save the new record.
Geographic Information
(&) Geographic Information
E-  Zip Code « | Zip Code | city | State -
..... i) 43160 Milan Michigan
..... 1 43161 Monroe Michigan
48162 Monroe Michigan
""" 2 43164 Mew Boston Michigan
----- 3 43165 Mew Hudson Michigan
..... 4 43166 Mewport Michigan
c 48167 Morthville Michigan
""" 48169 Pinckney Michigan
----- 6 48170 Plymauth Michigan
..... 7 48173 Rockwood Michigan
_____ a 48174 Romulus Michigan
| 48175 Salem Michigan
""" s 48176 Saline Michigan
----- A 48177 Samaria Michigan
_____ B 43178 South Lyon Michigan
43179 South Rockwood Michigan
""" c 48180 Taylor Michigan
""" D 43182 Temperance Michigan T
..... E =| | 48183 Trenton Michigan .
_____ = 48184 Wayne Michigan
48185 Westland Michigan
""" G 48186 westland Michigan
----- H 48187 Canton Michigan
..... I 43188 Canton Michigan il
Afia0 Whitrmnra | alk-a Mirhinan
----- ] 1 [Tl | 3
..... K B ]
_____ L Zip Code
_____ M 48170
..... N State City
..... 0 | michigan | |Plymouth
""" F: - Apply | New | Delete |
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Vendor Types
Purpose: To provide a means to classify Vendors limokup andreporting
purposes
Prerequisites: None
Required or Optional: Required

Vendor Typeprovide a means to classify your Vendors, and may be used for reporting purposes. Each
Vendor must be assigned a Vendaompe on the Vendor record.

¢CKS &lYLXS tAad 2F £#SyYyR2NJ ¢elL)lSa RSt ABSNBR gAGK &2 dzN
of these has a special functionality within the software application and cannot be deleted or modified.

9 Parts Supplieg Used to identify Vendors from whom your company purchases inventory.parts

1 Sales Tax AgengyJsed only for municipalities to whom you remit sales tax that was collected from
your customers.

1 Service Provider Used for subcontractors your company usesservice your customer systems on a
service ticket. If a Vendor is created and the vendor type of Service Provider is selected, an entry is

also made into the Service Company setup table. This vendor tppétis be used for
subcontractors used for gtallation jobsonly.

Vendor Type

| Vendor Type

Vendor Type | Description Inactive
Corp Officer Corp Officer M
Credit Card Credit Card N
Employee Employee M
Equipment Rental Equipment Rental M
Finance Company Finance Company N
Government Agency Government Agency M
Insurance Insurance M
Office Supplies Office Supplies M
Outside Services Outside Services N
Parts Supplier Parts Supplier M
Professional Professional Services N
Sales Tax Agency Sales Tax Agency M
Service Provider Service Provider M
Sub Contractor Sub Contractor M
Unknown Unknown M
Utilities Utilities N
[ Include Inactive
] vendor Type Edit
-

Vendor Type

Description

‘ News | |
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Terms (Accounts Payable)

Purpose: To define how to agaccounts payablbills and customer
invoices

Prerequisites: None

Required or Optional: Required

ATerm Codés assigned to every customer and every Vendor recordjglishared table used for both

accounts receivable and accounts payable terms. For each customer invoice or accounts payable bill that is
entered, the terms code assigned to the customer or vendor will be the default, however, you may override
the TermsCode on any invoice or bill prior saving

General
Term CodeEnter a Terms Code that is easily identifiable by the user that will be making selections during
data entry.

Description Enter a description for the Terms Code.

Aging Based On
InvoiceAqging Date (A/R Onty)s used for Aging purposes. This determines at which point Invoices will
appear as past due.

Due Date The number of days from the invoice date that the invoice is due to be paid.

A/P Discounts

If the term code is to be used fan Accounts Payable term and the Vendor offers discount terms, you will
enter the number of days in which the invoice must be paid and the percentage that will be deducted from
the bill amount for the discount.

Discount Days The number of days from thall date that the discount is valid.

Discount% The discount percentaggou will be taking from the bill amount

Terms
= Terms

Term Description Days Due | Based On Disc Days | Disc % | !
2-10 N-30 2-10 N-30 30 Due Date 10 2
5-10 Net 60 5-10 MNet 60 60 Due Date 10 5
Conv Invoice Terms for converted invoices 0 Aging Date a o}
Due Mow Due Mow 0 Aging Date 1] 0
Met 10 Met 10 10 Due Date 1] 0
MNet 30 Met 30 30 Due Date 1] [v]
MET 45 MET 45 45 Due Date a [u]
Met 7 Met7 7 Due Date 1) 0
] I +

I™ Include Inactive
@ ceneral
[” Inactive

Term Code  [Due Now

Description  |Due Now

‘= A/R Aging Based On ‘= A/P Discounts
@ Invoice Aging Date (A/R Only) Discount Days |0
" Due Date
LIS — i o 0
Days Net Due | DEcCUREY

AfR Invoice Due Date will always be the Invoice Aging Date

Apply | Mews | Delete ‘
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Tax Agency
Purpose: To define vendor records twhomyou will remit sales tax
payments. These tax agencies are linked toTtae Tald
records
Prerequisites: None
Required or Optional: Required

ATax Agencis a municipality to whom yalwcompany wilkemit sales tax that washarged oryour customer
invoices or credit memosTax Agencies may be a state, county, city or any othéy éo whom sales tax is
remitted.

If your company does not collect and remit sales tax to a government agency, you will still need to set up a
Tax Agency for the state in which your main office is located.

Tax Agency
|5 Tax Agency
Vendor Business Name Current Balance |
MI Dept of Revenue MI Dept of Revenue 0,00

™ Include Inactive
o Tax Agency Edit

[ Inactive
Vendor Code | MI Dept of Revenue Branch | Main d
Vendor Type | Sales Tax Agency x| Category lcaa |
Wame |MI Dept of Revenue Eederalld | -|
Social Sec # = =
Address ... | [101 Capitol Drive = | ’_ |
Livonia, MI 48150 [ Issue 1099
Exp Account | ~1E]
Contact 1 | Default Cost  |g.00
Phone
- | Terms | Due Now |
= | Credit Limit |D.DIZI
Contact 2 |
Phone |

Apply | Mew | Copy | Delete |
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Tax Table
Purpose: To define taxing eiities for use in calculating sales tax on
customer invoices.
Prerequisites: None
Required or Optional: Required

TheTax Tablés used to define the various taxing entities. Based on the physical location where service is
provided, youwill buildyout  E ¢ 0f S& (2 YSSi (GKS t20Ft (FEAY3
When a Tax Table entry is created you select the TaXanheTypeshat apply to the taxing jurisdiction.

Each Tax Table consists of two data entry forms; one to igahtf code and information about the tax table,
and the second to identify what date the tax rate when into effect, the tax rate, and the method of
calculation to be used for the tax table.

If your company is not collecting and remitting sales tax tovegument agency, you will still need to set up
one tax table and set the tax rate to zero.

Taxable Item Types Description
These are the actual parts (inventory) you sell. Typically this includes the parts
sell when installing oservicing your customers systems.

IP (nventory Par}

LB Labo) Labor for charges df y S Y LJtirgegcSuftl @eifor service or installations.
NIP NonInventory Par} This is for items or parts that are not warehousadth as tools.
NR Non-Recurring Iter Igslrzzléwsedfor servicesvhichare sold on a orime basis, such as installation

This is a unique charge in SedonaOffice used specifically for recurring type cha
such as monitoring or service agreements.

Thi includes any miscellaneous charges that may not be taxable, such as deliv
expenses.

TX Tay Used to create and individual line item for tax to be used in adjustments.

RS Recurring Servige

OC Other Chargg
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Tax Table (continued)

Tax Table Setup Fields

Tax Table - The code you will use for the tax table. You are limited to 25 characters in this field. If your
company does business in multiple states, you may want your tax table codes to begin with the two character
abbreviation of the state.

Description - The description for the tax table. You may enter up to 50 characters to describe the tax table.

Account - Select a G/L account from the drop-down list from the Chart of Accounts setup table which liability
account you want to post sales tax transactions.

Tax Agency i Select the Tax Agency from the drop-down list to whom you will remit sales tax collected for this
tax table.

Item Types i Check the box to the left of each Item Type where the type of service provided is taxable in this
tax table jurisdiction.

Tax Table Setup

= TaxTables
Tax Description Current Rate | Agency | G5T |
MI-Exempt MI-Exempt 0.0000 MI Dept of Revenue M
MI-State Sales Tax MI-State Sales Tax 6.2500 MI Dept of Revenue M

™ Include Inactive

Tax Table Setup | JEffective Dates & Furmula]

[ Inactive
[~ GST Tax
TaxTable  |MI-State Sales Tax Ttem Types Inventory Part
o [ Labar
Description  |MI-State Sales Tax Mon-Inventory Part
Mon-Recurring
Account | 24000 ~1H Other Charge
Sales Tax Payable-MT* [[] other Recurring
Recurring Service
Tax Agency | MIDept of Revenue |

Apply | New | Delete ‘
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Tax Table (continued)

Effective Dates & Formula Setup Fields

Effective Date; Enter the first date this tax table went into effect.

End Date; The last date the tax rate will be in effect. If you leave this field blank, this tax rate will be used
until the time an &d date has been entered and saved.

Rateq Enter the tax rate that applies to this tax table. Six percent would be entered as 6.0.

Formula Type Defines which method the program will use to calculate sales tax on an invoice.

1

Flat Rategsales tawill calculateon the invoice itemand/or inventory pars based on whether the
taxable flag has been checked for the invoice item type on the tax table setup form tab. The tax will
be calculated using the rate entered in the Rate field of the Effective DateB@mulas form.

Fields to populate on this form: Effective Date, Rate, Formula Type

Max Taxable Salesales taxwill calculateon the invoice item and/or inventory parts up to the dollar
amount entered in the Formula Field. For example if the formulawam set to $5,000.00 and the
invoice item is for $10,000.00, only the first $5,000.00 will be taxed.

Fields to populate on this form: Effective Date, Rate, Formula Type, Formula Amount

Min Taxable Salesales taxwill calculateon the invoice item andir inventory parts beginning at the
dollar amount entered in the formula field. The Invoice item must be for at least the minimum
amount entered in the Formula Amount field; all amounts at and above the setup amount will be
taxed.

Fields to populate on thiform: Effective Date, Rate, Formula Type, Formula Amount

Maximum Tax sales taxwill calculateon the invoice item and/or inventory parts up to a particular
amount of sales tax. For example if the formula amadarget to $75.00 and the calculated amowih

tax is 76.00, only $75.00 of sales tax wilrbeorded against the invoice item.

Fields to populate on this form: Effective Date, Rate, Formula Type, Formula Amount

Pctg of Sale (Percentage of Sale) the application will calculate sales tax onvbéeé item and/or
inventory parts as a percentage of the sale amount. For example, if the tax rate for the Tax Table is
set to 5% with the formula of 10, and the invoice amount is $50.00, sales tax would be calculated on
10% of the invoice amount at thate in the tax table which is applicable to the invoice item type.
The calculation would be ($50.00 x 10%) x 5% for a total sales tax amount of $0.25.

Fields to populate on this form: Effective Date, Rate, Formula Type, Formula Amount

Tax Table Setup( Effective Dates & Formula ] ) MI-State Sales Tax - Ml-State Sales Tax

Effective Date | Tax Rate | End Date | Formula Type | Formula Amt |

1f1/2011 6.0000 = MNever == Flat Rate

1/1/2009 £.2500 12/31/2010 Flat Rate

Effective Date [1/1/2011 = Rate 6.0000

End Date = Formula Type  [FiatRate |

Formula Amount

&pply| Newy | gelete|

Pageb7 of 165 Last Updated: May 22, 2011



SedonaOffice Administrative Training Manual

Getting Started

Tax Groups

Purpcse:

To group one or more tax tables.

