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Job Management | Overview

Job Management | will focus on creating a new Job and some basic processing functions. Topics
included during this session:

* (Creatinga new Job
o Work Order
Job System Information
Install Charges
Recurring Charges
Materials List
= Capture Original Parts List

O O O O

o Commissions

o Review of / Managing the Job Task List
* Job Purchase Orders
* Job Parts

o Issue from Stock

o Return to Stock
* Job Appointments

o Scheduling

o Dispatching
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Creating a New Job

There are three methods of creating a new Job in SedonaOffice; this class will focus on manually
creating a Job.

* Creating a Job when converting a Prospect Opportunity into a Customer/Job
* Creating a Job from a QuoteWerks or WeEstimate Quote
* (Creating a Job manually

Your company should plan the process flow on which staff members will be creating new Jobs
and how the processing of Jobs will flow through to various departments within your company.

Job Creation

Work Order

Job System Information

Install Charges

Recurring Charges

Materials List/Charges

Commissions
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Job Management |

Work Order

Work Order

Default New Work Order form

Customer 1001
Johnson, Alexis

Job Number 2004 Johnson, Alexis

Job Type 25165 Derby Circle 25165 Derby Circle
Job Status Laguna Hills, CA 92653 Laguna Hills, CA 92653
New System (949) 910-2230 (949) 910-2230
Labor Units
ork Order Entry
I~ Locked
M Job Infc
Job Number 2004 Prevailing Wage _.’SJ
Job Type I ~]  ProjectManager ~1 (|
Description [ sdlesperson [ Oliver.Blais ~| |
Tax Group Mission Viejo ~|  P.O.Number
Branch [oc =] Sodbate |
Hodgack % [ ProjectedStart —
Install Company lﬁ Projected End l—

Installer [ &

I Permits Required Notes
Permit 1
Permit 2
Permit 3

Work Order

Completed Work Order form

Customer 1001
Johnson, Alexis

Job Number 2004 Johnson, Alexis

Job Type 25165 Derby Circle 25165 Derby Circle
Job Status  Parts Laguna Hills, CA 92653 Laguna Hills, CA 92653
New System (949) 910-2230 (949) 910-2230
Labor Units
ork Order Entry
I~ Locked
2 Job Information
Job Number |2m4 Prevailing Wage | _ﬂ
Job Type [TntrusionRes ~|  Project Manager I ~1 (B
Desdription [intrusion System -Residential  Salesperson [iver Biais =1 b
Tax Group | Mission Viejo v P.O. Number |
Branch [oc =] sddoate [12/15/2014
HoldBack % o Projectedstart [2nz0s
Install Company  [OC v Projected End [12/17/2014
Installer [ s
[V Permits Required Notes | =svust wear booties inside residence™=

Pemit1  [local Aarmicave Appl.
Pemit2 [~
Permit 3 I

Apply
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Job Management |

Creating a New Job

Job System Information

Work Order

[}
BER
Job System

Job Number 2004

Default Job System form

Customer 1001

Johnson, Alexis

Job Type Intrusion-Res 25165 Derby Circle

Job Status  Parts Laguna Hills, CA 92653
News System (949) 910-2230

Labor Units 0 (0 Used)

Johnson, Alexis

25165 Derby Circle
Laguna Hills, CA 92653
(949) 910-2230

System Account
System Type
Panel Type
Location
Monitored By
Memo

Warranty
Service Level
Serviced By

Comments

% System and Service Information

] contract Information

[V New System Contract Form | v
1001 Contract Number Imo 1
v Contract Months I
I’ﬁ Renewal Months |
ﬁ Cydle Purchase Order
v CydeP.O. I
% Inspections
One Year P &L < Freguency I v
T&M-Com - Service Problem Code I -
lﬁ Service Level I T&M-Com
Next Inspection I I
Notes:

ﬁ

Imported System Information from Customer Setup

Work Order

m
BER
Job System

Job Number 2004

Customer 1001
Johnson, Alexis

Job Type Intrusion-Res 25165 Derby Circle

Job Status  Parts Laguna Hills, CA 92653
News System (949) 910-2230

Labor Units 0 (0 Used)

SEEE]

