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About this Document

This Reference Document is for use by SedonaOffice customers only. This document is not meant to
serve as an operating or setup manual, its purpose is to overview the content contained within, and to
be used for reference purposes only.

SedonaOffice reserves the right to modify the SedonaOffice product described in this document at any
time and without notice. Information contained in this document is subject to change without notice.
Companies, names and data used in examples herein are fictitious unless otherwise noted. In no event
shall SedonaOffice be held liable for any incidental, indirect, special, or consequential damages arising
from or related to this guide or the information contained herein. The information contained in this
document is the property of SedonaOffice and Perennial Software.

This document may be updated periodically, be sure to check our website at www.sedonaoffice.com
for the most current version. Copyright 2008, 2009, 2010, 2011, 2012, 2013, 2014.
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Document Overview

This document is being provided to explain the basic functionality of SedonaSchedule. This document
will cover creating new tickets, scheduling, dispatching, managing tickets, etc. Another document
related to SedonaSchedule is available for download from the SedonaOffice website; SedonaSchedule
Navigation Reference Guide. Please download and read this document prior to reading this document
and before beginning the use of SedonaSchedule.
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SedonaSchedule Overview

SedonaSchedule is an application designed for the creating and managing Service and Inspection Tickets

and for scheduling Jobs. The SedonaSchedule is accessed from the main SedonaOffice application and

runs as a separate application.

All functions related to Service Tickets and Inspection Tickets are performed within SedonaSchedule;

from creation of the ticket all the way though invoicing and closing.

Ticket Types

There a four types of Tickets that are created and managed within SedonaSchedule:

Service Tickets — Service calls performed by company Technicians or in-house troubleshooting
tickets.

Inspection Tickets — Tickets created from the Inspection function within SedonaSchedule and
work is performed by company Technicians. Tickets are generated periodically based on
information setup on the System record of a customer’s Site.

Vendor Service Tickets — Service calls performed by a Service Provider (subcontractor) on
behalf of your company.

Vendor Inspection Tickets — Inspections performed by a Service Provider (subcontractor) on
behalf of your company. Tickets are generated periodically using the Inspection function within
SedonaSchedule based on information setup on the System record of a customer’s Site.

Scheduling - Appointment Types

Technician and Installer appointments are created and displayed on the Schedule Board within

SedonaSchedule. There are various types of appointments that may be created:

Technician Ticket Appointments —for both Regular Tickets and Inspection Tickets.
Vendor Ticket Appointments —for Vendor Tickets and Vendor Inspection Tickets.
Unassigned Appointments — Tickets (all types) and Jobs may be scheduled with the
“Unassigned Technician” and then re-assigned to the appropriate individual once that has been
determined by the staff member responsible for scheduling.

Miscellaneous Appointments — Appointments used for blocking out time on the Schedule
Board when Technicians/Installers are not available to work on tickets or jobs.

Purchase Orders

Purchase Orders may be created directly from a Ticket. A purchase order may be created for Parts or

for Vendor type tickets, a Purchase Order may be created for the services to be performed by the

Service Provider.
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The document is designed to explain how to use the various functions within SedonaSchedule.

Prior to reading this document and using SedonaSchedule, it is important to first read the
SedonaSchedule Navigation Reference Guide. This document provides information on the layout of the
application, terminology which is specific to SedonaSchedule and general navigation within the
application.

Topics covered in this document include:

* (Creating and Processing Service Tickets

Attaching Documents (add-on module SedonaDocs required)
Scheduling Technician Appointments

Adding Parts to a Ticket

Ordering Parts for a Ticket

Dispatching Technician Appointments

Adding Notes to a Ticket

Reviewing Ticket Charges

0O O O 0O O O O

Invoicing Ticket
o Close Ticket
* Vendor Tickets (Service & Inspections) — Creating and Managing
* Inspection Tickets
o Inspection Setup
o Inspection Ticket Creation
* Special Features
o Miscellaneous Appointments
o “Firm” Appointments
o Appointment Clock-out & Clock-in
o Copy & Paste Appointments
* Open Jobs List
o Scheduling & Managing Job Appointments
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Launching SedonaSchedule

SedonaSchedule is launched from the main SedonaOffice application. From the main application menu,
click on the Service menu option. In a few seconds the SedonaSchedule application will be displayed.

SedonaOffice
File Edit View SedonaOffice Customer Query Tools Window Help
IEE T Y YT s B E T EREY DOIEN -1 1K
BedonaOffice =)
I® souc 2015

Client Management
[+-{@& Accounts Receivable
General Ledger
[#¢{@ Accounts Payable
g Inventory

Job Management

SedonaOffice

The #1 Financial Software for Security Companies

g Lock Table Maintenance
@) Management Summary

éﬂReport Manager WWW.SedonaOfﬁce.Com

« SedonaSetup

The SedonaSchedule application will open displaying the view last displayed when exiting the
application. When opening SedonaSchedule for the first time, the Schedule Board will be displayed.

3 e —)
AT )T SedonaSchedule - SOUC 201526237 [E=R el

N

> View | ServiceOptions  SageQuest Jobs Options

E i; =1 [ K:] & Ticket Queue 4§ Removed Parts Warning Count =0 TicketsList ~ |OC Techs ~ 3| @ Show Unassigned @ # @ Open Customer
= & Group Tickets & Miscellaneous Appointments | Warning List ~ Display Group Technicians ~ | Group Day Within Owner () % @ Refresh Schedule
Show/Hide Tod: Week Month . -
CalendarBar oy | |Day -4, Inspection Creation & Open Jobs Tickets On Site Zoom @ =) O |[Ticket )
Navigation Arrangement SedonaMonitor Calendar Options. Tools
& Calendar 1221
4+ December 2014 January 2015 » - Ogden Ocean Orlando Smith d Oscar Martin Ozzie Wilson
SMTWTFS SMTWTFS
123456 123
78910111213 456782910
14151617 18 19 20 111213141516 17

211222324 25 26 27 181920212223 24
282930 31 25262728293031

—oe

5:00
System -
Contact

7:00
Problem 8:00
Technician | o
Scheduled M 10:00
Dispatched [+] @ 11:00
Arrived [+] @ | 12p
Departed E 2] @ 1:00

B save | [@Edit
Notes | [ Map | |EZ Email

10:00

Refreshed: 12/21/2014 4:31:42 AM

(A Unscheduled (0) | @ Detail /~  11:00
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Where to Start a New Service Ticket
There are three different locations within SedonaSchedule where you may begin the creation of a

Service Ticket.

1. To create a Ticket but not schedule an appointment at this time, click on the + located at the

upper left of the application. The Customer Search form will be displayed to located the account
for which the Ticket will be created.

4 December 2014
SMTWTF S
123456
78910111213
1415 1617 18 19 20
21 22[23] 24 25 26 27

January 2015 »
SMTWTFS

123
45678910
111213141516 17
181920212223 24

(AR

- q New Service Ticket tions SageQuest Jobs Options

B & =3 = & Ticket Queue & Removed Parts
- i = & Group Tickets {& Miscellaneous Appointments
Show/Hide  Today Day | Week Month i i .
Calendar Bar -4 Inspection Creation 4* Open Jobs
Navigation Arrangement
= Calendar 12723 N\
[Unassigned] Ogden O

7:m

2829 25 26 27 28 29 30 31

’\

—

2

2. To create a Ticket but not schedule an appointment at this time, click on the icon, then

select the New Service Ticket option. The Customer Search form will be displayed to located the
account for which the Ticket will be created.

New Service Ticket rd
Exit "
pb:
I
@ Calendar 12723

4 December 2014 January 2015 »
SMTWTFS SMTWTFS
56 123
45678
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Where to Start a New Service Ticket (continued)

3. To create a Ticket and schedule a Technician for a particular date and time, you would use the

“Double-Click to Add” method. First make certain the button to the left of Wrench Icon in the
Calendar Options Ribbon group is selected.

On the Calendar, click on the date of when the Technician Appointment will be scheduled.

Within the Schedule Board, located the Technician and timeslot for the Ticket and double-click.
The Customer Search form will be displayed for locating the account for which the
Ticket/Appointment will be created.

st SedonaSchedule - SOUC 2015 26,237
g ~~
~ | View Service Options SageQuest Jobs Options ‘ix
@ :» = ] 7| Ticket Queue & Removed Parts © Waming Count=4 TicketsList » |OCTechs ~/E3| ¥ Show Unassigned c © Open Customer|
- : & Group Tickets ) Miscellaneous Appointments  Warning List + Display Group Technicians ~ | Group Day Within Owner ~T7 7% @ Refresh Schedy
Show/Hide ~Today || Day | Week Month . o
Calendar Bar ’ v 4 Inspection Creation 7 Open Jobs Tickets On Site Zoom O || Ticket
Navigation Arrangement SedonaMonitor Calendar Options Tools,

Calendar

< December 2014 January 2015 .." [Unassigned] Oscar Martin Ogden Ocean Ozzie Wilson Orlando Smith Orson
SMTWTFS SMT wWaees

123456 - 123
7890112 Ps56789100 —
14 1546 9‘20 111213141516 17 7
21 .' 252627 1819202122324 —
28 2331 5262728293031
- C_ )
Double-Click on the
Site 9% Schedule Board for the
I Tech & Timeslot for the
10 Ticket Appointment

System

Contact 11

Problem 39 om

Technician [+] 127

Scheduled 1

Dispatched [l 4 (@ o

R —
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Where to Start a New Service Ticket (continued)

A Ticket may also be started while working in a Customer Explorer record of the main SedonaOffice
application. Within the System area of the Customer Tree, highlight the Service menu option, right-click
and select the New Service Ticket option. The software will re-direct you to the SedonaSchedule
application and a blank Ticket form will be displayed to continue processing.

61004 Precision Tune Auto Care (SOUC 2015) \
[ Precision Tune Auto Care + |Precision Tune Auto Care Balance Due:
vvvvv ._{ Customer Inf_ormatlon 1191 E Main St Total Active RMR :
..... . Pa”yment Options El Cajon, CA 92021 Total Active RAR :
&L Bill To Customer Type:
E|--a}' 1191 E Main St El Cajon, CA (619) 3259821 Customer Siynpce'
& st? Contacts Salesperson:
=-[3 Si ;
B[] (1) 1191 E Main St El Cajon, CA # of Disp Last 90
B[] Systems Ticket | System Account | Date | customer Comments

B[] 23-01-3365 Intrusion Systen
Q Documents

45 Equipment

{5 Equipment History

-y Inspections

#-[ ] Notes

- @ Recurring
{2 Recurring History

e o-Master Items
%ﬂ Service

m

ﬁ Contacts New Service Ticket )
~[&=] Credit Memos Refreah

Documents

-4 Inspections |

-{&] Invoices
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Creating a New Service Ticket from SedonaSchedule

This section will describe how to create a new Service Ticket (but not schedule an appointment) in
SedonaSchedule.

1. To create a Ticket but not schedule an appointment at this time, click on the +| located at the
upper left of the application. The Customer Search form will be displayed to located the account

for which the Ticket will be created.

7 Y+
y 2l

-] quw Service Ticket tions SageQuest Jobs Options

[E ﬁ ?T f Ticket Queue + Removed Parts
- — I b Group Tickets {2 Miscellaneous Appointments
Show/Hide  Today Day | Week Month iy
i -4 Inspection Creation 4* Open Jobs
Navigation Arrangement
= Calendar 11223 N\
| o, o od]
< December2014 January 2015 » L Ogden 0
SMTWTFS SMTWTFS
1234586 123
7 8910111213 4567891
1415 1617 18 19 20 111213141516 17 72"
21 22[23) 24 25 26 27 181920212223 24
28 28 252627282930 21

2. The Customer Search form will be displayed to located the account for which the Ticket will be
created. Enter the search criteria; once the correct customer system is located within the list,
double-click on the row to open the Ticket form.

© Customer Search c=are
#5 Search Criteria
(© Customer # © System Account Branch Selection
©) Address () Service Ticket [¥] OrangeCounty N
(© Telephone ©) Invoice # SD San Diego N
*) Bill Contact © Credit #
() Stte Contact ©) Check #
") Site Number
Sl [F] Show Inactive Systems [7] Hide Inactive Branc
[7] Show Cancelled precision

e T B B K

Precision Tune_  Printed Invoice 1191 EMain St

»
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Creating a new service ticket from SedonaSchedule (continued)

3. Typically the first data entry form will be displayed is the Service Ticket form, however, if any

“Critical Messages” have been setup for the Customer, the System or the default Service
Company associated with the System, the Notifications page will first be displayed. Once the

messages have been read, click on the Service Ticket button on the Ribbon in the header area of
the Ticket.

s - - New Ticket

& Critical Messages (1) |

o’ =) (=28 b = "3

Appointments Billing Documents Equipment Journal Notes Other Purchase Service Ticket Ticket -

and Labor and Parts Items Orders History Log Group ’e -
Go To ‘_e’ Notifications

-
Created 12/23/2014 4:30:08 AM Contagie ! |Z|
ne Auto Care ’f

e Auto Care Created By Administrator = > Phone Ext

El Cajon CA 920 Status Open - = Notify
-
-
PR
System Message -

Entered By: Administrator
Expires: Never

System take-over from ADT. No warranty on ipment or labor that was installed by ADT.

Read Messages, then click on the
Service Ticket Button to continue
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Creating a new service ticket from SedonaSchedule (continued)

4. Filling in the Service Ticket Form - The left side of the Service Ticket form is mainly display-

only information related to the System. The Service Company and the Service Level fields

located at the lower left side of the form automatically fill with the values setup on the System

record. Both of these fields may be overridden if necessary.

The right side of the form is where most of the data entry is performed. Each data entry field

will be explained on the following pages.

When finished filling in the Service Ticket form, click on the Save button located at the lower

right of the form to continue processing.

i s . New Ticket (e
1 J’\ =
- Ticket
- kgl Critical Messages (1)
o/ == (=8 £ =] { v
Appointments Billing Documents Equipment Journal Notes Other Purchase Service Ticket Ticket
and Labor and Parts Items Orders History Log Group
Go To Notifications
Customer 1004 Created 1 14 4:39: )
Precision Tune Auto Care 22302014 43524 A Contact =] \
Site Precision Tune Auto Care Created By Administrator Phone Bxd
1191 E Main St .
El Cajon CA 92021- Status Open Notify /
l(:] Site and System Detail \ (Ticket Detail \
System Account  23-01-3365 CH Probles [~
System Type Intrusion Secondary Problem E]
Panel Type VISTA 1288 Route Code E]
Location Utility Closet-SE comer of shop E tise 1 E]
Next Inspection Priorty E]
Site Phone (619) 325-9821
Estimated Length 0
Map Code
Comments = -
Cross Street v
Warranty None "
Warranty End Expired Service Coordinator E}
Memo Technician E]
Comments PO #
Notes Category Service E]
Secondary Account / \ Resolution E]j
. TaUse Payment Information On File
Service Company  SD v
= E © None
Service Level T&M-Com E|
B Save
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Creating a new service ticket from SedonaSchedule (continued)

a.

Contact Information — In the Contact field, click on the drop-down arrow to the right of

the

field to select from Site Contact on file. If no Contacts appear on the drop-down list, you

may create a Contact record on the fly by clicking on the telephone icon to the right of the

Con
Con

tact field and filling out the information. This contact will then be saved to the Site
tact list for future use and fill in on the current Service Ticket.

If you do not want to select an existing contact or create a contact record, you may manually
type in the Contact Name, phone number, and in the Notify field you may enter the contact’s
email address. The contact name and phone number will print on a Ticket and be displayed
to Technician’s using the FSU (field service unit).

New Ticket

Site

Customer

Ticket

g7l Critical Messages (1)

- |e==| =Y, fact

Other  Purct Service Ticket Ticket

Appointments Billing Documents Equipment Journal Notes

Items Orders

and Parts

Go To

and Labor Log Group

History

Notifications

1004
Precision Tune Auto Care

Created Greg Wilson| E 13

(619) 325-9821

12/23/2014 4:39:24 AM Contact

Precision Tune Auto Care Created By Administrator Phone

1191 E Main St

El Cajon CA 92021- Status Open Notify greg.wilson@ptac.com
=] Site and System Detail Ticket Detail
System Account  23-01-3365 Problem [+
—Sytem Type __Intusion SecandeniProblen, L
b. Problem Code —This is a required field — make a selection from the drop-down list that

best describes the purpose of the ticket being created.

Secondary Problem — If there are choices available when clicking on the drop-down
list, make the appropriate selection according to your company’s policies and

procedures.

Route Code - If there are choices available when clicking on the drop-down list, make
the appropriate selection according to your company’s policies and procedures.
Expertise Level, Priority and Estimated Length — These three fields will
automatically be filled in based on the Problem Code selected. Each of these field
choices may be overridden. The Estimated Length value is used when scheduling a
Technician appointment — this is the amount of time required to complete the service call
(including drive time to the site).

Comments — This field is used to enter a brief note as to the purpose of the ticket. After
saving the ticket, any information entered into this field will create the first Ticket Note
which is viewable from the Ticket Notes button on the Ticket. If a comment is not
entered into this field prior to the initial save of the Ticket, but information is later
entered into this field, the information will not be saved to the Ticket Notes. A maximum

of 256 characters are allowed in the Comments field.
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Creating a new service ticket from SedonaSchedule (continued)

8.

When finished

Service Coordinator—The staff member for managing this ticket. If your company is
using this field, make the appropriate selection from the drop-down list.

Technician —You may make a selection from the drop-down list if you have a preferred
Technician for the Ticket. This will not create or schedule an appointment —just a
reminder to the person scheduling appointments.

PO# - If your customer has provided a purchase order number to be used when invoicing
the Ticket, enter that value into this field. If the PO# field label is displayed with a bold
font, this indicates a PO# is required for the Ticket; the ticket may not be saved without
entering information into this field.

Category — This field typically should not be changed — this is for accounting purposes
and the default is coming from setup options.

Resolution — A User will make a selection in this field once the work has been
completed. The choices in the drop-down list define how the Ticket was Resolved.

filling in the Service Ticket form, click on the Save button located at the lower right of the

form to continue processing.

Completed Service Ticket Form

N \ R New Ticket ==
G ) =2
© | Ticket
& g Critical Messages (1)
o/ - = 8 & | '
Service | Appointments Biling Documents Equipment Joumnal Notes Other P Ticket Ticket
Ticket and Labor and Parts Ttems Group
Go To Notifications
Customer 1004 Created 123/ : Greg Vil =
K SN, 12/23/2014 6:32:46 AM Contact reg Viilson [+]
Site Precision Tune Auto Care Created By Administrator Phone (619) 325-9821 Ext
1191 E Main St
El Cajon CA 92021- Status Open Notify greg wilson@ptac.com
I [= Site and System Detail Ticket Detail
System Account 23013365 Problem “Add Equipment [~]
System Type Intrusion Secondary Problem E
Panel Type VISTA 1288 Route Code E
Location Utility Closet-SE comer of shop Expertise 3 E]
Next Inspection Priorty Medium E]
Site Phone (619) 3259821
Estimated Length 90
Map Code
Comments Install keypad with weatherproof housing outside rear  »
Cross Street ¥ | entrance
Warmanty None o
Wananty End Expired Service Coordinator | | E]
Memo Technician E]
Comments PO#
Notes Category Service E]
Secondary Account Resolution E
Keys
. 721 Use Payment Information On File
Service Company SD - =
e ‘z’ @ None
Service Level | T&M-Com [+]
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Creating a new service ticket from SedonaSchedule (continued)

5. Custom Fields —Once the Service Ticket form has been saved, the next form to open will be
the Custom Fields form. Fill in the fields according your company’s policies and procedures. If
the Custom Fields form is not displayed, either the User has not been granted permission to this

form or your company is not using this form.

. Ticket #1010 == |
— ) _“I ’ .| Notes =]—" Service History = [l Critical Messages (1)
) () ’ 1 -8 / )
- —‘ = e Other Items | Ticket Log
Custom bpointments  Billing Documents Equipment Journal __ L
Fields and Labor —7d s [ Purchase Orders . Ticket Group
Go To Notifications
Customer 1004 Created 1 -32- Greg Wil
Precision Tune Auto Care 2/23/2014 6:32:46 AM Contact reg Wilson E
Site Precision Tune Auto Care Created By Administrator Phone (619) 325-9821 Bxd
1191 E Main St
El Cajon CA 92021- Status Open Notify greg.wilson@ptac.com
II | | Tables
User Table 1 [~
User Table 2 [~
User Table 3 (=]
Text
User Text 1
User Text 2
User Text 3
User Text 4
User Text 5
« Checkboxes 3 Money
Check Box 1 ) Money Label 1 0.00
Check Box 2 [ Money Label 2 0.00
Check Box 3 ]} A Dates
Check Box 4 ]
Check Box 5 [}

The preliminary data entry is now complete. The Ticket will be displayed in list of un-scheduled tickets
and appear in the Ticket Queue.
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Documents
If your company has purchased the add-on module SedonaDocs, Users with permissions are able to scan
in or attach previously saved documents to Tickets.

Add an Existing Document to a Ticket
To add an existing document to a Ticket, open the desired ticket and click on the Documents button
from the ribbon. Click on the New button located at the lower right of the Documents form.

The Select a File window (windows file explorer) will be displayed. Locate the document to be attached
to the ticket, then click the Open button at the lower right of the Select a File window.

~— . R |
s - - - Ticket #1010 L&
(g
7 Ticket
B /. o, [ 4 o] Notes = Service Histol 1 Critical Messages (1)
s B 0 g i St
— Other Items | Ticket Log

I Service Custom Appointments Billingl | Documents | fquipment Journal __ o
Ticket Fields i [ [=] Purchase Orders 3+ Ticket Group

Go To Notifications
Customer 1004 ||/ Q) select a File - reg Wilson B
Precisiol @ — | s v ml
I « Doc » Inf - Search Misc Information
Ste Precisiof| &\~ = ; 2 Th9) 3259821 Ex
1191E Ceani New fold =
El Cajon e e =>4 e =g.wilson@ptac.com
‘ Documents library Arrange by:  Folder ¥
I Misc Information ’
Name Date modified -
= Ticket 1010 Site photo for placement of new keypad 12/23/2014 7:43 AM
ﬂ_] Barcode printer information 12/18/2014 11:40 AM Uploaded
@_] Part Kit setup and allocation 9/11/2014 AM

@] In_Journal Inventory Activity IDs and descriptions 5/23/2014
&) Long Note Text 5/14/2014 y
Monthly Aging Buckets 4/29/2014 5:44 AM
@_] Payroll Import-Other-Spec and Samplexls 4/23/2014 2:14 PM >
« M ’
lr Ticket 1010 Site photo for placement of n... Rating
" PEG image Dimensions: 685 x1052 \
File name: Ticket 1010 Site photo for placeme v [Allfiles () - \\

Open |+ [ Cancel ]
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Ticket Documents (continued)

A row will open in Documents [list] area; the File name will fill in (with the name of the document

selected from the windows file explorer).

