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About this Document

This Reference Document is for use by SedonaOffice customers only. This document is not intended 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.

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, 2015, 2016.

Document Contents

This document is being provided to explain the new SedonaSchedule Group Tickets feature available
for release with the SedonaOffice application as of Version 5.6.125.
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SedonaSchedule Group Tickets Overview

This document is designed to describe new functionality contained with SedonaSchedule that will be
available in SedonaOffice version 5.6.125 and higher.

Group Tickets were designed primarily to be used with Inspection Tickets, however may be used with
regular Service Tickets as well. The concept for this new feature is to provide the ability to group
several tickets together and be able to schedule technician appointments for the group of tickets and
also be able to bill the customer for work performed on multiple tickets within the group on a single
customer invoice.

Additional functionality allows the User to link an Inspection Setup record to a recurring line. Once the
Inspection ticket has been completed, this will mark the recurring line to be available for cycle
invoicing. Modifications have been made to cycle invoicing program to now allow users to perform
cycle invoicing for recurring lines linked to inspection records separately from the non-inspection
linked recurring.

The Service Level setup has been modified to indicate whether an Inspection Record must be linked to
a recurring line when selecting the particular service level on the inspection setup form.
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Group Tickets Concepts

Group Tickets processing was designed primarily for use with Inspections, however this functionality
may be used with regular Service Tickets as well. Inspection Ticket Groups are pre-defined within the
Inspection Setup records.

When Inspection Group Tickets are created, one Ticket is considered the “Master Ticket”, and to it one
or many other Tickets are attached.

Group Tickets are designed primarily to invoice a customer for services performed on multiple tickets
on one invoice. Appointments may be scheduled and dispatched for the “Ticket Group” utilizing a
special scheduling form within the Master Ticket of the group.

Once the Inspection Tickets are generated into their pre-defined groups, a User has the option of
either removing one or more tickets from the group or adding one or more tickets to an existing group.
Both Regular Service Tickets and Inspection Tickets may be manually added to an existing Ticket Group
as long as the Tickets are within the same customer Site.

Regular Service Tickets must be manually grouped if this is desired for the purpose of scheduling,
dispatching and invoicing the tickets together as a group.
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Inspection Linked to Recurring Item

There are two basic options available when determining how to use Group Inspection Tickets:
Link an Inspection Record to a Recurring Line
Setup Inspection without a Link to a Recurring Line

Using the option of linking an Inspection Setup record to a Recurring Line will allow you to cycle bill the
inspection services separately from other recurring services if desired. Inspections may only be linked
to a recurring line if the Service Level selected on the Inspection setup form has been flagged to
require a link to a recurring line.

If an Inspection Setup record is linked to a Recurring Line, when the ticket(s) is closed, the recurring
line to which the Inspection Setup record is linked will be flagged as ready to invoice.

1

[ System ]—{ Recurring Line ]

I—._

Inspection Setup
Inspection Service Level
(link to RMR = Required)
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Inspection Groups & Inspection Linked to a Recurring Item

Fields are available on the Inspection Setup and the Service Level Setup forms to accommodate the use
of Group Tickets and the ability to link an Inspection to a Recurring Line.

o System Inspections [ x |
Site Plymouth Plantation-Visitor/Pavilion (Fire)
137 Warren Avenue
System 31705-14-03
Fire
Equipmentl Inspection Itemsl Reportsl
4 Inspection

Description |a-Fire System Service Tech [ ]
Frequency | Annual Group Number i
Service Problem [ nsp-Fire Estimated Hours  [40

(Service Level | INSP Cont-LC High Frequency [~

- Bypass
Service Company | MI-INSP Cont Bxclide from Figh [
Last Inspection |1/12/2016 Frequency Check
Next Inspection e/1/2016
Next Inspection At __[Ticket Closed Notes
Recurring Item Link [ INSP Cont
Cycle Amount \\|780.00
& Charges \\
These two fields are only visible when the
Service Level requires a link to a Recurring Line
@] i i :
Service Level Edit ™ Inadive
Service Level [INSP Cont-LC L4 Description IInspection Contract - Large Com ate Cancel
General | Pa

[v" RMR Link to Customer Recurring is Required

*This option is used in Service Inspections to force a link between the inspection and customer RMR.