Johnson, Alexis

25165 Derby Circle
Laguna Hills, CA 92653
(949) 910-2230

System Account
System Type
Panel Type
Location
Monitored By
Memo

Warranty
Service Level
Serviced By
Comments

& System and Service Information

|~ New System Contract Form
[10-03-2201 B Contract Number
Intrusion Contract Months
Renewal Months
VISTA 1288

] contract Information

9 Cyde Purchase Order

AMC Cyde P.O. I
-} Inspections
One Year P &L v Freguency | ByRequestOnly vI
TaM-Res - Service Problem Code [ N/A -
oC o~ Service Level | TaM-Res I
Next Inspection |
Notes:

L

I—v

Apply
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Creating a New Job

Install Charges

Default Installs form

Customer 1001
Job Number 2004 Johnson, Alexis Johnson, Alexis
Job Type Intrusion-Res 25165 Derby Circle 25165 Derby Circle
Gz Job Status  Parts Laguna Hills, CA 92653 Laguna Hills, CA 92653
Summary System (949) 910-2230 (949) 910-2230
Labor Units 0 (0 Used)
0
Installs
Work Order
m Item | Description | Phase | QrY | UnitPrice | Extended Price
[a]a]:]
Job System
£
Approvals
< m | »
Tasks Total Install Labor Units 0 Installation Totals 0.00 0.00
- -
= -
Installs It :lv Qy I
P00 Description Unit Price
Phase Code v Labor Units
Recurring
$0.00
{y Cost Type -
el - | .
P Cost Save New Delete
o — | | I
Cost Details
Journals
Tools
Apply
Quotes —I

Completed Installs form

Customer 1001
Johnson, Alexis

Job Number 2004 Johnson, Alexis

Job Type Intrusion-Res 25165 Derby Circle 25165 Derby Circle
Sales Job Status  Parts Laguna Hills, CA 92653 Laguna Hills, CA 92653
Summary System (949) 910-2230 (949) 910-2230

Labor Units 6 (0 Used)

Installs

|
Work Order

L] Item | Description | Phase [ qrr| unitPrice [ ExtendedPrice
[751] INST IntRes Install Intrusion System Install Devices 1 2100.00 2100.00
Job System Disc-Inst Discount - Installation Install Devices 1 -210.00 -210.00
1=
£
Approvals
< m ] )

Total Install Labor Units 6 Installation Totals I 1890.00 157.50

Disc-Inst I
Installs e = o '
$1,890.00 Discount - Installation Unit Price I -210.00
Install Devices < Labor Units I 0.0
Recurring
gL Cost Type [o] ki
=l Cost 0.00 S | L= | Delete l
Labor
Cost Details
Journals

Tools
Apply
Quotes _]
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Job Management |

Creating a New Job

Recurring Charges

Default Recurring form

© Newlob [=[@](=]
Customer 1001
Job Number 2004 Johnson, Alexis Johnson, Alexis
Job Type Intrusion-Res 25165 Derby Circle 25165 Derby Circle
Sales Job Status  Parts Laguna Hills, CA 92653 Laguna Hills, CA 92653
Summary System (949) 910-2230 (949) 910-2230
Labor Units 6 (0 Used)
= |Recurvines |
Work Order
m Item Code | Description | sub Item Of | Bil Cyde [ cydestart | RMR Amount [ Cyde
ala]al
Job System
A
Approvals
Tasks
E < m ] »
Installs
$1,890.00 Total Monthly Amount | 0.00 0.00
- Recurring Item I <
Recurring Description [ RwRAmowt |
$0.00
Sub Item Of | - Cyde Amount | Enter as
iy K ¥ Monthly Amt
Labor Bil Cyde I :lv Only
Cost Details Cyde Start [ Save | New | Delete |
Journals
Tools
Apply
Quotes —I

