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Job Management 2
This session will cover creating and processing Job Change Orders and Job Billing.

e Change Orders
O Positive Change Orders
O Negative Change Orders

e Job Billing
o Billing all charges on one invoice
o Billing Install Charges & RMR separately
o Progress Billing
= Percentage of Install Charges
= Specific dollar amount of Install Charges
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Job Change Orders

Job Change Orders are used as a formal method of electronically documenting when you need
to modify Install Charges, RMR, Parts or Commissions on a Job.

Change Order Types

There are two types of Change Orders that may be created. A single job may have both
Change Orders and Manual Reversal Change Orders.

Note: Negative and positive amounts are not permitted on the same change order; they must
be entered as separate change orders.

Change Order — Used when adding or increasing charges to the Job; Parts, Labor, Install

Charges, Recurring Charges or Commissions. This is commonly referred to as a Positive Change
Order.

Manual Reversal Change Order — Used when reducing or removing charges from a Job; Parts,
Labor, Install Charges, Recurring Charges or Commissions. This is commonly referred to as a
Negative Change Order.
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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:
1. 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.
2. The Job will become naturally locked if all Job Tasks have been approved.
3. The Job has become locked as a result of closing the Sales Period.

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

0 ice Station #1955)

Customer 1028
Job Number 121 Shell Service Station #1955 Shell Service Station #1955
Job Type Com-CCTV AS Companies, Inc. 23652 Rockfield Bivd
Sales Job Status  Scheduling 23652 Rockfield Bivd Lake Forest, CA 92630
Summary System C1028 CCTV Lake Forest, CA 92630 (949) 581-5770
Labor Units 11 (0 Used) (949) 581-5770
o
1}
asks
Work Order
L] + | Phase [vask [ 30b Status | ivoice | & [ Approved | Approve... | comments [ schedu
Jil:l:] q Phase 1 Pending Appro... Approvals N 1/6/2016 10:45:52 AM Administ...
Job System 2 Phase 1 10Order Parts Parts N /2016 10:46:15 AM Administ...
3 Phase 1 Sch Prewire Scheduling N
4 Phase 1 PW Prewire N N
5  Phasel 2Sch Install Scheduling N N
Tasks 6 Phase 1 3Install Install Equipment Y N
7 Phase 1 4CS Activate CS Activation Y N
E 8 Phase 1 5 Jobcost Jobcost N N T
Installs il
$3,499.00
< >
*The job will be locked and the status will be set to Job Complete when all tasks in the job are
Recurring
77.95
$ Job Task | 10rder Parts
{:g- Job Status [Pars
Materials Phase Code | Phase 1
$0,00 g - T ——
ce Statio
Labor SchedueDate [~ |
Cost Details Customer 1028
Journals L Job Number 121 Shell Service Station #1955 Shell Service Station #1955
= Job Type  Com-CCTV AS Companies, Inc. 23652 Rockfield Blvd
iciee Apply Template Sales Job Status  Scheduling 23652 Rockfield Bivd Lake Forest, CA 92630
Summary System C1028 CCTV Lake Forest, CA 92630 (949) 581-5770
Labor Units 11 (0 Used) (949) 581-5770
—
o
Work Order
ot
BB L
Job System Created 12/17/2015
Job Number |121 —  Prevaiing Wage E_m _;J
Job Type [com-ccTv Project Manager
Tasks - =
Descriptior Ecrv System - Commerdial Salesperson Wms
o= Tax Group e P.O. Number [
Installs Branch e sodpate 12/16/2015
$3,499.00
Holdgack % [o ProjectedStart [2r201s
= Install Company  Joc Projected End 12/22/2015
Recurring l'—
$77.95 Installer
™ Permits Required Notes
¢ | Permit 1 | |
Labor Permit 2 | =i
Cost Details pemits [
Journals
Tools
Quotes oo
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Once a Job has become locked, a new button is displayed on the Job Tools Toolbar; Add Change

Order.

Invoicing

I==us Parts

r

Add Change
Order

»

Journal Entry

)

Map o

Job - 121 (Shell Service Station #1955)

Job
Job Number 121

Customer 1028
Shell Service Station #1955

Site

[=[&]=]

Shell Service Station #1955

Job Type Com-CCTV AS Companies, Inc. 23652 Rockfield Blvd
Job Status  Scheduling 23652 Rockfield Bivd Lake Forest, CA 92630