Apply New | Delete |
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Inspection Groups & High Frequency Inspections

Inspection Groups are used to group multiple Inspections and invoice the group of inspection tickets
on a single invoice for charges that are not billed through the cycle billing process. A new feature, High
Frequency Omit, manages Inspection Ticket creation where multiple inspections are performed at
different frequencies.

For example, your customer has contracted with your company to inspect their Fire System. This
contract requires that your company perform:

® Quarterly visual and physical test of the fire pump monitored points
® Semi-annual test of sprinklers, water flow switches

® Annual test of all equipment including sprinklers and water flow switches.

You would set up each of these as separate inspections and flagged as High Frequency Inspections.
If all Inspections were to begin on June 1st, when you generate your inspection tickets for June, the
only ticket created will be the annual inspection since it is the least frequent. The quarterly and
semi-annual inspection records will be advanced to the next logical inspection date. When
Inspection Tickets are generated for the month of September, only the quarterly inspection ticket
will be created.
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Group Tickets Setup

If you will be linking your Inspection records to a recurring Item, then you will have to setup at least
one Service Level that requires linking.

Service Level Setup

The Service Level setup is maintained within SedonaSetup. A new tab labeled Inspection was added to
the Service Level setup form. If the checkbox [RMR Link to Customer Recurring is Required] is selected
on this form, then any Inspection created selecting this Service Level will require the User to link a
recurring item to the Inspection.

@ Service Level Edit [ Inactive

INSP Cont-LC Description ]Inspect‘ron Contract - Large Com

Service Level

General | par{_Inspection)

(Ff RMR Link to Customer Recurring is Required)

*This option is used in Service Inspections to force a link between the inspection and customer RMR.

Apply | New | Delete |
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Inspection Record Setup

New Inspections are setup from the Customer Explorer within a System record. Fields are available on
the Inspection Setup form to accommodate the use of Group Tickets and the ability to link an
Inspection to a Recurring Item. If you will be linking the Inspection to a Recurring Item, you must first
setup the Recurring Line(s).

Creating a New Inspection Record

From a Customer Explorer record, expand the Customer Tree to the System where the Inspection will
be created. Highlight the customer tree option Inspections, right-click and select the option New
Inspection.

9 31705-13 Plymouth Plantation-Admin (Fire) (Sub Account of 31705) (Sedona Secuh\
Plymouth Plantation-Admin (Fire) ~ |Plymouth Plantation-Admin (Fire) Balance Due:
=) Customer Information 137 Warren Avenue Total Active RM

g : Other Sup Accounts Plymouth, MI 48170 Total Active RA
=1 Payment Options Customer Type,
=-[1 Bill To (734) 746-1622 Customer Sinc
E-2: Plymouth Plantation-Admin (Fire) Salesperson:
£3 Contacts # of Disp La
& Sites
B[ (32586) Plymouth Plantation-Admin (Fire) Description | Frequency | Group # | service Level |

2 Systems
= 31705-13-02A Fire System
=} 31705-13-02B Fire System
[.2 Documents
% Equipment

New Inspection

3 Contacts
[=] Credit Memos
[.2 Documents
4 Inspections
[&] Invoices
@& Jobs
@[] Notes
% Recurring
% Recurring History

 m—— S
K —
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The Inspection Setup Form