Completed Recurring form

Customer 1001 Site
Job Number 2004 Johnson, Alexis Johnson, Alexis
Job Type Intrusion-Res 25165 Derby Circle 25165 Derby Circle
Sales Job Status  Parts Laguna Hills, CA 92653 Laguna Hills, CA 92653
Summary System (949) 910-2230 (949) 910-2230
Labor Units 6 (0 Used)
| |
Work Order
] Item Code | Description |subItemOf | BilCyde | CycesStart | RMR Amount | Cycle Amt | Tax | M
BRR Monitoring Quarterly 39.00 117.00 0.00
Job System Radio/Cellular Backup Quarterly 12.00 36.00 0.00
WEB Web Access Quarterly 15.00 45.00 0.00
RMR Bundle Disc ~ RMR Bundle Discount Quarterly -6.00 -18.00 0.00
Approvals
E n | »
Installs
$1,890.00 Total Monthly Amount 60.00 0.00
d 4
- P Recurring Item =
Recurring Description [— RMR Amount l—
$60.00
Sub Item Of - Cycle Amount Enter as
B [V Monthly Amt
Labor il Cyde jv Only
Cost Details Cydle Start Save | New | Delete |
Journals
Tools Apply
Quotes
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Creating a New Job

Materials
Default Materials form

Customer 1001

_~l{| Job Number 2004 Johnson, Alexis Johnson, Alexis
| Job Type Intrusion-Res 25165 Derby Circle 25165 Derby Circle
... || JobStatus  Parts Laguna Hills, CA 92653 Laguna Hills, CA 92653
System (949) 910-2230 (949) 910-2230
[ ] Labor Units 6 (0 Used)
{<]a]:]
Job System ||Materials
y - V' Show Phases
App‘rovals Materials
Phase |[Part Description Vendor | Qty |Location Unit Ext| Tax m [ssued [Stock | PO [PO
r
Tasks
Installs
$1,890.00
Recurring
$60.00
i b Jd
Materials
stzioo
: -]
Labor
Cost Details - —
Tournals Total Material LU 0 Sub Total I 0.00 I 0.00
Tools Documents I Apply
Quotes

Completed Materials form

Job Customer 1001
~l[| Job Number 2004 Johnson, Alexis Johnson, Alexis
BER Job Type Intrusion-Res 25165 Derby Circle 25165 Derby Circle
Job System Job Status  Parts Laguna Hills, CA 92653 Laguna Hills, CA 92653
System (949) 910-2230 (949) 910-2230
‘}? Labor Units 6 (0 Used)
Approvals | Materials
V' Show Phases
ls
Task =
= Phase Part Description Vendor Qty acatiol | Unit Ext| Tax L ssued Stock PO |PO
] » Install Devices
— -
Install Devices
Installs
$1,890.00 Install Devices
Install Devices
Install Devices
Recurring
$60.00
vh
Materials
$0.00
C
Job Costing
—
= -
Labor
Cost Details . =
TREE Total Material LU | 0 Sub Total | 0.00 | 0.00
Tools Documents I Apply
Quotes
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The #1 F for




2015 SedonaOffice Users Conference Job Management |
Coronado Bay, CA

Notes

SedonaOffice Page 17 of 33

The #1 Financial Software for Security Companies



2015 SedonaOffice Users Conference
Coronado Bay, CA

Job Management |

Creating a New Job

Capture Original Parts List

V' Show Phases
Materials
Phase Part Description Vendor Qty Location Unit Price | Ext Price Issued | Stock PO |PO
» Inst n V128BP COMMUNICATOR VIS’ | ADI 0.00 0.00 0.00 0 1 Il 0.00
Inst 6150 KEYPAD 6150 LCD ADI 1 0.00 0.00 0.00 0 1 Il 0.00
Inst 5894 WIRELESS MOTION 5i| ADI 1|Hallway 0.00 0.00 0.00 0 1 - 0.00
Inst 5894 WIRELESS MOTION 5i| ADI 1 |Family Room 0.00 0.00 0.00 0 1 Il 0.00
Inst WAVE2 SIREN WAVE2 ADI 1 0.00 0.00 0.00 0 1 r 0.00
* r
v
Total Material LU 0 - Sub Total 0.00 I 0.00
_—
Capture Original Parts I %‘ Documents Apply I
“ ” B
Captured” Parts List
Materials
7
\\"' Working PartList ¢ Original Part List
Materials A
Part Description Vendor Qty Location Unit Pnce Ext Pnce I,sued Stock PO |PO
> Inst V128BP COMMUNICATOR VIS | ADI O - 0.00
Inst 6150 KEYPAD 6150 LCD ADI 1 0.00 0.00 0.00 0 1 Il 0.00
Inst 5894 WIRELESS MOTION 5:| ADI 1|Hallway 0.00 0.00 0.00 0 1 Il 0.00
Inst 5894 WIRELESS MOTION 5: | ADI 1 |Family Room 0.00 0.00 0.00 0 1 Il 0.00
Inst WAVE2 SIREN WAVE2 ADI 1 0.00 0.00 0.00 0 1 Il 0.00
r
v
Total Material LU 0 Sub Total 0.00 0.00
Documents | Apply
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Job Management |

