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Job Management-Overview

The SedonaOffice Job Management module operates based on each company’s selections
within a complex group of setup tables and options. Depending on your company’s desired
end result in recording information to the General Ledger and producing meaningful reports,
will determine how your company will set up these options.

Many of the Job Management Reports have grouping and/or sorting options. Your setup in
these areas will affect how you are able to view job information on reports.

* Job Type

* Branch

* Install Company
* Salesperson

* Project Manager
* Installer

* Job Status
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Setup Tables & Options
One of the key setup tables in Job Management is the Install Company. Most companies
operating under a single branch will typically create one Install Company.

Install Company Setup
The Install Company is a required field on each job and is used in scheduling, costing and
reporting. The Install Company determines:

* The name of the Company that will print on Job Tickets.

* How Labor will be expensed and which G/L accounts to use when recording timesheets to
ajob.

e Which WIP G/L account to use for Materials.

*  Which WIP G/L account to use for Miscellaneous Job expenses.

= This selection ties into the Job Expense Types that are flagged to use WIP.

* If scheduling job with the Appointment Summary, how will timesheets be generated when

the installer is dispatched to the job.

= Install Company Setup ™ Inactive
Install [ca] Parts WIP 12010 ~15
Description [CIM Security Misc WIP 12040 -1
M [V Labor To GL @ [ Overhead

Labor Expense ¢ Expense at time of entry siheadens = =
Type ' Expense thru WIP

Overhead Credit -1
Labor Expense | 50010 =1 Q

Cost of Goods-4L abor

Labor Deferred| 21090 =] [£5]
Fayroll Suspense

Labor WIP 12020 =1 &
Work In Process-.abor
Appointment Options
Dispatch * Yes Timesheet & auto @ From Dispatch
" No (Completed Only) " Manual " From Arrival

—{ Material WIP G/L Account ]

4 )

Install Company
*Determines the default G/L Accounts —{ Miscellaneous Expenses WIP G/L Account ]
used when posting costs to Jobs.

«|f different G/L Accounts are needed | Labor A
atthe Job Type level, Job Type settings | WIP or Expense Immediately
will override the Install Company & «Labor G/L Accounts
\Setup Processing G/L Accounts. / \ J/
4 N
N Overhead
“| «Overhead G/L Accounts
L >
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Job Expense Type Setup
Job Expense Types are used when coding miscellaneous expenses on a Purchase Order or and
Accounts Payable Bill. There a two Job Expense Types; System Defined and User Defined.

System Defined Expense Types

The System Defined Expense Types are: Labor, Material, Commission, Overhead and Other.
The Use WIP option may not be modified on the System Defined Expense Types. The
application determines whether to use WIP for Labor, Material, and Commissions based on
the setting in Job Setup Processing, the Install Company on the Job and the setup of the Job
Type for the Job. If using the automatic Overhead calculation, this expense is realized as soon
a timesheets are entered for a Job since the Overhead calculation is based on labor hours or
dollars expended. If a Purchase Order or Accounts Payable Bill is coded with the Expense Type
of Other (0), this expense is recorded to the job immediately — you cannot use WIP for this
Expense Type.

| Expansze Types
" Expense Type | Description | use v
| o 7
siarterial L]

Commission N
Crwerhead L]
Ortheer L]
Tax N

Ho=nzr

3 SOECoracter
E Eguipment Rentals
P Permits & Fees
F Freight
o Drafting/fEngineering Services
P siscelanecus Hardvare S!StE'm Defined
Expense Types
Expanss Type Edit
Expense Type  [M
Dascription [Material

Use WIF I

Page 6 of 52 Last Revised: January 13, 2010



SedonaOffice Job Management

The #1 Financial Software for Security Companies Training Guide

User Defined Expense Types

You may add as many Job Expense Types as needed for your reporting purposes. Each
Expense Type you create may be flagged to Use WIP. If an Expense Type is flagged to Use
WIP, the expense will post to the Miscellaneous WIP account specified on the Install Company
setup associated with the Job. When the Job is invoiced, the User may manually allocated a
certain percent of WIP to be relieved or the application will automatically transfer the
amounts from WIP to the expense G/L account of the A/P Bill item. Where miscellaneous
expenses are expected for a Job, you should create a Purchase Order for these expenses. This
will ensure all miscellaneous expenses costs are recorded to the Job.

| Expenze Types
Expense Type nesy]  USET Defined
Lo | EXpense Types
larteri
Cammemm
Crverhead
Orther

T
Subcontractor

Eguipment Rentals

Permits & Fees

Fresght

Crafting/Engineering Services
sisoelanenis Hardware

fzcﬂnmuﬁ;jn-.r:zr
F i

Expansg Type Edit

Expense Type  |E

Dascription [Equipment Rentald

Lise WIF [
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Job Setup Processing Setup
The Job Processing Setup contains defaults to use when posting costs to a Job. If defaults are

not specified at lower setup levels, these rules will be used.

Material WIP —If using WIP for parts, this G/L account will be used when parts are issued
to aJob. If the Material WIP G/L account is different on the Install Company, the
application will use the G/L account from the Install Company of the Job.

Job COGS — This is the Cost of Goods Sold account that will be used for parts used on a Job.
If a different COGS account exists on the Job Type, the application will use the Job Type
COGS account.

Labor — All timesheets posted for a Job will use these G/L accounts and expense method
unless the setup values are different on the Install Company or the Job Type. The Job Type
setup will always be used if any Labor setup exists for the Job Type.

Commissions — Commission entered on a Job will use these G/L accounts and expense
method unless the setup values are different on Job Type. The Job Type setup will always
be used if any Commission setup exists for the Job Type.

Overhead — Overhead is posted to the G/L at the time a timesheet is posted to a Job. The
application will use these G/L accounts unless the setup values are different on the Install
Company or the Job Type. The Job Type setup will always be used if any Overhead setup
exists for the Job Type.
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Job Processing

Material WIP [0~ 4
IWork In Process-Materials

Jobs COGS E |
Cost of Goods-Materials

Approval Processing v

¥ Labor To GL
Labor Expense (" Expense at time of entry

= & Expense thru WIP

Labor Expense | 50010 -1
Cost of Goods-Labor

Labor Deferred  [210%0 -1
Fayrofl Suspense

Labor WIP 12020 b =E|
Work In Frocess-Labor

" Overhead

Overhead Debit [k
Overhead Credit [k

., ™ commissions To GL

Commission Expense { Expense at time of entry
Type & Expense thru WIP

Commission Expense [ 60010 ~1 4
e

Ce

Commission Deferred |21[190 ~1

Commission WIP
Work In Process-Commissions

7] Restrict Sales Month

I~ Restrict Sales Month

Current Sales Month |September2003 i

/— lﬂmﬁmﬂ\

+ Determines the default
settings & G/Laccounts used
when creating install
Companies and Commissions
settings & G/L accounts.

+ If different settings & G/L
accounts are nesded atthe Job
Type level, Job Type settings
will override the install
Company & Setup Processing

settings & G/L accounts. '

Material WIP G/L Account

Material COGS GfL Account

Labor
SWIP or Expense Immediately

sLabor G/L Accounts
L.

P
Overhead
+«Overhead G/LAccounts

L™

-
Commissions

“WIP or Expense Immediateby

*Commission G/L Accounts

g

)
)
)
]
J
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Job Type Setup

The Job Type setup has added many new options with the release of V 5.2. These new options
allow you to setup your jobs in a fashion to help reduce data entry errors and to expedite the
job data entry process. This section will explain each new Job Type option and the
functionality of the option.

Job Type - Detail

Two new fields have been added to the Job Type Detail form.

* Lease - This is a field for informational and reporting purposes only.

* Allow Override Task List - If this option is selected, you will be able to create a second task
list that is saved with the Job Type. When a job is created that has this option activated,
the User may select to use the Override Task list instead of the Primary Task List.