There a three key fields on the Inspection Setup form pertaining to the Group Tickets functionality:

e Group Number
e High Frequency Bypass
e Exclude from High Frequency Check

Depending on which inspections need to be generated and when determine how these fields will be

used.
T |
s ] System Inspections =]
Site Plymouth Plantation-Admin (Fire)
137 Warren Avenue
System 31705-13-02B
Fire
Detail | Equipment | Inspection Items| Reports |
4§ Inspection
Description [Monthly Fire - Visual Service Tech The Group for the
Inspectlon
Frequency [ Monthly [=| Group Number 2 -
SR U | Insp-Fre = Etateditions Should thls Inspect|on be skipped if
Service Level [nsp TaM-LC [=]| High Frequency [/ there is another Inspection due on
e oy e Bypass the same date that is less frequent
- Gt I MEIN ;, iJ Exclude from High [~
Last Inspectio ES Frequency Check
e | @ | Frequency This box is selected if you always
Next Inspection e/1/2015 | want to generate an Inspection
) Tlcket for this Inspection record
Next Inspection At |T»cket Closed L] Notes
& Charges
Inspection Item | ;l
Amount |
Save l Cancel |
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The Group Number assigned to Inspection records tells the software which inspections should become
part of a Group Ticket. Below are two scenarios on how to set the Group Number.

Scenario 1:

There is one system to be inspected with three individual Inspection records setup. A monthly visual
inspection and two annual inspections (one for fire sprinklers and the other for water flow test). We
always want to generate an Inspection Ticket for both the annual inspections, however, do not
generate the monthly inspection ticket when it falls on the same month for the annual inspections.

Type of Inspection Group # High Frequency Exclude from High
Bypass Frequency Check
Monthly Visual 1 v
Annual Sprinklers 1 v
Annual Water Flow 1
Scenario 2:

There are two systems to be inspected at the same site, with three individual Inspection records setup
for each system. A monthly visual inspection and two annual inspections (one for fire sprinklers and
the other for water flow test). We always want to generate an Inspection Ticket for both the annual
inspections, however, do not generate the monthly inspection ticket when it falls on the same month
for the annual inspections. We also want to generate an inspection ticket(s) for each unique system.

Type of Inspection Group High Frequency Exclude from High
# Bypass Frequency Check
System A - Monthly Visual 1 \'
System A - Annual Sprinklers 1 v
System A - Annual Water Flow 1
System B — Monthly Visual 2 v
System B — Annual Sprinklers 2 v
System B — Annual Water Flow 2
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Below would be the Inspection Setup records for Scenario 1 on the previous page.

Detai | Equipment | Inspection Items| Reports |

System Inspections

Site Plymouth Plantation-Admin (Fire)
137 Warren Avenue

System 31705-13-02B
Fire

[ x |

4§ Inspection
Description [Monthly Fire - Visual Service Tech =
Frequency [ Monthty = Group Number 2
Service Problem [ nsp-Fire = Estimated Hours [
Service Level | INSP T&M-LC ;l High Frequency  [v
Bypass
Service Compan MI-INSP T&M Y.
S I J 1’ Exclude from High [~
Last Inspection | ] Frequency Check
Next Inspection 67172015 )
Nt & System Inspections [ x |
Site Plymouth Plantation-Admin (Fire)
137 Warren Avenue
& Char System 31705-13-028
Fire
Detail | Equipment | Inspection 1tems| Reports |
4 Inspection
Description [Annual - Sprinkiers Service Tech -
Frequency | Annual =l Group Number |2
Service Problem [ Insp-Sprinkler j Estimated Hours  [g
Service Level [ INSP T&M-LC LI High Frequency [
Bypass
Service Company [ MI-INSP T&M | _Iﬂ Exclude from High [+
Last Inspection I = Frequency Check
Next Inspection 67172015 i
Next I ;
<N e System Inspections | x |
Site Plymouth Plantation-Admin (Fire)
137 Warren Avenue
& Cha System 31705-13-028
Fire
Detai | Equipment | Inspection Ttems| Reports |
4 Inspection
Description [Annual - water Fiow Service Tech -
Frequency | Annual Ll Group Number 2
Service Problem [ 1nsp-waterflow | Estimated Hours |
Service Level [nsP Tam-LC = High Frequency [
) Bypass
Service Company [ ML-INSP T&M = Exclude from High [~
Last Inspection | ] Frequency Check
Next Inspection |e/1/2015 s
Next Inspection At ITcket Closed .LI Notes
&3 Charges
Inspection Item | ;j
Amount [
Save | Cancel
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Generating the Group Tickets

Generating Group Tickets occurs at the same time regular Inspection Tickets are created.