Type in a Description for the Document (required)

* Select a Document Type from the drop-down list(required)
* Select a Security Level from the drop-down list (required)

Click the Save button when finished. The User and Uploaded fields will automatically be populated
when clicking on the Save button. Follow the same steps to attach additional documents to the ticket.

| 4
‘(;b\ TR —— ® - Ticket #1010 - -
— Ticket
(% [;: ™ |_‘ A o Notes {= Service History g Critical Messages (1)
-7 t ’ - _o} 4 .
g - L % Otherltems |0 Ticket Log
|| Service Custom Appointments Billing | Documents | Equipment Journal __ N
Ticket  Fields and Labor and Parts (= Purchase Orders .} Ticket Group
Go To Notifications
Customer 1004 Created 1 14 6:32:46 AM Contact Greg Wilson
Precision Tune Auto Care 222014632454 s bl E]
Site Precision Tune Auto Care Created By Administrator Phone (619) 325-9821 Ext
1191 E Main St -
El Cajon CA 92021- Status Open Notify greg wilson@ptac.com
Documents
% C:\Users\Carolyn\D Site Photo v v
- 1-NoRestriction
Type Descrlptllon 2 - Customer Restricted
AHJ Form = Responding Agency |7 . Management Only
AP Accounts Payable
Diagram  Diagram
HR Human Resources
INV Inventory
Manual  Manual
Pictures  Pictures

Page 20 of 120

Last Revised: December 2014 Rev. 1




SedonaOffice’ SedonaSchedule Functionality

The #1 Financial Software for Security Companies Reference Guide

Ticket Documents (continued)

Removing a Document from a Ticket
If a document was attached to a Ticket in error, you may delete the document from the Ticket.

Open the desired ticket and click on the Documents button from the ribbon.

Select the document to be deleted by clicking once on the right arrow on the document to be deleted.
Press the Delete key on your keyboard. A confirmation message will be displayed asking if you are sure
you want to remove this document [from the ticket]; click the Yes button to confirm.

Note: User Group Permissions are required to be able to delete a document.

L% |

Ticket #1010

N

4 o] Notes = Service History
.g# 4 L
4 Otherltems (i TicketLog
Service Custom Appointments Billing | Documents | Equipment Journal __ -

Ticket  Fields and Labor and Parts [=] Purchase Orders
Go To Notifications

k7l Critical Messages (1)

¢ Ticket Group

100 Created  12/23/2014 6:32:46 AM Contact | Greg Wilson
Precision Tune Auto Care

Precision Tune Auto Care Created By Administrator Phone (619) 325-9821
1191 E Main St

El Cajon CA 92021- Status Open Notify greg wilson@ptac.com

» Ticket 1010 Site photofor pla_  Site Phol d Administrator

'\.l Are you sure you wish to remove this document?
W' All unsaved changes will be saved.

!1‘!!! [ Yes ] 5 No ;

i
D
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Ticket Documents (continued)

Scanning a Document to a Ticket
To Scan in a document to a Ticket, open the desired ticket and click on the Documents button from the

ribbon. Click on the Scan button located at the lower right of the Documents form.

The SedonaScan interface form will be displayed. Type in a name for the file that will be created as a
result of the scan. Type in a Description for the scan file. Select a Security Level and Document Type
from the drop-down lists. Click on the Scan button. Once the Scan has finished, click on the Save button
located at the lower right of the Ticket Documents form.

% SedonaScan

Service

File
Description

Security Level 1 - General

Document Type [AHJ Form

SedonaScan | Scanner Software

Status EPSON XP-310 Series Ready

For Testing
Save Settings [ Duplex

Cancel
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Ticket Log

The Ticket Log is used to view actions and activities performed on a Ticket. Not every event is recorded
to the Ticket Log, but major events that are helpful when researching who did what and when.

This information may not be modified — view only.

( ‘\' CE - — — ® -~ Ticket #2397 -
A _/ S

Ticket
J.}J E u |—\I x:g} Jm} ] > E] 3 = ¢\ Final Demand LTR

l Service Custom | Appointments Biling Documents Equipment Journal MNotes Other Purchase Servicd

Ticket Fields and Labor (0) and Parts (1) Items Orders (1) Histon)
GoTo Notifications
5774 26
Customer Johnson, Michael Created 9/3/2014 8:36:17 AM Contact [ B
Site Michael Johnson Created By Administrator Phone Bxt
75 Avonwood Road
Plymouth MI 48170 Status Scheduled Notify

12172014 602AM —— T N Commants from (o5 ing extindl
12/17/2014 6:01 AM Administrator DELETE Deleted Part IM1270

12/17/2014 5:51 AM Administrator ADD Added Part IM1270

12/17/2014 5:41 AM Administrator DELETE Deleted Part IM1270

9/3/2014 8:39 AM Administrator DELETE Deleted Appointment N/A $/3/2014 9:00:00 AM

9/3/2014 8:38 AM Administrator UPDATE Updated Appointment for [Unassigned] 9/3/2014 5:00:00 AM
9/3/2014 8:36 AM Administrator ADD Added Appointment for Mark. Taylor /3/2014 8:00:00 AM
9/3/2014 8:36 AM Administrator ADD Added Service Ticket 2397
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Service History

The Service History will display a list of all Tickets (both open and closed) created for all Systems

associated with the Site. You may double-click on any Ticket in the list to open and review the
information.

J

(A8 )= - e o - Ticket #2397 - et
N7

Ticket

F B O § 2

:9} Jx.:f g A E]

J4», .2\ Final Demand LTR

2

' Service Custom | Appointments Billing Documents Equipment Journal Notes Other Purchasi Service NJiicket Ticket
Ticket Fields and Labor (0) and Parts (1) Items Orders (1§ | Histol \ Group
GoTo Notifications
5774 .26
Customer  274%  Michael Created  9/3/2014 8:36:17 AM Contact [~
Site Michael Johnson Created By Administrator Phone BExt
75 Avonwood Road
Plymouth MI 48170 Status Scheduled Notify

e Jal] CisaneCommn |
122712014 2402 OP 3350 Camera - N Entrance camera out of focus.
041212014 2377 CL 5774 Camera - 4Replace Y

07/29/2013 2350 SC 5774 AC Power Failure 4 Replace Y
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Scheduling Ticket Appointments

Technician appointments for tickets may be created using one of three methods; from the Ticket by
clicking on the New Appointment button, by dragging and dropping the ticket from the Un-scheduled
Ticket List onto the Schedule Board or by double-clicking in a Technician appointment slot within the
Schedule Board which will create and schedule the Ticket in one step.

If more than one Technician appointment is needed for the Ticket (a different Technician or the same
Technician on another day), repeat the steps below for each appointment needed.

These scheduling methods may be used for any type of Ticket.

Scheduling a Technician Appointment from a Ticket
To schedule a technician appointment from a Ticket, you must first open the desired Ticket.

Click on the New Appointment icon located above the Ticket ribbon.
- - Ticket #1006 \
| f -
-
y - - N ‘ _‘: ’ u
| U R P
Service | Custom | Appointments Billing Documents Equipment Journal Notes
Fields and Labor (0) and Parts (1) Ite
Go To
Customer 1001 . Created  12/21/2014 1:44:16 PM
Johnson, Alexis
Site Johnson, Alexis Created By Administrator
25165 Derby Circle
Laguna Hills CA 92653 Status Open
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Scheduling Ticket Appointments (continued)

The Schedule Ticket form will be displayed. The Schedule Board will default to today’s date. If the
appointment is being scheduled for a future date, click the desired date on the Calendar.

Once you have determined which Technician and the time for the appointment, double-click on the
desired timeslot in the column for the desired Technician.

January 2015 ¥\ Display Group | OC Techs
SMTWTFS SMTWTFS
45

°

78910111212 678910 7 Oscar Martin Oscar Martin ocC
14151617 18 19 20 111213141516 17
Ogden.Ocean Ogden Ocean oc
| 22; g ;‘1‘ BE2A ;g ;z gg ;; g ig ;‘ Ozzie.Wilson Ozzie WWilson oc
Orlando.Smith Orlando Smith oc
Orson.Goodman Orson Goodman oc

m._|»

JEEEE

1

L i Oscar Martin 0Ogden Ocean Ozzie Wilson Orlando Smith Orson Goodman

A confirmation message will be displayed with your selections for the Technician Appointment. If this is
correct click on the Yes button.

Create Appointment

Are you ready to create an appointment for Oscar.Martin at 12/23/2014 9:00:00
AM?

The Appointment will now be displayed on the Ticket Appointments and Labor form and on the main
Schedule Board for the date selected.
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Scheduling Ticket Appointments (continued)

The Appointment will now be displayed on the Ticket Appointments and Labor form and on the main

Schedule Board for the date selected.

P
lf T3 g Dispatch - ® Ticket #1006 s (i)
o Ticket Dispatch
(Zp _ . T TN o — = =\ 0
D - 3 d - — » 7
& ks 0 l_—l g g o = ; s &5
|| Service Custom || Appointments | Billing Documents Equipment Journal Notes Other Purchase Service Ticket Ticket
Ticket Fields and Labor (0) and Parts (1) Items Orders (0) History Log Group
GoTo Notifications
Customer 1001 ) Created  12/21/2014 1:44:16 PM Contact [~
Johnson, Alexis
Site Johnson, Alexis Created By Administrator Phone (949) 910-2230 Ext
25165 Derby Circle
Laguna Hills CA 92653 Status  Open Notify aljohnson@gmail.com
II Labor
Manual Labo [¥] Service Fee
Hours Rate Amounts
Regular 0.0 60.00 Total Labor 0.00 Amount 60.00
Overtime 0.0 90.00 Tax 0.00
Holiday 0.0 120.00 Total Amount $0.00 B Save
Oscar Martin 12/23/2014 9:00 AM B 120 0 0
~
~
S
~
~
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Scheduling Ticket Appointments (continued)

Scheduling a Technician Appointment from the Schedule Board

Technician appointments are scheduled from the Schedule Board by using the drag and drop method
from the list of Unscheduled Tickets list.

You must have the Day view selected from the Ribbon to be able to drag and drop a ticket onto the
Schedule Board.

Determine which date will be scheduled; click on the date in the calendar to view available Technicians

for the date. Next hold the left mouse button down while on a ticket in the Unscheduled List then drag
the ticket to the desired Technician column and time slot, then release the mouse.

When releasing the mouse, a message will be displayed confirming you want to schedule the

appointment with the technician on the date and time where you are dropping the ticket; click the Yes
button to continue.

123456
78910111213
1415 1617 18 19 20
21 220 24 25 26 27
2829 30 31

1
456738
1112131415
181920212223 24
252627282930 31

2
91
161

7

& 75\ +" & SedonaSchedule - SOUC 2015 2.6.237
i)
- View Service Qptions SageQuest Jobs Options
@ ;>° 7| 7 Ticket Queue 3 Removed Parts @ Warning Count =5 TicketsList ~  OCTechs ~/E3| @) Show Unassigned
- ¢ Group Tickets {2 Miscellaneous Appointments Warning List ~ Display Group Technicians ~ Group Day Within Owner
Show/Hide  Today ek Month . . . ) .
Calendar Bar 4 Inspection Creation % Open Jobs Tickets On Site Zoom =)
Navigation Arrangement SedonaMonitor Calendar Options
E Calendar 12/23
7 D ber 2014 January 2015 5 [Unassigned] Oscar Martin 0Ogden Ocean Ozzie Wilson Orlando Smiti
SMTWTFS SMTWTFS

Include [V] Services [ Inspections [~ Vendors

—

8] 1 v] oo | oo <] an Y
1003 SD 100-08 Johnson F
1010 SD 1004 Precision |

» 1005 oc 1002 SamMarl | ———
1007 ocC 100-15 Johnson F

TKT 1006 - Insp-Other
(Medium) Laguna Hills
Johnson, Alexis @25165 Derby
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Scheduling Ticket Appointments (continued)

Dragging a Ticket to the Schedule Board

Yy, . s ¥
I J'} + | SedonaSchedule - SOUC 2015 2.6.23

— View Servic; ions SageQuest Jobs Options
E E’ n|=; =] =]  Ticket Queue 483 Removed Parts @ Waming Count=5 TicketsList ~ | OCTechs v E3| ¥ Show Un
: — - ¢ Group Tickets {2 Miscellaneous Appointments Warning List ~ Display Group Technicians ~ Group D
Show/Hide  Today Day ||Week Month i . . . .
CalentarR s | -4 Inspection Creation g* Open Jobs Tickets On Site Zoom
Navigation Arrangement SedonaMonitor Calendar Options
Calendar [12/23
i D 2014 J ry 2015 5 I igned] Oscar Martin 0Ogden Ocean Ozzie Wilson
SMTWTFS SMTWTFS
123456 123
7 89101112 4 6 8 910
819 3

13 567
14154647 181920 111213141516 17
21252527 1192021222324,
28 233041 25 26 27 28 28 30 31

Include Services [ | Inspections [] Vendors

—
1003 SD 100-08 Johnson F 5:00

[

TKT 1006 - Insp-Other
(Medium) Laguna Hills
Johnson, Alexis @25165 Derby
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Delete a Technician Appointment
If an appointment needs to be deleted, this may be accomplished from the Schedule Board or from the
Appointments and Labor form of the Ticket. Both methods are described below.

Delete an Appointment from the Schedule Board

From the Schedule Board, click on the appointment to delete, and then press the Delete key on your
keyboard. A confirmation message will be displayed asking you if you are sure you want to delete the
appointment; click on the Yes button to confirm.

The Ticket will be removed from the Schedule Board and will appear in the list of Unscheduled Tickets if
no other appointments exist for the Ticket.

(f\ Sy ai SedonaSchedule - SOUC 2015 2.6.23

View
Show/Hide
Calendar Bar

Service Options

SageQuest

Jobs Options

Today

Navigation

4 December 2014
SMTWTFS
1234586
7 8910111213
14 15 1617 18 13 20
21 2223[24] 25 26 27
28 29 30 31

Day | Week Month

January 2015 »
SMTWTFS

123
4567889310
111213141516 17
181920212223 24
2526 27 28 29 30 31

f Ticket Queue
¢ Group Tickets

43 Removed Parts

{2 Miscellaneous Appointments

@ Waming Count=5 TicketsList ~ OCTechs
Warning List ~
Tickets On Site

Display Group Technicians ~

v Lj‘ V| Show Unassign:
Group Day Withi

-4, Inspection Creation #* Open Jobs

Site

System

Contact
Problem
Technician
Scheduled
Dispatched
Arrived
Departed

[T New Appt

| Tkt 1006(SC)

Johnson, Alexis
25165 Derby Circle
Laguna Hills CA 92653

10-03-2201 Intrusion
Alexis Johnson
(949) 910-2230
Insp-Other(Medium)
Oscar.Martin E]
09:00AM ~

H @

=10

HEE]

2l (=@

[ Notes | = Map | [0 Email |

Arrangement

12/23

[Unassigned]

Oscar Martin

SedonaMonitor

Zoom =]

Calendar Options

Ogden Ocean

Ozzie Wilson

TKT 1006 - Insp-Other

(Medium) Laguna Hills

Johnson, Alexis @25165 Derbyfl] ~-PPOintment Delete

Are you sure you want to delete this appointment?
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Deleting an Appointment (continued)

Delete an Appointment from a Ticket

Open the desired Ticket and click on the Appointments and Labor button on the ribbon. In the grid area
of the form, click on the appointment you wish to delete. Press the Delete key on your keyboard. A
confirmation message will be displayed asking you if you are sure you want to delete the appointment;
press the Yes button to confirm.

The Ticket will be removed from the Schedule Board and will appear in the list of Unscheduled tickets
only if there are no other appointments scheduled for the Ticket.

Note: If the appointment has already been dispatched, it may not be deleted. You must first open the
Dispatch form and clear out the dispatch times and save, and then will be able to delete the
appointment.

~ o - [ =
J f (O Dispatch Ticket #1006 —
- Ticket Dispatch
(29 — TN TN o ) e 3 — = 0
—~ = ] ‘ - = I
\) [:J |_l l _&,Ir Jle w E] : 5 &gy J
I Service Custom || Appointments | Billing Documents Equipment Journal Notes Other Purchase Service Ticket Ticket
Ticket  Fields and Labor (0) and Parts (1) TItems Orders(0) History Log Group
Go To Notifications
Customer 1001 A Created  12/21/2014 1:44:16 PM Contact | Alexis Johnson [~
Johnson, Alexis
Site Johnson, Alexis Created By Administrator Phone (948) 910-2230 Ext
25165 Derby Circle - -
Laguna Hills CA 92653 Status Scheduled Notify al johnson@gmail.com
II Labor
Manual Labo [¥] Service Fee
Hours Rate Amounts
Regular 00 60.00 Total Labor 0.00 Amount 60.00
Overtime 0.0 90.00 Tax 0.00
Holiday 0.0 120.00 Total Amount $0.00 B Save
Oscar Martin 12/23/2014 9:00 AM m 120 0 0
| |
| 4
SedonaOffice
lOi Are you sure you wish to delete this appointment?
|
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Re-Schedule an Appointment
If an appointment needs to be re-scheduled, this may be accomplished from the Schedule Board or from
the Appointments and Labor form of the Ticket. Both methods are described below.

Re-Schedule an Appointment from the Schedule Board
If you are re-scheduling the appointment for the same day, simply drag the appointment to another
time slot for the same Technician or drag to a different Technician on the Schedule Board.

If the appointment needs to be re-scheduled for a different date, click on the appointment on the
Schedule Board, then press the Edit button at the lower right of the Ticket Detail Viewer (below the
calendar).

The Ticket Dispatch form will be displayed. You may change the date/time for the current Technician or
select a different Technician from the drop-down list and select a new appointment date/time. When
finished, click the Save button at the bottom of the Ticket Dispatch form.

L/'J\ + &% SedonaSchedule - SOUC 2015 2.6.

- View Service Options SageQuest Jobs Options
@ T_:_>°7 I'; 1| 7| &” Ticket Queue 43 Removed Parts @ Warning Count=5  Tickets
= & Group Tickets {2 Miscellaneous Appointments Warning List ~
Show/Hide  Today Day | Week Month . . . ) .
Calendar Bar - Inspection Creation 4* Open Jobs Tickets On Site
Navigation Arrangement SedonaMonitor
H Calendar ik
q D 2014 January 2015 5 [Unassigned] Oscar Martin Ogd
SMTWTFS SMTWTFS

123458 123
7 8910111213 4567891
1415 1617 18 18 20 111213141516 17

123 7 181920212223 24 2a
28293031 25262728293031

© Ticket Dispatch M
@ Tkt 1006(SC) — = Appointment Detail

Site Johnson, Alexis I Ticket 1006
25165 Derby Circle 4:00 ste Johnson, Alexis
Laguna Hills CA 92653 5:00 25165 Derby Circle
System 10-03-2201 Intrusion B fecnall i CA5T
Contact Alexis Johnson — Contact gi’;)sé]fg_r;z%
(949) 910-2230 o Otber
Problem  Insp-Other(Medium) . R bl
Technician | Oscar Martin [ \ck once onan TKT 1006 - Insp-Other Wararty OreYex BAL
Appointment then click (Medium) Laguna Hills TaMR
Scheduled 09:00AM v on the Edit button Johnson, Alexis @25165 Derby Service Level i ics
Dispatched [+] H@ [%] Scheduled
Arrived [+] ) Technician Oscar.Martin E|
Ceparad [=] = = Estimated Length 120 4
[ New Aopt Firm Appointment  [7] ,,

EE (T S e S < | "

[4 Notes ] [ Map ] [D Email Scheduled | 12232014 [v] 09:00AM ~

£ Dispatched | =T HE
: /_ \ Anived J@
. Departed (=

il Appointment Resolution

v

([ schede | [B swe ][ ciose |
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Re-scheduling an Appointment (continued)

Re-Schedule an Appointment from a Ticket

Open the desired Ticket and click on the Appointments and Labor button on the ribbon. In the grid area
of the form, click on the appointment you wish to re-schedule. Click on the Dispatch context menu
above the ribbon.

J }\ & s Dispatch - o~ Ticket #1006 %
- Ticket Dispatch
(2o — TN .t ) g - = 22
=~ - g - = ] |
» o D B Edy B =g
Service Custom || Appointments | Biling Documents Equipment Journal Notes Other Purchase Service Ticket Ticket
| Ticket Fields and Labor (0) and Parts (1) Items Orders(0) History Log Group
Go To Notification
Customer 1001 , Created  12/21/2014 1:44:16 PM Contact | Alexis Johnson [~]
Johnson, Alexis
Site Johnson, Alexis Created By Administrator Phone (949) 910-2230 Ext
25165 Derby Circle
Laguna Hills CA 92653 Status Scheduled Notify al johnson@gmail.com
l Labor
tanual Labo Service Fee
Hours Rate Amounts
Regular 0.0 60.00 Total Labor 0.00 Amount 60.00
Overtime 0.0 90.00 Tax 0.00
i ] 120! I
Holiday 0.0 20.00 Total Amount $0.00 EJ Save
E—
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Re-scheduling an Appointment (continued)

Click on the Edit Appointment button from the Appointments ribbon group.

The Ticket Dispatch form will be displayed. You may change the date/time for the current Technician or
select a different Technician from the drop-down list and select a new appointment date/time. When

finished, click the Save button at the bottom of the Ticket Dispatch form.

. |
(F)LEB )5 oispatcn s o - Ticket#1006 =X
N X ;
B Ticket Dispatch © Ticket Dispatch X
@ Dispatch N A _New Appoi g
Sl = p— =] Appointment Detail
o Arrive Now ‘Q) Edit Appointmen Ticket 1006
Il = Depart and Resolve || [hg] Send Text Message \\~~ Ste Johnson, Alexis
Dispatch Yo 25165 Derby Circle
L Sl e — = Laguna Hills CA 92653
Customer 1001 _| Edit Appointment Created 12/21/2014 1:42 Contact Alexis Johnson |Z|
Johnson, Alexi (949) 910-2230
Site Johnson, Alexis Created By Administrator Insp-Other
25165 Derby Circle ficeen <
Laguna Hills CA 92653 Status Scheduled Waranty One Year P &L
Service Level ~ T&M-Res
Labor”” - [15] Scheduled
 Hours Rate Technician Oscar.Martin E
0.0 60.00
Regular Total Labor Estimated Length 120
Overtime 0.0 90.00 Tax
Fim Appointment [~
Holiday 0.0 120.00 Total Amount
Save
3 Di )
. . : Scheduled | 12232014 [v| 09:00AM ~ )
e e
Armived (=
Departed =l (=
|8 Appointment Resolution
o - -
5] Schedule [E Save ] [x Close ]

Page 34 of 120

Last Revised: December 2014 Rev. 1



SedonaOffice’ SedonaSchedule Functionality

The #1 Financial Software for Security Companies Reference Guide

Dispatching
Technician appointments may be dispatched from the Schedule Board or from the Appointments and
Laborform of the Ticket. Each method will be described in this section.

Dispatch a Technician from the Schedule Board
There are two dispatch methods: Live Dispatching and Manual Dispatching.

If Technicians call in as they are arriving and departing from appointments, you may record the exact
date/time when the Technician calls in; this is Live Dispatching.

If arrival and departure times are not provided on a real-time basis, the dispatch date/times will be
entered manually at a later time; this is Manual Dispatching.

Both Dispatch methods from the Schedule Board will be covered on the following pages.
When entering dispatch times there are three date/times that must be entered:

* Dispatch Time - the time the Technician is on the way to the appointment.
* Arrival Time —the time the Technician arrives on site.
* Departure Time —the time at which the appointment is completed.

A note on billable labor

Billable Labor is determined by the Service Level assigned to the Ticket. The Service Level contains the
billing rules as to:

* s labor is billable

* How is billable labor calculated - from Dispatch time to Departure time or Arrival time to
Departure time

* Labor billing increments

* Labor hourly rates
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Dispatch a Technician from the Schedule Board (continued)

Live Dispatching - Dispatched

From the Schedule Board, click once on the Ticket to be dispatched. In the Ticket Detail Viewer click on

the blue “Dispatch” @ button. The Dispatch date and time will automatically fill in with today’s date
and the current time. On the Schedule Board, the background color of the Ticket will change to Blue
when a dispatch date/time is entered.

