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About This Document

This document is provided to explain the basic functionality of SedonaSchedule. This document
will cover creating new tickets, scheduling, dispatching, managing tickets, etc.

Prior to reading this document and using SedonaSchedule, it is important to first read the
SedonaSchedule Basics reference guide. This document provides information on the layout of
the application, terminology that is specific to SedonaSchedule and general navigation within
the application.

Topics covered in this document include:

e Creating and Processing Tickets

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

e Adding Parts to a Ticket

e Ordering Parts for a Ticket

e Dispatching Technician Appointments

e Adding Notes to a Ticket

¢ Reviewing Ticket Charges

¢ Invoicing Ticket

e Closing Ticket

e Vendor Tickets (Service & Inspections) — Creating and Managing
e Inspection Tickets

e Inspection Setup

e Inspection Ticket Creation

e Special Features

o Miscellaneous Appointments

e “Firm” Appointments

e Appointment Clock-out & Clock-in

o Copy & Paste Appointments

e Group Tickets

e Open Jobs List

e Scheduling & Managing Job Appointments

This document may be updated periodically, be sure to check our website at
learn.boldgroup.com for the most current version.
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SedonaSchedule Overview

SedonaSchedule is an application designed for creating and managing Service and Inspection
Tickets and for scheduling Job appointments. 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 through to invoicing and closing.

Ticket Types

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

e Service Tickets — Service calls performed by company Technicians or in-house

troubleshooting tickets.

e Inspection Tickets — Tickets created from the Inspection function (in batch mode) 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.

e Vendor Service Tickets — Service calls performed by a Service Provider

(subcontractor) on behalf of your company. If the Service Company on a ticket is a
Service Provider, at the bottom of the ticket, the words “Vendor Service” will be

displayed in a bright blue font.

(o L Ticket #6594
= Ticket Central Station
= ) B 4 - = )
B O 2 @ ey B B
Service | Custom = Appointments Billing Documents Equipment Journal Notes Other Purchase Service Ticket Ticket
Fields and Labor and Parts ftems Orders History Log Group
GoTo Notifications
Customer 48351 Created  1/18/2022 1:23PM it =
Arndale (48351) Cotect | ¥ 8
Ste Amdale (48351-1) Created By carolyn Phone B[ |
23, 1st Avenue Dover Gardens §
Saint Lawrence Status Open Notfy l ‘ &
BB15028.Christ Church,Barbados, N/A
Site and System Detail Ticket Detail
System Account a 48351 = Problem Low Battery v
System Type Intrusion Secondary Problem v
fadjvee 20 Route Code M v
Location 5 3
v
Next Inspection 9/1/2021 Priorty Medium =
Site Phone (055) 556-3952 2 z
9 Estimated Length |60
Map Code Timezone I:l
Comments o
Cross Street ] v
Waranty S0-P 30-L |
Warranty End Expired ‘ Service Coordinator v
Memo ‘ Technician
Comments PO#
Notes Category SV-T&M v
Secondary Account Resolution %
Keys
Service Ci Fuller Electric Co, Inc g UseNPaymnt Information On File
lone
Service Level T&M-Res v O Bank (1)
Receiver/Tr ransmmerl:] O Credi Card (2)
Vendor Service

Save
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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. If the Inspection Ticket was created through the Inspections
program, and the Service Company on the ticket is a Service Provider, at the bottom of

the ticket, the words “Vendor Inspection” will be displayed in a bright blue font.

‘ }) =)= Ticket#6583 x
= Ticket Central Station
& | 3 ' ) A 3 ; -~ % = )
e 5 u ‘__l 4B2¢ Jh._< | D E 52 o
Service | Custom | Appointments Biling Documents Equipment Journal Notes Other Purchase Service Ticket Ticket
Ticket Fields and Labor (0) and Parts (0) ltems Orders (0) History Llog Group
Go To Notifications
Customer ~ 48351 Created 1201612021 2:15PM Contact &8
Amdale (48351) = ! o)
Stte Amndale (48351-1) Created By Administrator Phone | | Bx| |
23, 1st Avenue Dover Gardens
Saint Lawrence Status Open Notify i l =
BB15028,Christ Church,Barbados
Site and System Detail Ticket Detail
System Account a 48351 =i Problem Insp-Other v
System Type Intrusion Secondary Problem %
Panel Type 2200 Route Code o
Location = S 5 =
Next Inspection 9/1/2021 (Quarterly) Priorty Medium =
Site Phe (055) 556-3952 €2
e Phone (055) €. i d Length W
Map Code Timezone I:l
Comments
Cross Street ] v
Warranty S0-P 30-L
Warranty End Expired l Service Coordinator v
Memo [ l Technician i E
Comments [ PO#
Notes Category SV-T&M v
Secondary Account Resolution =
Keys
Seavice C Fuller Electric Co, Inc = ;r @ ) geNPayment Information On File
lone
Service Level | Inspection Iv] O Bank (1)
Receiver/Tr ransmMef[:| O Credt Card )