1 Svstem C1028 CCTV Lake Forest, CA 92630 (949) 581-5770

A Labor Units 11 (0 Used) (949) 581-5770

Date I co Event I Description | User
1/6/2016 10:50:06 AM N Changed Job Locked Flag Job is locked, before Task Signoffs Administrat
1/6/2016 10:50:06 AM N Changed Job Locked Flag Job is locked, after Task Signoffs Administratr
1/6/2016 10:46; 18 AM N Changed Job Locked Flag Job is locked, before Task Signoffs Administrat,
1/6/2016 10:46: 18 AM N Approved Job Task 2 Phase 1 Administrats
1/6/2016 10:46:18 AM N Changed Job Locked Flag Job is locked, after Task Signoffs Administratr
1/6/2016 10:46:00 AM N Approved Job Task 1 Phase 1 Administrat
12{17/2015 5:44:57 AM N Added Install Charge Applied Install Charges Template: 121 Administrati
12f17/2015 5:44:45 AM N Added Existing System Added Existing System Administrab
12/17/2015 5:44:38 AM N New Job Added Job 121 Administrat
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Notes
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Once a Change Order has been saved, a new button will be added to the Job Toolbar for the
first through the fourth change orders. If a fifth change order is created, instead of adding a
new change order button to the Job Toolbar, a new button labeled COs is created for accessing
all of the Change Orders created for the Job.

When clicking on the COs button, the Toolbar will display a button for each change order
created for the Job. To work with or view a particular change order, click on the desired CO
button.

When the Change Order form is displayed, at the bottom of the form four buttons are
displayed; Installs, Recurring, Materials, and Commissions; click on one of these buttons to

access that element of the change order.

Customer 241
Job Number 1101 Williams, Reggie Williams, Reggie
Job Type R=Intrusion 15832 Albert 15832 Albert

Job Status  Jobcost Plymouth, M1 48170 Flymouth, MI 48170

System 241-1025 Intrusion (734) 248-4178 (734) 248-0178
Labor Units 5 (6.75 Usad)

ange Order 1101 - 1

- Customer ET—— 1
Job mber -1 PrevalngWage O
b Type Rammen  ProjectManager &l
Degerpbon ntuson -Resdental/smal Cc Salesperson [Ceorgeictes ] (b
Tay Grow PiwameComty  P.O.Mumber r
Banch FE - SodDame Fpmis =

Hiddeck % o ProjctedStart =
swdCompany I ProwcedEnd | = |

, Add addibonal moton.
it [
Permit 2 |—
Pty [
Labor
Cost Details Sales Reversal Apoly
Journals
Tools Ingtals I Recurring ] Matenals I Ceemmissions |
Quotes T
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Creating a Change Order

1. Open the Job record for which a Change Order will be created.

2. Navigate to the Tools toolbar on the Job record. Click the Add Change Order button located
on the Tools toolbar.

3. 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. You may enter

information into the Notes field that describes the purpose of the Change Order.
The Job Number field will automatically fill with the Job Number a hyphen then the number of
the change order. In the example below, this is Change Order number 1.

Job Job Customer 1028 Site

Labor Job Number 121 Shell Service Station #1955 Shell Service Station #1955
Cost Details || Job Type Com-CCTV AS Companies, Inc. 23652 Rockfield Blvd
Journals Job Status  Scheduling 23652 Rockfield Bivd Lake Forest, CA 92630
=TT System C1028 CCTvV Lake Forest, CA 92630 (949) 581-5770

Labor Units 11 (0 Used) (949) 581-5770

New Change Order

Customer |1028 [~ Manual Reversal
2 Job Information
Job Number [21-1 Prusafing Veage | Sl
Job Type [com-ccTv Project Manager | (o
Invoicing Description [ccTv system - Commercal Salesperson | Oliver.Blais =l _:_t]
- Tax Group [orange County P, L
Branch foc Soid Date [1/6/2016 El
- Holdgack % | Projected Start ]
{ 2]
= lnsial
G Company  [oc Projected End | s
Order Installer [ Ral. ]
': [ permits Required Notes |add one additional outdoor camera at rear
L Permit 1 | entrance.
Journal Entry
Permit 2 |
|
! | permit3 |

Map

&pplvl
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Notes
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Creating a Change Order (continued)

4. 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 you 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.

Job Number 121

Customer 1028

Shell Service Station #1955

— Job Type Com-CCTV AS Companies, Inc.
B Job Status  Scheduling 23652 Rockfield Bivd
ChanomOder System C1028 CCTV Lake Forest, CA 92630
Labor Units 11 (0 Used) (949) 581-5770

-S|

hange Order 121 - 1

Shell Service Station #1955
23652 Rockfield Bivd

Lake Forest, CA 92630
(949) 581-5770

Installs

= — I bt
Ri%fg;ﬂg Job Number [121-1 Prevaiing Wage IDDD— _{J
{j. Job Type [com-ccTv Project Manager [ ey
£ ke - ' [Civergms =] ¢
Materials fegiiicn [ccTv system - Commercial Salesperson b
=, a2 Jorange County P.0. Number |
——+ Branch |OC Sold Date |1f5[2315 QJ
. Commissions x B . - Q]
Install Company [oc Br {End I— QJ
At e
Eiiteie e Notes [add one additional outdoor camera at rear
Permit 1 | entrance.
Permit 2 [
Permit 3 |
— Sales Reversal Apply |
Cost Details
Journals Instals | R . | =
Tools ik
Quotes
Notes
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Creating a Change Order (continued)

Install Charges

5. To enter additional Install Charges, click the Installs button on the Change Order
toolbar. Add as many additional lines as needed. The data entry process for change order
Install charges is the same as the initial Install charges data entry for the Job.