[®)

Site

System
Contact

Problem
Technician
Scheduled

Dispatched
Arrived
Departed

[T] New Appt

Show/Hide
Calendar Bar
Navigation

@ Calendar
4 December 2014
SMTWTF S
123458
78 910111213
14 15 16117 18 19 20
21 2223(24 25 26 27
28 29 30 31

o

Today Week Month

January 2015 >
SMTWTFS

123
4567 8910
111213141516 17
181920212223 24
25 26 27 28 29 30 31

@ Tkt 1002(SC) -

Johnson Furniture #13
26522 La Alameda
Mission Viejo CA 92691

20-1300 Intrusion

Mark Spencer
(949) 910-1300
*Low Battery(Medium)

Ozzie Wilson [~
03:00AM
J @

)

[ [E]

a

[B Save ] [mEdn ]

|1 Notes | (5] Map | [ Email |

|j \i| f Ticket Queue

& Group Tickets

4 Inspe

[ = ——— e ,
| f\ +) SedonaSchedule - SOUC 2015 26.237
N View Service Options SageQuest Jobs Options

+g Removed Parts @ Waming Count=5  Tickets List
{2 Miscellaneous Appointments Warning List ~
ction Creation #* Open Jobs Tickets On Site
Arrangement SedonaMonitor
12/17
[Unassigned] 0Ozzie Wilson Oscar Mag

Dispatch Now
button

TKT 1002 - *Low Battery
(Medium) Mission Viejo

Johnson Furniture #13 @26522

TKT 1004 - *AC Power
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Dispatch a Technician from the Schedule Board (continued)
Live Dispatching - Arrived
Once the Technician has arrived on site, click on the appointment in the Schedule Board, and then click

on the green ”Arr/'ved”@ button from the Ticket Detail Viewer. The Arrived date and time will
automatically fill in with the current date and time. On the Schedule Board, the background color of the
Ticket will change to Green when an arrival date/time is entered.

/J}’ =+ & SedonaSchedule - SOUC 2015 2.6
View Service Options SageQuest Jobs Options

[E g =] == J—”’ Ticket Queue 73 Removed Parts @ Warning Count =4  Tickets
: L~ & Group Tickets {Z) Miscellaneous Appointments Warning List ~
Show/Hide  Today Week Month . . . ) .
Galendar Bar - Inspection Creation 4* Open Jobs Tickets On Site
Navigation Arrangement SedonaMonitor
I Calendar 12/17
4 December 2014 January 2015 » @onstgried)
SMTWTFS SMTWTFS
1234586 123

78910111213 4567 8 910
1415 16{{# 181920 111213141516 17
212223[24/252627 181920212223 24

28 29 30 31 252627282930 31

@ Tkt 1002(IP) -

Site Johnson Furniture #13

26522 La Alameda 4:00
Mission Viejo CA 92691 5:00 —

System 20-1300 Intrusion /,Z

Contact Mark Spencer -
(949) 910-1300 7:00
Problem *Low Battery(Medium) 8:00 d
Technician | Ozzie ilson = s Arrive Now |
Scheduled 08:00AM ~ 10:00 button

Dispatched | 12/17/2014 [v| 07:45AM
Arrived [+] ‘j (o)
Departed [~ ==

[T] New Appt 3:00

B save | [@Edit | | w0
[J Notes l [ Map ] [G Email l 5:00

,’_\

TKT 1004 - *AC Power

—

Page 37 of 120 Last Revised: December 2014 Rev. 1



SedonaSchedule Functionality
Reference Guide

SedonaOffice

The #1 Financial Software for Security Companies

Dispatch a Technician from the Schedule Board (continued)

Live Dispatching - Departed

Once the Technician has completed the call and is ready to depart, click on the appointment in the
Schedule Board, and then click on the £dit button from the Ticket Detail Viewer. The Ticket Dispatch
form will be displayed. In the Departed time field, type in the departure time for the appointment (you
do not need to enter the date, this will automatically fill in).

Select a Resolution code from the drop-down list. If the Technician is providing resolution notes, type
this information into the Notes field (below the resolution code field). If resolution notes are not
entered at the time of departing the appointment, they may be entered at a later time.

If the Ticket is complete and ready to review for invoicing, check the Resolves Ticket checkbox. If a
return appointment is needed and you want to keep the Ticket open for a return appointment, check
the Needs Bo Back checkbox. Click the Save button on the Ticket Dispatch form when finished.

On the Schedule Board, the background color of the appointment will change to gray if the “Resolves
Ticket” option was selected. If the Ticket was marked for “Go Back”, the background color will change

to orange.
FILT —— Sedonaschedule - SUUC 2015 Z6.ZZT I
- View Service Options SageQuest Jobs Options
IE 9; - 1| 1| 7| &° Ticket Queue 48 Removed Parts @ Warning Count=4  TicketsList ~ OCTechs
- - - ¢ Group Tickets {2 Miscellaneous Appointments Warning List ~ i
Show/Hide  Today Day | Week Month . . . 5
Calendar Bar -4, Inspection Creation 4 Open Jobs Tickets On Site © Ticket Dispatch
Navigation Arrangement SedonaMof =] Appointment Detail
3 Calendar 12/17 Ticket 1002
December 2014 January 2015 » ane) =t Ste Johnson Fumiture #13
SMTWTFS SMTWTFS 26522 La Alameda
1234568 123 Mission Viejo CA 92691
78910111213 456783910 Contact Mark Spencer
181920 111213141516 17 (949) 910-1300
21 2223[24| 25 26 27 181920212223 24 o
282930 31 526272829031 Problem Low Bafiery
Warranty One YearP &L
I ot Tt
Site Johnson Furniture #13 — %] Scheduled
26522 La Alameda B
Mission Viejo CA 92691 Technician
System 20-1300 Intrusion E— Estimated Length |120
Contact Mark Spencer e
(949) 910-1300 o 5 Fim Appointment
Problem *Low Battery(Medium)
Technician | Ozzie Wilson E 1) Dispatch Times
Scheduled 00 AM 10:00 Schedded (0
Dispatched | 12172014 0745AM [+ (= 1:0 Dispatched | 1217/2014 [w] 07:45AM 5@
Arrived 12172014 [ 0800AM 2| @ Anived 12172014 [=] 08:00AM (@
Departed = : Depated | 12172014 | 10:30AM 2] (@
- - ) )
- |5 Appointment Resolution
] New Appt - Resolution | 4 Replace [+
SEdit =
E Sovey&aEdit o Notes Replace panel battery. Tested all zones
I Notes ] [ Map l = Email ] with central station - all ok
[¥] Resolves Ticket [] Needs Go Back
o
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Dispatch a Technician from the Schedule Board (continued)
Manual Dispatching

From the Schedule Board, click once on the Ticket to be dispatched. In the Ticket Detail Viewer click on
the Edit button. The Ticket Dispatch form will be displayed - enter the times into the Dispatched,
Arrived and Departed fields. If the Technician performed the work on the scheduled date, you do not
need to fill in or select the date on the Ticket Dispatch form — the date will automatically fill in.

Select a Resolution code from the drop-down list.
Enter any resolution notes provided by the Technician into the Notes field.

If the Ticket is complete and ready to review for invoicing, check the Resolves Ticket checkbox. If a
return appointment is needed, check the Needs Go Back checkbox.

Click the Save button on the Ticket Dispatch form when finished.

P2 ) AN — ——— mm“—\
- View Service Options SageQuest Jobs Options
[E #7 | 1| &° Ticket Queue 48 Removed Parts @ Warning Count=4  TicketsList ~  OCTechs
: ; — ¢ Group Tickets {2 Miscellaneous Appointments Warning List ~ = =
Show/Hide  Toda Week Month - i E
Clentar R Y -4 Inspection Creation &* Open Jobs Tickets On Site e (e T
Navigation Arrangement SedonaMo) =] Appointment Detail
3 Calendar 1217 e 1002
December 2014 January 2015 » {Unassigned) = Site Johnson Fumiture #13
W " 26522 La Alameda
S M1 T2 .; T4 F5 SS SMTW T1 F2 53 Mission Viejo CA 92691
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1415 167181920 111213141516 17 - RRIAE LY
2122324252627 181922232 Probiem “Low Battery
2829 30 31 2526 27 28 29 30 31
1:00 Waranty One Year P& L
2:00 i T&M-Com
Tkt 1002(IP) S Sl
Site Johnson Furniture #13 — [1] Scheduled
26522 La Alameda 4:00 Technician
Mission Viejo CA 92691
System 20-1300 Intrusion T Estimated Length | 120
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o Fi .
(949) 910-1300 o im Appointment
Problem  *Low Battery(Medium) ISA002 c2iow Datteny €3 Dispaich Ti
o - ium) Mission Viejo -4 Dispatch Times
Technician | OzzieWilsen [~] Johnson Furniture #13 @26522 =
Schediled 4 0300 AM
Scheduled 08:00 AM 10:00 N
3 Dispatched | 12/17/2014 07:45AM |+ (@)
Dispatched | 121172014 [« 07:45AM 5 (@ 11:00 e - (=]

. - i 17, 08:00AM 5
Arrived 12172014 [+] 08:00AM | @| ! - Anived 12172014 [] @
Departed [+ : 1:00 TKT 1004 w#ATPower | Depated | 1217/2014 [w] 10:30AM [£

— =
2:00 - - - [&] Appointment Resolution

|| New Appt ERIERY - - Resolution | 4 Replace E]
Ia Save | i Edit == 4:00 Notes Replace panel battery. Tested all zones
= = o with central station - all ok.
[,JNotesH Map ] BEmalII

- Resolves Ticket [ | Needs Go Back
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Dispatch a Technician from a Ticket
There are two dispatch methods: Live Dispatching and Manual Dispatching.

If your Technicians call in as they are arriving and departing from appointments, you may record the
exact date/time when the Technician calls in; this is Live Dispatching.

If arrival and departure times are not provided on a real-time basis, the dispatch date/times will be
entered manually at a later time; this is Manual Dispatching.

Both Dispatch methods from the Ticket will be covered on the following pages.
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Dispatch a Technician from the Ticket (continued)
Live Dispatching - Dispatched
Open the Ticket for the appointment to be dispatched. Click on the Appointments and Labor button on

the ribbon. In the grid area, click on the appointment to dispatch, then click on the Dispatch context
menu above the ribbon.

From the Dispatch ribbon group, click on the Dispatch Now button. You may close out of the Ticket
when finished.

1 C. L i — - YL i
13@ @ Dispatch . \ 1'/@ 3 )= Dispatch "—_—" . - \
) Ticket ) e " ficket | Dispatch
e A e T —
L)‘.'-‘ [5 || Documents (0) o) ["a  Dispatch Now 3 New Appointment
= |23 Equipment and Parts C it Appoi
Service Custom| | Appointments | Billing = Q EditAppointment

TJicket  Fields and Labor ' Journal 8 Departand ResolveNy|| [} Send Text Message

Dispatch Appointments

e G 2 rumneey

Johnson Furniture #13 Dispatchy Now Inson Furniture #£13 SE=aeg 122112014
Ste Johnson Furniture #13 Created By Admi Ste Johnson Furniture #13 Created By Administrato

26522 La Alameda 26522 La Alameda

Mission Viejo CA 92691 Status Mission Viejo CA 92691 Status Scheduled

Labor
 Hous Rate e ‘Eﬁ;u's Rate

Regular ol B Regular 00 80.00 Total Labor
Ovettime 0.0 20211 Ovetime 00 202,50 Tax
Hoiday 00 160,00 Hoiday 00 160.00 Total Amount,

R

(7 ) 5305, Dispatcn SEG .~ Ticket #1002 =]
N Ticket Dispatch
@ Dispatch Now & New Appointment
o Arrive Now {J Edit Appointment
l 8 Departand Resolve || [ Send Text Message
Dispatch Appointments
Customer  100-13 Created 12212014 1:27:37 PM Contact | Mark Spencer ]
Johnson Furniture #13 1
Site Johnson Furniture #13 Created By Administrator Phone (949) 910-1300 Ext
26522 La Alameda
Mission Viejo CA 92691 Status Scheduled Notify mark spencer@johnsonfumiture.com
I Labor
Manual Labo [¥] Service Fee
Hours Rate Amounts
Reguar 00 80.00 Total Labor 0.00 Amount 80.00
Overtime 00 202.50 Tax 0.00
Holiday 0.0 160.00 Total Amourt 0.00 B save
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Dispatch a Technician from the Ticket (continued)

Live Dispatching - Arrived

Open the Ticket for the appointment to be dispatched. Click on the Appointments and Labor button on
the ribbon. In the grid area, click on the appointment to dispatch, then click on the Dispatch context
menu above the ribbon.

From the Dispatch ribbon group, click on the Arrive Now button. You may close out of the Ticket when
finished.

!%@ J'=  Dispatch WE—_— L \

‘ €3 )5 Dispatch W L
Ticket \ \

— -~ Ticket Dispatch
H = 3 Documents (0) T~ !
& L - 5 Dicpatch Now 3 New Appointment
> |3 Equipmentand Parts & - ) )
Service Custol Appointments | [Billing S ) i @ Arrive Now & Edit Appointment
T 5 4 Journai
ck=Eiscs i L = GoT o Departand R¥Mge || &g Send Text Message
o lo
Dispatch Appointments
Customer  100-13 . Created
Johnson Furniture #13 Customer  100-13 \ Created  12/21/2014
Ste Johnson Furniture #13 Created By Admi Johnson Furnitilg #13
26522 La Alameda Site Johnson Furniture #13 Created By Administrato
Mission Viejo CA 92691 Status 26522 La Alameda
Mission Viejo CA 92691 Status Scheduled
Labor
Hours Rate
Regular 0.0 80.00
Regular 0.0 80.00 Total Labor
Overtime 00 202.50
Overtime 0.0 20250
Holiday 00 160.00
Holiday 0.0 160.00

i/ W 3= Dispatch WNEG_—_—_— . - Ticket #1002 - - g
- Ticket Dispatch
@ Dispatch Now €& New Appointment
o Arrive Now {J Edit Appointment
* o Departand Resolve || g Send Text Message
Dispatch Appointments
Customer ~ 100-13 Created 1212112014 1:27:37 PM Contact | Mark Spencer =]
Johnson Furniture #13
Site Johnson Furniture #13 Created By Administrator Phone (949) 910-1300 =3
26522 La Alameda - -
Mission Viejo CA 92691 Status Scheduled Notify mark spencer@johnsonfumiture.com
' Labor
Manual Labo [V] Service Fee
Hours Rate Amounts
Regular 00 80.00 Total Labor 0.00 Amount 80.00
Overtime 00 202.50 Tax 0.00
Holiday 0.0 160.00 Total Amourt 0.00 B swe
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Dispatch a Technician from the Ticket (continued)

Live Dispatching - Departed

Open the Ticket for the appointment to be dispatched. Click on the Appointments and Labor button on
the ribbon. In the grid area, click on the appointment to dispatch, then click on the Dispatch context

menu above the ribbon.

From the Dispatch ribbon group, click on the Depart and Resolve button. The Ticket Dispatch form will
be displayed - enter the time into the Departed time field. If the Technician performed the work on the
scheduled date, you do not need to fill in or select the date on the Ticket Dispatch form — the date will

automatically fill in.

Select a Resolution code from the drop-down list. Enter any resolution notes provided by the
Technician into the Notes field. If the Ticket is complete and ready to review for invoicing, check the
Resolves Ticket checkbox. If a return appointment is needed, check the Needs Go Back checkbox. Click
the Save button on the Ticket Dispatch form when finished.

I j’\ (4 !s Dispatch . \ _ .
< | Ticket Dispatch (p) & = Dispatch B Ticket #1
S = ‘ﬂwﬂem © ] = Ticket Dispatch
4 [: = ® ——— A
- |43 Equipment - pa o & New Appointment
Service Custor{ | Appointments | Billing -~ 4 i
Ticket  Fields \ | and Labor L Journal v v () Edit Appointment
GoTo @ Departand Resolvey ) [f Send Text Message
Customer  100-13 Created 1221 Dispatch Appointments
Johnson Furniture #13 e
Ste Johnson Furniture #13 Created By Admi R e Created  12/21/2014 1:27:37 PM
26522 La Alameda \
Status Sche: Ste Johnson Furniture A3 Created By Administrator
Mission Viejo CA 92691 elas
Mission Viejo CA 9269 Status In Progress
I Labor
© Ticket Dispatch Q
Hours Rate
Reguar 00 80.00 =] Appointment Detail Amouds
1002
Ovetine 0.0 20250 usz3 I Total Labor
Ste Johnson Fumiture #13
Holiday 00 160.00 26522 La Alameda 0 Tax
Mission Viejo CA 92691
b Total Amount
Contact Mark Spencer
(949) 910-1300
Appointment Dispatched ow Bt
 Ozzie Wison 12/17/20148:00AM  12/17/2014 7:45AM ovenr E, Arrived
Warranty ne Year P & L Ry AN I Toas
Service Level  T&MCom /\—_)
’ _/ e N 2 schedles

Technician
Estimated Length | 120
I| Fimm Appointment
{2 Dispatch Times
Scheduled

Dispatched | 12/17/2014 E 07:45

Anived 12172014 [=] 08
Depated | 121722014 [+] 10:30AM [ (@

[i] Appointment Resolution
Resolution | 4 Replace [=]

Notes Replace panel battery. Tested all zones
with central station - al ok

Resolves Ticket [] Needs Go Back
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Dispatch a Technician from the Ticket (continued)

Manual Dispatching

Open the Ticket for the appointment to be dispatched. Click on the Appointments and Labor button on
the ribbon.

In the grid area, double-click on the appointment to be dispatched. The Ticket Dispatch form will be
displayed. Enter the times in the Dispatched, Arrived and Departed fields. If the Technician performed
the work on the scheduled date, you do not need to fill in or select the date on the Ticket Dispatch form
— the date will automatically fill in.

Select a Resolution code from the drop-down list. Enter any resolution notes provided by the
Technician into the Notes field.

If the Ticket is complete and ready to review for invoicing, check the Resolves Ticket checkbox. If a
return appointment is needed, check the Needs Go Back checkbox.

Click the Save button on the Ticket Dispatch form when finished.

- - - Ticket #1002 \ Ir -
4 vf;;\ @ - e Ticket Dispatch &
,/ Ticket -
- =] Appointment Detail
\-)1_7 [i:"—’ ' ‘ || Documents (0) .| Notes(2) = Senvice Histol Ticket 1002
_ . I |3 Equipmentand Parts 4 Otherltems |3 Ticket Log st Johnson Fumiture #13
Service Custol Appointments | filling " . B e 26522 La Alameda
T Fields AN ranar I Journal [=] Purchase Orders (0) 3 Ticket Grou Mission Viejo CA 92691
GoTo Contact Mark Spencer
100-13 (949) 910-1300
Customer Created :27:
e 12/21/2014 1:27:37 PM Contact S “Low Battery
Site Johnson Furniture #13 Created By Administrator Phone Warranty One Year P &L
26522 La Alameda
Mission Viejo CA 92691 Status Scheduled Notify Service Level  T&M<Com
' %] Scheduled
eaog Technician
Hours Rate Amounts —
( Estimated Length | 120
Reguar 00 : I Lab 0.00 Am
ea Double-clickonthe [° = g Fim Appointment
Ovetime 0.0 Appointment to be 0.00
Holiday 0.0 Dispatched al Amount 0.00 {) Dispatch Times
Scheduled | 12/17/ 08:00 AM
Dispatched | 12/17/2014 [ ] 07:45AM |+|(@ N
Anived 12117/2014 [+ 08:00AM [ (@
Depated | 12/17/2014 [+] 10:30AM {5
|&] Appointment Resolution
Resolution | 4 Replace |Z|
Notes Replace panel battery. Tested all zones
with central station - all ok.
Resolves Ticket [| Needs Go Back

/
C
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Parts
If a Technician used parts on a ticket, these are entered on the Equipment and Parts form of the ticket.

If the part being installed is replacing an existing part on the System Equipment List, this is handled on

the same form.

Parts Warehouse

When Parts are entered on a Ticket, if a Technician Appointment has been scheduled, it is assumed the
parts will be removed from the Warehouse linked to the Technician. If the parts are to be removed
from a different Warehouse, the User has the option of selecting a different Warehouse on the part line.
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Parts (continued)

Adding Parts to a Ticket

Open the Ticket to which parts will be added. Click on the Equipment and Parts button on the ribbon.

The Equipment and Parts form is divided into two tiers; the upper tier, which is labeled Customer
Equipment Detail, will display any existing parts on the System Equipment List. The lower tier, labeled
Service Ticket Parts, is used to add new parts that were used on the ticket. To add a part, click the New
button located at the lower right of the form.

~ Ticket #1002 S - w

»
1'\@ | Ticket

+ | Notes(2)

& B2 0

l Service Custom Appointments Billin

$ Otherltems

|2} Equipment and Parts
=

;E Service History a Parts covered by contract

| Ticket Log a COGS Account: 520000

=] Purchase Orders (0) . Ticket Group

7 CA-ZOOOBP GLASS BREAK 2. 1
§ CA-2000BP GLASS BREAK 2. 1
7 IM-1270 IM-1270 12V 7A. 1
7 IM-1270 IM-1270 12V 7A. 1
7 SR-1022 CONTACT 1032 1
7 SR-1022 CONTACT 1022 1
7 SR-1022 CONTACT 1032 1
# SR-1022 CONTACT 1022 1

Ticket  Fields and Labor 7
Go To Notifications
100-13 7.
Customer Johnson Furniture #13 Created 12/21/2014 1:27:37 PM Contact Mark Spencer E]
Site Johnson Furniture #13 Created By Administrator Phone (949) 910-1300 Ext
26522 La Alameda
Mission Viejo CA 92691 Status Notify mark spencer@iohnsonfumiture.com

| Customer Equipment Detail Installed
m-m

122012014

122012014 Job 2002
12/20/2014 Job 2002
12/20/2014 Job 2002
122012014 Job 2002
122012014 Job 2002
12/2012014 Job 2002
12/20/2014 Job 2002

R XX XXXX

Service Ticket Parts

|

1

—
(@j New E Save
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Parts (continued)

A row will open in the Service Ticket Parts grid. The Warehouse will default to the warehouse linked to
the Technician scheduled to the ticket. The User may override the warehouse if necessary.

In the Part field, the User may type in the exact part number or click on the lookup button to the right of
this field to search for the part number within the warehouse that is currently selected.

Once a part has been selected, the unit price and tax will automatically fill in; the quantity of 1 will
default. The User has the option of changing the unit price if the part is being sold at a price other than
the default price.

Click the Save button after completing the data entry on a part line. Click the New button to add
additional parts.

Customer Equipment Detail

s

Part

T
—mm

——
,Jb\ - -  Ticket #1002 .- )
\ _/ Ticket
2 E i ;'i \:| Documents (0) .| Notes(2) = Senvice History @ Parts covered by contract
\) (:3} Equipmentand Parts | © Otherltems |3 Ticket Log a COGS Account: 520000
Service Custom Appointments Billing ~—— o
Ticket Fields crd[fres i Journal [=] Purchase Orders (0) 5 Ticket Group
Go To Notifications
Customer  100-13 Created E2T: Mark S
Johnson Furniture #13 12/21/2014 1:27:37 PM Contact ark Spencer |Z|
Site Johnson Furniture #13 Created By Administrator Phone (949) 910-1300 =%
26522 La Alameda
Mission Viejo CA 92691 Status Resolved Notify mark spencer@johnsonfumiture.com

¢ CA-2000BP GLASS BREAK 2. 12/20/2014  Job ®

& CA-2000BP GLASS BREAK 2. 1 12/20/2014  Job 2002 ®

7 CA-2000BP GLASS BREAK 2. 1 12/20/2014  Job 2002 ®

7 IM-1270 IM-1270 12V 7AM.. 1 12/20/2014  Job 2002 ®

7 IM-1270 IM-1270 12V 7AM.. 1 12/2012014  Job 2002 € E‘
# SR-1032 CONTACT 1032 1 12/20/2014  Job 2002 ¢ il
7 SR-1032 CONTACT 1032 1 12/2012014  Job 2002 2

# SR-1032 CONTACT 1032 1 12202014 Job 2002 » v

Service Ticket Parts
L™ Ozzie Wilson IM-1270 IM-1270 12V7AM_ panel 20.7000 20.70 0.00 Standard
4 New B Save | |

If your company is tracking the installed location of parts, type in the location in the Location field. If

more than one of the same part was used and you are tracking locations, enter multiples lines for the

part.