Vendor Inspection

Scheduling - Appointment Types

Technician and Installer appointments are created and displayed on the Schedule Board within
SedonaSchedule. Below are the various types of appointments that may be created:

e Technician Ticket Appointments — for both Regular Tickets and Inspection Tickets.

e Vendor Ticket Appointments —for Vendor Tickets and Vendor Inspection Tickets.

e 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.

e Miscellaneous Appointments — Appointments used for blocking out time on the

Schedule Board when Technicians/Installers are not available to work on tickets or jobs.

Bold Group | SedonaOffice-SedonaSchedule Functionality
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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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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.

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.

e SedonaOffice

SedonaOffice
B SedonaSecurity

Client Management
Accounts Receivable
General Ledger
Accounts Payable

Job Management

t- 25 Payroll Interface
+- i) Point Of Sale
= apage t

_———————

Documents
Lock Table Maintenance
Management Summary
----- @ SedonaDashboard

----- Report Manager

----- " SedonaSetup

File Edit View SedonaOffice Customer Query Tools

IPmmoCGRE DRI ~lia @@=y Sex

Window Help

ik
| View | SeniceOptions

Fleetmatics Jobs Options

@

E ﬂ o Ticket Queue i Removed Parts
() Week ¥ Group Tickets & Misc Appointments
(7] Month @ Inspection Creation &» Open Jobs
Armangement

Show/Hide  Today
Calendar Bar
Navigation {|

@ Waming Count=7 TicketsList ~ | OH Techs ~|E3| @l Show Unassigned © 4 @ Open Customer
Display Group Technicians ~ (| Group Day Within Owner () % | @ Refresh Schedule

Zoom [ @ | © @ ||| Ticket

Calendar Options Tools

Warning List ~
Tickets On Site.
SedonaMonitor

orlando Smith Oscar Martin

© January 2022
SMTWTFS
1

2345678 6
910 1MiZ 13 14 15
1617181920 21 22
232425262728 29
2

«; Tkt6550(SC)

Site Mark Fleming
80 Perry St
Cleveland OH 44110

12345 Intrusion

1:00
% 200

4:00
5:00

System
Contact

Problem
Technician

AC Power Failure(Medium)
| Madison Morison

[— [ —]
|
|

Scheduled
Dispatched
Arrived

] 2:00

3:00

B E
\ MO

=
o
Departed gl 400

5:00

[ New Appt o

7:00

|[E save | (Edit
NEE— 0
“.J Notes | |[¥] Map ‘ EEI Email Z;Z

10:00

Refreshed: 1/12/2022 11:07 AM
(il Unscheduled (43) | @ Detail

11:00

TKT 6548 - Insp-

(Medium) Solon
Bethany Calhoun

Ashlyn Small @127 Public Square |

TKT 6550 - AC Power Failure (Medium) ] (Medium) Solon

Bethany Calhoun

TKT 6549 - Insp- j:
o %

TKT 6557 - Insp-Int (Medium) Cleveland
£ Select Design @208 Flynn Avenue -

TKT 6535 - INSP-Fire (High) Cleveland
~| Smokey Treats BBQ @15000 Rockside Rd

TKT 6558 - Insp-Int (Medium) Cleveland
Select Design @208 Flynn Avenue F

TKT 6551 - Insp-CCTV (Medium) Solon
DarrenJacobs @33 Juniper Rd
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Where to Start a New Ticket

There are three different locations within SedonaSchedule where you may begin the creation of
a Ticket.