-] Job Type Setup = Inactive
Job Type |Com-Intrusion/Fire Description [Commercial Intrusion/Fire
Detail l Job Tasks ] Override Job Tasks] Costing ] Tterms ] Accounts] Commission T‘,rpes] Approvals ]
Category | Installation =1 Hold Back %  [0.00
Material WIP | 12010 ~]El Hold Back tem | =]
COGS Acct [ 50000 ~]El Hold Back Acct | _-d
Use COGS Acct | 50020 | EstLU Cost [a5
When Amt >= [9999999.55 ¥ Force Part Reconcilation
Misc WIP | 12040 & ¥ Allows Costing to Closed Jobs
Accrued Income| & I~ Expense Part When Issued
™ Lease [ Percentage Invoicing
@ Allow Override Task List) ¥ Zero Part Price
-
* Category
_.[ Detail * WIF Accounts
* Material COGS Account
\" Material Expensing Method y

™

= Lakor, Overhead, Commission GfL

Costin
‘ Accounts

Yy

Job Type

* Mon-Recurring Invoice Items
* Recurring Invoice Items

- - Items

N,

« G/L Accounts for non-inventory
SEPENSES

- Accounts

2
T 3T 7T 7T

Yy
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Job Type - Items

You may create a list of ltem Codes that may be used with a Job Type. User has fewer items to
scroll through to make a selection — reduces data entry errors and shortens data entry time. If
your company regularly sells packages at a fixed price, you may create a Job Type for this
purpose with the associated default pricing — again shortening data entry time and errors.

& Important Notes:

If you create a list of Item Codes for a Job Type, the User will only be able to select from the
Item Codes on the Job Type setup.

If you do not set up a list of Item Codes for a Job Type, the User will still have access to all
Item Codes to make a selection.

Make certain to include all recurring and non-recurring Item Codes on your list. This list of
Item Codes is used for Job Install Charges and RMR Charges.

Job Type |Com-Intrusion/Fire Description |Commercial Intrusion/Fire
Detail ] Job Tasks ] Override Job Tasks] Costing ccounts] Commission T}rpes] Approvals ]

Item Code | Description ] Default Amount |

Inst-Com-IntrFire Installation of Commercial Int... 0.00

InspT &M Inspection 0.00

Mon Maonitoring 0.00

Mon-Fire Monitoring-Fire System 0.00

Mon-UL UL Monitoring 0.00

0O/C Reports Open/Close Reports 13,00

Service Agreement Service Agreement 0.00

UL Inspection UL Inspection Fee 250,00

Permits /Fees Permits /Fees 0.00

Item ﬂ Amount |0 Save | Mew | Remaove |
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Job Type - Accounts

You may create a list of G/L accounts that may be used with a Job Type for miscellaneous
expenses. The User has fewer items to scroll through to make a selection — reduces data entry
errors. When entering a Purchase Order or A/P Bill, the User will only be able to select from
the list of G/L accounts associated with the Job Type of the Job.

Job Type |Com-Intrusion/Fire Description [Con
Detail | Job Tasks | Override Job Tasks| Costing | tem L&CEEEE_{S
Account Code l Description [ Default Amount I
60430 Parking Fees/Fines 0.00
60440 Equipment Rentals 0.00
60460 Drafting/Engineering Services 0.00
60450 Freight - Inbound 0.00
64000 Travel 0.00
Account| >l L_.;J Amount lO

Job Costing Elements
setup Install Company Job Type
Processing (JM)
Parts WIP X X X
Labor WIP X X X
Overhead WIP X X X
Commissions WIP X x
Other WIP X X
Parts COGS X X
Labor COGS X X x
Overhead COGS X X X
Commissions COGS X x
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Test Case #1 — Residential Intrusion System

& Job - 219 (Nelson, Sarah) E=1 EoB(Ex=
Job Job Customer 9112 Site
Labor Job Mumber 219 Nelson, Sarah Melson, Sarah
Cost Details Job Type Resi-Int 4572 Mills 4572 Mills
Journals Job Status  Closed Flymouth, MI 48170 Flymouth, MI 48170
System 9112 Intrusion (734) 484-4122 (734) 484-4122
!" Labor Units  5.25 (5 Used)
GL Journal
B Account No. Description Dehit Credit Met
10010 Primary Checking Account™® &0.00 £25.00 {525.00)
Part Journal 11000 Accounts Receivable® $1,372.12 £0.00 £1,372.12
12000 Inventory™® £562.30 £552.80 £0.00
12010 Work In Process-Materials £562.80 $562.80 £0.00
12030 Work In Process-Commissions £246.20 £246.20 £0.00
12040 Work In Process-Misc. £25.00 £25.00 £0.00
12105 WIP Labor-Install £225.00 £225,00 20,00
20010 Inventory Receipts® 0,00 562,80 (5562.80)
20020 Inter-Branch Bills* £25.00 £25.00 £0.00
21090 Payroll Suspense &0,00 §471.20 (5471.20)
22000 Sales Tax Payable-MI* 80,00 $80.72 (580.72)
25000 Deferred Revenues™ &0.00 £41.490 (541.40)
40000 Revenue, Installation $0.00 $1,250.00 ($1,250.00)
50070 COGS Job Parts Resi %562.80 <0.00 $562.80
51005 COGS Labor-Install %225.00 <0.00 %225.00
60010 Commissions %246.20 <0.00 $246.20
60430 Parking Fees Fines %25.00 £0.00 £25.00
60480 Miscellaneous Job Hardware %16.85 £0.00 %£16.85
Other 0.00 £16.85 (£16.85)
Total %4,004.77 %4,094.77
Tools
Quotes
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O Job - 219 (Nelson, Sarah) [o e e
Job Job Customer 9112 Site
Labor Job Number 219 MNelson, Sarah Nelson, Sarah
Cost Details Job Type Resi-Int 4572 Mills 4572 Mills
Journals Job Status  Closed Plymouth, MI 48170 Plymouth, MI 48170
System 9112 Intrusion (734) 484-4122 (734) 484-4122
!" Labor Units  5.25 (5 Used)
GL Journal
E RegMo. | Type Date Reference Acct Exp Type | Description Amt
— 4039 COMMI 1/9/2010 219 12030 Work In Process-Commissions 457,20
Part Journal 21090 Payroll Suspense ($57.20)
4040 COMML 1/8/2010 219 12030 Work In Process-Commissions £124.00
21090 Payroll Suspense (5124.00)
4042 COMML 1/8/2010 219 12030 Work In Process-Commissions £25.00
21090 Payroll Suspense {525.00)
4043 RCPT 1/9/2010  TQI5165 20010 Inventory Receipts™ ($562.80)
12000 Inventory® 562,80
4044 MWIP 1f9/2010 219 12000 Inventory® (5562.80)
12010 Work In Process-Materials 562,80
4045 BILLPYMT  1/58/2010 2627 10010 Primary Checking Account™ {525.00)
20020 Inter-Branch Bills™ £25.00
4045 BILL 1j9/2010 2627 20020 Inter-Branch Bils* (£25.00)
12040 Work In Process-Misc. £25.00
4047 BILL 1/9/2010 31219 60480 M Miscellaneous Job Hardw... %16.85
4048 LABOR 1f9/2010 219 12105 WIP Labor-Instal £225.00
21090 Payroll Suspense (5225.00)
4045 INY 1f9/2010 712952 11000 Accounts Receivable™ £1,372,12
40000 Revenue, Installation (%$1,250.00)
25000 Deferred Revenues™ {511.50)
25000 Deferred Revenues™ (529.90)
22000 Sales Tax Payable-MI* {$80.72)
4050 COGS 1/8/2010 T12962 12010 Work In Process-Materials (5562.80)
50070 M C0GS Job Parts Resi $562.80
4051 COMML 1/8/2010 Ti2962 12030 Work In Process-Commissions (5246.20)
60010 C Commissions %246.20
4052 LABOR 1/8/2010 712962 12105 WIP Labor-Instal (£225.00)
51005 L COGS Labor-Install %£225.00
Toals 4053 MWIP 1/9/2010 712962 12040 Wark In Process-Misc. (£25.00)
60430 P Parking Fees[Fines %25.00
Quotes
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) Job - 219 (Nelson, Sarah) =N |FeE 5

Job

Customer 9112
m ~11| 10b Number 219 Melson, Sarah Melson, Sarah

Job Type Resi-Int 4572 Mills 4572 Mills
Job System Job Status  Closed Plymouth, MI 48170 Flymouth, MI 48170
System 9112 Intrusion (734) 484-4122 (734) 484-4122
Labor Units  5.25 (5 Used
; -":# abor Units (5 Used)

Approvals

Estimated Costs &> Actual Costs 3 wp

Income Income Material 1 | £0.00
Install Charge I $1,250.00 Install Charge I $1,250.00 Material 2 I £0.00
Change Orders I $0.00 Labar I £0.00

Installs
$1,250.00 Costs Costs Overhead | £0,00
— Parts | §562.80 Parts I §579.65 Commissions I §0.00
- i Labor I $236.25 Labor I £225.00 g Misc Other I £0.00
Recurring —_———
Overhead Overhead
SEE . I 30:00 I $0:00 ToralwiP | soo0