If any of the parts used are replacing a part on the existing equipment list, continue on to the next page

for instructions.
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Replacing a Part

To replace a part, in the upper tier (Customer Equipment Detail), click once on the part that is being
replaced; the font of the part information will become bold. Hold the left mouse button down and drag

the part to the lower tier; once the white pointer arrow is on the row of the part to be replaced, release
the mouse.

You will receive a confirmation message that you are replacing the part. Click the Yes button on the
confirmation if you have selected the correct part replacement.

Repeat the same process for any other parts being replaced.

/&b\ [ —— o - Ticket #1002 e
-t.
J Ticket
(%o E; i 'i r‘| Documents (0) | Notes (2) ;E Service History a Parts covered by contract
J‘ - [( _3} Equipment and Parts ] Other Items k-} Ticket Log a COGS Account: 520000
Service Custom Appointments B|II|ng X
I Ticket Fields crd [ ;w: Journal [=] Purchase Orders (0) % Ticket Group
Go To Notifications
Customer ~ 100-13 Created  12/21/2014 1:27:37 PM Contact | Mark Spencer [~]
Johnson Furniture #13
Site Johnson Furniture #13 Created By Administrator Phone (949) 910-1300 Ext
26522 La Alameda -
Mission Viejo CA 92691 Status Resolved Notify mark.spencer@johnsonfumiture.com
l Customer Equipment Detail Installed
Part Description Location Local Zone Date Date Remove

320,204

7 SR-1032

12202014 Job 2002 ®
5 SR-1032 CONTACT 108 121202014 Job 2002 %
# SR-1022 CONTACT 10322 12202014 Job 2002 ®
7 SR-1022 CONTACT 1032 -

# SR-1022 CONTACT 1032
# SR-1022 CONTACT 1032

» OzzieWilson  IM-1 l'_'

Service Tick
IM-127012V7AM_ panel

Part Replacement
Pointer
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Replacing a Part (continued)

Once you have confirmed the part replacement, the font color of part being replaced in the upper tier
(Customer Equipment List) will turn red and today’s date will display in the Removal Date column.

(&%\ L m—— . Ticket#1002 — -

\J\ Ticket |

( E i ;‘) |=] Documents (0) »| Notes (2) = ServiceHistory @ Parts covered by contract
[ |z} Equipment and Parts l &> Otherltems k_} Ticket Log a COGS Account: 520000

Service Custom Appointments B|II|ng )
I Ticket Fields S [l Jm‘ Journal [=] Purchase Orders (0) & Ticket Group

Go To Notifications

Customer 10013 Created  12/21/2014 1:27:37 PM Cortact | Mark Spencer ‘
Johnson Furniture #13 el 3 Spel |Z|

Site Johnson Furniture #13 Created By Administrator Phone (949) 910-1300 Ext
26522 La Alameda
Mission Viejo CA 92691 Status Resolved Notify mark spencer@johnsonfumiture.com

Customer Equipment Detail Installed
—

1M-1270 12/20/2014
®
& SR-1032 CONTACT 1032 1 12/20/2014 Job 2002 P : ®
5 SR-1022 CONTACT 1032 1 12202014  Job 2002 ,4 e ®
J SR-1032 CONTACT 1032 1 12/20/2014 Job 2002 ‘4 ® i
7 SR-102 CONTACT 1032 1 121202014 Job 2002 % ]ﬂ
F SR-1032 CONTACT 1032 1 12/20/2014 Job 2002 ®
# SR-1032 CONTACT 1032 1 1202002014 Joh 2002 LY 24
» 0Ozzie Wilson IM-1270 IM-1270 12V 7AMP_ panel 20.7000 20.70 0.00 Standard
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Replacing a Part (continued)
Deleting a Part Replacement

If an error was made in selecting the part being replaced, you are able to correct this from the
Equipment and Parts form.

Double-click on the part in the Customer Equipment Detail section (upper tier) that was incorrectly
selected for replacement (the part text will be bolded in a black font), and then press the Delete key on
your keyboard. A confirmation message will be displayed asking if you want to undo the removal; click
the Yes button to confirm.

_— . <) |
71 oo — — - Ticket #1002 . ;
() .
b Ticket
\-)I'l:‘ E i "i ]:l Documents (0) «| Notes (2) {= Service History a Parts covered by contract

" [ 3nEquipmentandiRartsy| s> Otherltems _t Ticket L a Account:
|2 Equipment and P ot (3 TicketLog OGS 520000

Service Custom Appointments Billing

Ticket  Fields e [ L Journal [=) Purchase Orders (1) . Ticket Group |
Go To Notifications
Customer  100-13 Created 572 [ Mark S
Johnson Furniture #13 12/21/2014 1:27:37 PM Contact | Mark Spencer B
Site Johnson Furniture #13 Created By Administrator Phone (949) 910-1300 Ext
26522 La Alameda
Mission Viejo CA 92691 Status Departed Notify mark spencer@johnsonfumiture.com

Customer Equipment Detail Installed ~
I e T [ e S 7 ) N
2002 ®

7 CA-2000BP GLASS BREAK 2. 1 12/20/2014 Job

IM-1270 12V7A_ 1 panel

\-Gm CONFACT-a32 1
SR-1022 CONTACT 1032 1 x
SR-1022 CONTACT 1032 1 % 3
# SR-1032 CONTACT 1032 1 % H
5 SR-1022 CONTACT 1032 1 x|
# SR-1032 CONTACT 1032 1 ® -

ll| Stock | Warehouse Part
» oc210 IM-1270
[ oc AD12612
[_ﬁ New ][B Save ]
|~ ol
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Remove a Part f

rom Equipment List

If a part was removed and is not being replaced, this is handled from the Equipment and Parts form of

the ticket.

In the Customer Equipment Detail section (upper tier), click once on the part to be removed, and then
press the red “X” button in the Remove column. A confirmation message will be displayed; click the Yes
if you are certain you want to remove the part without a replacement.

—— . ) |
7 R —— — ® - Ticket #1002 L
(P
i Ticket
(2o E; i "i |:| Documents (0) .| Notes(2) 35 Service History @ Parts covered by contract
4 y o [13 Equipment and Parts ] 4 Otherltems |2} Ticket Log @ COGS Account: 520000
I Service Custom Appointments Billing - . X
T Fields i [ L4 Journal [ Purchase Orders (1) 3+ Ticket Group il
Go To Notifications
Customer  100-13 Created  12/21/2014 1:27: Mark
T eriture 513 21212014 1:27:37 PM Contact ark Spencer [~]
Site Johnson Furniture #13 Created By Administrator Phone (949) 910-1300 Ext
26522 La Alameda
Mission Viejo CA 82691 Status Departed Notify mark.spencer@johnsonfumiture.com

Customer Equipment Detail Installed -~

WIRELESS

ll| Stock | \Warehouse

KEYPAD 6150 RF
@
(

A% Are you sure you want to remove this equipment without a
‘&Y replacement part?

I R 2 (R [T i i
7 584 WIRELESS MOTION 5834 1 Hallway to offices 12/20/2014  Job 2002
5854 WIRELESS MOTION 5834 1 Hallway to restrooms/utili... 12/20/2014  Job 2002
7 5834 WIRELESS MOTION 5834 1_Upstairs storage east 12/20/2014  Job 2002
%7 5894 WIRELESS MOTION 5894 1 Upstairs storage west 12/20/2014 Job 2002 )
;7 58%4 WIRELESS MOTION 5834 1 Manager's office 12/20/2014 Job 2002
;7 58%4 WIRELESS MOTION 5834 Rear exit-interio 00
# 6150RF  WIRELESS KEYPAD 6150 RF R e QUi
7 6150RF  WIRELESS KEYPAD 6150 RF

> 0c210 0.00 Standard
[ 6c AD12612 ( [ e | [) No ‘ 0.00 Standard
s
(8 tew | (B sme |
" |
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Ordering Parts for a Ticket

If Purchase Order for Parts needs to be created, this can be accomplished directly from the ticket.
Before being able to create the PO within the Ticket, you must first add the Part(s) to be ordered to the
Service Ticket Parts List on the Equipment and Parts form of the Ticket. You must also un-check the
“Stock” option to the left of each part that will be ordered on a PO.

7 o . Ticket #1002 ——— -
() — -
i | Ticket |
% [:\j i ;'; ]~‘| Documents (0) » Notes(2) 35 Service History a Parts covered by contract
‘ - (3 .z} Equipment and Parts | 4 Otherltems L‘J Ticket Log a COGS Account: 520000
Service Custom Appointments Billing o
I Ticket Ficlds N abor gm; Journal [=] Purchase Orders (0) ¢ Ticket Group
Go To Notifications
Customer ~ 100-13 Creasted  12121/2014 1:27:37 PM Contact | Mark Spencer |
Johnson Furniture #13 o s L= |ZI
Site Johnson Furniture #13 Created By Administrator Phone (949) 910-1300 BExt
26522 La Alameda
Mission Viejo CA 92691 Status Resolved Notify mark spencer@johnsonfumiture.com

il Customer Equipment Detail Installed Removal
T

gI

WIRELESS MOTI.. 1 1212012014 ®
‘ﬁ 6150 RF WIRELESS KEYP. 1 12202014 Job 2002 % (3
7 G150RF WIRELESS KEYP. 1 121202014 Job 2002 ® ﬂ
7 G150RF WIRELESS KEYP. 1 12202014 Job 2002 ®
5 AD12612 POWER SUPPLY. 1 12202014  Job 2002 ®
5 ASXF1640 TRANSFORMER. 1 12202014 Job 2002 ®
5 CA-20008P GLASS BREAK 2. 1 12202014 Job 2002 ®
5 CA-20008P GLASS BREAK 2. 1 12202014 Job 2002 ®
5 CA-20008P GLASS BREAK 2. 1 121202014 Job 2002 ® -

Service Ticket Parts

o

0C210 IM-1270 IM-1270 12V 7AM__ panel 20.70 0.00_Standard
- — —
C AD12612 POWER SUPPLY_ 1 20.2500 20.25 0.00 Standard )

To Create a PO for the Part,
the Stock option must be
un-checked

(8 e |[B 5o |
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Ordering Parts for a Ticket (continued)

With the ticket open, click on the Purchase Orders button on the ribbon, and then click on the Purchase

Order context menu.

A new ribbon, Create Purchase Order, will be displayed. Click on the Create Purchase Order button.

(;7\ ® - Ticket #1002
{ - =
,,/ Ticket l Purchase Order ““
> /A 2 ) N ) — — =) s
4 - " d -~ — " ‘A
S BT O = @ & o By = & &
Service Custom = Appointments ling Documents Equipment Journal Notes Other | Purchase | Service Ticket Ticket
i Ticket Fields and Labor (0) and Parts (2) Items | Orders (0) | History Log Group
Go To Notifications
Customer ~ 100-13 Created 121212014 1:27:37 PM Contact | Mark Spencer
Johnson Furniture #13 o @ = E
Site Johnson Furniture #13 Created By Administrator Phone (949) 910-1300 Bx
26522 La Alameda
Mission Viejo CA 92691 tatus Departed Notify mark spencer@johnsonfumiture.com
1(;5 Purchase Orders . - Ticket #1002
—— _—
Create Purchase
Order
Rate Purchase Orgpg
Customer  100-13 Created 121212014 1:27:37 PM Contact
Johnson Furniture #13
Site Johnson Furniture #13 Created By Administrator Phone
26522 La Alameda ’
Mission Viejo CA 92691 Status Departed Notify
I T e T
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Ordering Parts for a Ticket (continued)

Most of the Purchase Order fields will automatically be populated; fill in the remaining fields on the

Purchase Order then click the Save button.

& New Purchase Order —— > SN
Vendor Category [Z] Print Now
ADI [=] &) | service (=] Direct Expense
Pu rchase Order PO # 30M Branch | OC (=]
| ADI ) = .
ms 9561 T Ei dgehaven CT Tracking # Ordered | 12/17/2014 [~]
uite . : | .
San Diego CA 82123 i3 2w [=] @”‘“’ Pkl EJ
(800 SH 431 Parts Due | 12/17/2014 [=] ) Ticket 1002
B 22691 Trabuco Canyon Created By
Mission Viejo CA 92691
[C] Acknowledged Last Updated

I ,‘_a} Parts $11.55 I > Expenses r Documents ]

[T] Select From Al Parts
i | o] ol o] ] i
T ADIZSIZ POWER SUPP_ AD12612 11.5500 11.55 11.55
< m | »
4 New
Memo
Total $11.55
Received
! [] Closed [ Apply ] [B Save ] [x Close ]
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Notes

Notes may be added to a ticket at any time; even for closed tickets. To enter a note, open the ticket and

click on Notes on the ribbon.

The Notes form is divided into two tiers; previously saved notes display in the upper tier and the lower

tier is used to enter new notes.

To enter a new note, click on the New button located at the lower right of the Notes form. Type the
note into the text box within the lower tier. Select an Access Levelfor the note then click on the Save
button when finished. Once saved, the note entered will move to the upper tier of the form.

Access Levels

* Level 1 —the note entered may be viewed by all Users and may be printed on the Service Ticket if
printing ticket notes is selected by the user printing the ticket. If your company is using SedonaWeb,
your Customers will be able to see Level 1 notes. Notes flagged as the Resolution Note must be
saved as a Level 1 so they may be printed on the invoice.

* Level 2 —the note entered may only be viewed by Users with a Level 2 User Group access. Level 2
notes may be printed on Service Tickets.

* Level 3 —the note entered may only be viewed by Users with a Level 3 User Group access. Level 3
notes will not be printed on Service Tickets.

r =) |

I f\ s - - Ticket #1002
Ticket
(20 _ s 0 ~ ; — J - 3} 20
ire — ~ | — = ¥,
4 E > U l_l | £l L A ’:] E ) o
Service Custom @ Appointments Billing Documents Equipment Journal | Notes | Other Purchase Service Ticket Ticket
Ticket Fields and Labor (0) and Parts (2) Items Orders(l) History Log Group
GoTo Notifications
Customer ~ 100-13 Created 27: Mark S
Johnson Fumniture #13 12/21/2014 1:27:37 PM Contact ark Spencer E
Site Johnson Furniture #13 Created By Administrator Phone (949) 910-1300 Ext
26522 La Alameda
Mission Viejo CA 92691 Status Departed Notify mark spencer@johnsonfumiture.com
I s I N N T
Low battery signal received in CS 1- No Restriction [} 12/21/2014 1:27 PM  Administrator 12/21/2014 1:27 PM  Administrator
» Replace panel battery. Tested all zones wit_ 1- No Restriction 12/24/2014 3:49 AM Administrator  12/24/2014 5:42 AM Administrator

Replace panel battery. Tested all zones with central station. All ok.

Access Level | 1- No Restriction E] Resolution Note [il List ] lﬂlnstmcﬁonsl l & New l [E Save ]
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Journal

The Ticket Journal is comprised of two main elements:

Financial Information which displays all Income and Expenses recorded to the Ticket; there

are two views available — Detail and Summary.

The Parts Reconcile displays a list of parts assigned to the Ticket and whether the issue
transaction has been completed for each part. Unless the User closing the Ticket has
appropriate permissions, a Ticket may not be closed if all parts have not been issued/direct

expensed to the Ticket.

When reviewing a Ticket for Invoicing, the User will most likely review the Journal Information as a part

of the process.

( L;;,\ s Journal _—— L

3
) 59 -

Service Custom | AppointMents

Ticket Fields and Lab (0)
Notifications
Customer ~ 100-13 _ \ Created  12/21/2014 1:27:37 PM Contact | Mark Spencer (~]
Johnson Furniture #13 \
Site Johnson Furniture #13 \ Created By Administrator Phone (948) 910-1300 Ext
26522 La Alameda
mark spencer@johnsonfumiture.com

I Ticket Journal
e e o T
Desail /2 ice-Dire_ L $100.00

Ticket #1002

]

-~ = _ . ~ ‘

Other Purchase Service Ticket Ticket

Ticket | (Journal ‘

Billing Documents

Items Orders(l) History Log Group

Mission Viejo CA 92681

L4 5 Journal _—

i Labor - Ser... ($100.00)

Summary ‘

Parts Reconcile

View

100-13
Johnson Furniture #13
Johnson Furniture #13
26522 La Alameda
Mission Viejo &
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Journal (continued)

Journal Detail

When clicking on the Journal Detail button, a list of all financial transactions applied to the Ticket will be

displayed. Both the debit and credit side of the transaction is viewable.

Ticket #1002

.

Ticket

Parts Recor‘ile

Journal

View
Customer 1001 ‘ .
Johnsongurniture #13
Site Johnson Rurniture #13
26522 La Alameda
Mission Vief CA 92691

uj:b\ L4 & Journal —_———

Created 12/21/2014 1:27:37 PM

Created By Administrator

Status Departed

Contact Mark Spencer
Phone (949) 910-1300

[=]

Notify mark spencer@johnsonfumiture.com

T

1241712014

12/17/2014

s B O00C e o — 100,00
Svc Labor 258200 Deferred Labor - Ser... ($100.00)
3011 200100 Open Inventory Rec.. ($11.55)
3011 510001 COS-Jobs-Paris M $11.55
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Journal (continued)

Journal Summary

When clicking on the Journal Summary button, a list of all financial transactions applied to the Ticket will
be displayed — totals for each unique G/L Account affected.

( (;13\ (3 )5 Jounal S— o~ Ticket #1002 .-

o Ticket Journal
Detail

@ sommery ]

| =T Pars Reconcild

View
Customer 10013 Crested  12121/2014 1:27:37PM Mark S
Pl Furm‘re #13 2/21/20 AT Contact lark Spencer E]
Site Johnson Furnitufg #13 Created By Administrator Phone (949) 910-1300 Ext
26522 La Alameds
Mission Viejo CA 9 Status Departed Notify mark.spencer@johnsonfumiture.com

| et [ Omoiin
00100 T S pen Inventon Recapiss | 0 e T ey
258200 Deferred Labor - Service $0.00 $100.00 ($100.00)
510001 COS- Jobs-Paris $11.55 $0.00 $11.55
520005 COS- Service-Direct Labor $100.00 $0.00 $100.00
Totals

$11155 $11155 $0.00
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Journal (continued)

Parts Reconcile

When clicking on the Journal Parts Reconcile button, a list of all Parts entered in the Service Ticket Parts

section of the Equipment and Parts form [of the

ticket] will be displayed.

For Parts that were ordered on a Purchase Order and have been received [direct expense], the Issued
Quantity on the Parts Reconcile list will be updated with the received quantity.

For Parts that will be issued from the Technician’

s Warehouse, the part Issue transaction will occur

[depending on your company settings in SedonaSetup] when the invoice is created or when the Ticket is

closed.
(P )5 soumal S o~ Ticket #1002 (et
7 Ticket Journal r
Detail
Created 97- -
i, W 12/21/2014 1:27:37 PM Contact =
Site Johnson Furrgure #13 Created By Administrator Phone (949) $10-1300 =
26522 La Alamgd
Mission Viejo CA82691 Status Departed Notify mark.spencer@johnsonfumiture.com

Ticket Qty

Will Issue

Customer Equipment Detail

»y 5894 WIRELESS MOTI. 1 Main entrance-int.

g 5694 WIRELESS MOTI 1 Main entrance-ext.
N/ 5834 WIRELESS MOTI 1 Showroom NE cor
NG9 WIRELESS MOTI. 1 Showroom N co_
a: WIRELESS MOTI 1 Showroom SE cor

0. g —— - - Ticket #1002 .-
#)
Ticket
Je2) [j : \ “ ( | ) D . Notes(2) |= SeniceHistory @ Parts covered by contract
= (O] ] - /
g — EUISS R Other Items o TicketLog o COGS Account: 520000
I Service Custom Appointments Biling Documents | Equipment | Journal __
Tiket Fields  andlabor © | andParts =) Purchase Orders (1) .+ Ticket Group
GoTo Notifications
Customer  100-13 Created 1 Mark
Johnson Fumiture #13 127212014 1:27.37PM Contact lark Spencer E]
Ste Johnson Furniture #13 Created By Administrator Phone (949) 910-1300 Bd
26522 La Alameda —
Mission Viejo CA 92691 Satus  Departed Notiy mark spencer@johnsorfumture com (]

'w_m-_m-
12/20/2014  Job 2002 ®

Stock | Warehouse
¥ oc AD12612 POWER SUPPLY
&) IM-1270 IM-1270 12V 7AMP..

I

:
12202014  Job 2002 ®
12202014 Job 2002 ®
122202014 Job 2002 t 4
127202014 Job 2002 2 i
Service Ticket Parts
1 20.2500 205 0.00 Standard
1 20.7000 20.70 000 Standard
SIES
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Review Ticket for Invoicing
Once a Ticket has been Resolved, it is ready to be reviewed and prepared for invoicing. This section will
cover reviewing, modifying charges and creating the invoice for all types of Tickets.

There are three forms within the Ticket that may contain billable charges to be included on the

customer invoice:

* Labor Charges — viewable and editable from the Appointments and Labor form
* Part Charges - viewable and editable from the Equipment and Parts form
* Other Charges - viewable and editable from the Otherform

Each of the above three charge types will be covered in this section.

Note: User Group Permissions are required to create an invoice, and to be able to modify labor charges
and override the warranty and/or service level automatic charges. Permission is also required to be able
to close a Ticket.
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Reviewing Ticket for Invoicing (continued)
Service & Inspection Tickets — Reviewing Ticket/Charges

The list of Tickets ready to be reviewed for invoicing is accessed from the Ticket Queue. To view a list of
all “Resolved” tickets ready to review, click on the Queue context menu located above the main ribbon.

Click on the Resolved button from the Ribbon. A List of all Resolved tickets will be displayed. Tickets are
review, invoiced and closed individually. The User works through the list; as Tickets are invoiced and
closed, they will drop off the Resolved list.

Within the Resolved Ticket list, double-click on the Ticket to open and review.

Service Options

SageQuest

® & =20 =2

{3 Miscellaneous Appointments Warning List ~ Tj
Show/Hide Today Day Week Month| | Ticket roup I
Calendar Bar Queue & Open Jobs

Navigation SedonaMol

& Calendar

4 December 2014 January 2015
SMTWTF S SMT\‘\!TFS TlefV
123456 123 P¢710
7 8 910111213 45678910 7
14151617 18 19 20 111213141516 17

21 2223{34[25)26 27 181920212223 24

282930 31 2526 27 28 29 30 31

bs Options

3 Removed Parts @ Warning Count=3 | Tig]

Drag a colyfmn header here to group by that column.