Creating a New Job

Commissions

Default Commissions form

© New Job
Job Customer 1001
- _~l1| J0b Number 2004 Johnson, Alexis Johnson, Alexis
.-‘Lf Job Type Intrusion-Res 25165 Derby Circle 25165 Derby Circle
Approvals Job Status ~ Parts Laguna Hills, CA 92653 Laguna Hills, CA 92653
System (949) 910-2230 (949) 910-2230
Labor Units 6 (0 Used)
Tasks ICommissions
o= Commissionable / Splits
Installs Install Total | 1890.00 (¢ Salesperson1 [ Oliver.Blais ~] (| [w000 %
1,890.00 .
$ Commissionable % | 100.00 ¢ Salesperson 2 IAQJ 0.00 %
= Commissionable | 1890.00
Recurring
$60.00 Recurring | 60.00 Auto Fill Apply
‘r: Sale Commission Type | PostDate | _Commissionable | Rate [ Commission |
Materials
$0.00
o
Job Costing
—
= Total Commission 0.00
Commissions
- Salesperson Oliver.Blais Commissionable
E K Commission Type | - Rate
Labor D .
Posting Date (GL} Commissi
D ting Date (GL) [12/15/2014 =] | ommission
Journals I select from all other Salespeople Apply I New | Delete
Tools
Quotes

s
Approvals

Job Number
Job Type
Job Status
System
Labor Units

2004
Parts

6 (0 Used)

Intrusion-Res

Customer 1001
Johnson, Alexis
25165 Derby Circle
Laguna Hills, CA 92653
(949) 910-2230

Johnson, Alexis

25165 Derby Circle
Laguna Hills, CA 92653
(949) 910-2230

Installs
$1,890.00

Recurring
$60.00

Materials
$0.00
e

Job Costing

Cost Details
Journals

Tools

Commissionable / Splits

Install Total 18%0.00  Salesperson1 [Oliver.Blais ~1 (»| w0000 %
Commissionable % 10000 ¢ Salesperson 2 B [Toow %
Commissionable 1890.00 r Spit Sales
. Production Al
Recurring [ e Remove I Apply
Salesperson Commission Type [ PostDate | Commissionable | Rate [ Commission |
Oliver.Blais RMR 12/15/2014 60.00 300.00 180.00
Oliver.Blais Install 12/15/2014 1890.00 10.00 189.00
Total Commission 369.00
Salesperson Oliver.Blais Commissionable 60.00
Commission Type | RMR v I Rate 300.00
Posting Date (GL) |12/15/2014 Commission 180.00
|~ Select from all other Salespeople Apply | New | Delete

Quotes
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Job Task List
The Job Task List is designed to manage the work flow of a Job, determine when a Job may be
invoiced, and when a Job will become locked.

Customer 1001
Job Number 2004 Johnson, Alexis Johnson, Alexis
Job Type Intrusion-Res 25165 Derby Circle 25165 Derby Circle
Sales Job Status  Parts Laguna Hills, CA 92653 Laguna Hills, CA 92653
Summary System (949) 910-2230 (949) 910-2230
Labor Units 6 (0 Used)
-
Tasks
Work Order m—
f =" =
h #{ rPhase I Task I Job Status ﬂ Invoice | I Approved I Approve... I Comments I Schedule I Last Tech l
=]:]:] 1 Inst 10Order Parts Parts N N
Job System 2 Inst 2 Sch Install Scheduling N N
3 Inst 3Install Install Equipment| Y N
- 4 Inst 4CS Activate CS Activation N N
A 5| st SRMR Activate  CS Activation Y N
Approvals 6\ Inst 6 Jobcost Jobcost N N
]
Tasks ﬂ
E <| m »
Installs *The job will be locked and the status will be set to Job Complete when all tasks in the job are approved.
$1,890.00
Job Task | l] |~ Sequence Locks Job
v Job Status | =
Recurring
$60.00 Phase Code I :l
s v Labor Days I0.0 - I I
ve New Remove
Labor scheddeate [ [ = = L
Cost Details i
[~ Invoice
Journals
Tools
Quotes M
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Job Management |