Prerequisites:

Tax Table

Required or Optional:

Required

TheTax Grough @ f A Y

SR 02

2yS 2NJ Y2NB

¢l E

¢l ofSa

FYR A&

invoiced is determined by the Tax Group assigrethé Site record. You will first create the Taxing Group
and then link the appropriate tatable codedo the Taxing Group. Select the Tax Tables to include in the Tax
Group by checking the box to the left of each tax code in the |lases of the form

Tax Groups

[Z] Tax Groups List

Tax Group | Description | Group Rate | Inactive |
MI Michigan M N
MI Exempt MI Exempt M N
[~ Include Inactive
Taxes | Group Rate Setupl Product Lines
[~ Inactive
Taxing Group IMI
Description IMichigan
Tax Code | Description | Rate |
MI-State Sales Tax MI-State Sales Tax &
[CIMI-Exempt MI-Exempt o
Apply I New | Delete |
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Bank
Purpose: To set up records for cash accounts. To set up banks for A(
processing.
Prerequisites: Chart of Accounts
Required or Optional: Required

For each uniqu®ankyou will be using to deposit customer or miscellaneous funds, creatéga@iBank
record.

If you have subscribed to ACH auto payment processing through ACH Direct, you will create one record for
each unigue bank and routing numbierbe used for processing bank debit transactions for your customer
payments Check th&€Custome box located at the bottom of the for ACH customer banks only.

Companybanks, enter the name of the bank or an abbreviation for the bank. For customer banks enter the
routing number for the bankFor customer banks, using the routing number for the lBaame makes
searches easier for the User selecting a bank for ACH processing.

Companybanks, enter the full name of the bank. For customer banks enter the name of the bank.

Routing Number, For both company and customer banks, enter the bank routingber.

Companybanks, leave wehecked. For customer banks, check this box.

Next Check # Company banks only; enter the next check number that will be printed. You may set this
number later when you are ready to begin using the SedonaOffice software.

GL Account Company banks only; select the general ledger account number from theddnwp list that
corresponds with this bank.

Check Forng SedonaOffice has one standard thyeart laser check printing format available, Your form
selection will detemine where the check will print on the forrop, middle or bottom.

Banks
& Banks
Bank Mame Description Routing Cust Bank| Next Check | Form | GL Account
10010 MI Primary Checking A... 000001565 N 12000 €S01  10010-Primary C
4 L 3
3 Bank Edit
Bank Name [1oo10] Next Check # [12000
Description |MI Primary Checking Accour Check Form | Ccs01 =l
Routing Number  |000001565 GL Account | 10010 i x|
Frimary Chediing A £
Customer Bank [ LI SREELE
Apply | Mew | Delete ‘
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Cancellation Task

Purpose: To define the individual steps required to process a custome
cancellation.

Prerequisites: None

Required or Optional: Optional

TheCancdhtion Tasksare assigned to a particular Cancel Profile. For example, your company may have
different methods of processing cancellations for residential or commercial type acamuiaishandling
different cancellation situations such as a move, cancel forpaymentor a takeover In cases such as this
you would create one Cancel Profile for each type.

The Cancédtion Tasks are a checklist of items that mustapprovedto complete theCustomercancellation.
As the tasks are completed, each item is checkethythe person completing the task. When all tasks have
been checked off, the cancellation may be finalized and the recurring lines, Wikhaytomaticallybe
cancelled. If you do not want to use the Cancel Tasks, you may skip this step and justCapdl

Profile(s).

Cancellation Task

| Cancellation Task

Cancellation Task | Description Inactive
Balance of Contract Determine Balance of Contract M
Notify Salesperson Motify Salesperson M
Put in Collections Put in Collections M
Remove Equipment Remowve Equipment N
Schedule Service Call Schedule Service Call M
Stop Monitoring Stop Manitoring N

[ Include Inactive

] cancellation Task Edit
[ Inactive

Cancellation Task |Put in Collectiong

Description |Put in Collections

Apply | News | Delete |
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Cancellation Profile

Purpose: To label a customer cancellation process.
Prerequisites: Cancel Tasksptional
Required or Optional: Optional

TheCancdhtion Profileis selected when a cancellation is initiated. If you haagdkd to use Candation
Processthen you will create one Cantaion Profile for each unique cancellation situation.

Cancellation Profiles

[=] cancellation Profiles List

Profile | Description | Tasks | Inactive |
General General Cancellation ¥ N
Mon-Payment Mon-Payment Y M
Mowved Maoved Y N

[ Include Inactive

-] cancellation Profile Edit
[ Inactive

¥ Use Tasks

Profile |Non-Payment

Description  [Non-Payment]

Cancel Task | Description |
Stop Monitoring Stop Monitoring

Remove Equipment Remowe Equipment

Balance of Contract Determine Balance of Contract

Motify Salesperson Notify Salesperson

Put in Collections Put in Collections

[ schedule Service Call Schedule Service Call

Apply I News Delete
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Chain Account

Purpose: To group unrelated A/R accounts.
Prerequisites: None
Required or Optional: Optional

TheChain Accounis used to grougustomeraccounts togethewhere the customers are not financially
related. This enables you to track your accounts as a group. If a Chain Account is assighed to certain
customer records, you will be able to view the total accounts ket#e and RMR for all of these grouped
customers on onéorm. This is helpful in determininige total value of a Chain Account group. The Chain
Account is input on the Customer Billing and Informafiamm. You may also use the Chain Account for
reporting purposesising the Customer Query Builder function.

Chain Account

|=| Chain Account

Chain Account Description Inactive
ABC Builders ABC Builders M
Richardson Const Richardson Construction M

[ Include Inactive

] Chain Account Edit
[ Inactive

Chain Account |ABC Builders
Description |ABC Builders

Apply | News ‘ Delete ‘
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Chain AccountContinuedl

Chain Accounts List viewable from Client Management / Manage Chain Accounts

Manage Chain Accounts
Mame | Description | Count | Current | Current | Qver 30D... | Qver 60 D... | Qver 90 D... | over 120 ... |
Home Depot Home Depot 1 45.14 0.00 22,58 67.72 0.00 654,50
Tim Horton's Tim Horton's 0 0.00 0.00 0.00 0.00 0.00 0.00
Burger King 3 0.00
ABC Builders -Wilow ... ABC Builders -Willow Run 0 0.00 0.00 0.00 0.00 0.00 0.00
Customer Id I Mame | Met Due | RMR. Amount |
5000 Burger King £366.24 £169.95
5001 Burger King £540,00 £250.00
5002 Burger King £330.37 £152,95

Close |
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Collection Status

Purpose: To create labels for identifying delinquent customers.
Prerequisites: None
Required or Optional: Optional

To successfully use the Collection Queue you will need to s€obllection StatusesCollection Statuses are
associated with Collection Profiieand attached to customers through the collection process. This status will
appear in the top right hand corner of a customer screen. If a customer becomes delinquent, depending on
the rules that your company has set up, a Collection Status will lignaskto the customerThe Collection
Status will not print on any customer documents; this is for internal company information only.

Collection Status

|| Collection Status

Collection Status | Description Inactive
C.0.D. Service C.0.D. Service N
Collections-Mamt Review Collections-Management Review M
Legal Legal M
Qutside Coll-Mo Service Cutside Collections-o Service M
Ower 30 Days Past Due Ower 30 Days Past Due M
Payment Arrangements Payment Arrangements N
Potential Delinquency Potential Delinquency M
Promise to Pay Promise to Pay N
Refer to Accounting Refer to Accounting M
Sent Letter Sent Letter N
Service Hold Service Hold M

[ Include Inactive

2 collection Status Edit
[ Inactive

Collection Status |C.0.D. Service|

Degcription |C.0.D. Service

Apply | MNew | Delete |
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Payment Methods

Purpose: To identify the method by which you are receiving payments
from your customers.

Prerequiges: None

Required or Optional: Required

Payment Methodsare used in Payment Processing to identify the method by which you are receiving
payments from your customers. The records that you create in this table are selectablemntkéng your
custome payments.

Payment Method

|=| Payment Method

Payment Method | Description Inactive
American Express American Express N
Cash Cash M
Check Check M
Credit Card Credit Card M
Discower Discover N
EFT Electronic File Transfer M
MasterCard MasterCard M
Visa Visa N

[ Include Inactive

] Payment Method Edit
[ Inactive

Payment Method |Check

Description |Check

Apply | Hew | Delete ‘
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RMR Reasons

Purpose: To classify additions, modifications or cancellations of RMR
reporting purposes.

Prerequisites: None

Required or Optional: Required

RMR Reasor{securring monthly revenud} a code that the User is requirea $elect when creating new
recurring, modifying recurring or cancelling recurrif®MR Reasons provide many reporting capabilities.

Each RMR Reason code must be assigrsydtam controlledeason type; these reason types are used by
SedonaOfficén producing reports that may be found in the Report Managithin the Client Management
report group

The RMR Reason code is used on each recurring line and in the customer candeti@tion

RMR Reason
_ﬁ RMR Reason
Code | Description | Reason Type Inact... -
Accounting Correction Accounting Correction AC M il
Acquisition Acquisition AQ M
Add Service Add Service AE N
Auto add Added by Auto integration OR N
Auto cancel Cancelled by Auto integration OR M
Bankrupt Bankrupt FC N
Branch Change (55) Branch Change S5 M L
Compefition Lost to Competition FC N 3
Conversion Conversion OR M
Dealer Cancel Dealer Cancel FC N
Delete(55) Delete S5 M
Discount Discount OR M
End of Contract End of Contract FC N
End Prome Rate End Prome Rate RI N
Item Change {55) Item Change S5 M B
Maove in Area Move within Service Area FC M
Move out of Area Moved out of Service Area FC N
Mew RMR Mew RMR M M
Mon-Payment Mon-Payment FC M
Poor Service Poor Service FC M o
[ Include Inactive
%% RMR Reason Edit
[ Inactive
Code [Nevs RMR
Description [New RMR
@ason Type |mM3 ll )
L
Code Description -~ | Apply | New ‘ Delete |
NI New Job
AE Add to Existing
RI Rate Increase
AQ Acquisition
SR Service Reduction
FC Full Cancellation
AC Accounting
OR. Other Reason
MR MNon-Reporting hd
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Routes
Purpose: To identifyyour company servicRoutes.
Prerequisites: None
Required or Optional: Optional

A Routedable defines eactBervice or Inspection Route to which Technicians are assigned. Using Routes is
optional.

Routes
=] Route List
Code | Description | Inactive | Inspe... | Service
E Eastern M M Y
El Eastern-Inspections M Y M
N Morthern N N Y
ML Morthern-Inspections M ¥ M
5 Southern N N ¥
51 Southern-Inspections M i M
W Western M M Y
WI Western-Inspections M i M
4 1 r
[ Include Inactive
EJ Route Edit
o Inactive
Code Description I Ina
|N |N0r‘thern
[ Inspection Route ¥ Service Route
Apply I Mew | Delete |
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System Types

Purpose:

To identify the various types of systems installed and/or

senicedby your company.

Prerequisites:

None

Required or Optional:

Required

ASystem TypRS FA Y S &

SIOK {eéaidsSy

GKIFG Aa AyadlftSR

Alarm, Fire Alarm, CCTAccess Contrar any other type of systems yocompanyinstalls and/or services
The System Type may also be used for reporting purposes.

Systems

|=| System List
Code Description Route Inactive
Access Access Control Al M
CCTV CCTV c2 N
Cell Back-up Cell Back-up B2 M
Fire Fire System F2 N
Int/Fire Com Intrusion,Fire Commercial F1 M
Intrusion Instrusion System B2 N
PERS PERS P2 N
[ Include Inactive

] system Edit

[ Inactive
Code Description Route Code
|Intrusi0n |Instrusi0n System | B2 j
Apply | Mewr | Delete |
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Terms (Accounts Receivable)

Purpose: To define how to age customer invoices.
Prerequisites: None
Required or Optional: Required

ATerm Codés assignedo every customeand determines how the customer invoices will be ag&dr each
invoice that is created, the terms code assigned to the custonilebe/the default, howevea Useris able to
override the Terms Code on any invoice prior to posting.

Term CodeEnter a Terms Code that is easily identifiable by the user that will be making selections during
data entry.

Description Enter a description for the Terms Code.
Days Net Due The number of days from the invoice date that the invoice estdibe paid.

A/R Aging Baseoh: Is used for Aging purposes. This determines at which point Invoices will appear as past
due.