122112014
1212172014
1212172014
121212014
1212172014
1212172014
1212172014
1111472014

Oscar Martin 12/23/2014 9:00 AM

Ozzie Wilson  12/17/2014 1:00 PM

@ Tkt 1010(OP)

Site Precision Tune Auto Care
1191 E Main St
El Cajon California 92021

System 3-01-3365 Intrusion

12/17/2014 8:00 AM
12/21/2014 8:00 AM
12/18/2014 9:00 AM

QOzzie Wilson
Ozzie Wilson
Sam Miller

Service Ticket Queue Opti... donaSchedule -

'f‘+|=

[\
— View Service Options

H O @

Open  Appointment

Jobs Options Queue

| nresolved  Closed

Appointmenze w: B Export to Excel
- View
J
= Calendar Drag a column header here to group by that column :
December 2014

4 January 2015
T T o

123458 1007 1272172014 100-15

12
78810111213 45678 91 i [T/ V7] F S (11 RS Ozzie Wison " 12/17/2014 1
4151617181920 1121314151617 ¥ &

21 2223[24] 25 26 27 181920212223 24
28 29 30 31 2526 27 28 29 30 31

aae—— ~——

B- Queue View  Service Ticket v
Use Date Range

Page 61 of 120 Last Revised: December 2014 Rev. 1



SedonaOffice

The #1 Financial Software for Security Companies

SedonaSchedule Functionality
Reference Guide

Reviewing Ticket for Invoicing (continued)

Review Ticket Notes

Once the Ticket is open, click on the Notes button on the Ticket ribbon to review any notes entered by
staff or Technicians (if using the FSU). If the notes indicate parts were used, make certain to review the

Equipment and Parts form to make certain the parts are listed.

If after reviewing the notes you need to enter a new resolution note that is suitable for printing on the

invoice, click the New button located at the lower right of the form. Enter the
select the Access Level of 1 and check the Resolution Note checkbox; click the

finished.

note and make certain to
Save button when

— |

A - - Ticket #1004
()
N Ticket
(2o — o T N r 3 — - =1 22
e - \ 2 o = d A2
J E 3 u ‘_I ',O_JJ J;_r_'f a gl jk = i 5 ¢
Service Custom = Appointments Biling Documents Equipment Journdl | Notes | Pther Purchase Service Ticket Ticket
|| Ticket Fields and Labor (0) and Parts (3) ems Orders(0) History Log Group
Go To Notifications
Customer 1003 Created  12/21/2014 1:38:08 PM Contact | Christine Barton [~
Barton, Christine
Site Barton, Christine Created By Administrator Phone (714) 910-8861 Ext
26691 Carlota Dr
Mission Viejo CA 92691 Status Resolved Notify christine e barton@yahoo.com
I I e N R =

12/21/2014 1:38 PM  Administrator

Powier went out last night, and now unable to..  1- No Restriction = 12212014 1:38 PM  Administrator
¢ Replaced panel and repaired blown out wiring. 1 - No Restriction 12/25/2014 12:11 AM  Administrator  12/25/2014 12:25 AM  Administrator
» Inspected and repaired damagedwiring that_  1- No Restriction = 12/25/201412:25_. Administrator  12/25/2014 1225  Administrator

Replaced panel and repaired damaged wiring that was a result of a power surge during the storm.

[El List H@Instrucﬁons“o T H[Q Save ]

Access Level | 1- No Restriction B Resolution Note
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Reviewing Ticket for Invoicing (continued)

Review Parts

Click on the Equipment and Parts button on the Ticket ribbon to review or add parts to the ticket.

Review any parts/charges listed in the lower tier (Service Ticket Parts) of the form. If parts were used
but have not yet been entered on the ticket, click the New button at the lower right of the form to add

parts (make certain the appropriate Warehouse is selected).

Ticket #1004

- e

8

Ticket

£.2)
]

~| Notes(3)

|

Service History

v ([l:d' Equipment and Parls1)3 Other Items

| Ticket Log

a Parts covered by contract
@ COGS Account: 520000

Service Custom Appointments Billing X
wl icket Eickls i [ urna =] Purchase Orders (0) }/ Ticket Group
Go To Notifications
Customer 1003 Created  12/21/2014 1:38:08 PM Contact | Christine Barton v
Barton, Christine '
Site Barton, Christine Created By Administrator Phone (714) 910-8861 Ext
26691 Carlota Dr
Mission Viejo CA 92691 Status Resolved Notify christine . barton@yahoo.com

II Customer Equipment Detail Installed
I R o (=S T S - S CS ey

Service Ticket Parts
L™ oc V128BP COMMUNICATOR_ 1 439.2300 43923 0.00 Standard
(8 tew | [B soe |
| =
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Reviewing Ticket for Invoicing (continued)
Review Labor

Click on the Appointments and Labor button on the Ticket ribbon to review labor charges and service
fee (trip charge). If any changes need to be made to the number of labor hours or the labor rate being
charged, check the Manual Labor checkbox; this will open up the labor hours and rates fields for you to
make manual changes. When finished, click on the Save button to retain any changes.

Labor Charges and Service Fees (trip charge) are automatically calculated based on whether the System
is still covered by the initial Warranty and the Service Level assigned to the Ticket.

e |fa System is still under warranty, billable labor charges are automatically calculated using the rules
of the Warranty code for the system.

* |f the System is out of warranty, billable labor charges are automatically calculated using the rules of
the Service Level selected on the Service Ticket form.

* |f a System is still under warranty, and the User selects the Override Warranty option on the Billing
form, charges are automatically calculated using the rules of the Service Level selected on the
Service Ticket form.

Note: Any automatically calculated charges may be manually overridden by the User if the appropriate
user security permissions have been granted to the User.

"' Ticket #1004
1 f
/ Ticket
*\ =N o — = 3| 2
54 _l } g &4 el (= J_ 5 &7y
Ser\nce Custom Appomtments Biling Documents Equipment Journal Notes Other Purchase Service Ticket Ticket
Ticket Fields and Labor (0) and Parts (3) Items Orders(0) History Log Group
GoTo Notifications
Customer 1003 Created 12212014 1:38:08 PM Cortact | Christine Barton =
Barton, Christine
Site Barton, Christine Created By Administrator Phone (714) 910-8861 Ext
26691 Carlota Dr
Mission Viejo CA 92691 Status Resolved Notify christine e barton@yahoo.com
-
-
\ =
Labor
[¥] Manual Labor Service Fee
Hours Rate Amounts
Reguar 10 60.00 Total Labor 60.00 Amourt 60.00
Overtime 0.0 90.00 Tax 0.00
i 0.0 120.00 60.00
Holiday Total Amount S
Bl Lo
Ozzie Wilson 12/17/20141:00PM  12/17/2014 12:45PM 12/17/2014 1:00PM  12/17/2014 2:30 PM ] 60 30 60
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Reviewing Ticket for Invoicing (continued)
Override Warranty

If the System is still covered by the initial Warranty yet you want to invoice the customer for charges
(some or all), you would need to select the “Override Warranty” option on the Billing form. When
selecting to Override the Warranty, the application then looks to the Service Level of the Ticket to
determine billable charges. The Ticket Charges area of the Billing form will be updated based on the
rules of the Service Level. Any amounts for Parts, Labor, Service Fee or “Other” charges may be
manually modified as needed.

3 Ticket #1004 =5
{#)
Ticket
262 O = (8 Bl
Fa| 559 =l &f o == Bl
Service | Custom Appointments  Billing Documents Equipment Journal Notes Other Purchase Service Ticket Ticket
Ticket | Fields and Labor (0) and Parts (3) lkems Orders(0) History Log Group
GoTo Notifications
Cust 1003 Created 211, e =
e Chiaine 1272112014 1:38:08 PM Cortact B(=)
Ste Barton, Christine Created By Administrator Phone (714) 910-8861 Ba
26691 Carlota Dr —
Mission Viejo CA 92691 Satus Resolved Notfy christine e baton@yahoo com \:
Il £=] Site and System Detail Ticket Detail
System Accout 1003 a Problem *AC Power Failure 2
System Type Intrusion Secondary Problem [+
Panel Type VISTA 1288 Route Code =
Location = ise a2 [=]
S —— Priorty Medium -
Ste Phone o
° Estimated Length 60
Map Code 7’ —
7 Comments Power went out last night, and now unable to am -
Cross Street » © Y | alam system
faranty One Year P & v
Warranty End Labor:3/3/2015 Parts:3/3/2015 Service Coordinator -
Comments \ . Ticket #1004 S5
L. p
e 2| Ticket
& —_; ~ ‘ c\; . [;—-_; J = 7‘ ¥
4 4 A | | . v - E o) &
s G oc v 0 i == 1 gt g
Service Custom  Appointments Documents Equipment Journal Notes Other Purchase Service Ticket Ticket
é""“ Level T&M-Res Ticket  Fields and Labor (0) and Parts (3) Items Orders(0) History Log Group
GoTo Notifications
Customer 1003 Creted  12/21/2014 1:38:08 PM Cortact | Christine Barton [=]
Barton, Christine )
— Ste Barton, Christine Created By Administrator Phone (714) 910-8861 Bt
26691 Carlota Dr =
Mission Viejo CA 92691 Status Resolved Notify christine e barton@yahoo com

& Billing Overridg 7] Ticket Charges
Cost Tax
——
-~-~ . Total Parts 43323 0.00
. Total Labor 60.00 0.00
[ Invoice
[7] Third Party B To Total Other 60.00 000
Sub Total 559.23 0.00
Total $559.23
Contact [+] & [Z88ill to Cycle
invoice Date 12/2572014 g Next Cycle Date  (N/A)

[¥] Add Resolution Note to Invoice

5 swe
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Reviewing Ticket for Invoicing (continued)
Review Other Items

Click on the Other Items button on the Ticket ribbon to review or add miscellaneous charges to be
included on the invoice.

Review any Items already listed. If additional ltems need to be added, click the New button located at
the lower right of the form. Click on the Save button when finished.

Ticket #1004

Z .8 .
1“ (%b/ Ticket

A3 0O 5D Bg

Service Custom @ Appointments Billing Documents Equipment Journal Note:

3 3 u,] &y

Service Ticket Ticket

Il Ticket Fields and Labor (0) and Parts (3) History Log Group
Go To Notifications
Customer 1003 ~ Created  12/21/2014 1:38:08 PM Contact | Christine Barton =
Barton, Christine
Site Barton, Christine Created By Administrator Phone (714) 910-8861 Ext
26691 Carlota Dr —
Mission Viejo CA 92691 Status Resolved Notify christine & barton @yahoo.com

% Part-Service n,' ire 1 15.50 0.00
L/

The default Invoice Item
Description may be overridden -
this will print on the Invoice.

Click on the drop-down arrow
to select an Invoice Item Code

() Esee)
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Reviewing Ticket for Invoicing (continued)
Review Billing — Create an Invoice

Once all charges have been reviewed, and are ready for invoicing, click on the Billing button from the
Ticket ribbon. Review all charges displayed. If you are satisfied with the charges, and are ready to
create the invoice you have two options from which to select prior to creating the invoice.

* Add Resolution Note to Invoice — if a resolution note was entered on the ticket and you want that
note to print in the memo field of the invoice, select this option.

* Close Ticket After Invoicing — if you wish to automatically close the ticket once the invoice is created,
select this option.

Once options have been selected, click on the Create Invoice button.

n\ Ticket #1004
/ Ticket
2 = N TN ) — = 3| T
o 2 O = @ & = =& &
Service Custom = Appointmengs Qocuments Equipment Journal Notes Other Purchase Service Ticket Ticket
Ticket Fields and Labor (0) and Parts (3) Items Orders (0) History Log Group
Go To Notifications
Customer 1003 Creasted  12/21/2014 1:38:08 PM Contact | Chistine Barton| [~
Barton, Christine
Site Barton, Christine Created By Administrator Phone (714) 910-8861 Ext
26691 Carlota Dr
Mission Viejo CA 92691 Status Resolved Notify christine.e barton@yahoo.com
II & Billing Overrides [7] Ticket Charges
Ovenide Wamanty Cost Tax
Total Parts 439.23 0.00
i Total Labor 60.00 0.00
[ Invoice
[] Third Party Bill To Total Other 75.50 0.00
Sub Total 57473 0.00
Total $574.73
Contact [ Bill to Cycle
Invoice Date 1120 @~ Next Cycle Date  (N/A)
Add Resolution Note to Invoice
[7] Close Ticket After Invoicing
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Reviewing Ticket for Invoicing (continued)

If the Close Ticket After Invoicing option was not selected prior to creating the invoice, you may click on
the View Invoice button to review the charges contained on the invoice. Once the View Invoice button
has been clicked, the main SedonaOffice application icon will begin to blink on the workstation taskbar.

Click on the SedonaOffice icon to view the invoice.

&

B

Open

1
78

Site

System
Contact

Schedul
Dispatcl

Arrived

4 December 2014 January 2015
SMTWTFS SMTWTFS

4
21 2223 24[25] 26 27 181920 21
282930 31 25262728

® Tkt 1004(RS)

Problem *AC Power Failure(Medium)
Technician Ozzie Wilson

Departed 12172014 [w] 0230PM [
Resolution r

View Service Options SageQuest

@

Jobs Options.

Queue

\ :Fv: ervice Ticl ueue Opti... SedonaSchedule- SOUC 20;

Ticket #1004

G @@

Appointment

Appointment  Back

Ticket

23456 1 Customer
910111213 45678
14151617 18 19 20 1112131415 Site

2
91
161
222324
23303

Barton, Christine

26691 Carlota Dr
Mission Viejo CA 92691
1003 Intrusion

Christine Barton

(714) 910-8861

Ll

01:00 PM
led M Contact

hed | 12172014 [v] 1245PM |
12172014 [w] 01:00PM [

W =

[E save | |GEEdit |

[4 Not@s] [ Map ] [CI Email |

,/ Ticket

7 ==
g 2 U
Service Custom | Appointments

Fields and Labor

1003

Barton, Christine
Barton, Christine
26691 Carlota Dr
Mission Viejo CA 92691

& Billing Overrides

[ Invoice #1076

= @ &

(0) and Parts
Go To

3) Items

Created 12/21/2014 1:38:08 PM

Created By Administrator

Status Resolved

B

[7] Ticket Charges

Total Parts

Total Labor

Total Other

Sub Total

Total Invoiced

Bill to Cycle
Next Cycle Date

E

Contact
Phone

Notify

(N/A)

;E = A,

5 &
Documents Equipment Journal Notes Other Purchase Service Ticket Ticket
Orders (0) History

Log Group

Notifications

Christine Barton [+]
(714) 910-8861 =73
christine . baton@yahoo.com
Cost Total Tax
45473
120.00
0.00
57473 0.00
$574.73
B save

Refreshed: 12/25/2014 1:25:29 AM

|@Detil count=2

Page 68

of 120

Last Revised: December 2014 Rev. 1




SedonaOffice

The #1 Financial Software for Security Companies

SedonaSchedule Functionality
Reference Guide

Reviewing Ticket for Invoicing (continued)

Once an Invoice has been created, it may not be modified from SedonaSchedule. If changes need to be
made to the Invoice, it may be opened with the Customer Explorer record for editing. User permissions

are required to be able to make changes to an Invoice.

Note: If a payment was automatically applied to the invoice during the posting of the invoice, and you

need to make changes to the invoice, you must first un-apply any payment applications.

[7
|V Add to Print Queue

la power surge during the storm.

& Invoice (SOUC 2015) =2 IR ~<=|
Customer ID Category A/R Account Tax Group
IlDDE i I Service LI Ll | Mission Viejo Ll
o Invoice Date Aging Date
Invoice # 1076 = -
[12/18/2014 El|  [12/18/2014 =
a Barton, Christine
26691 Carlota Dr prandh E-O-iNumber
Mission Viejo, CA 92691 [oc =
Warehouse Term
Site Barton, Christine ~| = | Due OnReceipt v
Address: 26691 Carlota Dr )
7 Mission Viejo, CA 92691 Invoice Type Ticket £
_I | Service LI | 1004 L]_]
Salesperson
NA =13
Ttems $135.50 | parts $430.27%
\ [ Show Custom Fiekds
\ Item List -
Item Description \ Qty Rate Amount | Memo
glsvecal Minimum Service Call Charge 1 60.00 60.00
[~ | Labor-Service Service Labor 1 60.00 60.00 B
[ |part-service Wire 1 15.50 15.50 [
* ]
Ttems $135.5("
I~ Show Custom Fiekds
Description [ Service Call PartList =
n Part Desaription Qty[ Unit Rate | Amount
ontact | T |vizsee COMMUNICATOR 1 439.23 439.23
Memo Replaced panel and repaired damaged kd
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Reviewing Ticket for Invoicing (continued)

Closing a Ticket

If the Close Ticket After Invoicing option was not selected on the Billing form prior to creating the

invoice, you will need to manually close the ticket. This same process below is also used when closing a

non-billable Ticket.

Click on the Service Ticket button from the Ticket ribbon. At the lower left is a button labeled Close

Ticket; check this box then click on the Save button located at the lower right of the form.

A confirmation message will be displayed asking you if you are sure you want to close the ticket; click

the Yesbutton to proceed with the ticket closing.

Note: If any Parts were put on the Ticket and there is an existing Equipment List for the Ticket System

and no part replacement was done, as message will be displayed to the User asking if you want to

Replace Equipment now. If selecting Yes to this prompt, the Equipment & Parts form will be displayed

to perform the replacement. When finished, return to the Service Ticket form and click on the Close

Ticket button.

N
~ Ticket #1004 =5
{1 )
Ticket
e B e 3 = = 3 g
55 U l_l ‘ = -’u_ | s ] 58 &
Service | Custom = Appointments Billing Documents Equipment Journal Notes Other Purchase Service Ticket Ticket
Ticket Fields and Labor (0) and Parts (3) Items Orders (0) History Log Group
GoTo Notifications

Customer 1003 Created  12/21/2014 1:38:08 PM [ S istine Baiton [+

Barton, Christine
Ste Barton, Christine Created By Administrator Phone (714) 910-8861 Ext

26691 Carlota Dr

Mission Viejo CA 92691 Status Resolved Notify christine e barton@yahoo.com

l =] Site and System Detail Ticket Detail
System Account 1003 Problem “AC Power Failure E
System Type Intrusion Secondary Problem B
Panel Type VISTA 1288 Route Code E
Location i 3 E]
Next Inspection Priorty Medium E]
Site Phone
E dlength 60
Map Code
. = agt out last night, and now unable to am
Sonticd Close Ticket = ™
Warmanty One Year P &L ol
Wararty End Labor:3/3/2015 P N [+]
Memo | ilson E
Comments h
Notes E]
. On File
Service Company  OC &
Service Level | T&M-Res [+ ~
Sa
@ Close Ticket Save
= =
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Vendor Tickets

A Vendor Ticket is used when a service call or an inspection is performed by a Service Provider
(subcontractor) on behalf of your company. What distinguishes a regular Service Ticket from a Vendor
Ticket is the Service Company selected on the Service Ticket form. If the Service Company selected is a
Service Provider, the Ticket will automatically be saved as a Vendor Ticket.

For Inspections, a Service Provider may be setup as the default Service Company if it is typical the
Inspection is performed by a Service Provider. The Inspection Record for the System contains the setup
where the service company is selected.

. |
& System Inspections . — @
Site Johnson Furniture #11
5812 E Sahara
System 10-1100
Intrusion
Detail I Equipment | Inspection Items
4 Inspection
Description | Annual Intrusion Service Tech | ~|
Frequency | Annual L] Group Number
Service Problem Code | Insp-Intrusion | Estimated Hours
Service Level | INSP T&M-Com | High Frequency [~
Bypass
Service Company | AllStar Alarm | &8 )xdude from
Last Inspection | gihghdtrequncy
2
Next Inspection |10/31/2015 ]
Notes -
qj Charges
Inspection Item [ Labor-Insp 4|
Amount I175.00|
Save | erminate | Cancel |
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Creating a Vendor Service Ticket

Click on the New Service Ticket button located at the upper left of the SedonaSchedule application.

Show/Hide
Calendar Bar

Mavigation

Today

< March 2011
et LTS

Day

Week Month

Service Ticket Queue Options

Queue

| -

—> -
Inspections Removed
Parts ~
Arrangement

Drag a column header herg

"2, 10/11/2008

The Customer Search form will be displayed for locating the Customer/Site/System for which a ticket will
be created. Select a Search Criteria option, then enter a search value in the search text box, then press
the green search arrow. Double-click on the row in the search results area for which you want to create

the ticket.

E— — —
& Customer Search - . - E@u
#8 Search Criteria
(©) Customer # ) System Account Branch Selection
@ Name () Job Number Select m
() Address ©) Service Ticket oc OrangeCounty N
*) Telephone 7 Invoice # SD San Diego N
© Bill Contact © Credit #
() Site Contact () Check #
*) Site Number
Sl B Show Inactive Systems [7] Hide Inactive Branc
[:I Show Cancelled johnson

Customer

-mmm e e T

Johnson Furnitur...

AR 100—09 Johnson Furnitur...
AR 100-10 Johnson Furnitur...
AR 100-11 Johnson Furnitur...
AR 100-12 Johnson Furnitur...
ANR 100-13 Johnson Furnitur...
AR 100-14 Johnson Furnitur...
AR 100-15 Johnson Furnitur...
AR 1001 Johnson, Alexis

Printed Invoice
Printed Invoice
Printed Invoice
Printed Invoice
Printed Invoice
Printed Invoice
Printed Invoice
Printed Invoice
cc

Bill To

8347 La Mesa Bl
SD 3298 Greyling
SD 7654 Herschel Ave
SD 4724 Clairemont Mesa Bl
SD 4380 La Jolla Village Dr
oc 26522 La Alameda £
o]os 22021 El Paseo
ocC 14511 Franklin Ave
ocC 25165 Derby Circle e
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Creating a Vendor Service Ticket (continued)

A new Service Ticket will be displayed. There are five required fields that must be populated to be able
to save the Service Ticket. The field label to the left of a required field is displayed with a bold font.
The only required field that is not automatically populated is the Problem code.

Note: If the label of the PO # field is bolded, this indicates this field is also required.

In the Service Company field, if the default company displayed is Service Provider, then the words
Vendor Service will be displayed at the bottom of the ticket, and the ticket will automatically be saved as
a Vendor Service Ticket.

If the default Service Company displayed is your company or a company branch service company, you
may click on the drop-down arrow or the lookup button to the right of the service company field to
display a list of all available service companies and Service Providers from which to select. If you select a
Service Provider from the list and save the ticket, the ticket will be treated as a Vendor Service Ticket.

Once all required fields have been populated and the customer Comments has been entered, click the
Save button located at the lower right of the form.

[ d
- \ Qs New Ticket X |
) =
Ticket
S’ [ |50 e | |
Appointments Billing Documents Equipment Journal Notes Other Purchase Service Ticket Ticket
and Labor and Parts Items Orders  History Log Group
Go To Notifications

Customer  100-11 Created 25/ -16: Marty Shaw =

Johnson Furniture #11 12/25/2014 2:16:11 AM Contact arty Shaw El =
Site Johnson Furniture #11 Created By Administrator Phone (619) 325-1011 Ext

5812 E Sahara

Las Vegas NV 89142- Status Open Notify martin.shaw @johnsonfumiture.com
=] Site and System Detail Ticket Detail
System Account 10-1100 7 Problem *AC Power Failure El
System Type Intrusion Secondary Problem El
Panel Type VISTA 128B Route Code B
Location E ol 3 E
Hecispechn Priority Medium [
Site Phone (619) 325-1011 _

Estimated Length 60
Map Code
Comments Communication failure reported by central station. B
Cross Street v
Warranty One YearP& L i
Wanmanty End Labor:10/1/2015 Parts:10/1/2015 Service Coordinator E
Memo Technician
Comments PO#
Notes \\ Category Service E
\\ Resolution [+
Service C AllStar Alarm i 74 Use Payment Information On File
ce B @ None
Service Level T&M-Com =]
(' Vendor Senvice )
|
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Creating a Vendor Service Ticket (continued)

Note: Once the Service Ticket form is saved, a Field Note will automatically be created with any
information entered into the [customer] Comment field. This automatic Field Note creation will only
occur if information is entered into the Comment field prior to the initial Save of the ticket. If a
comment is entered at a later time, an automatic field note will not be created.