Job Parts

Create Purchase Order for Parts

© New Job

Job

Job

Labor

Job Number 2004

Cost Details

Journals

Tools

=]
Invoicing

Issue Parts

L

Journal Entry

Purchase
Orders

Documents

Job Status  Parts

System

Purchase Orders

Job Type Intrusion-Res

Labor Units 6 (0 Used)

Customer 1
Johnson, Alexis

001

25165 Derby Circle

Laguna Hills, CA 92653

(949) 910-2230

Site

Johnson, Alexis

25165 Derby Circle
Laguna Hills, CA 92653
(949) 910-2230

PO # | vendor

Amount I Ordered

[

Due | BackOrdered | FullRept |

ADI PO Number Branch
;ﬁ;ﬁ :ﬂgehuven cT [3010 [oc ~]
San Diego, California 92123 Tracking # Order Date I~ A
Phone: (800) 555-4321 I |1ZIlG/2014 |
Ship To: 22691 Trabuco Canyon Ship Date Method
Edit | Mission Viejo, CA 92691 [12/16/2012 [ UPS Overnight -]
Drop Ship Parts Due Date Job Number
[12/17/2014 [2004
Johnson, Alexis
Parts 410.62 I Expense 0.00 | Documents | |~ Select from All Parts
Parts List -
Part Description Vendor Part Pka Qty Quantity Cost Amount Revd Std Cost BO
V128BP COMMUNICATOR VISTA 128BP |V128BP 1 1 250.99 250.99 250.99 Il
EE: KEYPAD 6150 LCD 6150 1 1 43.08 43.08 43.08 r
| WAVE2 SIREN WAVE2 WAVE2 1 1 10.99 10.99 10.99 r
7 5894 WIRELESS MOTION 5894 5894 1 1 105.56 105.56 105.56 r
* r
- v
Memg =
Total Cost 410.62
- Received Cost $0.00
I™" Closed Apply | oK | Cancel |
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Job Management |

Issue Parts to Job from a Warehouse

bedonaOffice &
I® souc 2015

-7 Physical Inventory\Adjust
{1 Product Line

[ J Receive Parts

\s Repair Order

~[Cd Return to Vendor

38 Transfers

&l Warehouses

[—]*I Job Management

@ Appointment Summary

® Uinizr

¢ Job Queue

I%K-lv

Parts List =
Part Description Detail Qty | Location )
5894 WIRELESS MOTION 5834 PIR PET IMUNE 1|Hallway

SetAIQtytnOl Save | New | Close |

SedonaOffice’

The #1 Fi

for S ity Ci

Page 26 of 33



2015 SedonaOffice Users Conference Job Management |
Coronado Bay, CA

Notes

SedonaOffice Page 27 of 33

The #1 Financial Software for Security Companies



2015 SedonaOffice Users Conference
Coronado Bay, CA

Job Management |

Job Appointments

Create an Installer Appointment

Job appointments may be created within the Job from the Labor toolbar or from
SedonaSchedule. Job appointments created within a Job record will display on the Schedule

Board within SedonaSchedule.

SedonaOffice’

The #1 Fi ial Softy for Security C

© Job - 2004 (Johnson, Alexis)
oD pome D0 O
Labor Job Number 2004 Johnson, Alexis Johnson, Alexis
Job Type Intrusion-Res 25165 Derby Circle 25165 Derby Circl
m Job Status  Parts Laguna Hills, CA 92653 Laguna Hills, CA
4 System 10-03-2201 Intrusion (949) 910-2230 (949) 910-2230
Labor Units 6 (0 Used)
I DDO O
= [ J0b Task [ Labor Task | scheduled | Dispatch
—
; I Add New Appointment '
P
© Jo8B # 2004 - N — -— ﬁ
Customer Information Ticket Informaﬁ;n B - ]
Johnson, Alexis Problem Code Intrusion-Res
25165 Derby Circle
Laguna Hills California 92653 Expertise Level
Make Appointment For
Date  [12/17/2014 = Tech  [Oscar Martin - JobTask [ 3Instal -
Time |03:30AM v| Estlen |240 Labor Task |IN x
I™ Allow Appointment Outside Business Hours
CurrentDate[12/17/2014  _~| ~| [0 | [ty _~| Wednesday, December 17 k|2 l
I Goodman, Martin, Oscar | Ocean, Ogden _|Smith, Orlando | Wilson, Ozzie 4]
I svcCo|oc - oc oc oc
|||_Install Co| oc oc oc oc
| 08:00 AM
|| 08:15 AM
|| 08:30 aM
|| 08:45 AM _
|| 09:00 AM
[ 32004
|| 09:15 AM trusion-Res)
|| 09:30 AM ("“"‘sl)l .
|| 09:45 am Lapmapas
|| 10:00 AM
'|[10:15 Am
10:30 AM ~|
Dispatch | [smalRow > [smallCol  ~] Close |
Page 28 of 33
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Dispatch Installer Appointment