Terms
= Terms
Term Description Days Due | Based On Disc Days Disc % | !
2-10 N-30 2-10 M-30 30 Due Date 10 2
5-10 Net 60 5-10 Net &0 60 Due Date 10 5
Conv Invoice Terms for converted invoices 0 Aging Date 4] 4]
Due Mow Due Mow 0 Aging Date o] o]
Met 10 Met 10 10 Due Date 0 u]
MNet 30 MNet 30 30 Due Date 4] [¥]
MET 45 MET 45 45 Due Date o] W]
Met 7 MNet 7 7 Due Date 0 0
< | n 3
[~ Include Inactive
@ General
Term Code  |Due Now | Inactive
Description  |Due Now
|Z A/R Aging Based On [zl A/P Discounts
t+ Invoice Aging Date (A/R Only) Discount Days |o
" Due Date
L ) I—U
Days Net Due |0 Discount %
AfR Invoice Due Date will always be the Invoice Aging Date
Apply | Mew ‘ Delete |
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Types of Customers

Purpose: To create entries that further defines a Residential or
Commercial customer for reporting purpes.

Prerequisites: None

Required or Optional: Required

Each Customer is assignediype of CustomerThe Customer record is always classified as either Residential

or Commercial. The Customer Type table is used to further define the customerGygtomer Types may

be general or specific. For example you may create customer types for Commercial, Residential and
Government or create more specific types, such as National Account, Bank, School, Retail, etc. The customer
type assigned to the customé a useful reporting tool providing you with reports to analyze your customer
base and your business revenues by market segments.

The CustomeTypefield is entered on the Customer Billing and Setup Information form.

Customer Type

| Customer Type

Customer Type Description Inactive
Church Church N
Commercial Commerdial M
Dealer Dealer M
Dealer Subscriber Dealer Subscriber M
Employee Employee N
Mon-Dir Master Mon-Dealer Master M
Mon-Dir Sub Mon-Dealer Subaccount M
Residential Residential N
Restaurant Restaurant N
Retail Retail N
School Schioal M

™ Include Inactive

1 customer Type Edit
I~ Inactive

Customer Type |Dealer Subscriber

Description |Dealer Subscriber

Apply | News | Delete ‘
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Custom Fieldg Customer Levi(Tables and Fields

Purpose: For the purpose of tracking any additional information that v
need, where a field is not provided in the application. The d|
savedisfor reporting purposes.

Prerequisites: None

Required or Optional: Optional

The fidds you define will appear for data entry on the CustorGestom Fields formThe data saved in these
fields may be used for reporting purposes.

Here you may set up tables, which will provide the User with dfopn list of choices, money, textlateor
check box fieldsYou may also definehethera field is required. If a field is checked as required, the User
setting up a new customer or modifying an existing customer will be required to make a selection or enter
information into any required fieldsYou also have the option of defining what words will appear on the
Custom fields tab. This is entered in the Label field of this setup form.

If you choose to set up Tabtgpe fields you will need to set up the choices that you would like to appear in
the drop down box, in th€ustom Field¥able 1(Customer)Custom Fields Table 2 (CustomariCustom
Fields Table 3 (Customer)

Only fields that have been assigned a name label will be available for data entry, otherwise these fields will
be grayedout on the data entry form.

Label These are the words that will appear on the Customer Custom Fields tab. You may enter up to 49
characters for this field.

Tables Enterthe words that will appeato the left of each table field on th€ustomer Custom Fadform.

You may enter up to 4&haracters to appear to the left of this field, however due to space limitations on the
Custom Fields forms, only a maximum of 23 characters will be displ@mzk you assign a label to one or
multiple Table type fieldghose fields will be activated for use during data entry.

Money. Information entered into this field during data entry will be display in a money format. Enter the
words that will appear to the left of eadloney fields on the Customer Custom Fields farifou may enter
up to 49 characters for the field label that will be displayed to the left of this field, however due to space
limitations on the Custom Fields forms, only a maximum of 23 characters will be displagee.you assign a
label to one or miiiple Money type fields, those fields will be activated for use during data entry.

Text These are fredorm text fields where the user may enter any alpha numeric informatitm this field
during data entry The maximum number of characters that nieeyentered during data entrig limited to

39. Enter the words that will appear to the left of eabéxtfieldson the Customer Custom Fields form. You
may enter up to 49 characters for the field label that will be displayed to the left of this fielkJey due to
space limitations on the Custom Fields forms, only a maximum of 23 characters will be dis@aged/ou
assign a label to one or multiple Text type fields, those fields will be activated for use during data entry.

Check Boxed his type ofield is typically used for answering questions that require a Yes or No answer.
These are the words that will appear on the Customer Custom Field¥tabmay enter up to 49 characters

for the field label that will be displayed to the left of this fichowever due to space limitations on the

Custom Fields forms, only a maximum of 23 characters will be displayed. Once you assign a label to one or
multiple Check Box type fields, those fields will be activated for use during data entry.
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Custom Field€Customer Level) continued

Date Information entered into one of these fields will be saved and displayed in a date format and also
provide a calendar icon to the right of the field. You may enter up to 49 characters for the field label that will
be dispayed to the left of this field, however due to space limitations on the Custom Fields forms, only a
maximum of 23 characters will be displayed. Once you assign a label to one or multiple Date type fields,

those fields will be activated for use during dantry.

ICustnm Fields (Customer Level)

&l Label

.| Tables
Table 1
Table 2

Table 3

Text

il

Text 1
Text 2
Text 3
Text 4

Text 5

M pate
Date 1

Date 2

[cust Addibenal Info.

Required
|Pnar Alarm Co.
I
[ r
|credit Score r
[ I
[ o
[ r
[ r
[ u

Required
&3Money
Labell | r
Label2z | r
«”Check Boxes
Check 1  |Leased
Check 2 |Credit Approved
Check 3 |Excude From Dunning
Check 4  [signed Contract In-House
Check 5  |Funded
Apply
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Custom FieldFables1, 2, 3(Customer)

Purpose: To define a table of values from which a user may seledhfor
Custom Table 1 field

Prerequisites: Custom Fields Setup

Required or Optional: Optional

In this example we chose to tradketPrior Alarm Comparfpr the customer. For each choice you would like
the User to be able to select from, create one record in this setup table. The number of records you may
enter is unlimited.

The entries in the exampléustom Fields Tablekklow ae the choices that will be available in a drop down
menu in the Customer Information record, on the tab labef®dstom Fields

Prior Alarm Co.

= Prior Alarm Co.

Prior Alarm Co. Description Inactive
ABC Alarms ABC Alarms N
ADT ADT M
Protection One Protection One M

[~ Include Inactive

E5 Prior Alarm Co. Edit
[ Inactive

Prior Alarm Co. |aBC Alarms

Description |ABC Alarms

Apply | Hew ‘ Delete |
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Custom Fieldg Site Level (Tables and Fields)

Purpose: For the purpose of tracking any additional information that y
need, where a field is not provided in the application. The d
saved is for reporting purposes.

Prerequisites: None

Required or Optional: Optional

The fields you define will appear for data entry on the Site Custom Fields form. The data saeed fietds
may be used for reporting purposes.

Here you may set up tables, which will provide the User with gfown list of choices, money, tegate, or

check box fields. You may also define if a field is required. If a field is checked as rdugiltksbr setting

up a new site or modifying an existing site will be required to make a selection or enter information into any
required fields. You also have the option of defining what words will appear on the Custom fields tab. This is
entered in theLabel field of this setup form.

If you choose to set up Table fields you will need to set up the choices that you would like to appear in the
drop down box, in the Custom Fields Table 1 (Site), Custom Fields Table 2 (Site) or Custom Fields Table 3
(Site).

Custom Fields (Site Level)

&1 Label |Custom Fields
Required Required
|| Tables ¢4 Money
Table 1 |Occupany Type I Label 1 |Money Label 1
Table 2 |User Table 2 I Label 2 |Money Label 2 r
Table 3 |User Table 3
E Text 4 Check Boxes
Text 1 |User Text 1 - Checkl |CheckBox 1
Text2  |UserText2 r Check 2 |checkBox 2
Text3  |User Text3 r Check 3 |Check Box 3
Text 4 |User Text 4 I Check 4 |Check Box 4
Text 5 |User Text 5 - Check 5  |Check Box 5
f:" Date
Date 1 [Date 1 r

Date 2 |pate 2

Apply
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Custom Fields Tables 1, 2, 3 (Site)

Purpose: To define a table of values from which a user may select for
Custom Table 1, 2 or 3 field

Prerequisites: Custom Fields Setup

Required or Optional: Optional

In this example we chose to traCkccupary Type for the site. For each choice you would like the User to be
able to select from, create one record in this setup table. The number of records you may enter is unlimited.

The entries in the example Custom Fields Table 1 below are the choicedlthet available in a drop down
menu in the Site Information record, on the tab labeled Custom Fields.

Occupany Type

|| Occupany Type

Occupany Type Description Inactive
Ownier Owner N
Tenant Tenant M

[~ Include Inactive

] occupany Type Edit
[ Inactive

Occupany Type |owner|

Description |owner

Apply | HNew | Delete |
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Contract Forms

Purpose: To describe the type of contract signed by the customer.
Prerequisites: None
Required or Optional: Optional

Contract Brmsis a description of what type of contrapbur customerhassigned. The contract form is a
selectable field on the System form under the contract information section. Contract Forms are for
information purposes only, but may be used for databaseriggeand/or the designing of reports.

Contract Form

|| Contract Form

Contract Form Description Inactive
1-Year Monitoring 1-Year M
3-Year Monitoring 3-Year M
5-Year Monitoring 5-Year M

™ Include Inactive

o] cContract Form Edit
I Inactive

Contract Form |5—‘r’ear

Description [Monitoring 5-Year

Apply | New | Delete ‘
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Data Entry Defaults (Client Management)

Purpose: To set up default valuakat will default into key data entry
forms

Prerequisites: Branch, Tax Groups, Terms, System Type, Contract Form,
Categories, InvoicedScriptions RMR Reasons

Required or Optional: Required

The selections made on this form will default into the appropriate fields when creating new customers, sites,
systems and recurring lines. Using defaultsriens up the data entry timeThe defalts that you select in

each field on this form should be what choice would be made most of the time. These defaults may be
overridden by the user at the time of data entry.

Area Code: If you have made an entry in this field and a user does not ergs¥aacode for a phone

number during data entry, the area code default will automatically be saved as a part of the phone number.
This field should only be used if all of your customer, site and contact phone nswmitiegnly be in one area
code.

Data Entry Defaults
E! Data Entry Defaults Z5cycle Billing Defaults
Branch | 01-Southern CA B * Monthly " Quarterly
" Semi-Annual " Annual
Tax Group | CA Los Angeles County j
Category | Monitoring |
Term | Due On Receipt = Invoice Desc | Recurring |
System | Intrusion il
F 10b Billing Defaults
Contract Form | 3-Year id e [Trstaliaton =
ST [United States =] Invoice Desc | Install |
RMR Reason | New |
Area Code
Customer Type | Residential B
' Residentisl T Commercial
Apply
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G/L Account Defaults (Accounts Receivable)

Purpose: To set up default values to be used in processing accounts
receivable transactions.
Chart of Accounts

Required

Prerequisites:
Required or Optional:

The General Ledger account numbers defined on this feilibe used for posting Accounts Receivable
transactions to the General Ledgevlanual Journal Entries should not be created using any of these
accounts.

GL Account Links for AR

E] GL Account Links for AR

Balance Equity/ | 14010 i Q Advance Deposit | 21000 5=

Inter-Company  pnterfranch 48+ Advanced Deposit™

AR [ 11000 Jid =5 Unapplied Cash | 21010 i |e=
Accounis Receivabie ™ Lingpoled Cash™

Deferred Revenue| 25000 == Unapplied Credit | 21020 i [es|
Deferred Revenues ™ Unapoled Credit™

Late Fee [ 70000 JEa Jjes| Undeposited Funds [ 10050 hd [EE
Other Income Undeposited Funds™

Discount (63010 ~] & PrePay AR [21080 =1
Discount Expense™® FPrepaid AR *

Inter-Branch | 21082 =l Q

Revenue Inter-Brandh Revenue

Apply
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Setup Processing (Accounts Payable)

Purpose: To define default accounts and other infornatirelated to the
Accounts Payable module.