Once the Ticket has been saved, the Custom Fields form of the Ticket will be displayed. If your company
is using any of the Custom Fields; fill in this form according to your company policy and procedures.
After populating any of the custom fields, press the Save button located at the lower right of the form to
save the selections/entries.

Note: If a Custom Field has been marked as required, the field label to the left of a required field is
displayed with a bold font.

| f\ (CLRE - Ticket #1012
- Ticket
s s N — = ] 1)
(O] =@ gl = = &z &
Appointments Billing Documents Equipment Journal Notes Other Purchase Service Ticket Ticket
and Labor and Parts Items Orders History Log Group
GoTo Notifications
Customer  100-11 Created  12/25/2014 2:16:11 AM Marty Sh
Johnson Furniture #11 212502014 21611 A Contact sy B
Site Johnson Furniture #11 Created By Administrator Phone (619) 325-1011 Ext
5812 E Sahara
Las Vegas NV 89142- Status Open Notify martin.shaw @johnsonfumiture.com
|| Tables
Cause E
Source Phone call E
User Table 3 [ [~]
Text
User Text 1
User Text 2
User Text 3
User Text 4
User Text 5
« Checkboxes 3 Money
Check Box 1 = Money Label 1 0.00
Check Box 2 | Money Label 2 0.00
Check Box 3 o M Dates
Check Box 4 |
Check Box 5 =
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Creating a Purchase Order for Vendor Service

If your company issues a Purchase Order to a Service Provider (Vendor) for services provided on a
Vendor Ticket, the Purchase Order may be created directly from the ticket.

With the Vendor Ticket open, click on the Purchase Order button on the ribbon, and then click on the
Purchase Order context menu.

A new ribbon, Create Purchase Order, will be displayed. Click on the Order Service From Vendor button.

_‘}\ C s Purchase Orders . -~ Ticket #1012

B /s ™ l_‘ l_‘l 0 > @ - S
J 3 U 3 _l <S¢ szf A _| = 17 oy
Service Custom = Appointments Billing uments Equipment Journal Notes Other|| Purchase | §ervice Ticket Ticket
|| Ticket  Fields and Labor and Parts Items \| Orders (0) istory Log Group
Go To Notifications
Customer ~ 100-11 Created \agsfzom 21611 AM Cortact | [EEWEH
Johnson Furniture #11 ~ o @ z = E
Site Johnson Furniture #11 Created By Admin Db (619) 2251011 Lot
5812 E Sahara f - . -~ Tick
Las Vegas NV 89142- Status  Open | (( 488 ¥ | PurchaseOrders

Ticket Durchace Ocdar

~ L —
— [=] Order Service From Vendor =
o T T T ‘

Create Purchase

Order
/_\\-\\\—/ Create Purchase Order
Customer ‘]0’?'1 Order Service From Vendor Created 12/25/2014 2:16:11 AM
ohn:
Site Johnson Furniture #11 Created By Administrator
5812 E Sahara
Las Vegas NV 89142- Status Open

Amount
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Creating a Purchase Order for Vendor Service (continued)
The New Purchase Order form will be displayed.

* The Vendor name is automatically filled in.

* Select the appropriate Branch in the header area of the form.

* Click on the Expenses tab and enter or lookup the G/L Account number for the expense; enter
the amount and select the appropriate Job Costing Expense Type.

* You may override the Description field that is automatically filled in.

* Enter any additional information into the memo field.

When finished, click on the Save button located at the lower right of the form.

e New Purchase Order f L - Eni
Vendor Category [T Print Now
AllStar Alarm [z| =4 | Service E] Direct Expense
Purchase Order PO # 3012 Branch | OC [+]
AllStar Alarm .
ms 4587 W/ Virm Spings R Tracking # Ordered | 12/25/2014 [~]
as -
(300) 225.9600 i [v]  Method [=]
Parts Due [w] Ticket 1012
. 22691 Trabuco Canyon Created By
| Mission Viejo CA 92691
[C] Acknowledged Last Updated
T [
/i3 Parts $0.00{ "> Expenses $150.00 | )i} Documents |
General Ledger Job Costing
[ owemon [ oo |G| Tom
\) 520020 COS - Service-Subcontractor $150.00 Service 1012 El
7
=<
e I -~
-~
-~
-~
-~
-~
b
-~
-
!'!! P
@ New >
Memo Service for Johnson Fumiture #11
5812 E Sahara Total $150.00
Las Vegas, NV 83142 Received
Contact: Marty Shaw 6159-325-1011 ecelv
[] Closed [@ Apply l [B Save ] [x Close ]
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Scheduling Vendor Tickets

Appointments for Vendor Tickets may be created using one of three methods; from the ticket by clicking
on the New Appointment shortcut button, from the Schedule Board using the double-click to create and
schedule the appointment, or by dragging and dropping the ticket onto the Schedule Board. The
“Double-click to Add” method is not available for Vendor Inspection Tickets generated by the Inspection
program.

If you need to schedule one of your company Technicians to accompany the Service Provider, these may
be scheduled from the Ticket, or by using the Copy and Paste function on the Schedule Board — copy the
Service Provider appointment and paste into the Schedule Board for a company Technician timeslot.

Each method will be described in this section.
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Scheduling an Appointment from a Vendor Ticket

To schedule a technician appointment from the ticket, open the Ticket for which you want to schedule
the appointment. Click on the New Appointment button at the upper left of the Ticket.

The Schedule Ticket form will be displayed. At the top of the form, change the Display Group to a
Service Provider Group — the schedule board will populate with all Service Providers assigned to the
Display Group. Select the appointment date on the calendar then double-click on the Service
Provider/time-slot to be scheduled.

A message will be displayed confirming the appointment you want to create — click on the Yes button to
accept.

B . - Ticmnou\\

: T S
Al YO = |8 g
Billing D Journal

and Labor (0) and Parts
Go To

Customer  100-11 Created  12125/2014 222:03 AM
Johnson FumnituMg11 :

Ste Johnson Furniture 31 Created By Administrator
5812 E Sahara
Las Vegas NV 89142 N, Status  Open

I © Schedule Ticket # 1012 e |
e

=] Site and System Detail
System Account 10-1100

L rusion

789101112213 45678910 vl NiiStar Nlarm AllStar Narm AllStar Alarm
14151617181920 111213141516 17 & Henderson Security Service Henderson Security Service Henderson Security Servic
203 24[25]2627 1819202122324 T Security T Security Tempe Security
@" 2 %2%2728290% v e Secudy ope ey o
Schedule Board
12729
[Unassigned] AliStar Alarm Henderson Security Service Tempe Security

Double-click on the
desired Service
Provider time-slot

Create Appointment ]

‘ Are you ready to create an appointment for AllStar Alarm at 12/29/2014 9:00:00
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Scheduling a Vendor Appointment from the Schedule Board
Drag & Drop Method

Vendor appointments are scheduled from the Schedule Board by using the drag and drop method from
the list of Unscheduled Tickets displayed below the Calendar.

You must have the Day view selected from the Ribbon to be able to drag and drop a Vendor Ticket onto
the Schedule Board.

Select the appropriate Display Group which contains your Service Providers.
On the Unscheduled Tickets list, click on the Vendors option at the top of the form.

Determine which date the will be scheduled; click on the date in the calendar to view available Service
Providers for the date. Next hold the left mouse button down while on a ticket in the Unscheduled List
then drag the ticket to the desired Service Provider column and time-slot, then release the mouse.

When releasing the mouse, a message will be displayed confirming you want to schedule the
appointment with the Service Provider on the date and time where you are dropping the ticket; click the
Yes button to continue.

7\ + s SedonaSchedule - SOUC 2015 2.6.237
View Service Options SageQuest Jobs Options
@ ;")« =7 3l ] &P Ticket Queue 45 Removed Parts @ Warning Count =3 _Ticksts Show Unassigned ® @ Open Customer
‘D : & Group Tickets { Miscellaneous Appointments, 7| Group Day Within Owner () % @ Refresh Schedule
Show/Hide ~ Today ay | Week Month . i I )
o y Y -, Tnspection Creation * Open Jobs Select the appropriate Zoom > © | [Ticket] 1012 )
Navigation Arrangement Display Group Calendar Options Tools
Allstar Alarm Henderson Security Service Tempe Security
SMTWTFS SMTWT for the
123456 g

78910111213 Appointment

1415 16 17 134520

2122 23 241 26N 181920212223 2% PXT:

28293031 252627282930 31

W 2 SedonaOffice e
Inciude [C] Services s (V] Vendors
‘“ :
—=mr | 23 Do you want to add an appointment for Henderson Security Service at

-B'“. — Drag & Drop the & 12/26/2014 9:0000 AM

y 1012 _ OC 100-11 Johi|  °© Ticket to the }

desired Service
7 Provider/time-slot Yes
P—
N /( 5

Page 79 of 120 Last Revised: December 2014 Rev. 1



SedonaSchedule Functionality
Reference Guide

SedonaOffice

The #1 Financial Software for Security Companies

Scheduling a Vendor Appointment from the Schedule Board (continued)
Double-Click to Add Method

Vendor Tickets may be created and scheduled from the Schedule Board by “Double-Click to Add”
method, the same as regular Service Tickets.

From the Schedule Board make certain to:

* C(lick on the Day view from the Ribbon

* Select a Display Group that contains your company’s Service Providers

* Onthe Calendar click on the date for the appointment to be scheduled

Q ]
v

* The Wrench Icon is selected for the “double-click to add” option

Determine which Service Provider and time-slot will be used for the appointment, and then double-click
at that location on the Schedule Board. The Customer Search form will be displayed for locating the
account for which the Ticket/Appointment will be created.

Located the Customer/Site/System for the Ticket and double-click on the row within the search results
grid.

D v - SedonaSchedule - SOUC 2015 2.6.23; el
~ | view Service Options SageQuest  Jobs Options
[E— B a7 =] (= ] o Ticket Queue 43 Removed Parts @ Warning Count =3 Tickets Liggef ' Subs - Outof State  +| (3|} Show Unassigned © 4 @ Open Customer
= & Group Tickets {3 Miscellaneous Appointments  Warning List ~ - DispTay Group Techmicans« || Group Day Within Owner () % @ Refresh Schedule
Show/Hide ~ Toda Wesk  Month - - e
Calendar Bar A 4 Inspection Creation & Open Jobs TicketsOnSite @8 Zoom oy, O [ Ticket 1012
Navigation Arrangement SedonaMonitor Calendar Options ‘_ Tools
H Calendar 12/26
q D 2014 January 2015 5 Tempe Security Allstar Alarm Henderson Security Service
SMTWTFS SMTWTFS |
123456 123
7891011213 456783910 =)
14 15 16 17 11121314 15 16 17 [ Ciotome: Sexc :
21 2232[A526F 181920212232
282930 31 526272829103 R L)
Customer # System Account Branch Selection
o e e 27 N
Address Service Ticket v oc Orange County N
Telephone. Invoice 2t g Sen Diego N
Bil Cortact Credit #
Ste Contact Check #
Ste Number =
tiom boctve Sytems 7] Hde nactive Brarx
7] Show Canceled iohnson (=
| lowwi | seenf
Johnson Furniture &1 730 Market St San Diego N 10-1000 -
Johnson Furniture 82 2502 Impenial Ave San Diego N 10-2000 b
Johnson Furniture #3 1946 Fern St San Diego N 10-3000
Johnson Fumniture 24 2340 El Cajon BI San Diego N 10-4000
I " iohnson Fumitwe#5 2859 Broadw_  Phoemx N " o500
e Johnson Furniture 6 2805 Lemon Gro. Lemon Grove N 10-6000
Johnson Furniture 7 3421 E Plaza Bl National City N 10-7000
Johnson Furniture £8 8347 La Mesa BI La Mesa N 10-8000
Johnson Furniture 29 3298 Greyling San Diego N 10-9000 -
: ;
[# o
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Scheduling a Vendor Appointment from the Schedule Board (continued)

The new Ticket form will be displayed. In the Service Company field, click on the pencil icon to open the

Service Company lookup form. Double-click on the Service Company (Service Provider) for the Ticket.

Finish filling out the data entry fields on the Ticket according to your company’s policies and procedures
and click the Save button when finished. The Ticket is created and saved as a Vendor Ticket and will
appear on the Schedule Board.

- - - . New Ticket - - [
Ticket
S | =5 'Y =] §
Service || Appointments Billing Documents
Ticket and Labor o |8
Do 7 ool v
Customer  100-05 . ) AliStar o St N LasVegm o Nevad T T —
Johnson Furniture #5 Henderson Security Servic Henderson Security Ser.. Henderson Nevada 83015
Site Johnson Furniture #5 O&L Systems O&L Systems Lake Forest California 92630
2859 E Broadway oc Orange County Alarm Mission Viejo California 92691
Phoenix AZ 85040- OC Alarm Services OC Alarm Services Mission Viejo California 92691
0J&L Fire Services 0QJ&L Fire Services Irvine California 92604
OJP Enterprises OJP Enterprises Anaheim California 92804
Olson Electnc Olson Electric Santa Ana California 92706
=] Site and System Detail Open Systems Open Systems Commu.. Tustin California 92780
S&D Electric Co, Inc S&D Electric Co, Inc National City California 91350
System Accourt 10-5000 S&S Electronics S&S Electronics San Diego California 92102
System Type Intrusion Sampson Service Corp. Inc Sampson Service Corp... Spring Valley California 91977
SD San Diego County Alarm  San Diego California 92101
Panel Type VISTA 1288 SM2 Technologies SM2 Technologies Lemon Grove Californiz 91345
Location Southern Electric Co. Southern Electric Co.  San Diego California 92102
Tempe Security Tempe Security Tempe Arizona 85281
Next Inspection
Site Phone (619) 325-5000 *
Map Code I
Cross Street I
Warranty One YearP &L I
Wamanty End Labor:10/1/2015 Parts:10/1/2015 I
Memo II
Eoomeas A @ select |[# Close |
Notes D — y S _
~ |
Y / Resolution (=
- 1923 o Use Payment Information On File
Service Company | SD .
ce “ @ None
Service Level T&M-Com =
B Save
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Processing Vendor Service Tickets

The Dispatching, Re-Scheduling and Deleting of Vendor Appointments is accomplished in the same
manner as a regular service ticket. The same applies to adding Parts, ordering parts, reviewing for
Invoicing and Closing. Please refer to these topics earlier in this document for detailed information.

Page 82 of 120 Last Revised: December 2014 Rev. 1



SedonaOffice’ SedonaSchedule Functionality

The #1 Financial Software for Security Companies Reference Guide

Inspections

This section is designed to provide information on how to generate bulk Inspection Tickets. This section
includes the following topics:

* Setup of Inspection records
* Viewing List of upcoming Inspections
* (Creating Inspection Tickets
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Inspection Setup

The Inspection Ticket generation program within SedonaSchedule creates tickets in bulk based upon the
information contained in the Inspection Setup records that are attached to a Customer’s System record
within the Customer Explorer. It isimportant to understand how to setup and maintain Inspection
information as it will have a direct effect on what information will used to create the Inspection Tickets.

New Inspection records may be setup by right-clicking on the Inspections option of the Customer Tree
at the System level.

Ir
O 100-11 Johnson Furiture #11 (Sub Account of 100) fora =
(] Johnson Furniture #11 + |Johnson Furniture #11 Balance Due: $291.00
B[ ) Customer Information 5812 E Sahara Last Statement Date: Never
[ 1] Other Sub Accounts .
= Payment Options Las Vegas, NV 89142 Total Active RMR : $162.00
@] Pay P (619) 325-1011 Total Active RAR : $1,944.00
8- Bill To Customer Type: Printed Invoice
B-27 5812 E Sahara Las Vegas, NV Customer Since: 10/1/2014
b Site? Costacks Salesperson: George Miller
1] (1) 5812 E Sahara Las Vegas, NV # of Disp Last 0 Days 0
& = SVS:Z";SNO - et Description [ Frequency [ Group # [ Servicelevel | Lastinsp. [ Next Insp. [ Notes
- ntrusion System Q1 - Quarterly Fire ‘Annual 0 INSPT&M-Com  10/1/2014 1/31/2015 Q1 - Inspect all fire equipment, obtain...
Q Documents Q2 - Quarterly Fire Annual 0 INSPT&M-Com  Never 4/30/2015 Q2 - Inspect all fire equipment, obtain...
i Equipment - - Q3 - Quarterly Fire Annual 0 INSP T&M-Com  Never 7/31/2015 Q3 - Inspect all fire equipment, obtain...
= ko s Q4 - Quarterly Fire Annual 0 INSP T&M-Com  Never 10/31/2015 Q4 - Inspect all fire equipment, obtain...
-y Inspectipns %) Annual Intrusion Annual 0 INSPT&M-Com  Never 10/31/2015
1] Notes
2% Recurri New Inspection
»ué, Recurrif § Hiflm
o P =

Right-Click to setup a
new Inspection record

The New Inspection setup form may also be accessed by opening a System record in edit mode, then
navigating to the Inspections tab [of the system record].

&) 100-11 10-1100 Intrusion System ==
) Customer: 100-11 Address: 5812E Sahara
Johnson Furniture #11 Las Vegas, NV 89142

Sysbeml Custom Fields I Recurring | Equipme! otes &Comrnentsl

Description | Frequency | Problem Code | Service Level | Last Insp | Next Insp | Notes
Q1-Quarterly ... Annual Insp-Fire INSP T&M-Com 10/1/2014  1/31/2015 Q1 -Inspectal..
Q2 -Quarterly ... Annual Insp-Fire INSP T&M-Com 4/30/2015 Q2 -Inspectal..
Q3 -Quarterly ... Annual Insp-Fire INSP T&M-Com 7/31/2015 Q3 - Inspect al..
Q4 -Quarterly ... Annual Insp-Fire INSP T&M-Com 10/31/2... Q4-Inspectal..
Annual Intrusion  Annual Insp-Intrusion INSP T&M-Com 10/31/2...

Click on the New button to
setup an Inspection record

[ Inactive ¢/s Info Save Close
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Inspection Setup (continued)
The System Inspections form is comprised of three tabs; Detail, Equipment and Inspection Items.

* Detail tab - Information on the Detail tab is required — this is the information used to generate
the Inspection Ticket.
* Equipment tab —in prior versions of SedonaOffice, this form was used to select parts from the

System Equipment that should be inspected. This information would display and print on the
Inspection Ticket form. The Inspection Ticket printing has been changed to print all of the parts
on the System Equipment List, so this form is no longer needed.

* |Inspection Items tab — This form is used to list devices and quantities to be inspected. This

information is not linked to the System Equipment List.

The following pages will describe each data entry field (and its purpose) on the Detail form.

© System Inspections > ii_hj
Site Johnson Furniture #11
5812 E Sahara
System 10-1100
Intrusion
Inspection Items
& Inspection
Description Jannual Intrusion Service Tech | 4|
Frequency | Annual -] Group Number o
Service Problem Code | Insp-Intrusion -] Estimated Hours  |g
Service Level | INSP T&M-Com | High Frequency [~
Bypass
Service Company | Allstar Alarm Rak--} o r
Last Inspection [ E gi?zdireq““cy
Next Inspection [10/31/2015 ]
Notes -
) Charges
Inspection Item | Labor-Insp LI
Amount |175.00
Save | Terminate | Cancel
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Inspection Setup (continued)

Inspection Setup — Detail form

On the left side of the Inspection Detail form are seven data entry fields — six of these are required,
fields which are bolded below are required.

* Description —Thisis a free-form text field to enter information about the inspection — 50 character
limit.

* Frequency — How often Inspection Tickets should be generated (drop-down list choices controlled by
SedonaOffice).

* Service Problem Code — Problem Code to be used on the Inspection Ticket.

* Service Level* - The Service Level to use on the Inspection Ticket. This determines the billing rules for

the Inspection.
*|f the Service Level selected from the drop-down list has been setup to link to a recurring line, two new
fields will be displayed below the Next Inspection date field: Recurring Item Link and Cycle Amount; these
fields must be populated.

* Service Company — The Service Company that will be assigned to the Inspection Ticket. If a Service

Provider is selected, once the Inspection Ticket is generated, it will automatically be created as a Vendor
Inspection type ticket.

* Last Inspection — If the date of the last Inspection is known, that date may be entered here for
informational purposes. This is not a required field.

P - ——
© System Inspections Q“ - -——
Site Johnson Furniture #11
5812 E Sahara
System 10-1100
Intrusion
i
| Equipment | Inspection Items |
|8 4 Inspection
Description [annual Intrusion Service Tech | -]
Frequency [ Annual | GroupNumber o
Service Problem Code | Insp-Intrusion ]| Estimated Hours  |g
Service Level | INSP Tam-Com -] High Frequency [~
Bypass
Service Company  [[AllStar Alarm ~| & Excude from r
Last Inspection [ El High Frequncy
Next Inspection [10/31/2015 E
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Inspection Setup (continued)

* Next Inspection — Enter the date on which the Next Inspection Ticket is due.

* Service Tech — A preferred Technician may be selected; when the Inspection Ticket is created, the
Technician field on the Service Ticket form will be automatically filled with this name.

* Notes — Any information entered into this field will automatically create a Note on the Ticket every time
an Inspection Ticket is generated. Typically this is used for special instructions for the Inspector — 1,024

character limit.

© System Inspections E L 4
Py
Site Johnson Furniture #11
5812 E Sahara
System 10-1100
Intrusion
U
| | Equipment | tnspection 1tems |
§ Inspection
Description [annual Intrusion Service Tech [ ]
Frequency [ Annual ]| Group Number |o
Service Problem Code | Insp-Intrusion 4| Estimated Hours  [g
Service Level [ TSP T&M-Com | High Frequency [~
Bypass
Service Company | Allstar Alarm Rak--] Exdude from
Last Inspection [ E High Frequncy
Next Inspection [10/31/2015 ]
Notes
4y Charges
Inspection Item | Labor-Insp ~|
Amount |175.00

Note: The Group Number, High-Frequency Bypass, and Exclude from High Frequency Check fields are
only used if your company has activated and is using the Group Tickets feature.
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Inspection Setup (continued)

The next two fields are only used if you have a pre-negotiated amount that you will charge the
Customer each time the Inspection is performed.
These fields would not be used if you are invoicing the customer for the Inspection through the Cycle

Billing process or if billing the customer on a time and material basis.

Inspection Item —If a set fee is to be charged to the Customer each time the Inspection is completed,

select the Invoice Item to be used for invoicing the Customer.

* Amount — Enter the amount to invoice the customer for the Inspection service.
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Creating Inspection Tickets
From the Arrangement Ribbon Group, click on the Inspection Creation button.

L SedonaSch
=
: ‘ View Service Options SageQuest Jobs Options
E il == :=-| & Ticket Queue 28 Removed Parts @ Wamj
- — &b Group Tickets Kj) Miscellaneous Appointments Warni
Show/Hide  Today Day | Week Mon . . iy )
Galendar Bar -4 Inspection Creation Open Jobs Ticke
Navigation L '66 Trangement J
A Y
Calendar
« December 2014 January 2015 » e
SMTWTFS SMTWTFS
123458 123
7 8 910111213 4567 89510
14 1516 17 18 19 20 111213141516 17
21 22 23 24 25[26] 27 181920212223 24 12 am
2526 27 28 29 30 3

A new Ribbon Group, labeled “Inspection Creation” will be displayed. The fields on this Ribbon Group
are used to select which Inspections Tickets will be created.