-ﬂ Other I $0.00 Other I £25.00

Materials Sub Total I 799,05 Sub Total I £329,65
$:|E° Sub Profit/Loss | §450.95 36% Sub Profit/Loss I £420.35 34%
. Commissions I §246.20 Commissions I £246.20

Job Costing
Total | £1,045.25 Total | £1,075.85
Profit/Loss I §204.75 16% Profit/Loss I £174.15 14%

" abor Recurring IW Recurring IW
Cost Details
Journals
Tools Hold Back £0.00
Quotes I~ Indude WIP Amounts
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Test Case #2 — Commercial CCTV System

GL Journal

»

Fart Journal

Tools

Quates

Customer 9114
Crystal Cleaners

Job Number 221

Job Type Com-CCTV 1331 Ann Arbor Road
Job Status  Closed Fhymouth, MI 48170
Swstem 9114 CCTV (734) 484-1254
Labor Units 40 (46.75 Usad)

Site

Crystal Cleaners
1331 Ann Arbor Road
Plymaouth, MI 48170
(734) 484-1254

| Account No. Descripton Dby Credt hiet
11000 Accounts Recerable™ £21,958.00 £0.00 $21,998.00
12000 Inwenbary™ §5,092.35 §5,002.35 S0.00
12030 Waork In Process-Commissions $4,060.80 $4,060.80 $0.00
12040 ‘Work: In Process-Misc. §1,600.00 §1,600.00 S0.00
12100 ‘WIP Matenal-Instal £5,092.35 $5,092.35 $0.00
12105 WIP Labar-Instal §2,103.75 £2,103.75 40,00
13000 Furchase Price Varanoe® £5.00 $0.00 $5.00
20000 Aczounts Payable® £0.00 £1,600.00 (&1,600.00)
20010 Inwventory Recepis™ £0.00 £5,098.35 (§5,098. 35)
21050 Payrell Suspense £0.00 46, 164,55 (85, 164.55)
22000 Sales Tax Payable-MI* $0.00 £1,229.30 (81,229,300
25000 Deferred Revenues™ £0.00 $218.70 ($218.70)
40000 Revenue, Installation 50,00 $19,450.00 ($19,450.00)
40100 Revenue, Service Labor £0,00 %1,100.00 {%1,100.00)
50000 Cost of Goods- Materals §5,092.35 0,00 $5,092.35
50040 Cost of Goods-Subcontract Labor $1,200.00 %0.00 %$1,200.00
51005 COGS Labor-Install §2,103.75 $0.00 $2,103.75
60010 Commissions $4,060.80 %0.00 %4,060.80
G040 Jobs Permits|Fees 400,00 #0.00 S400.00
Total §52,810.15 $52,810.15
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Job Job Customer 9114 Site
Labar Job Number 221 Crysial Cleaners Crystal Cleaners
Cost Datails || Job Type Com-CCTV 1331 Ann Arbor Road 1331 Ann Arbor Road
Journals Job Status  Closed Plymouth, MI 48170 Plymwouth, MI 48170
Svstem 9114 CCTV (734) 484-1254 (734) 484-1254
Labor Units 40 (46.75 Used)
GL Journal Ol.lfnal
P Regho. [Type | Date Reference | Acct Exp Type Amt -
=t} 3305 COMMI y4fmm 221 12030 Werk In Process-Commssians £145.80
Fart Journal 21090 Payroll Suspense ($145.80)
350 COMMI yafom 221 13030 Wrk In Process-Commissions $3,990.00
21090 Payroll Suspense ($3,890.00)
3997 COMMI y4mm 221 12030 Week In Process-Commissions £25.00
21090 Payroll Suspense (525.00)
3398 BILL 19010 PIES1ES 20000 Aczounts Payable® {4400.00)
12040 Wirk In Process-Mis:. $250.00
12040 Wioek In Process-Misc. £150.00
4012 RCPT 1910 14522 20010 Inwentory Recsipts™ ($56.00) 2
12000 Irwwentory™ £55.00
4013 MWIP 19,3010 21 12000 Inventory™ (556.00)
12100 WIP Material-Ingtal £55.00
4014 RCFT 192010 8563 20010 Inwentory Receipts™ (550.00)
12000 Irveanbory™ £50.00
4015 MR W 2 12000 Inwentory™ (550.00)
12100 WIP Material-Instal £50.00
4018 RCPT 1/9/2010  GAZSE5E55 20010 Inventory Receipls™ ($4,992.35)
13000 Inwventory® $4,985.35 -
13000 Purchase Price Variance™ $6.00
4015 MWIP 187310 221 12000 Irveenbory™ (54,985.35)
12100 WIP Material-Instal $4,985.35
024 BILL 18/3010 122w 20000 Accounts Payable™ (§1,.200.00)
13040 Wierk In Process-Mist. $1,200.00
030 LASOR wmw 12105 WIP Labor-Irestal $551.25
21090 Payrall Suspense ({4551.25)
4031 LABOR 192010 221 12105 WIF Labar-Instal §540.00
21090 Payroll Suspense (5540.00)
032 LABOR Y2010 21 12105 WIP Labor-Irestal $551.25
21030 Payroll Suspense (§551.25)
4033 LASOR V2010 21 12105 WIP Labor-Irestal $461.25
21090 Payrell Suspense (5461.25)
4034 Iy 12/2000 712960 10000 Accounts Recervable ™ $21,998.00
40000 Revenue, Installation ($19,450.00)
20100 Revenue, Service Labor (%1, 100,00}
25000 Deferred Revenues™ ($116.10)
25000 Deferred Revenues® {$102.50)
22000 Sales Tax Payable MI® (§1,229.30)
4035 COGS 12010 F12960 12100 WIF Material-Instal ($5,092.35)
50000 M Cost of Goods-Materials $5,002.35
4036 COMML 12/2000 712960 12030 Work [n Process-Commissions (54,060.80)
60010 C Commissions ,060L80
037 LABOR 1/12/2010 712960 12105 WIP Labor-Irestal (§2,103.75)
51005 L COGS Labor-Install $2,103.75
038 MWIP Y12/2010 712960 12040 Work In Process-Misc., (§1,500.00)
Toals 60470 P Jobs Permits [Fees 400,00
Quotes 50040 5 Cost of Goods-Subcontra..  $1,200.00 -
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Customer 9114
Job Humber 221 Crystal Cleaners Crystal Cleaners
Job Type Com-CCTV 1331 Ann Arbor Road 1331 Ann Arbor Road
SR | Job Status  Closed Plymouth, MI 48170 Plymouth, MI 48170
System 9114 CCTV [734) 484-1254 [734) 484-1254
] Labor Units 40 (46.75 Usad)
BBR
Job System 0
= T Estimated Casts @ Actual Costs 2 wr
w
Approvals Income Income Material 1 | £0.00
Install Charge £20,550.00 Install Charge: I £20,550,00 Material 2 I £0.00
o Change Orders £0.00 Labor Iiﬂ},m
SEkL
Costs Costs Cverhead I £0.00
E Farts £5,092.35 Parts $5,092.35 Commissions I £0.00
slglfgg%n Labear $1,800.00 Labar | £2,105.75 Misc Other | £0.00
Cyphand et Cverhead | .00 Toalwr [ @0
g Qther $1,600.00 Other | $1,600.00
R;g:r;;g Sub Total £8,492.35 Sub Total I £8, 796, 10
{1 Sub ProfitfLoss $12,057.65 9% Sub ProfitfLoss I §11,753.00 57%
Fu Commissions $4,060.50 Commissions | $4,060,80
Mat=nals ———ee —
Total $12,553.15 Total I $12,856.90
mel.llm ’7[&55 9% Prnﬁt.lm I ';r]ﬁgj.m It
Labor Recuring $81.00 Recurring $31.00
Cost Details
Jouwrnals
Tools Hold Badk £0.00
Quotes [T Incuds WIP Amounts:
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Track 2 — Job Processing
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Customer/Job Creation

Prior to creating a new Job, the appropriate Customer/Site/System setup needs to be
completed. The pre-job Customer setup will vary depending on the Customer situation for the
new Job. The diagram below illustrates the various Customer situations.