Once the Due As Of date has been selected and you click the Get Inspections button, the grid will fill in
with all of the inspections due by the date selected. Check the box to the left of the inspection that
you want to generate or check the box in the header above the inspection checkbox selection to select
all inspection records.

{ ;‘) + £ 8 - SedonaSchedule 5.7.0.26 - Sedona Security - B “

View Service Options SageQuest Jobs Options

[E #,, E Day & < © Open Customer Due As Of | 6/30/2015 r Service Co
- - = Get Create
7l Week £ | ® Refresh Schedul For Rout:
Show/Hide | Today ;_l & v 2 3 efresh sche ue,,‘ orhoute Inspections Tickets
Calendar Bar ] Month [ia] o | [ Ticket g Including Part

MNavigation Arrangement Tools Inspection Creation

|Drag a column header here to group by that column

3 O+ coount

[l MI-INSP Cont Intrusion  Detroil Education Dept. 357 Park Place 07/01/2013 Detroit INSP T&M-LC N/A
MHNSP T&M Fire Plymouth Plantstion-Ad. 137 Warren Avenue 06/01/2015 Plymauth INSP. T&M-LC. NJA
MIHNSP T&M Fire Plymouth Plantation-Ad. 137 Warren Avenue 06/01/2015 Plymouth INSP TEM-LC NA
MI-INSP T&M Fire Plymouth Plantation-Ad.. 137 Warren Avenue 06/01/2015 Plymouth INSP TEM-LC NA
MIHNSP T&8M Fire Plymouth Plantation-Ad.. 137 Warren Avenue 06/01/2015 Plymouth INSP TEMAL.C NA
MHNSP T&M Fire Plymouth Plantation-Ad_ 137 Warren Avenue 06/07/2015 Plymouth INSP TEM-LC NA
3 MI-HINSP T&M Fire Plymouth Plantation-Ad. 137 Warren Avenue 06/07/2015 Plymouth INSP T&M-LC N/A
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Next click the Create Tickets button. A list of “proposed tickets” will be displayed in a grid. In the

example below, the first row is a regular inspection ticket. The remaining rows are group ticket

related. The Action column in the grid tells us what the software will do when clicking on the Create

button.

In the example below, there are two monthly inspections that will not have inspection tickets created

due to the fact that an annual inspection is due on the same date for the same group.

6

Action

Set Next Insp
Create Group
Create Group
Set Next Insp
Create Group
Create Group

Site

Create Ticket Detroit Education Dept.

Plymouth Plantation-Admin
Plyrouth Plantation-Admin
P[ymnmh Plantation-Admin
Plyrnouth Plantation-Admin
P[ymnmh Plantation-Admin
Plyrouth Plantation-Admin

Fire)
Fire}
Fire)
Fire}
Fire)
Fire}

Create Inspection Tickets

Inspections Selected
et Ot
1] SR6402 Intrusion ByRequestOnly 7/1/2013
1 31705-13-024 Fire Monthly 6/1/2015
1 31705-13-02A Fire Annual 6/1/2015
1 31705-13-024 Fire Annual 6/1/2015
2 3170513028 Fire Monthly 6/1/2015
2 31705-13-028 Fire Annual 6/1/2015
2 3170513028 Fire Annual 6/1/2015

-l

-
Create # Cancel
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Working in the Group Tickets Queue

Once Group Tickets have been created, they are viewable in both the Group Ticket Queue and the
Regular Ticket Queue.