Note: Be as descriptive as possible in the Description field — this will print on the customer’s
invoice.

Job - 121 (Shell Service Station #1955) (eE]=]
Job Customer 1028 Site
Job Number 121 Shell Service Station #1955 Shell Service Station #1955
Job Type Com-CCTV AS Companies, Inc. 23652 Rockfield Bivd
Job Status  Scheduling 23652 Rockfield Bivd Lake Forest, CA 92630
Chanae Order System C1028 CCTV Lake Forest, CA 92630 (949) 581-5770
oy Labor Units 13 (0 Used) (949) 581-5770
= CO 121 - 1 -Installs
Installs
£325.00 fiem [Eeaipiion [ Phase | QTY | UnitPrice | Extended
Job Part-Com CO#1- Add one camera at ,,. Phase 01 1 325.00 =
Materials
ﬁ.’3~_°9 < >
[ Total Install Labor Units 0 Installation Totals | 325.00 27.63
Commissions
Item | Job Part-Com ¥ Qty 1
Description |CO#1- Add one camera at rear s Unit Price 325.00
Phase Code | Phase 01 vl Labor Units [
Cost Type | M ﬂ
e Cost [135.00 Save | New | Dol |
Cost Details
Journals
Tools Appl
y Template Apply
Quotes —I
Notes
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Creating a Change Order (continued)

Recurring Charges

6. To enter additional Recurring Charges, click the Recurring button on the Change Order
toolbar. Add as many additional lines as needed. The data entry process for change order
Recurring Charges is the same as the initial Recurring charges data entry for the Job.

Note: When adding additional RMR using the same Invoice Item on the original Job RMR, and
you want the two recurring lines to bill together in the future, prior to creating the Change

Order, make certain to set the Sub Item of code on the original recurring line.

Customer 1028
Job Number 121 Shell Service Station #1955 Shell Service Station #1955
Job Type Com-CCTV AS Companies, Inc. 23652 Rockfield Bivd
Job Status  Scheduling 23652 Rockfield Bivd Lake Forest, CA 92630
System C1028 CCTV Lake Forest, CA 92630 (949) 581-5770
Labor Units 13 (0 Used) (949) 581-5770
CO 121 - 1 -Recurrinas
Item Code | Descripton | Sub Item Of |_silcyde | CydeStart | RMR Amount|  Cyde Amt | Tax | Master | Active |
Managed Access-Com Managed Access Managed Access-Com Quarterly 2.50 7.50 0.21 N N
Recurring
$2.50
Materials
£0.00
T
= Total Monthly Amount 2.50 I 0.21
Commissions
Recurring Item l Managed Access-Com A
RMR Amount [250
Sub Item Of Managed Access-Com - Cyde Amount |7,50 Enter as
¥ Monthly Amt
Labor Bil Cyde Quarterly > Only
Cost Details Cyde Start I = sae | Mew | Delte
Journals
Tools
Apply
Quotes _,
Notes
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Creating a Change Order (continued)

Material Charges

7. To enter additional Material Charges, click the Materials button on the Change Order

toolbar. Add as many additional lines as needed. The data entry process for change order

Material charges is the same as the initial Material charges data entry for the Job.

Job Customer 1028

Job Number 121 Shell Service Station #1955
—— Job Type Com-CCTV AS Companies, Inc.
B Job Status  Scheduling 23652 Rockfield Bivd
System C1028 CCTV Lake Forest, CA 92630
S b sl | (abor Units 13 (0 Used) (949) 581-5770

=) CO 121 - 1 -Materials

Site
Shell Service Station #1955
23652 Rockfield Blvd

Lake Forest, CA 92630
(949) 581-5770

I Show Phases
Materials
Part Description Vendor Qu .ocation Unit Ext Tax LU || Issued | Stock i PO |PO
» EXCA215CATSP CCTV DOME CAMERA | Innotech S¢
- * O
Matznials
£n nn
v
Commissions
v
Cost Details
Journals Eolat Bstenei 1 I 0 SubTotal | 0.00 0.00
Tools Documents Apply I
Quotes
Notes
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Creating a Change Order (continued)

Commissions

8. To enter additional Commissions, click the Commissions button on the Change Order
toolbar. Add as many additional lines as needed. The data entry process for change order
Commissions is the same as the initial Commissions data entry for the Job.

If using the auto-fill commission calculation button, the software will calculate the commissions
for the Change Order based on the Commission Type(s) for the Job and the amounts entered
for each Change Order element (Install Charges, RMR Charges, and Parts).

If the auto-fill commission option is not used, you manually select the appropriate commission

type and commissionable amount for the change order.