Dispatching Job appointments may be performed within the Job or from SedonaSchedule. To
dispatch from the Job, double-click on the Job Appointment then click on the Dispatch button
(lower left of the form).

© JoB = 2004 4 - s> o E
Customer Information Ticket Information Appointment
Johnson, Alexis Problem Code  IntrusionRes Scheduled 12/17/2014 8:30:00 AM
25165 Derby Cirde ) ! 1
Laguna Hils California 92653 Expertise Level Tech Oscar Martin
EstLen 240 min.
Change Appointment To
Date  [12/17/2014) = Tech  [Oscar Martin - JobTask | 3Instal -
Time 08:30 am v Estlen |240 Labor Task | IN <
I~ Allow Appointment Outside Business Hours l
| CurrentDate[12/17/2014  _~| = +{['sD ] [city _~| Wednesday, December 17, il |2
Good Martin, Oscar |Ocean, Ogden |Smith, Orlando | Wilson, Ozzie ;]
SvcCo|OC oc oc oc oc
|||_Install Co| oC oc oc oc
||| 08:00 AM
|| 08:15 AM
08:30 AM
||| 08:45 AM —]
|| 09:00 AM
09:15 AM — Jz?“_RE)
|| 09:30 AM Joh (ParB.)l
|
09:45 AM Laguna Hills
| 10:00 M
4
10:15 AM ,/
10:30 AM ’ ~|
( Dispatch smalRow | [SmallCol ] Apply l save Close l
B — = |
—
Dispatch
e okt -
—Job 2004
Name: Johnson, Alexis
Address: 25165 Derby Circle
Laguna Hills California 92653
Installer: Oscar Martin
Job Type: Intrusion-Res
Estimated Time: 240
Job Task: 3 Install
Labor Task: IN
Dispatch Times \
Dispatched 12/17/2014 8:00 AM
Arrived 12/17/2014 8:30 AM
Departed |12/17/2014 1:30 PM
Save I Close - -
Page 30 of 33
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Job Parts — Return to Stock

Any un-used parts are returned to a warehouse (the installer or the main warehouse).

part not used on Job
u 3
Parts List A
Part Description Detail Qty | Location Serial No Lot No
g 5894 WIRELESS MOTION 5894 PIR PET IMUNE 0| Hallway

SetAIQtytnOl Save I New I Close I

Once un-used parts have been returned to a warehouse, you will need to modify the Working
parts list to reduce the part quantity or if the Job is locked, you will need to create a Change
Order to make changes to the Materials list. Change Orders will be covered in the Job
Management Il session.

@ \Working Part List ¢ Original Part List ¥ Show Phases

- Maeids ]

Phase Part Description Vendor Qb, Location Unit Price | Ext Price Tax LU Issued | Stock PO |PO

Inst V128BP COMMUNICATOR VIS | ADI 0.00 0.00 0.00 0 r 0.00

Inst 6150 KEYPAD 6150 LCD ADI 0.00 0.00 0.00 0 Il 0.00
7 |Inst 5894 WIRELESS MOTION 5i| ADI e' jallway 0.00 0.00 0.00 0 e’ O 0.00

Inst 5894 WIRELESS MOTION 5i| ADI Family Room 0.00 0.00 0.00 0 Il 0.00

Inst WAVE2 SIREN WAVE2 ADI 1 0.00 0.00 0.00 0 1 Il 0.00
* r

v
Total Material LU I 0 Sub Total I 0.00 I 0.00
Override Parts Capture | Documents | Apply |
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