()t £ 8 )- Group Ticket Opti SedonaSchedule 5.7.0.26 - Sedona Security —

u]}

View | SenviceOptions  SageQuest  JobsQgiion Group Tickets

@ 57| = 7| i P & Removed Parts © Open Customer
& 30 0 B g I Appointments | @ Refresh Schedul

o T o S g e Yemascellaneous Appointments eftesh Schedule

Calendar Bar X Jobs [ Ticket | 2497 )
Navigation

Tools

Jonvary 2016+

(53] Master Ticket Number ¥
SMTWTFS

12 » 2499 2499 1/12/2016 8:54 AM 8 Insp-Waterflow 31705-13-028B Plymouth Plantation-Admin (Fire)
34567889 pre) 3500 11242016 8:54 AM 8 Insp-Sprinkier 3170513028 Biymouth Piantation-Admin (Fire)
10 1@ 1314 15 16 2499 2503 1/12/2016 8:54 AM 2 InspFire 31706-13-028 Plymouth Plantation-Adrmin (Fire)
17 181920 21 22 23 2497 2497 1/12{2016 8:54 AM 6 Insp-Waterflow 31705-13-02A Plymouth Plantation-Admin (Fire)
24 25 26 27 28 29 30 2497 2498 1/12/2016 8:54 AM 5 Insp-Sprinkler 31705-13-02A Plymouth Plantation-Admin (Fire)
2497 2502 1/1242016 8:54 AM 2 Insp-Fire 31705-13-02A Plymouth Plantation-Admin (Fire)

System

Contact

Problem
Technician
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Tickets appointments may be created from within each Ticket, by dragging and dropping on the

Schedule Board or by using the Group Ticket Dispatch Appointment Scheduler.

Appointments created for individual tickets are dispatched the same as regular tickets. Appointments

created from the Group Ticket Dispatch Appointment Scheduler are dispatched from that same

location.

@)8

Ticket #2504

3
=

Service Custom

- Ticket

7 N C ) D @

Appointments Billing Documents Equipment Journal Notes Other

B = 3

Service Ticket | Ticket

2|

Purchase

2505
2506
2507
2508
2509

Site Tickets not in Group:

Ticket Fields and Labor 0) and Parts 0) Items Orders(0) History Log |Group
Go To Notifications
Customer 317051 ! ) ) Created  1/12/2016 12:36 PM ot v
Plymouth Plantation-Carriage (Fire & Bur
Site Plymouth Plantation-Carriage (Fire & Burg) Created By Administrator Phone Ext
137 Warren Avenue
Plymouth MI 48170 Status Open Notify i}

Other Tickets in Group:

01/12/2016 6563136 Fire System Insp-Sprinkler N/A
01/12/2016 OP 6813801 Fire System Insp-Sprinkler N/A
01/12/2016 OP 6561638 Fire System Insp-Fire N/A
01/12/2016 OoP 6560945 Fire System Insp-Waterflow N/A
01/12/2016 oP 6562524 Fire System Insp-Fire N/A

Remove V

oP

Al tickets must be resolved to invoice or close Invoice/Close

(s ! Dispatch - = ﬁ
Appointment(s)
Appointments for Group
Scrdies T T o T s
| Mack Miller 11/12/2016 8:30 AM ] 1200 |
Mike McKenzie  1/12/2016 8:30 AM 1200
Add...
A Scheduled [l Appointment Resolution
Technician Resolution [] Needs Go Back
Estimated Length 0
Notes
i Dispatch Times
(s
(<
< % |4 OpenTicket B save # Close
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Resolving Group Tickets

To be able to invoice and close or just close the group ticket if non-billable, you must first use the

Resolve option button on the Group Ticket form. This form will ask for a resolution code and you have

a field available for notes that may be printed on the customer’s invoice.

\ Ticket #2499 ﬁ-
(7
- Ticket
2 = —_, — 2 — =
o k2 ) > = @ g = |
Service Custom Appointments Billing Documents Equipment Journal Notes Other Purchase Service Tickd
Ticket  Fields and Labor (0) and Parts (0) Items Orders (0) History Log
Go To Notifications
31705-13 g
Cust Created 1/12/2016 8:54 AM v
s Plymouth Plantation-Admin (Fire) =2 Coniact l
Site Plymouth Plantation-Admin (Fire) Created By Administrator Phone Ext
137 Warren Avenue
Plymouth MI 48170 Status Resolved Notify &4

- . . 4MAAAIA 1A Paa

Sy
RS 31705-13-02B
31705-13-02B

Other Tickets in Group:
Dae

2500 01/12/2016
2503 01/12/2016 RS

Sytem e
Fire System Insp-Sprinkler Insp Comp.
Fire System Insp-Fire Insp Comp.