Job Job ustomer 1028 Site
CO121-1 || job Number 121 Shell Service Station #1955 Shell Service Station #1955
Job Type Com-CCTV AS Companies, Inc. 23652 Rockfield Blvd
Job Status  Scheduling 23652 Rockfield Bivd Lake Forest, CA 92630
System C1028 CCTV Lake Forest, CA 92630 (949) 581-5770
Labor Units 13 (0 Used) (949) 581-5770
CO 121 - 1 -Commissions
[ Commissionable /Splits
Instal Total [ 32500 (¢ Salesperson1 [Oiver.Biais ~] | [1w00.00 %
Commissionable % 10000 ( Salesperson2 | 1. [oo0 %
Commissionable 325,00 - Spit Sales
Production
Recurring | 2.50 Remove Al Apply |
Materials
— Salesperson | Commission Type | PostDate | Commissionable | Rate | Commission |
L' Oliver Blais MON 12/16/2015 2,50 100,00 2,50
—H Oliver Blais Add-On Parts 12/16/2015 325,00 10,00 32.50
Commissions
“Total Commission | 35,00
Salesperson Oliver.Blais Commissionable | 0
Commission Type | | Rate I 0
Labor —
- Date (GL] | Commission
e Posting Date (GL) [12/18/2015 o] | I 0
Journals [~ select from all other Salespeople Anoh | New | Delete
Tools
Quotes
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Notes
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Creating a Manual Reversal Change Order

1. Open the Job record for which a Change Order will be created.

2. Navigate to the Tools toolbar on the Job record. Click the Add Change Order button located

on the Tools toolbar.

3. 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. You may enter
information into the Notes field that describes the purpose of the Change Order.

The Job Number field will automatically fill with the Job Number a hyphen then the number of

the change order. In the example below, this is Change Order number 2.

; | 55)
Job Job Customer 1028 Site

CO121-1 || JobNumber 121 Shell Service Station #1955
Labor Job Type Com-CCTV AS Companies, Inc.
Cost Details || Job Status  Scheduling 23652 Rockfield Blvd
Journals System C1028 CCTV Lake Forest, CA 92630

Labor Units 13 (0 Used) (949) 581-5770

Tools

New Change Order

Customer f1028
2 Job Information

Shell Service Station #1955
23652 Rockfield Blvd

Lake Forest, CA 92630
(949) 581-5770

v Manual Reversal .

Permit 3 |

Job tumber [121-2 Prevailing Wage | 8|
Job Type jcom-ccTv Project Manager [ jﬂ
Desriten [ccTv System - Commercal Salesperson [ Obver.Biais =1 )
b [orange County P.O. Number [
Branch foc ‘ Sold Date [e006 E]
ek % | Pr: |
Instal Company  |oC Projected End l— Q]
™ Permits Requred Notes |credit for one cd-233cat5aldr camera 295.00
Permit 1 |
Permit 2 |

&DDIVI
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Creating a Manual Reversal Change Order (continued)

4. 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 negative
charges entered on the Change Order will appear as lines within the Job Invoice.

Change Order

=

Installs
$0.00

Recurring
$0.00

o

Materials

$0.00
e

L=

Commissions

Labor

Job Number 121

Job Type
Job Status
System
Labor Units

Com-CCTV
Scheduling
C1028 CCTV
13 (0 Used)

Customer 1028

Shell Service Station £1255
AS Companies, Inc.

23652 Rockfield Bivd

Lake Forest, CA 92630

(949) 581-5770

Shell Service Station #1955
23652 Rockfield Bivd

Lake Forest, CA 92630
(949) 581-5770

Cost Details

Journals

Tools

Quotes

HoldBack %
Install Company
Installer

I Permits Required

Permit 1
Permit 2

Permit 3

¥ Manual Reversal

Prevailing Wage
Project Manager
Salesperson

Projected End

[o.00 s |
l i
|Oliver.Btais 'I ¢

|

T —
=i
[ s

Notes |redit for one cd-233catSaidr camera 295,00

Notes
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Creating a Manual Reversal Change Order (continued)
Install Charges

5. To decrease the Install Charges, click the Installs button on the Change Order toolbar. Add
as many lines as needed. For each reversal Install charge line, select an item code, enter the
guantity as a negative value, and if needed to reduce the estimated labor units, enter the
appropriate negative value. You may override the Item Description that defaults into the field.

Note: Be as descriptive as possible in the Description field — this will print on the customer’s

invoice.
. 5 e . ;.‘_I;_;?‘_ . = o
Job Job Customer 1028 Site
C0121-1 || job Number 121 Shell Service Station #1955 Shell Service Station #1955
CO121-2 Job Type Com-CCTV AS Companies, Inc. 23652 Rockfield Blvd

Job Status ~ Scheduling 23652 Rockfield Blvd Lake Forest, CA 92630
System 1028 CCTV Lake Forest, CA 92630 (949) 581-5770
Labor Units 13 (0 Used) (949) 581-5770

X RSAL CO 121 - 2 -Installs Negative guantities are expected.