Prerequisites: None

Required or Optional: Requiredf using the Accounts Payable module

The Setup Processing for Accounts Payable form allows you to specify default information related to
Purchase Orders, CHePrinting and GST Taxes for accounts payable bills.

Purchase Order Setup

Auto Create PO Numbecdf this option is selected, Purchase Order Numbers will automatically be
generated by the application. If this option is not selected, the User must ntiigrairder a Purchase Order
number.

Next PO Numberlf you decide to let the system automatically assign Purchase Order Numbers, you will
need to enter the starting PO Number.

Direct Expense All Jobs & Service Tiokdftshis option is selected, wherreating a new Purchase Order, the
Direct Expense option will automatically be selected if the PO is linked to a Job or a Service or Inspection
Ticket.

Check Options

Allow Printed and Voided Checks to be editdfithis option is selected User is ale to edit checks which
have been printed and/or voided.

Show Account Balaneglf this option is selectedyhen paying bills, the current balance in the bank account
will be displayed to the User.

GST Information
This section isised for customers doingusiness in Canada only.

Other

Enter Separate Posting Date for Bills and Creditshis option is selected, a separate field is available on the
Vendor Bill & Vendor Credit form for the User to select which date the item will post to the G/L.

Auto Update Purchase Price when Billetf this option is selected, when entering a Vendor Bill, if the User
changes the unit cost to an amount that is different than the current purchase cost, the application will
update the current purchase cost of the paifthis option only works if your company is using the Average
Costing Method for inventory parts.

Allow Receipt of Part Over Shipmefif this option is selected, a User is able receive more parts than were
specified on the Purchase Order.
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Setup Proessing-Accounts Payable (continued)

AP Setup Processing

[=] Purchase Order Setup
Auto Create PO Mumbers v

Mext PO Mumber |10015

Direct Expense 4ll Jobs & Tickets [

&2 Check Options

Allow Printed and Voided Checks [
to be edited.

Show Account Balance r

(15 I GST Information

GST Number |

GST Rate |

GST Pay Account [ 1

2l other

Enter Separate Posting Date for r
Bills and Credits

Auto Update Purchase Price v
when Billed
Allow Receipt of Part I

Over Shipment

Apply |
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Shipping Methods

Purpose: To define the shipping methods to be used on purchase ord|
Prerequisites: None
Required or Optional: Requiredf using the Accounts Payable module

ShippingMethodsappearon Purclase Orders and are selectable from the list that is created in this setup
table. The shipping method is the method in which you want your Vendor to ship materials to your
warehouse.

Shipping Method

|| Shipping Method

Shipping Method | Description Inactive
FedEx Ground Federal Express Ground M
FedEx Overnight Federal Express-Overnight M
Pickup Pickup N
UPS Ground UPS Ground M
UPS Overnight UPS Overnight N

[ Include Inactive

2 shipping Method Edit

Shipping Method |

Description |
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G/L Account Defaults (Accounts Payable)

Purpose: To define defaulG/Laccounts to be used for processing
AccountsPayable transactions.

Prerequisites: Chart of Accounts

Required or Optional: Requiredf using the Accounts Payable module

TheG/L Account Defaultsllows you to specify default G/L accoutdsbe used br processing accounts
payable transactions.

You will select default G/L Accounts for Accounts Payable, Primary Checking Account, Inventory Receipt
Account, Customer Refunds Account, IfBeanch Billing Accoun®re-Pay A/R A/P Discountand the Write
Off account for PO Receipts that were entered without linking to a Bill or Credit.

GL Accounts for A/P
= 6L Setup for A/P

Accounts Payable | 20000 ~1
Accourts Payable™

Primary Checking [ 10010 ~1
CA Primary Chedang Accounit™

Inventory Receipt | 20010 ~1
Invenfory Recejpis™

Customer Refunds | 23500 jg
Cusfomer Refunds =

Inter-Branch Billing | 20020 ~1&
Inter-Branch Bils ™

Pre-Pay Account | 14000 ~1&
Frepaid A8%

Discount Account | 50000 ﬂg
Cost of Goods-Matenals

Wirite Off Non Bill [ 50020 &l

SREs s Cost of Goods-Other

Apply
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Custom Fieldg Vendor Level (Tables and Fields)

Purpose: For the purpose of tracking any additional information that y:
need, where a field is not provided in the@igation. The data
savedin these fieldss for reporting purposes.

Prerequisites: None

Required or Optional: Optional

The fields you define will appear for data entry on the Vendor Custom Fields form. The data saved in these
fields may be used faeporting purposes.

Here you may set up tables, which will provide the User with dfopn list of choices, money, text, date or
check box fields. You may also define if a field is required. If a field is checked as required, the User setting
up a newVendoror modifying an existingenda will be required to make a selection or enter information

into any required fields. You also have the option of defining what words will appear on the Custom fields
tab. This is entered in the Label field of thisugetorm.

If you choose to set up Table fields you will need to set up the choices that you would like to appear in the
drop down box, in the Custom Fields Table 1 (Vendor), Custom Fields Table 2 (Vendor) or Custom Fields Table
3 (Vendor).

Label- These & the words that will appear on the Vendor Custom Fields tab. You may enter up to 49
characters for this field.

Tables Enter the words that will appear to the left of each table field on the Vendor Custom Fields form.

You may enter up to 49 characteto appear to the left of this field, however due to space limitations on the
Custom Fields forms, only a maximum of 23 characters will be displayed. Once you assign a label to one or
multiple Table type fields, those fields will be activated for uséndudata entry.

Money - Information entered into this field during data entry will be display in a money format. Enter the

words that will appear to the left of each Money fields on the Vendor Custom Fields form. You may enter up

to 49 characters for th field label that will be displayed to the left of this field, however due to space

limitations on the Custom Fields forms, only a maximum of 23 characters will be displayed. Once you assign a
label to one or multiple Money type fields, those fields Wwélactivated for use during data entry.

Text- These are fredorm text fields where the user may enter any alpha numeric information into this field
during data entry. The maximum number of characters that may be entered during data entry is limited to
39. Enter the words that will appear to the left of each Text fields on the Vendor Custom Fields form. You
may enter up to 49 characters for the field label that will be displayed to the left of this field, however due to
space limitations on the CustoFRields forms, only a maximum of 23 characters will be displayed. Once you
assign a label to one or multiple Text type fields, those fields will be activated for use during data entry.

Check BoxesThis type of field is typically used for answering des that require a Yes or No answer.

These are the words that will appear on the Vendor Custom Fields tab. You may enter up to 49 characters for
the field label that will be displayed to the left of this field, however due to space limitations on #terCu

Fields forms, only a maximum of 23 characters will be displayed. Once you assign a label to one or multiple
Check Box type fields, those fields will be activated for use during data entry.

Date- Information entered into one of these fields will baved and displayed in a date format and also
provide a calendar icon to the right of the field. You may enter up to 49 characters for the field label that will
be displayed to the left of this field, however due to space limitations on the Custom féiefus only a

maximum of 23 characters will be displayed. Once you assign a label to one or multiple Date type fields,
those fields will be activated for use during data entry.

Page83of 165 Last Updated: May 22, 2011



SedonaOffice Administrative Training Manual Getting Started

Vendor Custom Fields Sefigontinued)

Custom Fields (Vendor Level)
&1 Label |Custom Fields
Required Required
|=|] Tables @ Money
Table 1 |vendor Rating I Label 1 |Money Label 1 r
Table 2 |user Table 2 r Label 2 |Money Label 2 r
Table 3 |user Table 3 I
E Text 4’ Check Boxes
Text 1 |User Text 1 r Check1 |wo9 Received
Text2  |User Text 2 r Check 2 |Cert.Of Ins. Rec'd.
Text3  |user Text3 r Check 3 |Check Box 3
Text4  |user Text4 r Check4  |Check Box 4
Text5  |user Text5 r Check5  [check Box 5
E Date
Date1  |Insurance Expire Date r
Date 2  |pate 2 r
Apply |
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Custom Fields Tables 1, 2, 3 (\den)

Purpose: To define a table of values from which a user may select for
Custom Table 1, 2 or 3 field

Prerequisites: Vendor Custom Fields Setup

Required or Optional: Optional

In this example we chose to traakv/endor Rating Coder the Vendorin the Table 1 field For each choice
you would like the User to be able to select from, create one record in this setup table. The number of
records you may enter is unlimited.

The entries in the example Custom Fields Table 1 below are the choicedlthet available in a drop down
menu in theVendorrecord, on the tab labeled Custom Fields.

Vendor Rating Code

|| Vendor Rating Code

Vendor Rating Code Description Inactive
1-Preferred Preferred N
2 - Secondary Secondary M
3 -Do NotUse Do Mot Use M

[ Include Inactive

-] Vendor Rating Code Edit
[ Inactive

Vendor Rating Code 1 - Preferred

Description |Preferred

Apply | New | Delete |
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Vendors
Purpose: Create a list of Vendors from whom you purchase materials
services. Used on Purchase Orders and A/P Bills/Credits
Prerequisites: Chartof Accounts, Vendor Type, Branch, Category, Terms
Required or Optional: Requiredf using the Accounts Payable Module

If using the Accounts Payable module, you will need to create one record for each Vendor from whom you
receive bills for materials @ervices. The Vendor records created will be selectable from the drop down list
when creating Purchase Orders, entering Vendor bills or receiving parts.

Important Note: Do not setup Vendors in SedonaSetup; create your Vendor records within the main
applcation within the Accounts Payable module.

Required fields on the form are: Vendor Code, Vendor Type, Name, Address, Branch, Category, Terms.

&) Vendor ADI Edit ===
vendor Code [aD1 Category | Installation |
Vendor Type | Parts Supplier ﬂ Open Bills 0.00
Branch | 01-Southern CA | Open Credit 0.00

Net Due to Vendor 0.00

Vendar ] Eills] Credits ] Payments] PD'SI R_eceipts] Returns I GL Journal I GL .ﬁ.ccountsl Eartsl Vendor Additional Inf‘o.]

& vendor Information [ Identification

MName |ADI Federal Id -

Address ... O Drawer 87908 Sodial Sec # ) )

os Angeles, CA 50067 [ Issue 1099
(& Payables
Contactl gl Smith-Order Desk Exp Account [ 50000 ~1H
Phone |(8EIU) 555-1212 Material Purchases
Default Cost  [n.qn
Fax |(734) 555-1313 |
Terms | Net 30 |

Contact2  |Mary Jones - AP contact Credit Limit .00
Phone .

b |(a00) 555-1219 I GST Exempt

& Payments PO Memo

Checks |ADI
Payable To

Address ... | PO Drawer 87508 | Notes

os Angeles, CA 50067
Check Memo  [AccT# 3455739
[~ Inactive Save ‘ Close ‘
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Section 2¢ System Security

Covered in this section are the followiBgdonaSetupask Items

User Groups
Users
Employees

Departments
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Getting Started

System Security

System security within th8edonaOfficepplication is defined by eadlserthat logs into the application.

Each uniquéJseris assigned to one or motéser Groups TheUser Grougontrols which modules and

functions within each moduleand which reports are available tioe user wherworking withinthe

application.

User Groups

Purpose:

To create groups with particular application privileges that w
be assigned to individual users.

Prerequisites: Employee
Required or Optional: Required
AUserGrougp & | YStya (2 3AA0S AYRAGDARMzZ f dzaSNA

by

FaaArdy

SedonaOffice User groups are usually created for various departments who will need access to different

modules @pending on the employees job function.

This setup form is divideidto two setup forms; Application Access and Report Accesst you will define

the various User Groups, and then you will check each box next to the function within each modulehto whic
the user group will be permittedccess.Once all application options have been selected, navigate to the
Report Access form and check the box to the left of each report the Users in this User Group will have access.

The[Access] evel field is fodefining which level of access the User Group is permitted. These levels are

system controlled and may not be modified\ccess Levehoices ard-General Access;2ome Restricted

Access and-Blanagement Access. Access Levels are used when saving mbttseeching documents.