Remove V Dispatch... All tickets must be resolved to invoice or close

Invoice/Close

(s Resolve ‘

|l Tickets Resolution

Site Tickets not in Group:

ete oo € Ty

Resolution Insp Comp v Overwrite existing Resolution on tickets
Notes Monthly Fire Visual, Fire Sprinklers and Water Flow inspections completed.
+\ Errors

Cancel
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Invoicing & Closing Group Tickets

After Resolving the Group Tickets, you will proceed to the Invoice / Close step. Click on the

Invoice/Close button on the Group Ticket form. This will open a form to enter the Invoice Date or

accept the default date. If there is more than one billing address on file for the customer, you may

select a different Bill To from the drop-down list. Click the Preview Invoice button when finished.

Ticket
2500
2503

Other Tickets in Group:

Date
01/12/2016
01/12/2016

4AIAATA 1At P

Sy
RS

RS

St

J J,\ Ticket #2499
B Ticket
i e s ) ) 8 — = =l
s &2 O = B G =B
Service Custom  Appointments Billing Documents Equipment Journal Notes Other Purchase Service Ticket | Ticket
Ticket Fields and Labor (0) and Parts ) Items Orders (0) History Log | Group
Go To Notifications
Customer ~ 31705-13 . — Created 1/12/2016 8:54 AM Contact v
Plymouth Plantation-Admin (Fire)
Site Plymouth Plantation-Admin (Fire) Created By Administrator Phone Ext
137 Warren Avenue
Plymouth MI 48170 Status Resolved Notify i}

Remove V

Site Tickets not in Group:

Dispatch...

Syson Ton

31705-13-02B Fire System Insp-Sprinkler Insp Comp.
31705-13-02B Fire System Insp-Fire Insp Comp.
Resolve... All tickets must be resolved to inv

9

Invoice

Bill To

Contact

Invoice Date

Errors

Invoice Group Tickets

["] Third Party Bill To

Plymouth Plantation v
v =
1/12/2016 [E)d

Add Resolution Note to Invoice

Cancel

Preview Invoice
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Group Ticket Invoice Preview

Below is an example of the Group Ticket Invoice Preview. This is not how the final invoice will actually
print — when you print the invoice, you will be selecting your preferred Invoice Form.

The purpose of the Invoice Preview is to review the charges to make certain everything that should be
billed is included and correct prior to posting the invoice.

If you are satisfied with the charges displayed, click the Invoice & Close button; this will post the invoice
and close all tickets associated with the Ticket Group. If you need to make changes to the charges,
click the Cancel button, make the necessary corrections on the Ticket, then repeat the process (as
shown on the previous page) of clicking on Invoice/Close button on the Group Ticket form.

s ] Group Ticket #2503 - Invoice Preview - O
] 1 of 1 eS| - | 100% -
SedonaSecurity :
417 Forest Preview
Plymouth, Ml 48170 Customer Plymouth Plantation
(734) 414-0760 Customer Number 31705
Invoice Number Pending
Invoice Date 11272016
CALCULATED CHARGES
Description Amount
Ticket# 2503, Monthly Fire - Visual 31705-13-028B - Fire System
1.50  Service Labor 80.00 120,00
1.00  Minimum Service Call Charge 80.00 80,00
Ticket # 2499 . Annual - Water Flow 31705-13-028 - Fire System
1.00  Minimum Service Call Charge 80.00 80,00
6.50 Service Labor 80.00 520,00
Ticket# 2500, Annual - Sprinklers 31705-13-02B - Fire System
1.00 Minimum Service Call Charge 80.00 80,00
8.50 Service Labor 80.00 680,00
Subtotal: 1,560.00
Tax 0.00
Charges Due: $1,560.00
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