<
TotalInstall Labor Units [~ Installation Totals | 0.00 | 0.00

Commissions

Qty
Unit Price
Labor Units 0.0
swe | new || oolete |
Labor
Cost Details
Journals

1;::::5 Apply Template I Apply |
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Notes
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Creating a Manual Reversal Change Order (continued)

Recurring Charges

6. To decrease Recurring Charges, click the Recurring button on the Change Order toolbar. Add
as many lines as needed. For each reversal Recurring charge line, select an item code and enter
the RMR Amount as a negative value. You may override the Recurring Item Description that
defaults into the field.

Note: When adding negative RMR using the same Invoice Item on the original Job RMR, and
you want the two recurring lines to bill together in the future, prior to creating the Change
Order, make certain to set the Sub Item of code on the original recurring line.

(s Job - 121 (Shell Service Station #1955) = [@][=]
Job Job Customer 1028 Site
CO121-1 || Job Number 121 Shell Service Station #1955 Shell Service Station #1955
C0121-2 || Job Type Com-CCTV AS Companies, Inc. 23652 Rockfield Blvd
Job Status ~ Scheduling 23652 Rockfield Bivd Lake Forest, CA 92630
= System €1028 CCTV Lake Forest, CA 92630 949) 581-5770
|
Labor Units 13 (0 Used) (949) 581-5770

Change Order
Installs Item Code | Description | sub Item OF | Bil Cyde | CydeStart |  RMR Amount | (
($295.00)

Commissions

. Total Monthly Amount | 0.00 0.00

Amount |-2.50
Cyde Amount |-7,50 Enter as
v Monthly Amt
Labor i
Cost Details Cydle Start = save | wew | oeee |
Journals

Tools
Apply
Quotes 4'
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Notes
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Creating a Manual Reversal Change Order (continued)

Material Charges

7. To decrease Material Charges or quantities of parts, click the Materials button on the
Change Order toolbar. The grid will fill in with all parts from the original Job and any other
previously created change orders for the Job.

In the Change Qty column, enter the negative quantity on the appropriate part line that will be
removed from the Job materials list.

Note: If the parts being removed on the Manual Reversal Change Order have already been
issued to the Job, remember to perform a return to stock or return to vendor transaction for
the part(s) not being used.

= =
o Job - 121 (Shell Service Station #1955) s @]=]
Customer 1028

Job

Job

Site

€012t -1 || Job Number 121 Shell Service Station #1955 Shell Service Station #1955
CO 121-2 Job Type Com-CCTV AS Companies, Inc. 23652 Rockfield Bivd
Job Status  Scheduling 23652 Rockfield Bivd Lake Forest, CA 92630
= System C1028 CCTV Lake Forest, CA 92630 (949) 581-5770
Labor Units 13 (0 Used) (949) 581-5770
Change Crder
Installs
($295.00) I Materials
Part Description Qty )ub w Change [E ange LU |leversed | Stock ’_ PO
EXCA215CATSP CCTV DOME CAMERA EXCAZ1 1)121- u 0 0 |—
Recurring | | co-0412-500 CCTV 4 CHANNEL DVR INNOTE 1|121 0 0 2 of -
($2.50) 7 [CD333CATAOR CETV CAMERA 1P MilNi DOME 7[121 ) 2 q Z Gl
CO-CM101 CCTV CAMERA MOUNT CD-CM 2121 0 1 0 4 o|
| |psp-16-uL CCTV 16 CAMERA POWER SUF 1121 of 4 0 2 ol
| |ExcaziscaTs CCTV DOME CAMERA EXCA21 2(121 0 3 0 =) ol M
| |exmo1avea CCTV MONITOR 18,5LED 1121 0 0 1 ol
™ [pvmx2 CCTV MONITOR MOUNT PYM2 1121 0 0 1 o
[ |s-5321p1-10 CCTV Warning Sign 2|121 0 0 0 ol
* r
Labor
Cost Details y =
JoUrnals Total Material LU 11 Sub Total 0.00 I 0.00
Toals
Capture Original Parts Documents Apply
Quotes 4| 4‘
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Creating a Manual Reversal Change Order (continued)
Commissions

8. To decrease Commissions, click the Commissions button on the Change Order toolbar. Add
as many additional lines as needed.

The data entry process is performed in the lower tier of the form; select the commission type
from the drop-down list, enter the commissionable amount (negative value), then click the
Apply button. Repeat the process for additional negative commissions.