When a Job is created from a QuoteWerks Quote or from a Prospect Opportunity, the creation
of the Customer and Site is performed within the Job creation process. Only manually created
Jobs require the Customer, Site and System setup to be performed prior to creating the Job.

g - ) e - &
Basar Jok fior New Jobfor ) New lob for
Job for New Customer Existing Custamar Existing Customer Exlisting Customer
\ with New Site i Freigl=lain
+ . New ?m J \ Bﬁiﬁ?& J
- i
& "
Create New
Customer/Site /System Customar Explorar Customar Explorar i L
\ P Setup Reguired
* Y N L
\ ¥ . +
Customer Information Create MewSite Create naw Sysia m
Biling Name /A ddress etc. Site Mame/address, Tax System Type, Warranty
R Code, Service Level,
\ y Group etc. - )
Contract Infarmation, ete.
* % F
D Y
-
Site Information Create new System
Site Nama/Address, Tax System Type, Warranty
Groug et Coddi, Sarvice Level,
L r i
* | Contract Information, etc. y
- )
System Information
System Typa, Warranty
Code, Service Laval,
\_ Centract Infarmation, etc y
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Job Processing Flow

The Job Management module is designed to manage your Job processing flow from Job
creation to Job closing. The process flow of Jobs is controlled by the list of Job Tasks contained
on each Job and optional Job Approvals.

Order Parts/Issue available Parts
from Stock

Schedule Job
Mew Job
Crastad Receive Parts/lssue toJob

Y

]
)
)
install Equipment |
)
)
)
)

L 2

Enter Labor Timesheats

v

Create Customer Invoice

Y

Return Excess Parts to Ware house

Y

Review Costs/ Close Job

r— p— — p— — p— p—
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Job Tasks

Each Job Type is assigned a list of default Job Tasks. Job Tasks may only be approved by the

Users assigned to the allowable User Groups linked to the Job Task. This prevents a User from

approving a Job Task for which they are not responsible.

©) Job - 103 (Jackson Jewelers)

Customer 2002

Jackson Jewelers

Job Number 103

Job Type Com-Intrusion 450 Main

Job Status  Documentation Plymouth, MI 48170
Summary System 2002 Intrusion (734) 474-9500

Labor Units 48 (0 Used)

|
Work Order

Jackson Jewelers
450 Main
Plymouth, MI 48170
(734) 474-9500

locked and the status will be set to Job

" # | Task I Job Status | Invoice I ] I Approved | Approved By Comnm
_ 1 Docs Documentation N N
Job System 2 Permit Submittals Permit Submittals N M
3 Permits Received Permits Received N N
™ 4 SchPrewire Sch Install N N
.-';J; 5 Order Parts Parts N N
InnraEls [ Prewire Prewire N N
£ 7 schinstal Sch Instal N N
8 Install Equipment Install Equipment Y N
9 Jobcost Jobcost N N
< [}
Installs
=

Tasks
] Task List
Code J Description I Insctive | -
Approvals Job Approvals ]
coL Charge Order 1 M
ooz Change Order 2 2]
oo3 Change Order 3 N
Complete Comgplete ]
Docs Docs-VerifyScan M
In=tall Equipment Equipment Installation ;]
Trivice Phiass 1 Enwoice Phase 1 N
Invoice Phase 2 Invoice Fhase I M E
Invoice Phase 3 Envoice Phase 3 N
[nvoice Phas= 4 Envoice Phase 4 N
Jobeost Joboost Review N
Order Parts Crder Parts M
Crder Parts Phase 1 Crder Parts Fhase | N
Order Parts Phase 2 Order Parts Phase 2 N
Order Parts Phase 3 COrder Parts Phas= 3 N
Permit Submiltals Permit Submitials N
Permits Received Permits Received ]
PBrewire Frevare L]
R=-Open for OO0 Ree-Open for Change Ordar M
Sch Instal Sehedule Bquipment Instal N -
O Tomionll Ml s, & O do Dokl Plmsn d LY
[ Include Inactive
] Task Edit
r User Groups Allowed to Sign off on Task
) Liser Group | Dexcripfon | -
Cade I [ Aecess Test MArpess Test L
. [ Aecty Clerk Aceounting Clerk
Dgscription [ [ Aucctg Mgr Acoounting Manager
[ admistration  Admirsiration
] adminstrator Administrator
[ 4ppt Summary  Appt Summary
[ml" Clerk 4

il
| new ] cee= |

Page 22 of 52

Last Revised: January 13, 2010



SedonaOffice Job Management

The #1 Financial Software for Security Companies Training GUide

Job Approvals

The Job Approval process was designed to add a layer of control to the Job process which
requires that one or multiples users must approve the job prior to the job being released to
your installation department. You may set up a job type to first require the Sales Manager to
approve the job, then the Accounting Manager may approve the commissions, and lastly the
Operations Manager will approve the job for processing.

The job approval process is driven by the setup in several SedonaSetup tables and User Group
Security Options.

* Job Setup Processing — Activation option

* Job Approval Groups

*  Employee — Assignment to Job Approval Group
* Job Type — Setup required Job Approvals

&) Job - 166 (Sweet Lilly Teahouse) [E=HHow|
Customer 10000-6

Job Mumber 166 Sweet Afton Teahouse Sweet Lilly Teahouse
Job Type Com-Intrusion/Fire Sweet Lilly Teahouse 09809 Silverlake Blvd.
Job Status  Pending Approvals 09809 Silverlake Blvd. Silverdale, CA 98315
System 9807 Bura/Fire Com Los Angeles, CA 90055

Labor Units 0 (0 Used)

You are signing off as the:  Accounting

Seqiapproval Lvi | Job Approval Group | Approved By | Approved Date | Allow Job Allow Commissions
1 Accounting Administrator 1162009

1 Installation Manager
1 Sales Manager

Approvals

e

=] Job Type Setup [~ Inactive

Job Type |Com-Intrusion/Fire Description |Commercial Intrusion,Fire

Detail | Job Tasksl Override Job Tasksl Costing | Items | Accountsl Commission Types

Approval Group | Allow Job | Allow Commissions | SeqlApproval ... |
Accounting Y ¥ 1
Installation Manager M M1
Operations M M 1
Sales Manager M M1

Group | ~| [T JobProcessing

Level l— [~ Commission Processing Save | Dew | Remove |
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Job Process Flow

Initial Data Entry

Mew lab
Creation

Work Onder
Key Fields:
Job Type
Install Company
" Sl esperson
L 4
System Information ] - )
Impeort Existing System Installs
Information - Select ltems to be Invoiced to
b 3 ! CUstamer
o
] Recurring
Setup Billable Charges P Selectitemns for Recurring Services
L J to be Invoiced to Customear
s * )
Commissions Materials
Auto-Fill or Manually enter | SelectParts to install; Verify/Enter
. Price if Invaicing Tor Individual Parts
Comrmissions L y
%
Y
Costing
Enter Estimate for Parts,
Labor, Owerhead, Other
\_ Costs
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Operations Processing

Parts (Order [ Issue)
4
[ Schedule Installer(s)
New Job Created 4
[ Receive/Issue Ordered Parts
14
Install Equipment
1
Enter Labor Timesheets
!
Create Job Invoice
4
Return Excess Parts to Warehouse

1

Review Costs / Close Job
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Track 3 — Job Transactions
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Job Costing Transactions

The costing of Jobs within SedonaOffice is determined by all the expenses applied to the job.
Expenses flow into the job by transactions created in various areas of the application. Below is
a simple diagram illustrating what types of costs may be applied to a Job.

Overhead

Installer Labor Materials

Miscellaneous
Expenses

Commissions
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Job Material Costs

Material costs are applied to a Job when parts are issued to a Job from a warehouse or
expensed to the Job when receiving a Purchase Order using the Direct Expense option. Other
transactions may also be performed which will post to the Material costs for a Job. The
diagram below illustrates the various transactions that contribute to the total Material costs
for a Job.