User Groups

| User Groups

Group | Desciption | Level | Credit Limit =
Administrator Administrator 3 £5,000.00
Appt Summary Appt Summary 1 £0.00
Clerk Clerk 1 $0.00
Credit Memo Clerk Credit Memo Clerk 1 £0.00
ictnmar Carvicea Tuctnmar Carvira 1 €1n nn
< 1 3
[ Include Inactive
5 User Group Edit [ Inactive

Code Description

Level

Credit Memo Limit

|Administrator [Admiristratar [3 =] |s5,000.00

Application Access } Report Access]

Access Module | -
Client Management M

Cancellations M

Collections CM

Company Rate Change cM

Customer Explorer M

Customer Query Builder CcM

EFT Customer M

Manage Chain Accounts cM

Master Account Mgmt M

Mew Customer cM

Manage Contacts CM

Edit Existing Customer M

Create New Site cM i
Print Apply | New | Delete |
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Users
Purpose: To create user logins/access and permissions for access to
various modules and functions within the application.
Prerequisites: User Groups
Required or Optional: Required

Setting upUserds atwo-stepprocess. First you will create the User record, and then you will assign the User
to one or moreUser Groups The User Group will determine which modules and which functions within each
module to which the User will have access.

Anyone you wish to givaccess t@GedonaOfficenust be setup as bEset
When you create &Jser; if you wish to allow the User to create new Users, checlCiteate Other Usetsox.

Create one record for each User who should be able to login t&é&umnaOfficapplication the check

which User Group or groups to which the User will be a membbe password entered for each user is
SYONBLWGSRT AF | dzaSNJ F2NBSGA GKSANI LI aag2NRE (KS
enter and save the password here in Sed8etup.

Important Note: Do Not link any User to the Administration User Grqupis group is reserved for
SedonaOffice staff.

Users
| Users List
User Code MName Description Inact...
Administrator Master, Sedona A MasterUser N
Amanda Blake, Amanda Installation Manager M
carolyn Johnson, Carolyn Controller M
Donna Mess, Donna Accounting Clerk M
Wendy Miller, Wendy Salesperson M
~ I Include Inactive
] User Edit
™ Locked [~ Inactive
User Code [caralyn [ Create Other Users
First
R = F [Caraim
Middle Initial
Confirm Password |s=sse=s = [
- Last
Description |Contraller = ohnson
Last Login 5/18/2011 7:48:03 PM E-Mail |
User Groups ]
User Group Description -
Acctg Mar Accounting Manager L
D.-'-\ccess Test Access Test 3
] Acctg Clerk Accounting Clerk N
[] administration Administration
] administrator Administrator
D Appt Summary Appt Surmmary
IMrlerk “lerlk -
Print Apply | Hew ‘ Delate ‘
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Users (Customer Group Security Activated)

If your company has opted to activate the Customer Group Secusgcend stip form, Customer Groups
displayed on theéJser Group seip. Check the box to the left of each Customer Group for each group that

the User should have access. If no Customer Groups are selected, the User will not be able to work with any
customer recods in the database.

To the right of each Customer Group is a field labeled Read Only. If you want the User to have access to the
Customers in that group but in read only mode, highlight that Customer Groupsctightand select the
Read Only Access tiqn.

1 user Edit
I Locked [ Inactive

User Code |caralyn [~ Create Other Users
Password === First |caralyn

Confirm Password |===s=== Middle Initial |

. Last

Description |Controller L |Johnson

Last Login 5/18/2011 7:48:03 PM E-Mail |
User Groups| Customer Groups ]

e .

Customer Group | Description Read Only
[Flca California N
Wl Tinois N
[ Michigan N

NC Morth Carolina N
[w]oH Chio M

FA Pennsylvania M

Print Apply | Mew ‘ Delete ‘
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Employees

Purpose:

To create a list of employees that work for the company

Prerequisites:

None

Required or Optional:

Required

Employeesre assigned an alpha cogie Employee Code may not contain any spadéseate one record
for eachemployee who is classified as @&sperson, Service Technicigmstallerand anyone who will have

access to the Inner Office Messaging function

There ardour setup forms for an employee recard
1 General Informatiorg required.
1 Payroll¢ only used ifyour company will be entering Payroll Timesheet Batches.

T Commission Setugonly used if your company will be calculating Job Commissions within the Job

Management module.

1 Documents; This form is used for attaching documents to the Employee Record.c¥mymany may
only use this feature if you have purchased the-athdSedonaDocs module. If your company has
purchased SedonaDocs, and SedonaOffice will be performing your data conversion, do not attach any

documents until after you gtive on the software.

Employees
) Employees
Employee Code First Mame Last Name Department Inactive =
Admin Testing Admin Testing Administration M
Administrator System Administrator Administration M
Amanda.Blake Amanda Blake Accounting M =
Bailey.Barr Bailey Barr Customer Service M T
Barbara.Brady Barbara Brady Accounting M
Barney.Barber Barney Barber Installation M
Ben.Bainbridge Ben Bainbridge Installation M
Beth.Bartoli Beth Bartoli Customer Service M
Donna.Mess Donna Mess Installation M
Edagar.Eden Edgar Eden Installation M
Etta.Jones Etta Jones Accounting M
George, Miller George Miller Sales M
George.\Wyman George Wyman Service N
Isaac.Hayes Isaac Hayes Installation M -
] [ 3
[ Include Inactive
o) Employee Edit
[ Inactive
Employee Code  |Amanda.Blake -
General Information } Payroll ] Commission Setup ] Documents]
User Code [ = Eirst Name |amanda
Type [c =] Last Name |Blake
Assigned To | Accounting | Middle Initial
Supervisor | Administrator _~| Date of Hire [ =1
& Credit Request Handoff L :
q Termination [ E
Job Approval Group Accounting =
Created: Admipi;trator 2/15f2009 Apply | e | Delete |
Updated: Administrator 3/13/2011
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Departments
Purpose: To define the various departments within the company to
which employees are assigned to work.
Prerequisites: None
Required or Optional: Required

Departmentsare the functional areas within your company to which employeesaasigned. You may also
assign up to two managers to the department. You may assign a department to each of your employees in
the Employeesetup table. This field is for informatialand reporting purposes.

Create one record for each of your department§the department is a sales type department, make certain
82dz OKSO] GKS G!/'RR Ida {lfS&a 5SLINIYSY(é O62ED ¢ KAA
If you decided to use the optional Managers fieldsy vill need to return to the department recordhd
assign the employee who is the manager after you createctingloyeagecordfor the Managers

Departments

| Departments

Depariment Description Inactive
Accounting Accounting M
Administration Administration M
Customer Service Customer Service M
Installation Installation M
Sales-Comm Commercial Sales N
Sales-Resi Residential Sales N
Service Service M

[ Include Inactive
] General
Department

| I Inactive

Description |

-
f_} Managers

Manager 1 | =]

Manager 2 | =]
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Section 3¢ Service

Covered in this section are the followiBgdonaSetupask Items

Holidays

Panel Types
Problem Codes
Resolution Codes
Service Compaes
Default Labor Rates
Service Levels
Technicians
Warranty Types
Setup Defaults
Scheduling and Appointments

Service Ticket Message
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Holidays
Purpose: To define company holidays for which service labor will be
billed at a holiday rate.
Prerequisites: None
Required or Optional: Optional

TheHolidayssetup table is used to identify which dates in the year you will charge your customers a holiday
rate if service is performed on a holiday in this table. When labor is posted to a service ticket and tbe date
the labor falls on a holiday found in the Holidays setup table, the labor calculation for the service invoice will
use the Holiday Labor Rate associated with$eevice Levalssigned to the system being serviced.

Create one record for each of yoolidays which your company observes and will charge a special Holiday
rate. If using this table, set up all your holidays for the next 12 months. This table will need to be updated
each year to add new holiday dates. Do not change existing recobdsusedfor subsequentears.

Holidays
i Holidays
Holiday | Date
2011 Christmas Day 12252011
2012 MNew Years Day 1f1f2012

2 Holiday Edit

Holiday | Date |
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Panel Types
Purpose: To define a list of panels installed at the site.
Prerequisites: None
Required or Optional: Optional

Panel Typeare typically described as the main control panel for the system that is bestajled. Each

system may be assigned a panel typ@ur list of panel types does not have to be limited to burglar and fire
type panels; you can also use panel types to indicate any type of main device that controls a system (access
control, radio or cBular backup etc.)Panel Types print on Installation Job Tickets and on Service Tickets.

Create one record for each type of panel that is installed at your customer sites.

Note: If SedonaOffice is performing your data conversion and your sourcecdatains unique Panel Types,
this setup table can be populated during the data conversion process.

Panel Type

|| Panel Type
Panel Type Description Inactive
Cell BackUp Cell Backip M
Vista-100 Vista-100 N
Vista-128FEP Vista-123FBP N
Vista-32FB Vista-32FE M
Vista-40 Vista-40 N
Vista-50P Vista-50P M
Vista120 Vista120 M
[~ Include Inactive

£ Panel Type Edit

-
Panel Type |
Description |
| New | |

Paged5 of 165 Last Updated: May 22, 2011



SedonaOffice Administrative Training Manual Getting Started

Problem Codes

Purpose: To create a list of reasons the customer is requesting servic
Prerequisites: None
Required or Optional: Requiredf usingthe Service Module

Problem Codeare usedon Service Tickets identify why the customer is requesting service. Thisis a
required field on a service ticket. These codes will print on the Service Ticket, and should be descriptive
enough to assist theechnician in understanding the reported problem and being able to address the issue
when arriving on site. Problem codes are also used for Inspection Tickets.

There are two types of Problem Codes that you may crédsester Problem Codesd Secondary f@blem

Codes Secondary problem codes are optional. Each service ticketdesctionfield for a Master and a
Secondary problem code. The Master Problem code could be a very general description of the problem and
the Secondary Problem Code would bermdetailed information about the reported issue. For example, a
Master Problem Code could be Burg System Problem and a Secondary Problem Code associated with this
could be Fail to Communicate.

If the Problem Code is to be used as a Master Problem €bdek thels Masterbox at the bottom of the
form. If the Problem Code is to be used as a Secondary Problem Code, unchedWaiséerbox.

/I NBIFGS 2yS NBXO2NR TRrohleSCoO 2F &2dzNJ O2YLJ ye Qa

Problem Codes

| Problem Codes

Problem Code | Description | Priority | Est Time | Expertise | IsMas... | Inactive
AC Power Failure AC Power Failure Medium 60 3 ¥ N
Add Equipment Add Equipment Medium &0 3 ¥ N
Camera Issue Camera Issue Medium [} 3 Y M
Can't Set BjA Can't set Burglar Alarm Medium &0 3 ki M
Code Changes Code Changes Low 15 4 ki M
Download Download Medium 30 5 ¥ N
Inspection Inspection Medium =] 3 Y M
Instal Install Medium 60 3 Y N
Keypad Trouble Keypad Trouble Medium &0 3 ki M
Low Battery Low Battery Medium &0 3 i N
Order Order Parts M N
PBO Parts Back Ordered M N
PO Parts Ordered N N
PR. Parts Received N N
RTI Ready To Invoice M M
Sch GB Schedule Go Back Appointment M M
Site Survey Site Survey Medium &0 4 i N
Smoke Detector Smoke Detector Medium 60 3 Y N
verify Online verify Online Medium 30 3 ¥ M
Zone Trouble Zone Trouble Medium 60 3 Y N

[ Include Inactive

T Problem Code Edit

[ Inactive
Problem Code |AC Power Failure Priority | Medium |
Description  |AC Power Failure Expertise Level |3 4|

Est Time 50 Is Master v
Apply | Mew | Delete |
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Getting Started

Resolution Codes

Purpose:

To define how the SeiceTicket was resolved

Prerequisites:

None

Required or Optional:

Required

Resolution Codeme used to define how the Service Technician resolved the problem reported by the
customer (problem code)A resolution code is required on each servicedidk be able to invoice the
customer and/or close the service tickefhese codes may be setup as a billable type resolution or non

billable to the customerL F

billable

I Odza 2 YSNIDa & & ahodeveryhuawardd éhvdideBoRa 0
service call fithe user selects a resolution code that is Aaltable, you will not be able to override the
warranty to create an invoice. The Billable flag should be checked on any resolution that coldty fessi

Records created that have the billablad set to Y will be displayed with a green font color.