e

(s Job - 121 (Shell Service Station #1955) (s E][=]
Job Job Customer 1028 Site
€0 121 -1 1| Job Number 121 Shell Service Station #1955 Shell Service Station #1955
C0 121 -2 || Job Type Com-CCTV AS Companies, Inc. 23652 Rockfield Blvd
Job Status ~ Scheduling 23652 Rockfield Blvd Lake Forest, CA 92630
" System €1028 CCTV Lake Forest, CA 92630 (949) 581-5770
Labor Units 11 (0 Used) (949) 581-5770
Change Order
E CO 121 - 2 -Commissions
Instalis [7] Commissionable / Splits
Lz Install Total 29500 (v Salesperson [Olver.Blas =] (b [w000 %
Commissionable % 10000 © Salesperson2 | 1.3 [ow %
Recurring Commissionable =
($2.50) 2= D m 5::':;
ﬁ. Recurring 2.50 Remove Al | Apply |
Salesperson | Commission Type | PostDate |  Commissionable | Rate | Commission |
Oliver Blais MON 12/16/2015 -2.50 100.00 -2.50
Oliver.Blais Add-On Parts 12/16/2015 -295.00 10.00 -29.50
Commissions
Total Commission | -32.00
Salesperson Oliver.Blais Commissionable -295.00
Commission Type | Add-On Parts ~]| Rate 10.00
Labor —
Date (GL] Commission -29,
——— Posting Date (GL) [12/16/2015| ]| o [ 25,50
Journals [ Select from all other Salespeople Apply | New | Delete
Tools —
Quotes
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Job Billing

Jobs may be invoiced once a Job Task line flagged for invoicing has been approved and there
are billable charges setup on the Job record. 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

=1 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 throughout the life of the job.

Percentage Invoicing - which is 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 and a Hold Back
percentage entered on the Job Work Order form.

If a Job has been setup with both Install Charges and Recurring Charges, you may first invoice
for the install charges, then create a separate invoice for the recurring charges, or all charges
may be selected for a single Job Invoice.

If Change Orders have been created for a Job, any negative or positive amounts from the
Change Order Install Charges, Material Charges and Recurring Charges will automatically fill into
the invoice. You may build the invoice on the desired charges to be invoiced at the time.

& Make certain that any negative amounts are invoiced with a positive amount. If you do
not invoice all negative amounts combined with positive amounts, at the end of the Job you will
not be able to invoice negative amounts alone. A Job Invoice may net to zero, but may not net
to a negative amount.
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Billing all Charges on one Invoice

In the following scenario, the Job billable items contains:

» Install Charges from the original Job
Install Charges from change orders (both negative and positive)
Recurring Charges from the original Job

YV V V

Recurring Charges from change orders (both negative and positive)

All of these items will be billed on one invoice.

Once the Job Invoice form is displayed, all charges for the Job that have not yet been invoiced
will fill into the invoice lines section of the invoice form.
e Confirm the information in the Invoice Header is correct; make any changes if necessary.

e Inthe Bill RMR area of the Invoice Header, make the appropriate date selections to
determine the number of months that will be invoiced at this time.

e Navigate to the Items tab; confirm the Install Charges are correct.
e Navigate to the Parts tab and confirm Part Charges, if any.

e Navigate to the WIP tab (if displayed); review the amounts of WIP that will be relieved
with this invoice - make any necessary changes to the allocation percentage(s).

e Navigate to the Invoice Footer; accept or change the default Invoice Description. Select or
type in a Contact name if needed; this name will print on the invoice. Type in a note in the
Memo field if desired; remember this memo field will print on the invoice. The more
information provided to your customer relative to the invoice charges, the less likely the invoice
will be challenged by your customer.

e Check for any Billing type Job Notes by clicking on the Notes button to the right of the
Memo field. Any notes displayed may be copied and pasted into the

e If the Invoice will be printed immediately, un-check the Add to Print Queue option.
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Billing all charges on one invoice (continued)

(S Job Invoice E.

Customer Number Category AR Account Tax Group
[1028 &1 | [finstallaton [110110 ~| ] [orange County
: v BIRMR —————— .
Job Invoice e AgngDate [ I
ﬂ A&S Companies, Inc. | New RMR ':k Invoice Date |—lf?i20 16 ;
&ﬁi;ﬁt% B;V;m ( Activation Date Invoice #  [3397
(=
[1/772016 1 1.0, number |
Shell Service Station #1955 Next Cyde Date
Site 23652 Rockfield Bivd [orApr 6 = et
Address:  Lake Forest, CA 92630 \ /| Term [DueOnReceipt v
Salesperson | Blais Oliver ]|

Customer System Exists
me $3,749.86 | parts $0,00] wipmLOC | Custom Buckets |

Item List -~
Item Description Qty Rate Amount| Bill Cyde | |
_!_ Install CCTV-Com Install CCTV System 1 3499 3499,00
|___|Job Part-Com CO=1- Add one camera at rear entrance 1 325 325.00
|__|Job Part-Com COZ2-Credit for one mini-dome camera -1 295 -295,00
1 Managed Access-Com Managed Access 2.83 2.50 7.08 Q
|___|Managed Access-Com Managed Access 2.83 -2.50 -7.08 Q
|__|MON-Com Monitoring 2.83 42,95 121.69 Q
|___|Managed Access-Com Managed Access 2.83 35.00 99.17 Q
_* v
Description [ Installation Services | Sub Total | 3749.85
Ceaact _ZIEI Tax | 318.74
Memo llation of video security system plus =8 | Total [ 4068.60
pro-rated first quarter of monitoring
services,
[¥ Add to Print Queue save | Close |
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Billing Install Charges & RMR Separately

In the following scenario, the Job billable items contains:
» Install Charges from the original Job
Install Charges from change orders (both negative and positive)
Recurring Charges from the original Job
Recurring Charges from change orders (both negative and positive)

VYV V V

Two invoices will be created; one for Install Charges (including amounts from change orders),
and one for the Recurring Charges.