In the Due As Offield, enter the date through which Inspections Tickets will be created. The “Next

Inspection Date” on the System Inspection setup record is used to determine which Inspection Tickets
need to be created.

Many companies generated Inspection Tickets 30 days in advance to allow for planning the necessary
resources.

After selecting the Due As Of date, click on the Get Inspections button — this will display a list of all
Inspections due by this date. This will not create the Inspection Tickets yet — just provides a list for
review prior to creating the Tickets.

Due As Of 12/26/2014 [~ ForService Co: [+]
B @ & For System Type [] ForRoute =l . o o Tc.ia:é
Calendar Bar #* Open Jobs Including Part 3
Inspection Creation
- Drag a column header here to groui mn.

SMTWTFS SMTWTFS

123456 123
7891011213 45678910
14 1516 17 18 19 20 111213141516 17
2122324250827 1819202122324
232930 31 252627232930 31
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Creating Inspections Tickets (continued)

A list of all Inspections that meet the criteria selected will display in the list. By default, none of the
Inspection records are selected for ticket generation. To select all Inspections in the list, select the
checkbox in the header row. If certain Inspection records are to be excluded from ticket creation, un-
check the box to the left of those records.

Once you have made the desired selections from the Inspection viewing list, click on the Create Tickets
button.

Depending on the number of Inspection records which were selected for ticket creation, the process
may take a few seconds to a few minutes — be patient.

You will know when the Inspection Ticket creation process is complete when the list of Inspections is
empty (if all inspection records were selected) or the list of un-selected Inspections is all that is shown
remaining in the Inspection List.

SedonaSchedule - SOUC 2015 2.6.237

_\J}\*' -

View Service Options SageQuest Jobs Options ——
IE #a == il 7] J° Ticket Queue 2 Removed Parts © Open Customer DueAsOf 1/31/2015 @~ ForSenvice Co:
122 (AL | - Get Create
& Group Tickets { Miscellaneous Appointments @ Refresh Schedule For System Type For Route » ©
Show/Hide  Today Day Week Month — , ° — ) =] Inspections’ Tickets
Navigation Arrangement Tools Inspection Creation
Calendar

Drag a column header here to group by that column.
< December 2014 January 2015 -

N/A

123456 12 ¥ 10-2000 All County Fire Intrusion/Fire Johnson Furniture #2 2502 Imperial Ave 01/31/2015 N
7 8910111213 4567283

0 [v] 10-3000 Al County Fire Intrusion Johnson Furniture 3 1846 Fern St 0113172015 NA
14151617181920 111213 14 15/417 = s -
N2 sEE T 1819202 M8 4] 104000 Al County Fire Intrusion Johnson Furniture 24 2340 El Cajon Bl 0173172015 NA
282930 31 7 [v] 10-5000 Tempe Security Intrusion Johnson Furniture 5 2859 E Broadway 0113172015 NA

@ 10-6000 Al County Fire Intrusion Johnson Furniture #6 2805 Lemon Grove Ave 0173172015 NA

[v] 10-7000 Al County Fire Intrusion Johnson Furniture #7 3421 E Plaza Bl 0113172015 NA

Check this box to select all @ 10-8000 Al County Fire Intrusion Johnson Furniture #8 8347 L2 Mesa Bl 0173172015 NA

Site Inspection Record for [v) 10-9000 Al County Fire Intrusion Johnson Furniture #9 3298 Greyling 0113172015 NA

Ticket Creation @ 101010 Al County Fire Intrusion Johnson Furniture #10 7654 Herschel Ave 0173172015 NA

[v) 10-1200 Al County Fire Intrusion Johnson Furniture #12 4380 La Jolla Village Dr 0113172015 NA

y ] 201300 VFS Fire Protection, Inc. Intrusion Johnson Furniture #13 26522 L2 Alameda 0173172015 NA

Contact [v) 20-1400 VFSFire Protection. nc.  Intrusion Johnson Fumitwe #14  [2203TEiPases ] 1013172015 NA

@] 201500 VFS Fire Protection, Inc. Intrusion Johnson Furniture #15 TE5TT Frankiin Ave 0173172015 NA

Problem [v] 10-1000 Western Fire Prevention Intrusion/Fire Johnson Furniture #1 730 Market St 0113172015 NA
Technician B
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Creating Inspections Tickets (continued)

Once the Inspection Tickets have been created, they are viewable from the Ticket Queue(s).

As previously mentioned, Inspection Tickets are processed in the same manner as regular Service
Tickets.

Note: Within the Ticket Queue, the Schedule On date field will display the date on which the
Inspection is due to be completed. This does not schedule an appointment for the Inspection Ticket;
this is just a reminder to the staff member who schedules the Inspections, when the Inspection Tickets
need to be completed. Once an Appointment is scheduled, this field will update with the Scheduled
Appointment Date/Time.

& Important Note: If the Inspection Ticket is not completed and closed on a timely basis, the next
Inspection Ticket may not be created when needed. For example, if Inspections are due quarterly, if the
current Inspection Ticket is not completed and Closed prior to the next due date, a quarter will be
missed.

Ticket Queue - Company Inspection Tickets

View Service Options SageQuest Jobs Options Queue
i ) ( . j 5 B @ueue View |Inspection v ’
PI"" Use Date Range !
Appointment Go  Resolved Unresolved Closed
Appolntment Back B Export to Excel
View

Drag a column header here to group by that column

I i o e L

nson Fumiture #13

1019 12/26/2014 100-14 Insp-Fire ‘1/31/2015 12:00 AM , Johnson Furniture #14

Ticket Queue - Vendor Inspection Tickets

7 Service Options SageQuest Jobs Options Queue

Appointment Go Resolved Unresolved Closed
Appomtment Back B Export to Excel

Queue View |Vendor Inspection
E 0 6Gee¢ & ACT— O

View

Drag a column header here to group by that column.

ry 1017 100-11 AllStar Alarm Insp-Intru_ 12/31/2014 12:00 AM Johnson Furniture #11
1016 12/26/2014 100-11 OP AllStar Alarm Insp-Fire 1/31/2015 12:00 AM Johnson Furniture #11
1020 12/26/2014 100-05 OP Tempe Security Insp-Fire i 1/31/2015 12:00 AM I Johnson Furniture #5
1021 12/26/2014 100-15 OP VFS Fire Protecti.. Insp-Fire 1/31/2015 12:00 AM i Johnson Furniture #15

\ \
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Additional Features

This section is designed to provide information on additional features available within SedonaSchedule.

Topics in this section include:

* Miscellaneous Appointments

*  “Firm” Appointments

* Technician Appointment Clock-out & Clock-in function
* Copy and Paste Technician Appointments
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Miscellaneous Appointments

A feature of SedonaSchedule is Miscellaneous Appointments. A miscellaneous appointment may be
scheduled to block out time on the Schedule Board to indicate the Technician is not available to be

scheduled for tickets or jobs.

You may schedule a miscellaneous appointment for one or multiple Technicians at a time. These
appointments may be for a single day, a portion of a day or several consecutive days. For example if
several Technicians will be attending a meeting on the same date and time, you may setup all of these

appointments at one time.

To schedule a miscellaneous appointment, follow the instructions on the following pages.
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Creating a Miscellaneous Appointment

From the Calendar Options Ribbon Group, click on the Miscellaneous Appointment radio button. Click
on the Date within the Calendar for which the appointment will be created. Make certain that you have
selected the Day view from the Arrangement Ribbon Group. Miscellaneous Appointments may not be
created from the Week or Month view.

Within the Schedule Board double-click on the begin time within the column of the Technician to be
scheduled for a Miscellaneous Appointment.

oL+ )F SedonaSchedule - SOUC 2015 2.6.237
~"| View | ServiceOptions  SageQuest JobsOptions
[—E ;5« ] & Ticket Queue 43 Removed Parts @ Waming Count =3 TicketsList v |OCTechs ~ 3] @] Show Unassidheg / © Open Cust
o Group Tickets & Miscellaneous Appointments | Warning List ~ Display Group Technicians Group Day Within Gl ,
Show/Hide  Today Day Week  Month o -
Calendar Bar - Inspection Creation &* Open Jobs Tickets On Site Zoom [(© [ @]
Navigation Arrangement SedonaMonitor Calendar Options
& Calendar @
. December 2014 January 2015 - [Unassigned] 0Ozzie Wilson Oscar Martin Ogden Ocean Orlando Smith
SMTWTFS SMTW]a®
123456 - 3

2
78910111213—' 57 91

=
8
1415 1617W 111213141516 17
22 o 55126] 27 181920212223 24
31 252627282930 31 7i

O ——

st 9™ Double-click Technician Time-slot of
where the Miscellaneous

System 10 % Appointment will be created
Contact

Problem il

Technician B —_—

12°em

Scheduled

Dispatched ] H (@ 1
R ‘\7-\

Page 95 of 120 Last Revised: December 2014 Rev. 1



SedonaOffice’ SedonaSchedule Functionality

The #1 Financial Software for Security Companies Reference Guide

Creating a Miscellaneous Appointment (continued)

The Appointment form will be displayed. Enter information into the fields as described below. When
finished click on the Save button to create the appointment(s).

* Type - Select the appointment Type from the drop-down list. The software contains several default
appointment types —your company may add more choices to the list. Consult your company system
administrator to add selections to the available list.

* Description - This field will auto-fill with the description associated with the Type; the User may
change this if desired.

* Notes - Notes are optional; the User may enter up to 256 characters in this field. Any information
entered into the Notes field will be viewable from the Schedule Board when hovering over the
Miscellaneous Appointment.

* Day Range —Select the date range for the appointment

* Time Range — Enter the beginning and ending time for the appointment

* Technicians — If more than one Technician is to be scheduled for the same date/time, check the
box to the left of each Technician name to be included.

. |
&) Appointment -
Type Vacation
Description Vacation N
Notes
Day Range 1212972014 [v] 01/0212015 [v]
Time Range 08:00AM + W
Technicians

] S e N

Ogden.Ocean Ogden Ocean

[:‘ Orlando.Smith Orlando Smith OC OC
] Orson.Goodman  Orson Goodman OC o]e
7 Oscar.Martin Oscar Martin oC (0]ed E
Ozzie Wilson Ozzie Wilson oc oC
[ Sam.Miller Sam Miller SD SD
[ Sean.Taylor Sean Taylor SD SD
[ Shawn.McKenzie Shawn McKenzie SD SD N
] Sheldon.\Walker  Sheldon \Walker  SD SD
[ Sheridan.Smith  Sheridan Smith  SD SD il

[ Save H@ Delete H;“t Close ]
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Creating a Miscellaneous Appointment (continued)

Once the Miscellaneous Appointment(s) has been saved, it will appear on the Schedule Board.

(ALt ° . SedonaSchEdule-soucmm_

e

E_ i—_;
Show/Hide  Today

Calendar Bar
Navigation

& Calendar

December 2014
SMTWTFS

123456
78910111213
14151617 18 19 20
21 2223 24 25[26] 27
28293031

System
Contact
Problem
Technician
Scheduled
Dispatched
Arrived
Departed

View Service Options

fon] sl

January 2015 »
SMTWTFS

ENJEN|EN

SageQuest

Day | Week Month :

| Notes

B save
B Map

2 Edit

E4 Email

,’\

Jobs Options

&7 Ticket Queue
Group Tickets

-4, Inspection Creation f;\’ Open Jobs

Arrangement

3 Removed Parts

{2 Miscellaneous Appointments

@ Waming Count =3
Warning List ~

Tickets List ~

Tickets On Site

SedonaMonitor

112/29

Oscar Martin

Display Group Tech

Vacation
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View List of Miscellaneous Appointments

To view a list of all scheduled Miscellaneous Appointments, click on the Miscellaneous Appointments
button from the Arrangement Ribbon Group.

Miscellaneous Appointments are listed in groups by Service Company and appointment Type. To
expand the group and view the individual appointments, click on the “+” symbol to the left of the group.
If you need to make any changes, add notes or just want to view the details of the appointment, double-
click on the appointment to open.

iscellaneous Appointments

View | SeviceOptions  SageQuest  JobsOptions Miscellaneous Appointments

@ ¥ B0 B

Show/Hide | Today = Day Week Month Ticket || Group Inspection
Calendar Bar Queue | Tickets Rt
Navigation Arangement

© Open Customer
@ Refresh Schedule
" Micket Il

Tools

& Miscellaneous Appointments
pen

& Calendar Drag a colfinn header here 1o group by that column
f 2014 Janvary 2015 »
AR LS : e e e e
78910111213 45678910
2122324250827 181920212223 24 e wiison | Oxzie Wilson &
2829 20 31 252627 28 28 20 31

Zy
o I e s —
®

m Is_Result_Of Clock_Out | Clock_Out_Dispatch

e Orson.Goodman | Orson Goodman B

Oscar.Martin Oscar Martin !

OgdenOcean  Ogden Ocean @]

System Orlando.Smith  Orlando Smith (]
. @ Mesting Safety Meeting 12292014 08:00 AM Administrator 1212672014 Administrator 1212672014

Sam.Miller Sam Miller D

Scheduled v T T il

Dispatched = 10 Shawn.McKenzie  Shawn McKenzie @]

) Sheldon.\Walker  Sheldon Walker 0

Arived [] @ .. SheridanSmith _ Sheridan Smith @

Departed =] = (@ Steve Watson Steve Watson !

Stuart Larson Stuart Larson [}
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Firm Appointments

A “Firm Appointment” is one that must be completed on the scheduled date and time and should not be
changed. Once an appointment has been marked as “Firm”, it may not be moved or modified within the
Schedule Board unless the User removes the “Firm” flag. The Firm Appointment option may be used for
Ticket or Job appointments.

Marking an appointment as Firm, locks down the date/time and Technician for the appointment. While
that appointment is locked, several restrictions are put into place by the software:

* Users cannot drag-and-drop a firm appointment to a different time-slot or to another
Technician on the Schedule Board.

* You cannot “drag-adjust” the length of an appointment on the Schedule Board (i.e. grabbing
the top or bottom of an appointment and increasing or decreasing its length).

* Within the Ticket and Job Dispatch Form, a checkbox labeled “Firm Appointment” is
displayed. This works identically to the right-click option from the Schedule Board. When an
appointment is firm, you cannot change the Technician, estimated length of time, or the
scheduled date or time within these forms.
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Firm Appointments (continued)
Flag an Appointment as “Firm”

Flagging an appointment as “Firm” is performed from the Schedule Board while the Day view selected.
Click once on the appointment, right-click and select the Firm Appointment option. The background
color of the appointment will change to bright pink and the word “Firm” will be display above the Ticket
or Job Number.

s El I _ !
ST SedonaSchedule- SOUC 201526237 I,
: View Service Options SageQuest Jobs Options
@ #—_:‘ | | (e == J/"‘ Ticket Queue 23 Removed Parts @ Waming Count =3 TicketsList ~ | SDTechs
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Show/Hide  Today Day | Week Month . . =~ . .
et P -4 Inspection Creation g* Open Jobs Tickets On Site
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1234586 123
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141516 17 1819 20 111213141516 17
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STl i 9 TKT 1000 - *Add TKT 1000 - *Add
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Contact Click once on the —
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Jli— s L
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IE EJ i j =w| &° Ticket Queue 48 Removed Parts © wa Count=3
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Navigation Armangement 4§ SedonaMonitor
Calendar = - /
December 2014 January 2015 o [Unassigned] Sam Miller \!‘ Sean Taylor
SMTWT SMTWTFS
123456 123
789M10M1mM1213 45678910 —
14151617 181920 111213141516 17
2122 23 24 25[26) 27 1BV 222324 -
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8 N,
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System 10-1234 Intrusion 10 Sm:,:,u,m ©3649
Contact
. 119
Problem "Add Equipment(Medium)
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12 /)
Scheduled 0300AM
Dispatched [~ H @ 1
Arrived M @
e
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Firm Appointments (continued)

Remove the Firm

Flag

If the Firm Flag needs to be removed, click once on the Appointment within the Schedule Board, right-

click and select the Firm Appointment option. This will remove the Firm Flag.

Arrived [ | Al @
- 2}

(ALY = ™ SedonaSchedule - SOUC 2015 26.237 W,
~7 View Service Options SageQuest Jobs Options
@ ﬁ] =] w=| #° Ticket Queue <33 Removed Parts @ Waming Count =3  Tickets List ~
: b= ¢ Group Tickets {2 Miscellaneous Appointments Warning List ~
Show/Hide  Today Day | Week Month i i N X §
GRlenciarRar -4 Inspection Creation /*’ Open Jobs Tickets On Site
Navigation Arrangement SedonaMonitor
= Calendar 12/19
7 D ber 2014 J 2015 S [Unassigned] Sam Miller Sean Taylor
SMTWTFS SMTWTFS
1234586 123
7 8910111213 456782310
14 15 16 17 1819 20 111213141516 17
21 22 23 24 25[26 27 181920212223 24 .
2829 30 31 25 26 27 28 28 30 31 7
8 00
@ Tkt 1000(SC) _O—
Smit, John KT 1000 *Add
3649 Arizona St Equipment
San Diego CA 92104 (Medium) San
System 10-1234 Intrusion MMLE
— .
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Problem *Add Equipmen :
e e . lier Click once on the Ticket,
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Appointment Clock-out & Clock-in

The Clock-In/Clock-Out feature set facilitates managing down-time for Technicians and Installers. The
time span allotted for the Ticket or Job remains constant with the transitions from clocked-in to clocked-
out, ensuring that a scheduler always knows when an employee is free or busy.

The Clock-out & Clock-in is initiated from the Schedule Board by right-clicking on an appointment where
the Technician has been marked as “On-Site” (green background color of the appointment).

When Clocking-out on an Appointment, the software automatically creates a Miscellaneous
Appointment for the period of time the Technician is “Clocked-out”. When a Clock-in is performed, the
Miscellaneous Appointment is ended and a new “continuation” Appointment for the Ticket or Job is
created for recording time against the Ticket or Job.

Typical uses of the Clock-out & Clock-in feature would be:

* The Technician may take a lunch break during the scheduled Ticket or Job appointment.
* The Technician must leave the Site to pick-up parts, but plans on returning.
* The Technician must leave to assist at another Site, but plans on returning.

This will prevent labor hours and costs from being applied to the Ticket or Job.

There are restraints placed on the times that can be entered for clocking in and clocking out. The time
of a clock-out must be later than the dispatch time. Likewise, clocking-in (on a miscellaneous
appointment) must have a clock-in time later than the start of the appointment.

Contrary to the previously mentioned restraints, you can clock-out and clock-in after the regularly
scheduled end of the appointment—whether it’s a ticket, job, or miscellaneous appointment.

For example, you have a service ticket that starts at 8:00 am and is scheduled for two hours. The
application will allow a User to clock-out of this ticket at 11:00 am. Doing this will create the
miscellaneous appointment (for clock-out actions), or a service Ticket/Job (for clock-in actions) that
starts and ends at the same time, i.e. a zero-length appointment.
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Appointment Clock-Out & Clock-In (continued)

Appointment Clock-out

From the Day view of the Schedule Board, click once on the appointment then right-click to open the
Clock-Out form. Within the Clock-out form, select the Clock-out type and enter the clock-out time.
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Appointment Clock-out & Clock-in (continued)

Appointment Clock-in

When ready to Clock-in to the appointment, click once on the Appointment, right-click to enter the
clock-in time and then click on the Clock In button.
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Appointment Copy & Paste

If more than one appointment needs to be scheduled for a Ticket or a Job, the quickest method is to use
the Copy and Paste feature from the Schedule Board. Appointments may be copied and pasted to the

same Technician on the same day, a different day or to a different Technician on the same or different
day.

To use the Appointment Copy and Paste feature you will begin from the Schedule Board in the Day view.
Click once on the Appointment to be copied, right-click and select the Copy Appointment option. Next
click on the Technician/time-slot desired for the copied appointment, right-click and select the Paste
option.
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Job Features

There are two main Job related features available in SedonaSchedule; the ability to view the list of open
Jobs which is similar to the Job Queue in the main SedonaOffice application, and the ability to
create/dispatch and manage Job Appointments. Both of these features may be accomplish from a Job
record within the main application, however for companies that want to manage all appointments in
one place, SedonaSchedule was designed for this purpose.

The Open Job List within SedonaSchedule provides more flexibility [than the Job Queue in the main
SedonaOffice application] with the available use of filters and arranging the columns within the list
according to individual user preferences.

Scheduling Job Appointments in SedonaSchedule is quite a bit different than the method available
within a Job record. In SedonaSchedule, users are able to schedule Job Appointments on multiple dates
for the same Installer as well as multiple Installers and dates all from one form — this feature is not
available when scheduling within a Job record in the main SedonaOffice application.

Of course, there is nothing preventing companies from scheduling exclusively from a Job record; it is a
matter of preference for each company.
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Open Jobs List

The Open Job List is accessed by clicking on the Open Jobs button located in the Arrangement Ribbon
Group.

When clicking on the Open Jobs button, the list of Jobs will be displayed.

The Job List is configured with the Field Chooser, which functions just as the Field Chooser in the Ticket
Queues.

In the header area of the Job List are a few function buttons:
Open Door button —when clicking on this button, the list is refreshed with all Open Jobs.

Calendar button - clicking on this button will list all Un-scheduled Jobs (Jobs that have never been
scheduled).

Checkmark button - this option displays the list of Upcoming Tasks (setup on a Job Task List).

[ Double-click shows Schedule | [ Double-click shows Job ]

Toggle button - clicking this button will toggle

functionality to the desired function:

* When the button is displayed as Double-click shows Schedule, double-clicking on a Job in the
List will open the Job Appointment Scheduling form.

* When the button is displayed as Double-click shows Job, double-clicking on a Job in the List
will open the Job record in the main SedonaOffice application.

“/f \ T )& SedonaSchedule - Sedona Securi_
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The Job Scheduling Form

Before scheduling a Job Appointment, it is important to understand the layout and functionality of the
Job Scheduling form.

The Job Schedule form is comprised of several components, each of which will be explained on this and
the following pages.

* Job Information — The upper left area displays information about the Job including the total
estimated hours, hours used, proposed hours and remaining hours. As dates, times and

Installers are selected in the scheduling form, the Proposed hours is automatically updated.

Customer: 104 Select installers to schedule below:
Type: R-Intrusion Carter, Kathy
Status: Prewire

Installer

Larry Jackson Testing

Mack Miller MI-INSP Cont
Marlin Larson MI-T&M

JobHows iteCark oty Mike McKenzie MI-INSP Cont

Estimated Total Hours: X 44625 Joy Road
Hours Used: Plymouth MI

Proposed Hours 8.00 (734) 555-7000

Hours Remaining:

Job Task: Prewire Labor Task: | prewire

StortDate: 1212972014 EndDate:  12129/2014

Start Time:  08:30AM  ~ End Time: 1230PM ~ Showing: Conflicts Proposed Previous

oo oo Installer Job Number | Scheduled
L Cleat | i@ Mark Taylor TCK 2399 12/29/2014 8:00:00 AM

@ Marshall \Watson 12/29/2014 8:30:00 AM

5|
30
7

1
8
14 15 111213141516 17
2122 23 24 25 26 27 181920212223 24
28]2§ 30 31 2526 27 28 29 30 31
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The Job Scheduling Form (continued)

e Task/Date/Time Information — The left side of the form below the Job Information is used
to select the Job Task being scheduled, the Labor Task to be performed, start and end times for
the appointment(s), and the Calendar on which you select the date(s) for the appointment(s).