Job Customes 9043 Site

Job Mumber 153 Sally's Flowers Sally's Fowers
Job Type Commercial Fire 12560 Magnoiia 12560 Magnolia
Job Stetus  Jobcost Rversde, CA 92504 Kversde, CA 5290
Svstem 77541 BuraFire Com
Labor Usits 10 (115 Used

Overhead

7 Estmated Costs @ Actsal Costs o Installer Labor

Ll [T |
b son M
omtest [ pmm
p Commissions
Qther ssm
o T o e
samoiten | Soean T “bPreftioe L e
moromry nson M Commsson $1,930.00
Toes I ams Tote 0,204
s T mian 9% Aotloss e %
fmrr r T Socreg w5
4 N 4 )
Materials Received froma PartsIssued from
Direct Expense PO Warehouse
Material
\ W, \ W,
Costs
posted to
4 N\ 4 ™

Miscellaneous Purchases
coded as Materials

\, v

Materials Received/Issued
toJob from PO

Parts Returned to a
Warehouse
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Job Miscellaneous Costs
Miscellaneous Job Expenses are any costs applied to a Job that are not Material, Labor,
Overhead or Commission type costs. These "Other" types of job expenses are items such as
permits and fees, equipment rentals, subcontract labor, etc. These types of costs are applied
to Jobs through the entry of Bills into Accounts Payable when a Bill is linked to a particular Job.

Customer 9043
Job Mumber 153 Sally's Flowers Sally's Fowers
Job Type Commercial Fire 12560 Magneiia 12560 Magnolia
Job Stetws  Jobcost Riversde, CA 92504 Kversde, CA 5250 h
System 77541 Bua/Fire Cam Overhead
10 (11.5 Used)
& Actsal Costs | Installer Labor
Incesse
swlOwge [T e
Costs
P Pan 08047
Ml e s o
=i - Miscefaneous
"""" ( O { 1800 Expenses
S Tote m wme
"""""" Lol wbpufetem [T geamas e
a Cosern | §1,%30.00
Tote | 0209
B SN Aotilon Booe SN
Racrrg | “$A0 decurrry { 0.0
5»-: = R =
Jendar Category I™ Hoid Payment
| City of Corona =| @ | | Instalabon Ea| [ Recuring Bl
Vendor Bill
vendor  Coty of Corona Bpference & Branch
Adcvess: WA [10b 153 [ca |
Tema Amcunt
[DuzUponRecet ] [125.00
Gl Db Payment Due
[rrra00e = |
Bigibi= for Decourtt Amt
[125.00
Farts $000 Expense §125.00 | ¥ Show Branch=s
Gereral Ledger | 198 Cost EE
G Accont | |1] Deswmigbon | kot | Brarch Categary Jeb J Trwee
| aEm Jobs Prermits Fees 125.00 |CA Installston 153 \ o -
T | L Labor -
Ml - M Msteris |
MH Mescelanecus Hardware |
fi | Permits & Fees ; |
™ | Tax
Meme v Creerhead -
T T 5w
D= P
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Job Labor Costs

Labor costs are applied to a Job when using one or a combination of Timesheet Entry
methods. Posting hours to a Job through timesheet data entry will apply a particular cost per
hour to the Job depending on your company Job Setup choices.

Customer 9043 Site
il | Job Number 153 Sally's Flowers Sally's Fowers

Job T Commercial Fre 12560 Magnolia 12560 Magnodia
Jobeost Riversde, CA 92904 Kversde, CA 5290 h
77541 Bura/Fire Com Overhead
10 (11.5 Used)

=1 Esamated Costs @ Actsal Costs o L Installer Labor

P &

wukowee [T mTam btal Crarge | LR
Caxgeoden [ oo
Costs

. [ wenm o

T e g (e { s 0o =
Oaetead 0. 2 Miscefaneous

f sUs Ctwr [ s=wo Expenses
St Totw [ em o Vot [ wene

samoiten [ TR T wbrefetem |

Commissions

s T
ooy noon M Cormwasors | $1,930.00
6,200 8 Toted | 0204

Pafriess | Bian SN oAntons 2,068 %

e [ nam Secrryg

Auto-Timesheets from
Dispatching Job
Appointment

Bulk Timesheets
Job

Labor

N )

Costs
osted to
2 P -
Delete/Modify a Posted /7 L .
Timesheet \ Individual Job Timesheets

) | N

4 N

Payroll Timesheets
. v,
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Job Commissions Costs

Sales Commission costs are applied to a Job when using one of two methods; posting
Commissions within a Job record on the Job Commissions form or through Payroll Timesheets.
Your company would use one of the two methods, but not both.

The Commission expenses posted to a Job are either entered manually or automatically
generated based on Employee Commission setups/Job Type Commission setups.

Commissions expenses posted using Payroll Timesheets are manually entered by the Payroll
clerk and linked to the appropriate Job(s).

Job Mumber 153 Sally's Flowers Sally's Fowers
Job Type Commercial Fire 12560 Magneiia 12560 Magnolia
Job Stetws  Jobcost Rversde, CA 92508 Kversde, CA 5290}
Svstem 77541 Sura/Fire Com
Lator Usits 10 (115 Used

T — i
astiog
y @ Actsal Costs 2 Installerlabor ~. = _—=
_' L come
[ sis00 [ N

Overhead

Miscefaneous /
Commissions

Expenses
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Track 4 — Job Invoicing
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Job Invoicing Overview

Jobs may be invoiced once a Job Task line flagged for invoicing has been approved. The Job
Type selected on the Job Work Order form determines the invoicing method for the Job. All

]

Job Invoices are generated from the Job Queue by selecting the Ready to Invoice button e
from the Job List function buttons.

There are three basic invoicing methods:

Entire Job Charges at one time or Progress Invoicing - The entire job charges are invoiced at
the end of the job or progress invoices are created through the life of the job.

Percentage Invoicing - controlled by the invoicing setup on the Job Task lines. This method is
only available if the Job Type in SedonaSetup is flagged for percentage invoicing.

Hold Back Invoicing - Is controlled by settings on the Job Type in SedonaSetup.

If a Job has been setup with Install Charges and Recurring Charges, the User may first invoice
for the install charges, then create a separate invoice for the recurring charges or all charges
may selected for a single Job Invoice.
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Entire Job Charges Invoicing
Installation Charges and RMR are billed on the same invoice.

e Job Invoice ﬁ

Customer Mumber Category AR Account Tax Group
[sos1 ) | [installation | 11000 ]G] [cAcrange Co
F —v BillRMR —0—————— .
Job Invoice RMR Reason Aging Date I1,.'1[J,.’201[] g
[ 5 Cuddy, Lisa I New RMR LI TR (EEE I1f1[),’?_01[) g

1299 Princeton Road Activation Date Invoice # |71 2068
Garden Grove, CA 92840 "
IIDJIZJZDOQ QI P.0. Mumber I

Cuddy, Lisa Mext Cyde Date

Site 1299 Princeton Road [ 01-7an-10] d| Jeb Numeer IZD?
Address: Garden Grove, CA 92840 Term I Due Mow vl
Salesperson | Blais Sam ~]

Customer System Exists

Items §510.86 | parts &0.00] WIP MLOC

Item List 1=

Item Description Oty Rate Amount | |
L Inst-Resi-Intrusion Installation of Residential Intrusion System 1 399 399.00
___|Mon Monitoring 267 29.00 77.33
| |Lease Equipment Lease 267 12,95 34.53

L&z]
-
Description | Installation Services | Sub Total I 510.86

Contact I = Tax I 48,54
Memo Installation of security system. Indudes - kg | Total I 559,40

prorated first quarter for monitoring and
equipment lease.

v Add to Print Queue Save | Close |
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Installation Charges and RMR are billed on separate invoices.

e Job Invoice ﬁ

Customer Mumber Category AR Account Tax Group
|9091 & | [installation ~| g |cA-Orange Co

I Eil RMR

Job Invoice AgingDate  [1/10/2010 =
_ ET— [mewrMvR | | nvoice Date  [1/10/2010 =
1293 Princeton Road Activation Date Invoice # I
Garden Grove, CA 92340 712368
[10712/2009 POMNmber [

Cuddy, Lisa Mext Cycle Date

Site 1299 Princeton Road o0 Job Number Izgj.r
Address:  Garden Grove, CA 92840 . I-Due — -

Salesperson | Blais Sam -1

Items $399.00 | Parts $0.00 | wiP MLOC

Item List o
Item Description Qty Rate Amount
Inst-Resi-Intrusion Installation of Residential Intrusion System 1 399 399.00

na
¥

Description [ Installation Services = SubTotal | 399.00
Contact I | ﬁl Ta I 37.91
Mema Installation of security system. Indudes gy | Total I 436.91

prorated first quarter for monitoring and
equipment lease, i

¥ Add to Print Queue Save | Close |

e Job Invoice ﬁ

Customer Mumber Category AR Account Tax Group

Ja091 & | [installation | 11000 ~] & [caorangeco

H 4V Bill RMR. : .
Job Invoice RR Rescon AgingDate  [1/10/2010 =
- Cuddy, Lisa I Mew RMR vl Invoice Date |1,|f10,|f2010 ;
1299 Princeton Road Activation Date Invoice # 712965
Garden Grove, CA 92840 I— =
10/12/2009 _I P.0. Number I

Cuddy, Lisa Mext Cyde Date

Site 1299 Princeton Road S0 —7 || Job Number |20—,r ]
Address:  Garden Grove, CA 92340 e I—Due — -

Salesperson | Blais Sam -1

Customer System Exists

Items €111.86 | parts €0.00| wipMLOC

Item List —
Ttem Description Qty Rate Amount
L Maon Monitoring 267 29.00 77.33
| |Lease Equipment Lease 267 12,95 34.53
*

Deseription | Installation Services | SubTotal | 111.86
Contact | | ﬁl Tax | 10.63
Memo This invoice ndudes prorated first quarter for » Y | Total I 122,48

monitoring and equipment lease.,

¥ Add to Print Queue Save | Close |
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Progress Invoicing
Installation Charges and RMR are billed as the Job progresses.