Invoice for Install Charges

(s ] Job Invoice E
Customer Number Category AR Account Tax Group
[1028 &1 | [nstaliation [ 110110 ] & [orange County
Job Invoice AgngDate  [i7j018 L
= | ASS Companies, Inc. Invoice Date [177/2016 =
23652 Rockfield Blivd Activation Date Invoice #  [3397
Lake Forest, CA 92630 =
|1/7/2016 P.O. Number |
Shell Service Station #1955 Next Cyde Date
Site 23652 Rockfield Blvd (o7 = Job Number  [127
Address:  Lake Forest, CA 92630 — [Cmonrecpt =]
Salesperson | Blais Oliver ;I
Items $3,529.00 | Parts $0.00| WiPMLOC | Custom Budkets |
Ttem List -
Item Description Qty | Rate Amount | il Cyde |_|
s om netal ystem 1] :
| B | Install cCTV-C Install CCTV 5 _ 3499 3499,00
|| 30b Part-Com CO#1- Add one camera at rear entrance 1| 325 325.00
|___|Job Part-Com CO#2-Credit for one mini-dome camera -1 235 -295,00
| *] |
Description [ Installation Services -] SubTotal | 3529.00
Contact | ~] gl Tax | 299.97
Memo |Installation of video security system. & | Total | 3828.97
[ Add to Print Queue save | dose
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Notes
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Billing Install Charges & RMR Separately (continued)

Invoice for Recurring Services

(s Job Invoice u

Customer Number Category AR Account Tax Group
[1028 &1 |  [finstallaton [110110 ~| &  [orange County
; (v BlRMR —— , _
Job Invoice himisn AgngDate  [y77016 2
LI A8S Companies, Inc. | New RMR ] | invoice Date [1/7/2016 =
E?‘divgzod:ﬁz': B;Vst - Activation Date Invoice #  [3200
est,
[1/772016 B[] p.0. number |
Shell Service Station #1955 Next Cyde Date
Site 23652 Rockfield Bivd [o1-Apr-16 ] Mokt 124
Address:  Lake Forest, CA 92630 | rem [Due OnRecept =]
Salesperson  [Blais Oliver ~]

Customer System Exists
Items $220.86 | parts $0.00| WIPMLOC | Custom Buckets

Item List -

Item Description Qty Rate Amount| BillCyde | |
|_» | Managed Access-Com Managed Access 2.83 2.50 7.08 Q
|___|Managed Access-Com Managed Access 2.83 -2.50 -7.08 Q
|___|MON-Com Monitoring 2.83 42,95 121.69 Q
|___|Managed Access-Com Managed Access \ 2.83 35.00 99.17 Q

L | /
>

(Resapton [ibrearng -]} b Total TE

Contact ﬂ Tax [ 18.77
Memo Pro-rated first quarter of monitoring =1 Total | 239.63
services.| ]

M dd o (S Job Notes

Date: 1/7/2016 6:27:49 AM
User: Administrator
Type: BilingInvoice for RMR separately from install charges.

Date: 1/7/2016 6:28:20 AM

User: Administrator

Type: BillingInvoice must be hand-delivered to store owner on
the date the installation is completed.
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Progress Billing Install Charges

In the following scenario, the Job billable items contains:

» Install Charges from the original Job

» Install Charges from change orders (both negative and positive)

Two invoices will be created; both for Install Charges (including amounts from change orders).

1%t Progress Invoice for Install Charges

(s ] Job Invoice
Customer Number Category AR Account Tax Group
[1028 &2 | [installation [110110 ~] & Jprange County
Job Invoice Sl AgngDate  [1/772016 fa |
a A8S Comparies, Inc. New RMR InvoceDate [1772016 ;
J 23652 Rockfield Bivd Activation Date Invoice #  [3a02
Lake Forest, CA 92630
1/7/2016 PO.Mumber [
Shell Service Station #1955 Next Cycle Date

Site 23652 Rockfield Blvd
Address: Lake Forest, CA 92630

01-Feb-16

Term

Job Number  [121

Salesperson [ Blais Oliver -

Due On Receipt v

Items $1,500.00 | Parts $0.00 | WIPMLOC | Custom Buckets
Item List -
Item D Qty Rate Amount [ Bil Cyde
|| tnstall CCTV-Com Install CCTV System 1 1500.00 1500.00
*
I Ttems $3,529.00 | Parts $0.00| WIPMLOC | Custom Budkets |
| Ttem List |~
Item Description | Qty| Rate Amount | Bl Cyde
Install CCTV-Com Install CCTV System 1 3499 3499.00
Job Part-Com CO#1- Add one camera at rear entrance 1 325 325.00
Job Part-Com CO#2-Credit for one mini-dome camera 1 95| -295.00
Description | Installation Services v Sy

Contact |

Memo

[V Add to Print Queue

(s} Job Ndtes
Date: 1/7/2016 6:27:49 AM
User:

Type: Bilinglnvoice for RMR separately from install charges.