When selecting a Labor Task, the application automatically sets the Start and End Time based on the
default minutes assigned to the Labor Task in SedonaSetup. This is just the default to expedite the
scheduling process and may be changed.

The Start Date and End Date will automatically default to the current date; clicking on the desired
date or dates on the calendar will refresh the Start and End Dates displayed above the calendar.

' © Schedule Job Number 147 =

Select installers to schedule below:

ErnErD Installer Service Company Install Company
Larry Jackson Testing Mi
Mack Miller MI-INSP Cont M
Marlin Larson MI-T&M M
R SRl Mike McKenzie MI-INSP Cont
Estimated Total Hours: 12.00 44625 Joy Road
Hours Used: 0.00 ROl
I Proposed Hours: 8.00 (734) 555-7000
Hours Remaining: 4.00
Job Task: Prewire E] Labor Task: Prewire E]
StartDate:  12/29/2014 EndDate:  12/29/2014
| Start Time: 08:30AM ~ EndTime:  12:30PM + Showing: [¥] Conflicts Proposed Previous Auto Refresh: ‘
Installer JobNumber  Scheduled Est Length
] Excl 7] Excl
S S S k Mark Taylor TCK 2399 1212972014 8:00:00 AM 240
@ Marshall Watson 12/29/2014 8:30:00 AM 240
< December 2014 January 2015 February 2015 »
SMTWTFS SMTWTFS SMTWTFS
MW 123456 123 1234567
7891011213 4567 8910 8 91011121314
4151617181920 11121314151617 151617181920 21
21222324252627 18192021222324 222324252627 28
28)28 20 31 25 26 27 28 29 30 31 1234567
8 910111213 14
st J[3¢_cioe |
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The Job Scheduling Form (continued)

' © schedule Job Number 147

Installer Selector— The right side of the form is used to select one or multiple Installers to

perform the work.
The names of Installers displayed in the upper tier are determined by the Display Group selected
at the upper right of the form. These are the same Display Groups used on the Schedule Board
for Tickets. The Display Group that is defaulted into this form is the current Display Group
selected on the main SedonaSchedule Schedule Board. Many companies setup Display Groups

specifically for Installers. Changing the Display Group will refresh the list of Installer names.

Double-clicking on an Installer name or highlighting an Installer name then clicking on the Select
button will move the Installer to the lower tier of Proposed Appointments.

Job: 147
Type: R-Intrusion
Status: Prewire

Job Hours
Estimated Total Hours:

Site: Carter. Kathy
44625 Joy Road

Job Task:

Hours Used:
Proposed Hours:
Hours Remaining:

Start Date: ~ 12/29/2014

Start Time:  08:30AM ~

Exclude Sat

0.00 Plymouth MI
8.00 (734) 555-7000
4.00

End Date:

End Time:

Exclude Sun

e

127292014

12:30PM  ~

Select installers to schedule below: Group: | Ml Techs

Installer

Larry Jackson
Mack Miller
Marlin Larson
Mike McKenzie

Service Company
Testing

MI-INSP Cont
MI-T&M

MI-INSP Cont

Install Company

Showing: Conflicts

[¥] Proposed [¥] Previous

Auto Refresh:

January 2015

14 15 16 17 18 19 20
2122 23 24 25 26 27
2828 30 31

SMTWTFS

123
4567891
111213141516 17
181920212223 24
25 26 27 28 29 30 31

121314
1920 21

567

Installer
Mark Taylor
o M- hall \ ' tson

E Mark Taylor

Job Number

Scheduled

12/25/2014 8:00:00 AM
12/29/2014 8:30:00 AM
12/26/2014 8:30:00 AM

| EstLength

240
240
90
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The Job Scheduling Form (continued)

* Proposed Appointments — The Installer name along with the proposed schedule date and

estimated length of time is displayed as names are selected from the Installer Selector list [upper
tier]. There are four option checkboxes at the top of the Proposed Appointments area:

o Conflicts — When this option is selected, the application checks to see if the selected
Installer is already scheduled for a Ticket or Job that will conflict with the appointment
you are trying to schedule. It is highly recommended this option is always selected.

o Proposed — Selecting this option will update the Proposed Hours in the Job Information
area (upper left).

o Previous — With this option selected, any other previously scheduled appointments
(completed or yet to be completed) for the Job will display below the Proposed
Appointments.

o Auto Refresh —Selecting this option will refresh the Proposed Appointment area if
another staff member has scheduled the Proposed Installers at a time that would conflict
with your current scheduling attempt. It is highly recommended to leave this option
selected at all times.

In the below example, one of the selected Installers is already scheduled for a Ticket on the
proposed appointment date/time.

||
Job: 147 Select installers to schedule below:
Type: R-Intrusion Carter, Kathy
SR e Installer Service Company Install Company
Larry Jackson Testing Mi
Mack Miller MI-INSP Cont Mi
Marlin Larson MI-T&M Mi
Job Hours Y Mike McKenzie MI-INSP Cont
Estimated Total Hours: 12.00 44625 Joy Road
Hours Used: 000 o]
| Proposed Hours: 8.00 (734) 555-7000
Hours Remaining: 4.00
Job Task: Prewire Labor Task: | prewire
StartDate: 1212972014 EndDate: 1272912014
Start Time:  08:30AM ~ End Time:  1230PM ~

Showing: Conflicts Proposed Previous Auto Refresh: m] 1

[Installer Job Number Scheduled Est Length

EmiioE EiinEn ([ Gl ] 1@ Mark Taylor TCK23%9 12/29/2014 8:00:00 AM 240
@ Marshall Watson 12/29/2014 8:30:00 AM 240
]

anuary 2015 February 2015 »

J
I SMTWTFS SMTWTFS SMTWTFS
3123456 123 1234567
7 8910111213 45678910 8 910111213 14
141516 17 18 19 20 111213 141516 17 1516 17 18 19 20 21
212223242526 27 181920212223 24 222324252627 28
28|28 30 31 25 26 27 28 29 30 31 1234567

8 910111213 14
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The Job Scheduling Form (continued)

If Scheduling conflicts are displayed, in the Proposed Appointment list, highlight the Installer Name then
click on the Remove button.

& Note: The application will allow you to create a Job Appointment for an Installer even if a
scheduling conflict exists.

— -_—
© Schedule Job Number 147 . - =X
Job: 147 Customer: 104 Select installers to schedule below: Group: | Ml Techs
Type: R-Intrusion Carter, Kathy
e B Installer Service Company Install Company
Larry Jackson Testing MI
Mack Miller MI-INSP Cont Mi
o Marlin Larson MI-T&M MI
DTS SR EL Mike McKenzie MI-INSP Cont M
Estimated Total Hours: 12.00 44625 Joy Road
Hours Used: 2.00 Lvnoct Bl
Proposed Hours 12.00 (734) 555-7000
Hours Remaining: -2.00
Job Task: Prewire E] Labor Task: | prewire E]
Start Date:  12/29/2014 End Date: 12/29/2014 '1 Remove Remove All
Start Time:  08:30AM  « End Time: 12:3 Showing: Conflicig; Proposed Previous Auto Refresh:
’
v Ao beombor———Gohodutos Cotkanath
v v 3 el
Exclude Sat Exclude Sun Clear ‘ TCK 2399 12/2972014 8:00:00 AM
C TZZ972014 8:30:00 A
< December 2014 January 201, February 2015 »
==
-
Select installers to schedule below: Group: Ml Techs L]
Installer Service Company Install Company
Larry Jackson Testing M
LINGP Cont Al
MI-TEM M —
3 T
'/ MI-INSP Cont M
Y2 Iﬂ Schedule ] ’x Close
|
Installer removed from the
(=] Proposed Appointments and
moved back to the Installer
Selector list
Showing [¥] Conflicts ] Proposed (V] Previous Auto Refresh: 7]
Installer Job Number Scheduled Est Length
D @ Marshall Watson 12/2972014 8:30:00 AM 240
L&
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The Job Scheduling Form (continued)

If you do not want to continue scheduling a Job Appointment, click on the Close button located at the
lower right of the Job Schedule form.

If you are ready to create the Job Appointment(s), click on the Schedule

the lower right of the Job Schedule form.

5] Schedule

button located at

A confirmation form will be displayed listing the Proposed Appointments. If you change your mind and
want to remove any Proposed Appointment from the list, un-check the box to the left of that row.

Appointments will only be created for rows that are checked. Click on the Save button when ready to

create the Appointment(s

).

scheduler.

accuracy, and unselect any that you find are in error. You can also click Cancel to go back to the

= =
© Schedule Job Number 147 r—
Job: 147 Customer: 104 Select installers to schedule below: Group: | Ml Techs
Type: R-Intrusion Carter, Kathy
G Errn Installer Service Company Install Company
I Larry Jackson Testing MI
Mack Miller MI-INSP Cont M
—_— Mark Taylor MI-T&M Mi
S Hous Stte: Cortey. Kot Mike McKenzie MI-INSP Cont M
Estimated Total Hours: 12.00 44625 Joy Road
Hours Used: 200 Eimouhbl
Proposed Hours 12.00 (734) 555-7000
Hours Remaining: -2.00
II Job Task: Prewire E Labor Task: | prewire
Select
StartDate:  12/29/2014 EndDate  12/29/2014
Start Time:  08:30AM + End Time: 1230PM ~ Showing: Conflicts Proposed Previous Auto Refresh:
Installer Job Number Scheduled Est Length
V| Exclude Sat V| Exclude Si
2L SRS @ Marlin Larson 1212912014 8:30:00 AM 240
() Marshall Watson 12/29/2014 8:30:00 AM 240
]
< December 2014 January 2015 February 2015 »
SMTWTFS SMTWTFS SMTWTFS
0123458 123 123456867
7 8 910111213 45678910 8 310111213 14
14 15 16 17 18 19 20 111213141516 17 15 16 17 18 19 20 21
2122 23 24 25(26 27 181920212223 24 222324252627 28
28[29 30 31 252627 28 23 30 31 1234567
8 91011121314
e Create appointments for Job Number 147
The appointments listed below will be saved when you click the Save button. Review the list for

Inytaller | Job Number  Scheduled Date Start Time  End Time
Marlin Larson 147 122972014 8:30 AM 12:30 PM
Marshall Watson 147 12/29/2014 8:30 AM 12:30 PM
—
«
B
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Scheduling a Job Appointment

Scheduling a Job Appointment begins by selecting the Open Jobs button from the SedonaSchedule
Arrangement Ribbon Group, then making certain the Toggle button is set to [—————Jmmwsm .

Within the list of open Jobs, double-click on the Job record you will be scheduling.

/ .,"" W+)= donaSchedule - Sedona Security 2.6.23;
N_~

View Service Options SageQuest Jobs Options

E g l _] 1_| J - ‘% A 4 Removed Parts wﬁ‘ems © Open Customer

£ous, @ Refresh Schedule

Show/Hide Today Day Week Month | Ticket Group Inspectiol f_’ =
Calendar Bar Queue Tickets Creation &% Open Jobs Ticket i‘
Navigation Arrangement Tools
I Calendar mE @ (Daﬂedd(dmwsSdledle 3l Unscheduled Jobs: 46
4 December 2014 January 2015 »

SMTWTFS SMTWTFS Drag a column header here to group by that column
2

1 34586 123

78910111213 45678910
14151617 181920 111213141516 17 Jackson, Morris 2255 West Plymouth 01/1212015 01/12/20

212223 24 2526] 27 181920212223 24

28 29 30 31 25 26 27 28 29 30 31 2013 232 Mark Miller 10255 Haggerty Road Plymouth 01/0672015
5157-1 10142 Trident Alloys 181 Abbe Avenue Detroit 01/0572015
171 202 Gleason, Jacqueline 10425 Foster Road Plymouth 12/21/2014
174 205 Grant, Walter T 125 Cardinal Plymouth 12/21/2014
138 10024-1 Hoffman Auto Group 650 Connecticut Blvd Canton 12/18/2014
192 700-3 Watson, Emilie 44752 Albert Pass Plymouth 121012014
System 180 210 Johnson, Sammy 129 Starkweather Drive Plymouth 12/05/2014
173 204 Hawkins Real Estate 2522 Main Plymouth 12/01/2014
Contact
i \
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Scheduling a Job Appointment (continued)

The Job Scheduling form will be displayed. Make your selections; when finished, click on the Schedule
button.

A confirmation form will be displayed listing the Proposed Appointments. If you change your mind and
want to remove any Proposed Appointment from the list, un-check the box to the left of that row.
Appointments will only be created for rows that are checked. Click on the Save button when ready to
create the Appointment(s).

)

© Schedule Job Number 192 - - P’y
Job: 192 Customer: 700-3 Select installers to schedule below: Group: | Ml Techs
Type: R-Intrusion Watson, Emilie
Status: Parts Installer Service Company Install Company
Larry Jackson Testing MI
I Mack Miller MI-INSP Cont Ml
= = Marlin Larson
gt ous o Ce Marshall Watson MI-T&M i
Estimated Total Hours: 6.00 44752 Albert Pass Mike McKenzie MI-INSP Cont M
Hours Used: 0.00 vmoutil
Proposed Hours 6.00
an H |
Hours Remaining: 0.00
Il Job Task: Installation E] Labor Task: Equipment Install E]

StertDate:  12/22/2014 EndDate:  12/22/2014 Remove

Start Time:  09:00AM ~ End Time:  03:.00PM + Showing: Conflicts Proposed Previous Auto Refresh:
Installer Job Number Scheduled Est Length
v v
Exclude Sat Exclude Sun @ Mark Taylor 12/22/2014 9:00:00 AM 360
< December 2014 January 2015 February 2015 »
SMTWTEFS SMTWTEFS SMTWTFS
1234586 123 1234567
7 8910111213 45678291 8 91011121314
14151617 1819 20 111213141516 17 151617 18 1920 21
21)22 23 24 25 26 27 181920212223 24 222324252627 28
28 29 30 31 25 26 27 28 29 30 31 1234567
8 91011121314
e
©Gotolob = w Schedule |} 3¢ Close
e Create appointments for Job Number 192 =

The appointments listed below will be saved when you click the Save button. Review the [—_—|

list for accuracy, and unselect any that you find are in error. You can also click Cancel to

go back to the scheduler.
Installer Job Number  Scheduled Date Start Time  End Time
(V] Mark Taylor 192 12/22/2014 9:00 AM 3:00 PM
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Managing Job Appointments

Once Job Appointments have been created, they will appear on the Schedule Board. Any scheduling
changes (re-scheduling, changing the appointment length, deleting appointments, copy and paste and
using the clock-out and clock-in function) are handled the same as Tickets.

pLLT "
-> View SageQuest

[E]— A 7 = | (o) 7] & TicketQueve
; : § Group Tickets
Show/Hide  Today Day | Week Month

Calendar Bar
Navigation

Service Options Jobs Options

Arrangement

==
‘ December 2014 January 2015 »
SMTWTFS SMTWTFS
1234586
7891011213
14151617 18 19 20

Larry Jackson

123
45678310
111213141516 77

483 Removed Parts
{0 Miscellaneous Appointments
- Inspection Creation 9’ Open Jobs

Mark Taylor

lonaSchedule - Sedona Security 2.

@ Waming Count=0 TicketsList » MiTechs v : Show Unassigned o
Wamning List ~ Display Group Technicians ~ Group Day Within Owner
Tickets On Site Zoom | ©Q | ©

SedonaMonitor Calendar Options

Mike Walker Mack Miller Marlin Larson Marshall Watson

2122 23 24 2526[27]
2829 0 N

18192021 2223 24
252627282930

@ Job 147 (Prewire) —

Site Carter, Kathy
44625 Joy Road
Plymouth M1 48170

Intrusion - Residential/Small Com

System

Salesperson Oliver Blais
Technician  Marlin Larson [~
Scheduled
Dispatched
Arrived

Departed [«

TKT 2399 - Can't
Set B/A (Medium)
Plymouth

Victorian Rose-

JOB 147 - R-

(

h
Carter, Kathy @44625

JOB 147 - R-

(
Plymouth
Carter, Kathy @44625

)
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About Job Appointment Dispatching

Dispatching Job Appointments is similar to Ticket Appointment dispatching — the only difference is there

are fewer fields that need to be populated on the Dispatch form.

If your company does not want to enter dispatching times for Job Appointments but manually enter
timesheets at a later time, you have the option of flagging the Install Company to mark appointments as

Complete when they are finished — no data entry of dates/times required.

Either Live Dispatching or Manual Dispatching may be used for Job Appointments — which method is

5 Install Company Setup

I~ Inactive
Install [MI Parts WIP [122100 ~ &
Description [SedonaSecurity Misc WIP | 122140 ~ &
M [V Labor To GL & I Overhead

Labor Expense ¢~ Expense at time of entry Overhead Debit | =
Type @ Expense thru WIP

Overhead Credit | =l
Labor Expense | 511100 =] ;]

€OS - Jobs-abor

Labor Deferred| 258100
Deferred Labor -

If this option is selected for the Install
Company, the dispatcher would only
need to check a box to confirm the
appointment was completed.

Labor WIP 122120

WIP - Job Labor

Appointment Options
Dispatch

[~ Sunday

used is determined by your company policies and procedures.
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Completing a Job Appointment (No Dispatching Method)

To mark a Job Appointment as “Completed”, from the Schedule Board, click once on the Job
Appointment then click on the £dit button in the Detail Information Viewer. The Job Dispatch form will
open; check the Completed checkbox at the bottom of the form then click on the Save button. The
background color of the Job Appointment will change to Red to indicate the Appointment was

completed.

Note: Marking a Job Appointment as “Completed” will not update the Labor Units Used on the Job
record. When a timesheet is posted to the Job, this will update the Job Labor Units used.

Show/Hide  Today
Calendar Bar

Navigation
3 Calendar
[ December 2014 January 2015
SMTWTFS SMTWTF
123456 12
78910111213 4567859

14 15 16 17/18 19 20
2122 23 24 2526[27)
2829 30 31

111213141516
181920212223
252627282930

Site Jansen's Coffee House #1
1235 Main

Plymouth MI 48170
System Intrusion - Large Commercial

Salesperson George Miller

Technician Mark.Taylor

Scheduled 08:30AM v

[] New Appt  [[] Completed

»

S
3
10
17
24
kil

=

@ Job 165 (Jobcost) o

" Ticket Queue

J i
Day | Week Month

-, Inspection Creation &* Open Jobs

' Group Tickets

45 Removed Parts

{2 Miscellaneous Appointments

f;\ + 9= SedonaSchedu
= View Service Options SageQuest Jobs Options

@ Warming
Warning List

Arrangement
12/18
Larry Jackson Mark Taylor
JOB 165 - C-
Intrusion (Jobcost
Review) Plymouth
Jansen's Coffee House
- - ”
© Job Dispatch -
= Appointment Detail
Job Number 165
Job Type C-intrusion
Job Status  Jobcost
System Intrusion - Large Commercial
Job Task Prewire E]
Labor Task Prewire [+]
Est Total Labor Units 8.00
Est Total Remaining Labor Units ~ 8.00
Customer 124
Jansen's Coffee House #1
Site 1235 Main
Plymouth MI 48170
[35] Scheduled
Technician Mark Taylor [+]
Estimated Length 240 (4 hours)
Firm Appointment [
{2) Unmanaged Dispatch
Scheduled | 1211872014 [w] 08:30AM /%
Completed [ —— -
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Live Dispatching a Job Appointment

Live Dispatching is used if your Installers are calling in or communicating to the office when they are on
the way to the Job, arrived on site, and have finished the Job Appointment.

Live Dispatching is performed from the Schedule Board. Click once on the Job Appointment, then in the
Detail Information Viewer use the Live Dispatch buttons to record the dispatch times.

S

View Service Options SageQuest Jobs Options

[E ﬂ ( 1] m .:] 7 Ticket Queue & Removed Parts ]
|y L=

¢ Group Tickets ) Miscellaneous Appointments W
Show/Hide Today | Day | Week Month _ X
Calendar Bar 4, Inspection Creation 4* Open Jobs
Navigation Arrangement
N Calendar 12/18 —
« December 2014 January 2015 » e RSSEESD
SMTWTFS SMTWTFS

123456 123
78910111213 4567891
1415161781920 1121314151617
21222324 2526[27 121920212223 24
2829 30 31 252627282930 3

@ Job 165 (Jobcost)

Site Jansen's Coffee House #1
1235 Main
Plymouth MI 48170

System Intrusion - Large Commercial

Salesperson George Miller

Technician Mark Taylor

Scheduled 08:30 AM

Dlspalched

Amved - k&

Departed p—

@ Job 165 (Jobcost)

Site Jansen's Coffee House #1
1235 Main
Plymouth MI 48170

System Intrusion - Large Commercial

7] New Appt

Salesperson George Miller

Technician Mark. Taylor =
Scheduled 08:30 AM

Dispatched 121132014 [~ | 08:00AM s
Arrived 12182014 [w] 0825AM
Departed v :

@ Job 165 (Jobcost)

Site Jansen's Coffee House #1
1235 Main
Plymouth M1 48170

System Intrusion - Large Commercial

Salesperson George Miller ——

Technician  Mark Taylor [Ll
Scheduled 08:30 AM
Dispatched 121182014 B 08:00AM = (@
Arrived 12182014 [ w | 08:25 AM O
Departed (121182014 [v] 11:45AM )

| New Appt

|E] save | |(ZEdit
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Manually Dispatching a Job Appointment

Manual Dispatching is used when you want to enter the Installer’s dispatch information (dispatched,
arrived and departed) at a later time.

Manual Dispatching is performed from the Schedule Board. Click once on the Job Appointment, and
then click on the Edit button in the Detail Information Viewer.

The Job Dispatch from will be displayed; enter the times in the Dispatched, Arrived and Departed fields.
Click on the Save button when finished.

Note: If dispatch times are being entered after the date of the appointment, you must also enter the
date [on which the work was performed] into each of the three date fields.

; \ + I® onaSche
View Service Options SageQuest Jobs Options
= Sl 5l & P ’
EE] #:J =l J l J &” Ticket Queue ,-g Removed Parts (1) @
i - - - ¢ Group Tickets {0 Miscellaneous Appointments Wi e Job Dispatch
Show/Hide  Today Day | Week Month
Calendar Bar . Inspection Creation o Open Jobs i = Avpciriment Detail
Navigation Arrangement Job ':\l?meer 165

= Calendar 12/18
_ December 2014  January 2015 » Larry Jackson Mark Taylor [ Job Type  CIntrusion

SMTWTFS SMTWTFS

12124586 123 Job Status  Jobcost
7 8910111213 4567830 3 5

1151617181920 111213141516 17 System Intrusion - Large Commercial

2122 23 24 2526(27) 181920212223 24

2829 30 31 252627 282930 31 Job Task Previre E]
@ Job 165 (Jobcost) : Labor Task Previre [=]
Site Jansen's Coffee House #1

1235 Main 4 Est Total Labor Units 8.00
Plymouth MI 48170 Est Total Remaining Labor Units 4.00
System Intrusion - Large Commercial
Salesperson George Miller _ Customer :JI24 " Cotfes -
lansen’s Coffee House
Technician | Mo = JOB 165 - C- Site 1235 Main
lark. Taylor - g Intrusion (Jobcost
Y ey Plymouth MI 48170

Scheduled 0830AM ~ Jansen's Coffee House
Dispatched [+ @ 2 [15] Scheduled
Arrived - )
- [=] ”64 .' Technician

eparte (=] a -

Estimated Length 240 (4 hours)
] New Appt
Firm Appointment [
@ Dispatch Times

Scheduled | 1211812014 [~] 08:30 AM
Dispatched | 1211812014 [+ 08:00 AM
Anived 121182014 [w] 08:10AM

\ Depatted | 1211872014 [+ 11:45AM
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