Invoice #1: 40% of Installation Charges

a Job Invoice [él
Customer Number Category AR Account Tax Group
9075 t[nsmllah'on | 11000 ﬂ Q k:.l'-\—Los Angeles Co
Job Invoice o | AgngDate [jomm
RMR. Reason A 1/10/2010 J
_— Leo's Fish Market | New RMR __| | Inveice Date [1/10/2010 J
5521 Market Road Activation Date Invoice # 712973
Los Angeles, CA 90065 e
|1_. 1042010 B0, Number ,—
Leo's Fish Market Mext Cyde Date b b
Site 5521 Market Road [0rreb00 ~ Job Mumber 191
Address: Los Angeles, CA 90065 : o T ’WL'
Salesperson | Miller George -

Items $5,682.00 | parts $0.00 | wipMLOC |

Item List -
Item Description { Qty Rate Amount | __|
L Inst-Com-Intr/Fire Installation of Commerdial Intrusion/Fire System 40 10225.00 4090.00
| |Inst-Com-Intr/Fire Fire System - Building 2 40 6430,00 2592,00
Ed
-
Desaiption | Installation Services | Sub Total £682.00
Contact | ~| =3 Tax 534.79
Mema Progress Invoice 1: 40% of contract amount, = =R Total 7316.79
v Add to Print Queue Save ‘ Close |
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Invoice #2: 60% of Installation Charges

Progress Invoice 2: 60% of contract amount. - TN |

-

¥ Add to Print Queue

e Job Invoice ﬁ
Customer Mumber Category AR Account Tax Group
[oo7s i | [Installation | 11000 =& [cALosAngelesco
H 1 Eill RMR. )
Job Invoice RMR Reason AgnaDate  [1/10/2010 =
=5 Leo's Fish Market | New RMR _ | | woiceDate [;j1o2000 2
5521 Market Road Activation Date Invoice # I
Los Angeles, CA 90085 — 712874
|1-' 10/2010 P.Q. Number I
Leo's Fish Market Mext Cyde Date b b
Site 5521 Market Road I O1Febn _I Job Mumber 454
Address: Los Angeles, CA 90085 Term Im
Salesperson I Miller George 'I
Items §10,023.00 | parts ¢0.00| wipmLoc|
Item List — =
Item Description f Qty [\ Rate Amount | |
| |Inst-Com-Intr fFire Installation of Commerdal IntrusionFire Syste .60 10225.00 5135.00
i Inst-Com-Inir fFire Fire System - Building 2 60 5480,00 3888.00
L&) N
-
Description | Installation Services | Sub Total I 10023.00
Contact I ;I ﬁ Tax I 957,19
Memo Total

I 10975.19

Save | Close |
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Invoice #3: RMR Charges

e Job Invoice

Customer Number

IQO?E =l I [Installation

Job Invoice

Lea's Fish Market
5521 Market Road
Los Angeles, CA 90065

Category AR. Account Tax Group
[ 11000 ~| &  [ALos Angeles Co
v Bill RMR. ) I— -
RMR Reason Aging Date 1/10/2010 ;
[New RMR =] | inveice Date [1710/2010 =
Activation Date Invoice # I;.rjzg;.rs

[/10/2010 =

P.0. Number I

Leo's Fish Market Mext Cycle Date b b
Site 5521 Market Road O1Feb-10 - Job Mumber 454
Address:  Los Angeles, CA 90065 | o1-Feb- =l
‘ Term I Diue Now 'I
Salesperson I Miller George 'I
Customer System Exists
Items $116.29 | Parts $0.00| WIP MLOC
Item List =
Item Description Oty Rate Amount
L Man-Fire Monitoring-Fire System-Building 2 0.73 65.00 47.67
| |Mon-Fire Monitoring-Fire System 0.73 79.00 57.93
|___|Inspection Inspection 0,73 14,58 10,69
*

-

Contact

Mema

Description | Installation Services

Raf-

Progress Invoice 1: 40% of contract amount, - ¢|

|V Add to Print Queue

Sub Total I 116.29
Tax I 10,03
Total I 176.32

Save | Close |
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Percentage Invoicing

The Job Type must be setup as a Percentage Invoicing Job Type.

E2] Job Type Setup

ob Type |Resi %

ob Tasks | Costing | ]Iemsl Accountsl Commission T',rpesl Approvals |

Category | Installation

Material WIP | 12010

COGS Acct | s0000

Use COGS Acct | 50020

When Amt >= |0

Misc WIP | 12040

Accrued Income|
[ Lease
[ Allow Override Task List

[™ Inactive

Description |Resi %
R4 Hold Back %  [0.00
~IE] Hold Back tem | &al
;I;I Hold Back Acct | _|5E|
>l Estwcest 4

¥ Force Part Reconcilation

~IE I¥ Allow Costing to Closed Jobs
=& sued

¥ Percentage Invoicing

¥ Zero Part Price

The Job default percentages of charges to be invoiced are pre-determined by the percentages

assigned on the Job Task List.

[ Job Type Setup

Job Type |Resi %a

Detaill_Job Tasks ) Costing | ]Iems' Accounts| Commission Types' AgErovaIs|

[~ Inactive

Description |Resi %

Order I Task | Job Status | Invoiceﬂ £ n.l.odc |
1 Sch Prewire Sch PwW N
2 Prewire Prewire Y
3 Order Parts Parts N
4 Sch Install Sch Install Y

==

JobTask | Prewire

'lr v Invoice I4U-UU Z)

Job Status | Prewire

;I [~ Sequence Locks Job Save | New Remove
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The default percentages may be modified on individual Jobs if necessary.

Job System

-

Approvals

Installs
$1,025.00

-
L=

Recurring
$39.00

15

Materials
$0,00

< m

Labor

Job Mumber 222
Job Type Resi %

Job Status  Sch PW

System

Labor Units 11 (0 Used)

Customer 9115-2

Susan Miller
2369 Meadowwview
Plymouth, MI 48170

[SIEE=]

Susan Miller-Lot 22
2369 Meadowview
Plymouth, MI 48170

Cost Details

Journals

Tools

Quotes

= | Task | Job Status | Invoice | %I & | Approved | Approved By | Comments

1 Sch Prewire Sch Pw M 0N

2 Prewire Prewire Y 40 N Progress Invoice 1: Prewire

3 Order Parts Parts N 0N

4 Sch Install Sch Install Y 60 M Progress Invoice 2: Balance of install charges.
5 Activate RMR Invaice RMR Y 0N Prorated quarterly monitoring charges.

==

*The job will be locked and the status will be set to Job Complete when all tasks in the job are approved.

Job Task

Job Status

| Prewire

| Prewire

Invoice Memo

L] Lo

¥ Invoice |4 %

[~ Sequence Locks Job

Progress Invoice 1: Prewire|

Save I New | Remove
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Percentage Invoice #1:

e Job Invoice ﬁ
Customer Number Category AR Account Tax Group
|s1i5-2 w8 | [installation ~] & o

Job Invoice AgngDate  [1/10/2010 =
a3 | Abbott Construction I Mew RMR LI Invoice Date |1f10f2010 g
6211 Parker Road Activation Date Invoice # I;.r];_g;rs
Plymouth, MI 48170 I— |
1/10/2010 _I P.O. Number I

Susan MillerLot 22 Mext Cyde Date

! - Job Mumber
Site 2369 Meadowview I IZZZ
. D1Feb-00 |
Address:  Plymouth, MI 48170 Term Im
: Salesperson I Miller Gi I
Billed to Master Account: 9115 tier seorge T

Customer System Exists

Items $410.00 | parts é0.00| wiPmMLOC |

Item List =
Ttem Description l( Qty Rate Amount | |
P | Inst-Resi-Intrusion Installation of Residential Intrusion System | 0.4 1025 410,00
: Mon Monitoring a J 39.00 0,00
| %
-
Desription | Installation Services 4| Sub Total 410,00

Contact I ;I ﬁ Tax I 25.63
Mema Progress Invoice 1t Prewire - :al Total I 435.63

[+ Add to Print Queue Save | Close |
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Holdback Invoicing

Holdback Invoices may only be created for Jobs where the Job Type is setup for Holdbacks.