I NBFGiS 2yS NBO2NR F2NJ SIFOK 27

82dzNJ O2YL) yeQa

Resolution
|| Resolutions

Resolution De=scription Billable Inactive
Add Equipment Add Equipment Y N
Clean Equipment Clean Equipment Y N
Cust Cancel Customer Cancelled prior to Appt Date N N
Go Back Go Back N N
Insp Comp. Inspection Completed Y N
Insp Decl. Inspection Declined Y N
Install Complete Install Complete N N
No Show No Show Y N
OnLine Verified OnLine Werified N N
Repair Equipment Repair Equipment Y N
Replace Equipment Replace Equipment Y N
Site Survey Complete Site Survey Complete Y N
User Error User Error Y N
Void Void N N

[ Include Inactive

[ Resolution Edit
Inactive [

Resolution Code |Replace Equipment

Description |Rep|ace Equipment

Billable v

Apply | Mew ‘ Delete ‘
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Service Companies

Purpose: To define the companies thatayprovide service to the
customet

Prerequisites: None

Required or Opbnal: Required

Getting Started

Service Companiese used to identify which company is providing service for an installed systeur

company has multiple Branch offices, you will want

This setup table is divideinto two setup forms:

to create a Service Company for each Branch office.

1 Company Detat on this form general information and options for expensing inventory parts is

specified.
1

Labor Setug on this form, information related to scheduling and expensing of direct labor is

specified. The Begin Day Frofield indicates the address from which technician will be dispatched
This information is used to map out directions to the site location on Service/lnspection Tickets.

Create om record for each company that provides service to your customers

Service Companies

=] Service Companies

” Code | Desaiption |T||:kEtFurm | Inact... ‘ Insp Form | Vendor |
AZ CIM Securi Standard N M
MI CIM Security Standard N N
PA CIM Security Standard M N
WA CIM Security Standard N N
WA CIM Security Standard M N

4| m

[" Indude Inactive |~ Incude Vendors
General

Code lca

Company Detail | JJabor Setup]

Ticket Form | Standard ~]|

Does NOT use service ticket form for
inspections.
=

=]

4

Wendor |

Warehouse | CA Main

Email |

“\Critical Message

Expires On [4/10/2009 =

[™ Inactive
Descgiption|C]M Security
Category | Service ﬂ
COGS Acct [ so0a0 ﬂg

[ Expense Inventory on Service Tickets
[~ When Invoiced

v Primary
[¥ Secondary

Company Detai

[[3 Begin Day From

Address

222 Bris Way
Riverside, CA 92505

A appointments

Start
End

~|rime[ 7:00:00 Ar x|
_~|Time[ 5:00:00 PN =]

| Monday

| Friday

Apply | HNew | Delete |
@ ceneral
[ Inactive
Code [ca Descgptiuﬂ|C]M Security

M ¥ Labor To GL

Labor Expense & Expense at time of entry

Type " Expense thru WIP

Labor Expense | 52005 =] Q

COGS Labor-Service

Labor Deferred/ 21050 Jia jjes
Job Costing Labor Suspense

Labor WIP 12205 =

WIP Labor-Service
Override Tech ,7
Rate 22.39
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Default Labor Rates (for Service Levels)

Purpose: To definedefaults that will be used when creating new Servid
Level records.

Prerequisites: None

Required or Optional: Required

Labor Item Code Select the default Item Code to be used when billingdbor chargesn Service and
Inspection Ticketghis may be overridden during data entry.

Trip Charge; This is an optional entry field. If your company includes a trip charge on service calls, you may
invoice trip charges as labor, or select an Ingdtem code. You will also enter a default rate for this charge,
which may be overridden for each different Service Level record.

Labor Rateg Enter the default labor rate that will be used for new Service Level records; this amount may be
overridden vhen creating the various Service Levels.

Billing Increments, Select the appropriate billing increment and the number of minutes after the Technician
arrives that you will begin assessing labor charges.

Default Labor Rates

| Labor tem Code
| Service Labor |

Trip Charges

[ Bill as Labor -0OR- Ttem Code | Min Sve Call -
Charge 65.00

E  Laber Rates

Regular 60,00
Overtime 95,00
Holiday 125.00

1 Billing Increments
" 1 min ” 5 min " 10 min
+ 15 min " 30 min " 60 min

After the first [30  minutes.

Apply
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Service Levels

Purpose: To define the billableharges, labor rates, labor billing time
increments and how labor is to be charged for a Service Tic
the system is out of warranty

Prerequisites: Invoice Item

Required or Optional: Required

TheService Levéd a required field on eacBystenrecord. The service level serves as a deféardtvhat you
companywill charge your customer for the service performed. These default amounts and rates may be
overridden at the time of Service Invoicing.

This setup table is divided into two setup forms:
1 General- on this form general information and options for billable labor is specified.
1 Partsc on this form information and optionselated tobillable inventory parts is specified.

/I NBIFGS 2yS NBO2NR FT2NJ SFOK 2F @&2dzNJ O2YLJIl yeQa as

Service Levels
| ~|Service Levels

Service Level | Description | Parts | Labor | Other | Bil As Trip Ch... | Labor Item Other
90-Day T &M 90-Day T &M M N M Min Sve Call £45.00 Service Labor
Leased System Leased System Y ki M Min Sve Call $0.00 Service Labor
Maintenance Contract Maintenance Contract N N N Min Sve Call $65.00 Service Labor
Parts Only Parts Only Y N M Min Sve Call $65.00 Service Labor
T&M Access T&M Access N N N Min Sve Call $65.00 Service Labor
TaM CCTv T&M CCTV N N N Min Svc Call $65.00 Service Labor
T&M Fire T&M Fire N N N Min Sve Call $65.00 Service Labor
T&M Intrusion T&M Intrusion N N N Min Svc Call $65.00 Service Labor
T&M Residential T &M Residential N N N Min Sve Call $65.00 Service Labor  Fuel
UL Insp PP UL Inspection Pre-paid N ¥ M Min Sve Call $0.00 Service Labor
UL Insp T&M UL Inspection M ¥ M Min Svc Call §0.00 Service Labor UL Ir
| m ] +
I Include Inactive
@service Level Edit Flirectie
Service Level  |T&M Residential] Description [T &M Residential
Parts|
General Labor Rates
Costs Included: [~ Parts [ Labor [T Other
Regular $60.00
i -
Labor Ttem | Service Labor =l TS T
Trip Charge :
i g Item Code Charge Holiday §125.00
I~ Bill as Labor |Min Svccall _~| | $65.00 Billing
" 1 min " Smin ¢ 10 min
Other Charge - ; ) ;
g | Fuel = | $15.00  15min ¢ 30min © &0 min
Labor Calculation  From Dispatch ' From Arrival After the first |30 minutes.

Apply | HNewr ‘ Delete |

@service Level Edit

[~ Inactive
Service Level T&M Residential Description |T &M Residential
Genera
General Part Pricing
Material COGS | 56000 x| Use Service Price 1~ &
COGS Service Material Resi Res Price Modifier [ 10000
Parts Item Code [ Sv Mtl Resi =] Comm Price Modifier | 1.0000

Use Service Price 2 -
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Techncians

Purpose:

To define the list of employees wiiostall and/or service
systems.

Prerequisites:

Employee, Installation Company, Service Company, Wareh

Required or Optional:

Required

Technicianare the list of your employees that will performrgiEe on an installed system. A Technician is

linked to a Service Company and Warehouse and is assigned an expertise level. You must first create an

Employee record, Warehouse and Service Company prior to creating a Technician record.

If the employee Wi be scheduled to service calls and also install systems, che8&othéutton below the
Technician name field. If the employee performs both service and installation work, you will be required to
select an Install Company and you may also enter thesraf pay which is used for job costimginstallation

jobs.

The Begin Day From address is used to infegga ¢ A (i K

aAONR&2TF(u . ahiskddeessy i

may be the address of the employee or the office from whéeTechniciarbeginstheir work day.

Create one record for each service feician

Service Technician

| Technician List

Technician Service Company | Install Company Expertise | Inactive -
Ben Bainbridge CA CA-Southern 5 N
Barney Barber MI ML 5 N
Cain Cabe CcA CA-Southern 5 M
Edgar Eden MI MI 3 M
Isaac Hayes 151 18I 5 N
Ralph Phillips MI MI 5 N
Steven Stahl MI MI 4 N
Whitney Walsh CA CA-Southern 4 N o

™ Include Inactive
] Technician Edit

Name | Ben Bainbridge|

" Service Tech
" Installer
* Both

stallation ] Ruutes]

=

[iZ] Begin Day From

Address... | 122 Magnolia

Riverside, CA 92505

Service Company | CA

Warehouse | CA Main

Le| Lol

Text Message

|7344743057 @vtext.com
Address

Expertise Level | 5

News Delete | Apply ||

Pagel0lof 165

Last Updated: May 22, 2011

2 NJ



SedonaOffice Administrative Training Manual Getting Started

Warranty Types
Purpose: To define the type and length of the warrarapd types of
charges that are covered under the warranty when serviaing
customersystem
Prerequisites: None
Required oOptional: Required

EachSystem is assigned\Warranty Typecode, which is a required fietth the System recordThis Warranty
Type will determine how lonqigmberofRF @ a0 (G KS aeadasSy Aa O20SNBR oeé
types of services ar@cluded in this warranty. The types of services are divided into three categories; parts,
labor and other charges.

Create one record for each unique Warranty Type.

Warranty
[=] warranty
Warranty Code | Description | Length | Parts | Labor | Other | Inactive
90 Day 90 Day a0 Y ¥ M M
0Day T &M 0Day T &M 90 M M N N
Full Warranty Full Warranty 365 Y Y ¥ M
Lifetime Lifetime 9999 Y Y Y M
Mone Mone 0 M M M M
One Year P &L One Year Parts and Labor 365 ¥ ¥ M M

[ Include Inactive

] warranty Edit
Inactive [

Costs included in this Warran
Warranty Code [Full Warranty Yy

[v Parts
Description IFull warranty| ¥ Labor
Length - Days 365 [v Other

Apply | News | Delete |
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Setup Defaults (Service)

Purpose: To specify default information to be used in cregtinew
System records for a Site, and Service Ticket Invoices.
Prerequisites: Service Company, Categories, Invoice Items, Invoice
Descriptions, Service Levels, Warranty Types
Required or Optional: Required

This form contains information that will besed as defaults when creating System records and Service
Tickets and contains fields that control how labor and inventory parts are expensed
This setup table is divided into two setup forms; General Setup and GL Accounts for Misc Expense.

GeneralSetupform

Thisform contains defaults that are used when creating new System records and contains defaults used for
expensing direct labor and inventory parts on Service and Inspection Tickets.

GL Accounts for Misc Expense form

Thisform is used if you want tbmit your Users to a specific list of G/L Accounts that may be used when
creating Purchase Orders or entering Accounts Payable Bills for Service or Inspection Tickets. If you do not
want to limit your Users from selecting G/L Accounts, then do not satypG/L Accounts in this form.

Setup Defaults (Service)General Setup form

Service Setup

General Setup |)GL Accounts for Misc Expense]

@ General & Maintenance Contracts
Default Service Co. | Ca [=| Warranty Type | Full warranty =l
Next Ticket # |}-252 Service Level | Time and Material [

=] Invoice Defaults

Invoice Category | Service ﬂ

Ticket Printing W Print the System Account on
Service Tickets Invoice Description | Service Call [=|
When Printing Tickets, break Parts tem Code | Equipment =

¥ out the Trip Charge on the

Summary -
i Misc WIP Setup
Schedule By f Technician Expertise Level WIP Account Moo = &
£ Routes Work In Process-Misc.
M ¥ Labor To GL 2% Inventory Processing
- I
Labor Expense " Expense at time of entry 2 Wz M F o ST
Type (+ Expense thru WIF WIP Account 12200 = &
WIF Material-Service
Labor Expense | 52005 =l Q
COGS L abor-Service Service COGS 52000 -1 &
Labor Deferred | 21090 = & COGS Matenal-Service
Job Costing Labor Suspense
7 Default to Expense Inventory
Labar WIF [12205 | Q ™ on Service Tickets
WIP Labor-Service (By Sve Co)
Override Tech o ™

Rate

Apply
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Getting Started

Setup Defaults (Service)GL Accounts for Misc Expense form

Service Setup

General Setup@L Accounts for Misc Expen seD

] Edit

Account Code | Description | Type

50040 Cost of Goods-Subcontract Labor  Cost of Goods Sold
52000 COGS Material-Service Cost of Goods Sold
60450 Freight - Inbound Expense

GL Account Code |

K2 jjEs|

New | Delete |
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Scheduling and Appointments for Service

Purpose: To specify information on how the Service Schedule iBloaill
be configured.