Date: 1/7/2016 6:28:20 AM

User: Administrator

Type: BillingInvoice must be hand-delivered to store owner on
the date the installation is completed.

Date: 1/7/2016 6:46:55 AM
User: trator

Type: BillingInvoice for Install charges on two invoices: 1st
invoice for $1,500.00 to be presented to customer three days
iprior to installation. Final invoice to be presented on date of
\completion of work by installer or salesperson.
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2nd Progress Invoice for Install Charges (including change order amounts)

s ] Job Invoice E.
Customer Number Category AR Account Tax Group
[1028 &1 | [nstallation [110110 ~| ] [orange County
. " BlRMR ————— =
Job Invoice Sl o AgngDate [i7jm16 I
= | ASS Companies, Inc. | New RMR __| | Invoice Date |1.-‘?i20 16 ;
23652 Rockfield Blvd Activation Date Invoice # [3403
Lake Forest, CA 92630
17772016 P.0. Number |
Shell Service Station #1955 Next Cyde Date
e 23652 Rockfield Bivd [oireb i r= fl il ©
ess! A
Lake Forest, CA 92630 Term | Due OnReceipt v
Salesperson | Blais Oliver ]|
Items $2,029.00 | parts $0,00| WIPMLOC | Custom Budkets |
Item List s
Item Description Qty Amount| Bill Cyde |_ |
|_P | Install CCTV-Com Install CCTV System 1 1999 1999,00
|__|JobPart-Com CO=1- Add one camera at rear entrance 1 325.00
|__|JobPart-Com CO#2-Credit for one mini-dome camera -1 295 -295,00
¥
Description | Installation Services - SubTotal | 2029,00
Contact | L]@ Tax | 172.47
Memo Final installation invoice per contract and SrY | Total | 2201.47
approved change orders.
[¢ Add to Print Queue save | Close |
Notes
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Progress Billing a Percentage of Install Charges

In the following scenario, the Job billable items contains:
» Install Charges from the original Job

» Install Charges from change orders (both negative and positive)

Two invoices will be created; both for Install Charges (including amounts from change orders).

15t Progress Invoice for Install Charges (percentage)

s ] Job Invoice i
Customer Number Category AR Account Tax Group
[1028 &1 | [instaliation [110110 ~| & [orange County
. " BllRMR —————— =
Job Invoice Sl o AgngDate [i7j016 I
_ i i [Mew RMR _| | Invoice Date [1/772016 =
J 23652 Rockfield Bivd Activation Date Invoice #  [3404
Lake Forest, CA 92630 =
[1/7/2016 P.0. Number |
Shell Service Station #1955 MNext Cyde Date
ste. 23652 Rockfield Bivd [oireb i = | el =
A S51 S
e Lake Forest, CA 92630 Term | Due OnReceipt |
Salesperson | Blais Oliver |
Items $999.50 | Parts $0.00| WIPMLOC | Custom Buckets |
Ttem List -
Item Description Qty Rate Amount |} Bill Cyde | |
Install CCTV-Com Install CCTV System 0.5 1999.00 999,50
Description [ Installation Services -] Sub Total | 999,50
Contact | ~] gl Tax [ 54.96
Memo i | Total | 1084.46
¥ Add to Print Queue Save I Close I
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2" Progress Invoice for Install Charges (percentage)

'S Job Invoice E.
Customer Number Category AR Account Tax Group
[1028 &1 | [finstalaton [110110 ~] &  [orange County
2 I BlpMR ——— :
Job Invoice T S AgngDate  [y7016
— | ABS Companies, Inc. | New RMR __| | Invoice Date |1.-‘?;"20 16 ;
23652 Rockfield Bivd Activation Date Invoice #  [3407
Lake Forest, CA 92630
|1/7/2016 P.O. Number |
Shell Service Station #1955 Next Cyde Date
Site 23652 Rockfield Bivd [O1eb16 = Job Number  [127
Address:  Lake Forest, CA 92630 : Term [DueOnRecept  ~]
Salesperson | Blais Oliver ]|
Items $1,029.50 | Parts $0,00| WIPMLOC | Custom Budkets |
Item List -
Item Description Qty Rate Amount| Bill Cyde |_ |
P | Install CCTV-Com Install CCTV System 1 999,5 999,50
|___|Job Part-Com CO#1- Add one camera at rear entrance 1 325 325.00
|| Job Part-Com CO#2-Credit for one mini-dome camera -1 295 -295,00
Description | Installation Services - Sub Total | 1029.50
Cortact | ngl Tax [ 87.51
Memo = | Total [ 1117.01
[V Add to Print Queue Save | Close |
Notes

Page 37 of 37