Job Type Setup
5] Job Type Setup ™ Inactive
Job Type |Holdback 10% Description [Holdback 10%
Detail ] Job Tasks ] Costing ] Items ] Accounts] Commission T',rpes] Approvals ]
Category | Installation id| Hold Back %  |10.00
Material WIP | 12000 =] &| Hold Back tem [ HB 10% [=|
COGS Acct | 50000 | &\ Hold Back Acct | 12006 =1 [
Use COGS Acct | 50000 | EstlUcost o
When Amt >= 3999999999939 ¥ Force Part Reconcilation
Misc WIF | 12040 & IV Allow Costing to Closed Jobs
Accrued Income| = El [ Expense Part When Issued
[ Lease I Percentage Invoicing
I Allow Override Task List W Zero Part Price

Holdback Invoice Item Setup

2 Ttem Edit
I~ Inactive
Item Type [1R _ | (Account [12008 | &2
- or Sales
Category 1 Installation v]
Installation Sales
Item |HE: 10% e y
Description  |HB 10% Job Costing | Other ]
Default Rate  [0.00
Apply | Hew | Delete |
Invoice with 10% Holdback
AR Income Job Holdback Acct. Unapplied Credits
1,000.00 1,000.00 100.00 100.00

Holdback Invoice created at Job Closing

AfR JobHoldback Acct. Unapplied Credits
100.00 | 100.00 100.00 100.00
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Job Invoice with 10% Holdback

© Job Invoice ===
Customer Mumber Category AR Account Tax Group
[s115-3 finstallation [11000 ~| ] prExempt
oy o 0, v Bill RMR
@:}b Invoice - Holdback 10 /u) R s AgngDate  [ymw

— Abbott Construction New RMR :|' Invaice Date 1/10/2010 J
6211 Parker Road Activation Date Invoice # 719577
Plymouth, MI 48170
1/10/2010 Q P.O. Number
Mark Jones - Lot 19 Next Cycle Date

Site 2365 Meadowview
Address:  Plymouth, MI 48170

Job Number ’1237
Term Due Now -
Salesperson [ Miller George hd

01-Jan-10 hd

Billed to Master Account: 9115

Items $395.00 | parts $0.00| wiemLoC |

Item List -

Item | Description ‘ Qty ‘ Rate ‘ Amount

|_P |INS Res-Mew Security System - Builder Package 1 1 995 995.00

131
-
Description | Installation Services [=| SubTotal 935.00
Contact | 1= Tax 0.00
Memo 10% holdback has been deducted from this Yy + L Total 995,00
invoice per com:ract.|

[v Add to Print Queue Save Close

CJM Security .
517 Feran ¥ Invoice
Flymouth, MI43170
Tnveice Nuanber L=k
Tel: (999) 444-1111 2977 11072010
Fax (853)444-2222
Cusiomear Number Termsz
o115 DueNow
Te: Abbott Construction RemitTo:  CIM Security
211 Parker Road 517 Forest
Flymouth, MI 48170 Flymouth, MI 48170
AmountEnclosed: Net Due: $805.50 Dtk dnd Rtern Tip Fertize Witk TewrFoymen
Customer Name Customer Number PO Number Invoice Date Terms
Abbott Construction 9115 1'10:2010 Doz Now
Quantity Deserip tisn Rate Am ount
MarizJownes - Lat 19 2365 Meadowview, Plymouth, MI
100 Security Swstem - Builder Packasa I 5955.00 595.00
Subtotal: S092.00
Sales Tax 0.00
Bayments/Crdits Applizd 9950
Invoice Balance Due $895.50
Date Invoice# Descrip tion Amount Balance Due
1102010 T12877 Installation Services (223) S5e5 .00 5895.50
CJM Security 10 holdbaclk has been deduetad from this imaics par
h contract.
517 Forest
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Holdback Invoice created at Job Closing:

& Job Close

»

Job Information
Enter the date that the Job was completed.
This date will be used in reporting functions.
Job End Date

[1/10/2010 ]|

System Information

This date will be applied to the Customer System
Warranty Start

[1/10/2010 =

Contract Start

(o

[1/10/2010 ]|
N\

Holdback Invoice

Holdback Balance: 99,50

This information is used for the Holdbgdk Invoice

Invoice Date

[1/10/2010 ]|
Aging Date

[2/10/2010 E|

Term

I Due MNow - l
j

Save | Close |

D Invoice [E=H | Eol =)
Customer ID Category AR Account Tax Group
|9115 ) I | Installation ;I I 11000 ;I g | MI Exempt ;I
. Invoice Date Aging Date
Invoice # 712979 = = e
[t/10/2010 Ell [z =
as Abbott Construction h b
6211 Parker Road ey S0 e,
Plymouth, MI 48170 | mr = |
Warehouse Term
Site Mark Jones - Lot 19 x| = | et 30 k4|
Address: 2365 Meadowview .
Q Plymouth, MI 48170 Invoice Type
_I [ Hold Back 1 Je=s
Salesperson
Ca— T
Items §399.50 | Parts §0.00 |
I~ Show Custom Fields
Item List ]
Item Description Qty Rate Amount | Memo
| b |HE 10% Holdback /Retention Invoice 1 99,50 99,50
E3 [--]
-
Description | Installation Services | STEE | 9850
e E o | oo0 il
. | =1= Total 92,50
Mema Holdback invoice - system installed on 1/10/2010 Balance Due 95.50
¥ Complete
¥ Add to Print Queue Invoice List | EFT | Save | Close |
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Change Orders Overview

Job Change Orders are used when you need to modify Install Charges, RMR, Parts or
Commissions on a Job. There a two types of Change Orders; Change Orders and Manual
Reversal Change Orders. A Change Order is used to add additional Install Charges, RMR
Charges, Parts or Commissions to a Job. A Manual Reversal (Change Order) is used to deduct
charges, parts or commissions from a Job.

Closed Jobs may be re-opened and a Change Order or Manual Reversal Change order may be
created to add or remove charges from the original Job.

To be able to create a Change Order, the Job must be in a locked status. A Job can be locked
as a result of three situations:

e A User can force a Job to become locked by flagging a Job Task line for locking and
approving the task. If using this option, we recommend you add a Job Task Line such as
Lock For Change Order for this purpose.

e The Job will become naturally locked when all Job Tasks have been approved.

e The Job has become locked as a result of closing the Sales Period.

A Job is identified as locked on the Job Work Order form.

©) Job - 162 (ABS Landscaping) (===
Job Job Customer 9052 Site
Job Number 162 ABS Landscaping ABS Landscaping
E Job Type Com-CCTV 101 Main 101 Main
Job Status  Job Complete Plymouth, MI 48170 Plymouth, MI 48170
System 16222 Intrusion (734) 555-6830
Labor Units 9 (15 Used)
w
=
oy B Job Information
Created 7/25/2009
Job Number 162 Prevailing Wage 0.00 J
e e ] e e
Description Commercial Intrusion Salesperson (George Miller
qy Tax Group M P.O. Number
Branch M Sold Date 11/3/2008
= ] HoldBack % b ProjectedStart
InstallCompany M1 Projectedend
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Change Orders-Open Jobs
Once a Job is in lock mode, a new button will appear on the Tools toolbar labeled Add Change

Order.