Prerequisites: None

Required or Optional: Required

The Scheduling form is used for entering information on how you want to schedule Technicians and enter the
normal operating hours of your company.

Scheduling; Select the time lmcks for scheduling appointments. The Service Scheduling board will be
broken down into these segments for scheduling your technicians.

Use Current Day as Default Appointment Datéthis box is checked the current system date will be

defaulted into he service schedulingrm.

Default Business Houcs9 y 1 SNJ 6 KS adFNIAy3I FyR SyRAy3 RIF& 2F &2
0KS adFNIAy3a YR SYRAYy3 GAYS 2F 22dzNJ O2YLIl yeQa y2\
time spenton a service call spans beyond these parameters, then the labor will be billed at the overtime rate
laaAdySR (G2 GKS aeadsSyQa aSNWDAOS tSgSto

Appointments- Used to define the number of Service Tickets you allocate for your service schedule each day.
Youmay assign the number of allocated calls based on AM or PM shifts. Enter the number of appointments
available for the morning shift (before noon) and the afternoon shift (after noon) times the number of
technicians you have available to perform servicéscal

Scheduling/Appointments
I} Scheduling
+ Every 15 minutes " Every 2 hours
" Every 1/2 hour " Every 3 hours
" Every hour " Every 4 hours
Start Day | Monday | Start Time | 08:00 |
EndDay [ Friday | EndTime [17:00 =
.1 Appointments
Maximum Appointments Per Day
AM P
Sunday ||j |D
Monday |3 |3
Tuesday |3 |3
Wednesday |3 |3
Thursday |3 |3
Friday |3 |3
Saturday |n |u
Iw Allow schedule overbooking
Apply
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Service Ticket Message

Purpose: Enter a Message which will print on all Service Tickets
Prerequisites: None
Required or Optional: Optional

TheService Ticket Messafmm allows you to enter a message that will print on every service ticket
may use this for whatever message you want to communicate to your service customers. This message will
print on the bottom of the service ticketThe maximum number of characters allowed for the message is 90.

Service Ticket Message

) Service Ticket Mesage

Service Ticket Message

Thank you for allowing us to provide you with -
excellent service.
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Custom Fieldg Service Ticketavel (Tables and Fields)

Purpose: For the purpose of tracking any additional informatjon
Service & Inspection Ticketslat you need, where a field is no
provided in the application. The data saved is for reporting

purposes.
Prerequisites: None
Required or Optional: Optional

The fields you define will appear for data entry on the Service Ticket Custom Fields form. The data saved in
these fields may be used for reporting purposes.

Here you may set up tables, which will provide the User with dfopn list of choices, money, text date, or
check box fields. You may also define if a field is required. If a field is checked as required, thedtisgr
a newService Ticketr modifying an existin§ervice Tickewill be required to make a selecticor enter
information into any required fields. You also have the option of defining what words will appear on the
Custom fields tab on the Service Ticket. This is entered in the Label field of this setup form.

If you choose to set up Table fields ywili need to set up the choices that you would like to appear in the
drop down box, inthe Custom Fields Table 1 (Seryjc@ustom Fields Table 2(@ce or Custom Fields Table
3 (Srvice.

Custom Fields (Service Level)

& Label |Custom Fields
Required Required

| Tables LSMoney

Table 1 |cCause r Label 1 |Money Label 1 r

Table 2 |User Table 2 r Label 2 |Money Label 2

Table 3 |User Table 3
[ Text «”Check Boxes

Textl  [User Text 1 r Check 1 |check Box 1

Text2  [UserText2 r Check 2 |check Box 2

Text3  [User Text3 r Check 3 |cCheck Box 3

Text4  |UserText4 r Check 4 |Check Box 4

Text5  |UserTexts r Check5  |checkBox 5

F:' Date

Date 1  |Date 1

Date2  [pate2 r

Apply
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Custom Fields Tables 1, 2, 3 (Service Ticket)

Purpose: To cefine a table of values from which a user may select for
Custom Table 1, 2 or 3 field

Prerequisites: Service Ticket Custom Fields Setup

Required or Optional: Optional

In this example we chose to traalhat caused the problenfor each Service Tickian the Table 1 field For
each choice you would like the User to be able to select from, create one record in this setup table. The
number of records you may enter is unlimited.

The entries in the example Custom Fields Table 1 below are the chaoatesilttbe available in a drop down
menu in the Site Information record, on the tab labeled Custom Fields.

Cause
| Cause
Cause | Description Inactive
Cable Cao. Cable Company M
Customer Damaged Customer Damaged N
Install Error Install Error N
Manufacturer Manufacturer Defect N
Part End of Life Part End of Life N
Telephone Co. Telephone Company M
Vandalism Vandalism N

[~ Include Inactive

[ cause Edit

Cause |

Description |

‘ Mew | ‘
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Section 4¢ Inventory

Covered in this section are the following SedonaSetup Task Items

Custom Fields Setup (Parts)
Warehouses

Inventory Setup

Material Handlers

Default Vendor

Product Line

Manufacturer
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Custom Fieldg Part Level (Tables and Fields)

Purpose: For the purpose of tracking any additional informatjon
inventory partslithat you need, where a field is not provided i
the application. The data saved is for reporting purposes.
Prerequisites: None

Required or Optional: Optional

The fields you define will appear for data entry on the Part Custom Fields form. The data saved in these fields
may be used for reporting purposes.

Here yar may set up tables, which will provide the User with ddmvn list of choices, money, text date, or
check box fields. You may also define if a field is required. If a field is checked as required, the User setting
up a newPartor modifying an existin@artwill be required to make a selection or enter information into any
required fields. You also have the option of defining what words will appear on the Custom fields tab on the
Part form. This is entered in the Label field of this setup form.

If you choose to set up Table fields you will need to set up the choices that you would like to appear in the
drop down box, in the Custom Fields Table 1 (Part), Custom Fields Table 2 (Part) or Custom Fields Table 3
(Part).

Custom Fields (Part Level)

=1 Label |Custom Fields
Required Required
| Tables @4 Money
Table 1 |purchase UOM r Label 1 |[ExtWarranty Cost r
Table 2 |User Table 2 r Label 2 |Money Label 2

Table 3 |User Table 3

] Text & Check Boxes
Textl  |User Text1 r Check1  |Check Box 1
Text2  |userText2 r Check2  |CheckBox 2
Text3  [User Text 3 r Check3  |check Box 3
Text4  [UserText4 r Check4  |check Box 4
Text5  |User Texts ~ Check 5 |Check Box 5
F:' Date
Datel  |Date1 r

Date2  |Date2
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Custom Fields Tables 1, 2, 3 (Ba

Purpose: To define a table of values from which a user may select for
Custom Table 1, 2 or 3 field

Prerequisites: PartCustom Fields Setup

Required or Optional: Optional

Inthe exampleshown below, we chose to track the Purchase Unit of Meafureach Part For each choice
you would like the User to be able to select from, create one record in this setup table. The number of
records you may enter is unlimited.

The entries in the example Custom Fields Table 1 below are the choices thwt awhilable in a drop down
menu in thePartrecord, on the tab labeled Custom Fields.

Purchase UOM

|=| Purchase UOM

Purchase UCM Description Inactive
10-Pack 10-Pack M
Daozen Dozen N
Each Each N
Feet Feet N
Lot Lot M
Spoal Spoal N
[ Include Inactive
1 Purchase UOM Edit
[ Inactive

Purchase UOM [10-Pack
Description [10-Pack

Apply | Hew ‘ Delete ‘
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Warehouses
Purpose: To define the various locations where parts are stored;
including installer and service technician vehicles.
Prerequisites: Branch, Chart of Aocints
Required or Optional: Required if Inventory TrackingAstivated

The use ofWarehousess available onlyf Invenbory Tracking has been activated. Enabling this feature will
allowyou to track parts imne ormultiple warehouse locations. A Wdrouse may be a physical storage
facility which is usually on company properaywehicle driven by stallers or service technicians, or a
fictitious location used for tracking purposes.

Create onagecordfor each unique location that houses inventoryrisa You may also designate different
Inventory G/L account numbers for each warehouse location if desired.

Warehouses are associated with a particular branch, and warehouses are assigned to Technicians. When
parts are used for Service Tickets, the imeey parts entered on the Service Ticket will automatically be
deducted from the warehouse assigned to the assigned Service Technician who performed the work.

Warehouses

=1 Warehouse List

Code | Description Branch Account Inactive -
CA Main Califarnia Main Warehouse CA 12000 N
CA-Central CA-Central CA 12000 N E
CA-Cust Part Repairs  Customer Part Repairs-CA CA 12000 M
CALT1 Joe Marina Wan CA 12000 N
CALT3 CALT3 CA 12000 N
CA-Morth CA-Morth CA 12000 M
CA-South CA-South CA 12000 M
CT 201 Bailey CA 12000 M
CT 202 Ben Bainbridge CA 12000 N
CT 203 CT 203 CA 12000 M
CT 204 Cain Cabe CA 12000 N
CT 205 CT 205 CA 12000 N
CT 206 CT 206 CA 12000 M
CT-Mew CT-MNew CA 12000 M

™ Include Inactive
=4 Warehouse Edit

[ Inactive
Code [cA Mair] Account | 12000 ~1&
Description |california Main Warehouse Inventory™
Branch [ca = Latitude |0
Address . | [#572 Magnolia Lriie |
Riverside, CA 92505

Apply | Mew | Delete |
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Inventory Setup

Purpose: To specify default information to be used in processing
inventoty transactions

Prerequisites: Chart of Accounts, Invoice Itenisnployee, Warehouses
SedonaOfficéodules(UseStock Tracking)

Required or Optional: Required

If yor companyplanson tracking stock quantitiefr inventory partgperpetual inventory)you must first
activate the Stock Tracking featuby selecing theUse Stock Trackidmpx in SedonaSetupSedonaOffice
Modules

Inventory Setup
& Inventory Setup

Warehouse | MI Main |

Transfer Account | 21070 |

Inventory Transfer™

Physical Adjustment Account | 50031 |
COGS-Invenitory Varances
Megative Quantities: C Do Not Allow

* Warning Message

B " Allow
i Inventory Processing
Asset Account | 12000 ~E
Inveniory™
Default COGS | 50000 |
Cost of Goods-Matenals
Invoice Item | Equipment j
Purchase Price Variance | 13000 ~]
Account
Use Material Handler for
Warehouse Security .
q; Costing
Default Method | Standard |

Use Standard Cost on Direct [~
Expense Farts

Apply
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Material Handlers

Purpose:

Todefine which warehouses an employee will have access
when working with Purchase Orders

Prerequisites:

Employee, Warehousénventory Setup (Use Material Handletl
for Warehouse Security option checked)

Required or Optional:

Optional

Material Handlersare defined as the individuals in your company who create Purchase Orders and/or receive
parts into a warehouse from a Purchase Order or Repair Order.

This setup form is divided into two tiers. The upper tier displays a list of all employees setufeimloyee
setup table. The lower tier displays a list of all warehouses setup Werehousesetup table. To define

which employees will be considered a Material Handler, highlight the employee in the upper tier, then in the
lower tier, check the box to the left of each warehouse that employee may have access. Press the Apply
button to save each Material Handler record. Once saved, the material handler column in the upper tier will
display the value of Y.