) Job - 167 (Smith, Sandy)

Job

CO 167 - 1

CO 167 - 2

Job Type

CO 167 - 3

Labor

System

Cost Details

Journals

Tools

Invoicing

Issue Parts

e

Add Change
Order

Date

Job Number

Job Status

Labor Units

167
Resi-Int

Sch Install
9057 Intrusion
7 (0 Used)

=]

10/7/2009 6:09:53 AM
10/7/2009 6:09:31 AM
10/7/2009 6:09:26 AM
9/24/2009 3:04:33 PM
9/24/2009 10:26:53 AM
9/24/2009 10:26:37 AM
9/24/2009 10:26:11 AM
9/1/2009 5:33:30 PM
9/1/2009 5:33:26 PM
9/1/2009 5:33:23 PM
9/1/2009 6:33:16 PM
9/1/2009 6:33:16 PM
9/1/2009 5:33:16 PM

9/1/2009 6:33:00 PM
9/1/2009 5:32:53 PM
9/1/2009 5:32:53 PM
9/1/2009 6:32:53 PM
9/1/2009 6:15:51PM
9/1/2009 5:00:53 PM

00 PM

fit €< << €< <<€ < << < << <<= <<=

After pressing the Add Change Order button, The New Change Order form will be displayed.
The only required field on this form is the Sold Date. This is typically the date the Change
Order was authorized. The User may enter information into the Notes field that describes the
purpose of the Change Order.

Jab
Labar

Jaurnals

Tooks

@) b - 167 (Smith, Sandy)

Job Number 167

Job Type Resi-Intrusion
Job Status  Sch Install
Systam 9057 Intrusion
Labor Units & [0 Used)

Customer 9057

Smith, Sandy
145 Main Street

Flymouth, M1 48170

(734) 248-7788

Smith, Sandy

299 Shadow Hills Road
Seattle, WA 98170
(734) 248-7788

Nates  [4dd ane addifional mation and ane additionsl
customer for the

U\!me-hulbem veceed and forvar ded to
ng.

Aoy
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Once the Change Order has been saved, a new Change Order button will be displayed on the
Job Toolbar. This new button contains data entry forms where the User may enter additional
Install Charges, RMR, Materials or Commissions. When the Job is invoiced, any new charges
entered on the Change Order will appear as lines within the Job Invoice.

) Jok - 167 [Smith, Sandy)

Job i 0 |
167 = 1M b Humber 167 Smith, Sandy Smith, Sa
Job Type  Rasi-Inkrussan 145 Main Strest 209 Sha
Job Status  Sch install Plymouth, Mi 48170 Saattle,
System 2057 Intrussan (734) 248-77848 (734)
Labor Units & (0 Used)
— I Orde
0.00 Cigstomer [~ Manusl
B Job Inforsation
.00 Job Humiber [167-1 Prevaling Wage
= Job Tyoe Foesi-Iritnuson Progect Manager
Degcription Feesidential Intrusion SHESPETSON
- Ty Group M F.0. Number
figarch Ea Sold Duasm A
Holdilack % [ Brogected Start
Irstal Company a1 Srogected Erd
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Manual Reversal Change Orders-Open Jobs
Once a Job is in lock mode, a new button will appear on the Tools toolbar labeled Add Change

Order.

) Job - 167 (Smith, Sandy)

Job
CO167 -1 || Job Number
CO 167 - 2 Job Type
CO 167 - 3 Job Status

System

Lab:

ooor - Labaor Units
Cost Details

Journals
Toals

Date

167
Resi-Int

Sch Install
9057 Intrusion
7 (0 Used)

=]

r
Add Change

=

10/7/2009 £:09:53 AM
10/7/2009 £:09:31 AM
10/7/2009 6:09:26 AM
9/24/2009 3:04:33 PM
9/24/2009 10:26:53 AM
9/24/2009 10:26:37 AM
9/24/2009 10:26:11 AM
9/1/2009 5:33:30 PM
9/1/2009 5:33:26 PM
9/1/2009 5:33:23 PM
9/1/2009 5:33:16 PM
U 9/1/2009 6:33:16 PM
. 9/1/2009 5:33:16 PM
9/1/2009 5:33:16 PM
9/1/2009 5:33:00 PM
Issue Parts 9/1/2009 £:33:00 PM
9/1/2009 :33:00 PM

et 2 < <t < << << << << << <2 << <

1D Jch - 167 [Smith, Sandy)
Jab Job

Labor Jab Type
Jaurnals Job Status

Toals Em

CO1E7 -1 || 3ob Humber 167

St
Labar Units 7.5 (0 Used)

New Change Order

Customer 9057

Smith, Sandy
Regsi-Intrusan 145 Main Street
Sch Install Flymouth, MI 48170
5057 Intruson (734) 24B-7788

Log
Motes

|

Irwvaicing

)

Add Changs
Crdar

, M Job Information

Site

Smith, Sandy

299 Shadow Hills Foad
Seattle, WA 98170
(734) 24B-7788

[SIENE=]

[ Manusl Aeverssl

Thturber  [@7-z | Prevaingage 3l
b Tyme [Resdnmman  Froject Manager ™ |
Degintion 58 Intruson Salestersen George M =] 15
T Group ﬁ Pk ——
Branch T s T @
Holdgade % [ Projectad Start 1 ﬂl
peelcomeeny b proecesdeng I
ke Slml
ml?elmled E‘- F—medutmt-l j
Permif Ii
Permit Z Ii
Pmits [
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Once the Manual Reversal Change Order has been saved, a new Change Order button will be
displayed on the Job Toolbar. This new button contains data entry forms where the User may
enter additional Install Charges, RMR, Materials or Commissions. When the Job is invoiced,
any negative charges entered on the Change Order will appear as lines within the Job Invoice.

Labar

Job Humber 167
Job Type Rers-Intrusion
Job Status  Sch Install

Systam 9057 Intrusicn
Labor Units 7.5 (0 Usad)

Customer 9057

Smith, Sandy
145 Main Streat

Fymouth, MI 48170
(734 248-77a8

[E=a e ==

Smith, Sandy
298 Shadow Hills Road
Seattle, WA 38170
(734) 248-7788

lournals

Tapdks

Quoctes

Priajected Start
Prajected End

Notes

Delete one glass break.
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Q) Job - 167 (Smith, Sandy)

lab

CO 167 - 1

Job Number 167

OD 167 - 2

|
Change Droar

Installs
(835.00)

Racurring
£0.00

o

Job Typa Res-Intrusion
Job Status  Sch Install

==
Customer 9057
Smith, Sandy Smith, Sandy
145 Main Streat 299 Shadow Hills Road
Flymouth, MI 43170 Seattle, WA 58170
(734) 248-7788 [734) 248-7788

WISTA-1FE V3B FreBurg Panel 1|167 a [ a -]

S0PT SHR0P] Wireless Mabion Det 167 Q o o Q L]

&150 LD Keypad 167 ] [y [ a [+]

545 5545 Wirsless Glass Bresk 6167 a L @' a ]
3 &150 LT K ypad 11671 ] [0 IPI 1] 1]

sasel S550P] Wireless Mobion Det: 1|167-1 ] a [ a -]
L

Charge LU Beversed

J::arls Total Matrel Ly 2 Sub Total .00 u.;:-
;":; Comturs Orignal Parts |
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Re-Open a Closed Job
Once a Job has been closed, it is possible to re-open the Job for the purpose of creating a
change order to add or remove parts, charges, etc. or to apply additional labor timesheets or
other costs to the Job. The User must be granted permissions through User Group Security to
be able to re-open a Job.

@MM!B -

Desoipton

ridlel 2| 2o T -] ) <A kb Tywes> ] [<AiCompanes> | [<ai iutalers>

-

Journals
Tools
Quotes

I Sequence Locks Job

EZE| Job Customer 10004 Site

Job Number 179 Ashley, Sarah Ashley, Sarah

Job Type Resi-Intrusion 1225 Goldenrod Lane 1225 Goldenrod Lane

Job Status  Closed Huntington Beach, CA 92647 Huntington Baach, CA 92647

System 3621 Intrusion (714) 363-1254 (714) 363-1254

Labor Units 2 (0 Used)
= | Tosk | 30b Status | svoice | 8 | approved | Acproved By | Commen © Re-Open job i |
1 OrderParts Parts N N B/19/2008 9:29:38 PM Adminstrator
2 Schinstab Sch instal N N 8/19/20099:29:35PM Admenstrator Job Task | Re-<Cpen for CO 3|
3 s rstal EQupment 712557 N B/19/2009 9:29:40 PM Administrator
4 Joboost Jobcost N N 8/19/2009 9:29: 2 PM Adminstrator Job Status [a.gopmga ;]
5  Complete Ready to Cose N N 8/19/2009 9:29:43PM Adminstrator
< n ' Comments

*The yob wil be locked and e status wil be set 1o Job Complete when ol tasks in the job &re soproved.

Create change order and nvaice custor
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