Material Handlers Material Handler Security is In-Active
|=| Employees
Employes Code | First Name | Last Name | Material Handler | Inactive | B
Administrator System Administrator Y M
Amanda.Blake Amanda Blake N N -
Amort Amort Exp Y 1
Bailey.Barr Bailey Barr M M
Barbara.Brady Barbara Brady M B
Barney.Barber Barney Barber M M
Ben.Bainbridge Ben Bainbridge M M
Beth.Bartoli Beth Bartoli N
Cain.Cabe Cain Cabe M M
Carolyn Caralyn Johnson Y M
Danielle. Torrent Danielle Torrent N
Donna.Mess Donna Mess Y M
Edgar.Eden Edgar Eden M M
Egor Egor Earle M Y
Etta.Jones Etta Jones M
George. Miller George Miller M &7
5] warehouse Access e
— — dleria
Employee Code |[Administrator Name |System Administrator M | ondier
Branch Selection| all Branches | _Select All | Reverse Selection |
Warehouse | Description | GL Code | Branch | Inactivi «
[w] ca-Central CA-Central 12000 CA N
C.t'-\-NDrﬁ‘l CA-Morth 12000 CA N
CA-South CA-South 12000 cA N
CA-Cust Part Repairs Customer Part Repairs-CA 12000 CA N
[¥] Tools-CA Tools-CA 12005 CA N
[¥] 1saac Truck Iszac Truck 12001 151 Y
[w] 151 Main ISI Main 12001 151 hi o
< | i 3
Apply
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Default Vendor

Purpose: To specify a Vendor code that will defaadt the Primary
Vendor whemew Rartsrecords arecreated.

Prerequisites: Vendor

Required or Optional: Optional

If SedonaOffice will be performing a data conversion from your legacy software, you will reatepgo/our
Default Vendoafter your final data conversion is delivered. If your company will be marershying the
Vendor list, then once all Vendors have been created, you may retuhridgeetup table and select the
Default Vendor

Default Vendor

Default Purchasing Vendor | aD1 =]

Apply
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Product Line

Purpose: For grouping similar inventonyarts in the parts search from,
sorting on Physical Inventorpant sheetsand for reporting
purposes.

Prerequisites: None

Required or Optional: Required

Product Lineare used to grougimilarParts together. You may create as many Product Lines as you need.
When a user is creating a new part number, Breduc Lineis a required field entry on the Part data entry
form. Your product lines may be specific to a type of part or specific to the type of system they are used on
during installation.

Product Line

=] Product Line

Product Line | Description Inactive -
Access Access N N
Alarm Alarm N
Audio Audio N
Battery Battery N
Cables Cables N
Camera Camera M
Computer Computer M
Connectors Connectors M
Control Panels Control Panels N E
Electrical Electrical N
Fire Wire Fire Wire N
Intercom Intercom N
IR IR N
Kits Kits N
LCD LCD N
Lighting Lighting N
Misc Misc M | 3
Maotion Detectors Mation Detectors N
Mounts Mounts N
Phone Phone N
Power Power N
Projector Projector M
Rack Rack N
Remote Remote M il
Grresn Grresn i}

[ Include Inactive

] Product Line Edit
™ Inactive

Product Line |Batteny

Description |Battery

Apply | New ‘ Delete |

Pagell60of 165 Last Updated: May 22, 2011



SedonaOffice Administrative Training Manual

Getting Started

Manufacturer
Purpose: To define the manufacturer of inventorags.
Prerequisites: None
Required or Optional: Optional

Manufactureris an optional setup table; however it is highly recommended that your company utilize the
functionality of assigning a Manufacturer to each unique inventory part. This field foutite Part setup
form is for informational purposes, but could be very valuahléhe event ofa parts recall. By designimgth

a third-party reporting too} you would be able to locate all parts from a particular manufacturer that were

installed durimg a particular time period.

Manufacturer
=] Manufacturer

Manufacturer | Description Inactive -
Ademco Ademco N I
Aiphone Aiphone N
American Dynamics American Dynamics N
AudioRegquest AudioReguest N
BaK B&K N E
Beam Beam M
Bosch Bosch N
CarTel CarTel N
Channel Plus Channel Plus N
Channel Vision Channel Vision N
Chief Chief N
Crestron Crestron M
C5C C5C N
Custom Solutions Custom Solutions N
Dalite Da-Lite M
Dedicated Micro Dedicated Micra N
Dennon Dennon M
Denon Denaon M
Dewalt Dewalt N
Ditek Ditek M
EST EST M
Extran Extron N
GE GE N
Greyfox Greyfox N il
Harrman &ardnn Harman &ardnn ]

™ Include Inactive

] Manufacturer Edit
I Inactive
Manufacturer |Aiphone
Degcription |Aiphone
Apply | New ‘ Delete ‘
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Section 5¢ Job Management

Covered in this section are the followiBgdonaSetupask Items

Commission Types
Job Statuses

Job Phases

Job Tasks

Job Types

Labor Tasks
Prevailing Wages
Setup Processing
Install Companies

Installers
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Commission Type

Purpose: To define the various types of commissions that can be paid
a salesperson.

Prerequisites: None

Required or Optional: Optional

TheCommission Typsetup table is used to define categories for which commissionshmaaid to a
salesperson. Each commission type code is identified as being one of three types: RecurriRgcitang

or Other. These commission types are used in Job Management to calculate commissions based on one or
more of the types of sales elents entered on a Job.

Commission types of NeRecurring will use the dollar basis for the commission calculation as the total of all
Installation chargeand Parts (if parts are invoiced separatelgjered for the job. Commission types of
Recurring Wl use the dollar basis for the commission calculation as the total of all RMR entered for the job.
Commission types of Othevill not display alollar basis for the comission calculation; the user may enter
any amount for the basis of the commission.

Commission Type

| Commission Type

Commission Type | Description | Type Inactive
Admin Fee Admin Fee Other M
Auto-Pay ACH Auto-Pay ACH Other M
Auto-Pay CC Auto-Pay Credit Card Other M
Cell Backup Cell Backup Mon Recurring M
EP Estimated Profit Est Profit M
GP Gross Profit Gross Profit M
Install Install Mon Recurring M
MOM Monitoring Recurring M
SA Service Agreement Recurring M

[ Include Inactive

£ commission Type Edit

Code |Install| Description |Install [~ Inactive
Commission Calculated Against:

" Recurring (R) " Estimated Profit (E) " Other (D)
* Mon Recurring (M) " Gross Profit (G)

Apply | Hew | Delete |
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Custom Fieldg Job Level (Tables and Fields)

Purpose:

For the purpose of tracking any additional information that y
need, where a field is not provided in the application. The d
saved is for reporting purposes.

Prerequisites:

None

Requiredor Optional:

Optional

The fields you define will appear for data entry on the Job Custom Fields form. The data saved in these fields
may be used for reporting purposes.

Here you may set up tables, which will provide the User with dfown list of chaies, money, text date, or
check box fields. You may also define if a field is required. If a field is checked as required, the User setting
up a new Job or modifying an existing Job will be required to make a selection or enter information into any

required fields.

If you choose to set up Table fields you will need to set up the choices that you would like to appear in the
drop down box, in the Custom Fields Table 1 (Job), Custom Fields Table 2 (Job), Custom Fields Table 3 (Job),
or Custom Fields T&b4 (Job).

If your company is using QuoteWerks, the custom fields should be first setup in QuoteWerks and then setup
exactly the same in SedonaOffice.

Custom Fields (Job Level)

&' Label

|| Tables
Table 1
Table 2
Table 3

Table 4

IB

Date
Date 1

Date 2
Bl Text
Text 1
Text 2
Text 3
Text 4
Text 5
Text 6
Text 7

Text 8

|Custom Fields

Required

|Referred By

|Suhc0ntracb3r

|Ref‘erral Credit Type

|User Table 4

I I N B

|Ref‘erral Credit Posted

Date 2

|Ref‘erring Cust #

|referring Cust Name

|Subcontracbor SEst,

|Equip. Rental £ Est.

|Permits § Est.

|2nd Salesperson

|2nd Comm %

|User Textd

B I R e A B

o” Check Boxes

Check 1
Check 2
Check 3
Check 4

Check 5

@2 Money
Label 1

Label 2

Text9

Text 10
Text 11
Text 12
Text 13
Text 14
Text 15

Text 16

Required
|0e_c0mmissi0n_ﬁlter
|Subc0ntract All Labor
|Subc0ntract Locks
|subcontract Wiring
[Split Commission
|M0ney' Label 1
[Money Label 2 ™
|User Text 9 -
[TEN r
User Text 11 ™
|User Text 12 -
User Text 13 I
lUser Text 14 r
|User Text 15 I
User Text 16 I

Apply
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Custom Fields Tables 1, 2, 3, 4 (Job)

Purpose: To define a table of values from which a user melgd for the
Custom Table 1, 2, 3 or 4 field

Prerequisites: Job Custom Fields Setup

Required or Optional: Optional

In the example shown below, we chose to trétdferraldor eachJoh For each choice you would like the
User to be able to select fronereate one record in this setup table. The number of records you may enter is
unlimited.

The entries in the example Custom Fields Table 1 below are the choices that will be available in a drop down
menu in theJobrecord, on thebutton labeled Customi&lds.

Referred By

|=| Referred By

Referred By | Description Inactive
ABC Builders ABC Builders M
Employee Employee M
Existing Customer Existing Customer N
Insurance Co Insurance Co N
MNane Mone N
Walton Const Walton Construction M

[ Include Inactive

- Referred By Edit

Referred By |

Degcription |
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Job Expense Types

Purpose: To definea list of expense types to be associated with goods
services purchased for Jobs or Service Tickets

Prerequisites: None

Required or Optional: Optional

Job Expense Typae used to categorize types @Xpenses associated with Jobs or Service Tickets. There a
five pre-defined records in this table which have a specific purpose within the application; you many not
delete or modify these expense types.

1 M ¢ Materials
L¢ Labor

Cc¢ Commission
V ¢ Overheal
Oc¢ Other

You may add additional expense types to track expenses such as subcontract labor, engineering services,
permit and fees, or equipment rental&ou may also specify if you want the expense to go into a work in
process (WIP) account if the exye is for an installation Jaly Service TicketTo use the work in process
feature, you must check the ba¥se WIHor the expense typeWhen a purchase order or accounts payable
bill is created for an expense item, the user is presented thighlist of expense types from which to make a
selection.

1
T
1
T

Expense Types

| Expense Types

Expense Type Description Lise WIP
L Labor N
M Material M
C Commissian N
v Overhead N
Q Other N
T Tax M
5 Subcontractor ¥
E Equipment Rentals Y
P Permits & Fees Y
F Freight ¥
D Drafting/Engineering Services Y
MH Miscelaneous Hardware ¥
Cs Central Station ¥
IER Internal Equipment Rental ¥

] Expense Type Edit

Expense Type  |A|

Description |Permits & Fees

Use WIP v

Apply | Hew ‘ Delete ‘
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Job Status
Purpose: To define Jol8atus codes to describe the progress of an
installation job.
Prerequisites: None
Required or Optional: Required

Job Statuseare used to track the progress of ti@. When a new installation job is created, the system will
automatically set the job status to the status assigned to the first job task listed on the job. As job tasks are
approved, the job status wilutomatically advancw the status assigned tilve next task on the list. When

a job is closed, the system will automatically update the job status to Closed.

SedonaOfficdas five predefined Job Statuses each of which have a particular purpose, and may not be
deleted. These statuses are: ClodeeRrogress, Job Completed,-Rpened and Reversed. You may add
additional Job Statuses and change the display color of the system defined status codes. The color assigned
to the status code will be the background color displayed onitteScheduleBoard.

Job Status
=] Job Status List
Job Status Code Description Inactive o
Pending Approvals N
Change Order Approval M
Closed N
Hold-Customer N
Hold-Parts N
In-Progress N £
Install Equipment N
Invoice RMR M
Job Complete M
Jobcost Review N
Parts M | 4
Prewire N
Re-Invoice I
Re-Openad Re-Opened N
.Reacl',.r to Close Ready to Close N i
[ ™ . - . .
I Include Inactive
E7 Job Status Edit
=
Job Status Code |
Description |
Displa
U Gold @ LtBlue
‘% Orange (ST ") - @ Purple
| Mew |
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JobPhases
Purpose: To definea list of phases for @b.
Prerequisites: None
Required or Optional: Optional

Job Phaseis primarily designed to provide a tool for Job resource planning; Labor and Materials.

Phase Codes

=] Phase Codes

Phase Codes | Description Inactive
Central Vac Central Vac M
Home Theatre Home Theatre M
Inztall Installation M
Intrusion Intrusion M
Pre-wire Pre-wire M

[ Include Inactive

ol Phase Codes Edit
[T Inactive

Phase Codes |

Description |

Apply | Hew I Delete |
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