—
1. To create a Ticket but not schedule an appointment at this time, click on the * icon

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

)
| View Service Options Fleetmatics Jobs Cptions

E Ej f Ticket Queue

3 Removed Parts

T Week &% Group Tickets i Misc Appointments
& P 4 PP
Show/Hide  Today , . . :
Tz el 7| Month Q Inspection Creation @33‘ Open Jobs
Navigation Arrangement
Calendar
1 January 2022 February 2022 3
SMTWTFS SMTWTFS [Unassigned] \
1 12345 12 am
23458678 6 7 & 9101112

310 11[A2] 13 14 15
16 17 18 19 20 21 22
2324 2526 27 28 29
30 21

13141516 171819
200212223 242526
27 28

@ Tkt6550(SC)
Site

Mark Fleming
80 Perry St
Cleveland OH 44110

2. To create a Ticket but not schedule an appointment at this time, click on the N icon,
then select the New Service Ticket option. The Customer Search form will be displayed
to locate the account for which the Ticket will be created.

23456738
910 11 12[13] 14 15
16 17 18 1920 21 22
23 24 25 26 27 28 29
30 31

6 7 8 9101112
1314151617 18 19
20212223242526
2728

12 am

CNew Service Ticket @ Warming
Warning List
Tickets On Si
: St
B Calendar Haﬂ_

< January 2022 February 2022 B :
SMTWTFS SMTWTFS [Unassigned] Madison N

1 123 4: 5 5
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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, locate the Technician and time-slot for the Ticket and

double-click. The Customer Search form will be displayed for locating the account for

which the Ticket and Appointment will be created.

S

View Service Options. Fleetmatics

B o Ticket Queue
] Week % Group Tickets
Show/Hide  Today

7] Month @) Inspection Creation g Open Jobs

Jobs Options

OH Techs

E Warning Count =7 Tickets List ~
Warning List +

i Removed Parts
{3 Misc Appointments
Tickets On Site

ment SedonaMonitor

Display Group Technicians =

+ 2| ¥ Shew Unassigned
Group Day Within Owg

Zoom [@ | @
Calendar Options

o

Ticket

& Open Custo
@ Refresh Sch

Teol

/

Calendar Bar
Navigation Arrange
[d Calendar
“ January 2022 February 2022
SMTWTFS SMTWT
1 5

)
M

Madison Morrison

orlande Smith

osclf

6 2 5112
1314151617 18 19
2021222324526
2728

23
9 10 {iA2
1617 1 212
2324 25 26 27 28 29
LR

fa Tk16550(SC)

Site Mark Fleming
80 Perry 5t
Cleveland OH 44110

12345 Intrusion

System
Contact

Problem
Technician

AC Power Failure(Medium)

Madison Morrison
Scheduled
Dispatched
Arrived
Departed

[ New Appt

H save
Map

i) Edit
[ Email

8:00

«| Notes 5

10:00

[ TKT 6550 - AC Power Failure (Medium) ]

TKT 6535 - INSP-Fire (High) Cleveland
Smokey Treats BBQ @15000 Rockside Rd

TKT 6548 - Insp- ||
Cellular/Radio
(Medium) Solon
Bethany Calhoun

Cellular/Radio
(Medium) Solon
Bethany Calhoun

TKT 6549 - Insp-

Ashlyn Small @127 Pubhs

TKT 6557 - Insp-Int

™

Select Design @208 Flynn)

I

TKT 6551 - Insp-CCTV (Medium) Solon
Darren Jacobs @33 JuniperRd

Double-click inthe
Technician time-slot for
the desired
appointment time for
the new Ticket

|

TKT 6558 - Insp-Int,
Select Design @208 F)
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A Ticket may also be started while working in a Customer Explorer record in 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.

e 6758 Ashley, Sarah  ** C.0.D. Only ** \
[ ] Ashley, Sarah ~ |Sarah Ashley Balance Due:
----- ':__/l Customer Infurmation 35 East Street Last Staternent Date:
----- & | Payment Options Novi, MI 48375 = C.0.D. Only *
B Bill To Total Active RMR @
- 734) 745-6986 ota e :
E-25 Sarah Jane Ashley (734) Total Active RAR :

ﬁl Contacts Customer Type:

II—]|_| Sites Customer Since:

-1 (2) Ashley, Sarah

B[] (9918) Sarah Ashley Colesperson:
B o Syetorme Last Payment Re|

B[] 6314 Intrusion System

-] Central Station Tracl

----- Crocuments

428 Equipment

----- |_.3 Equipment History

Amount:
Entered Date:

""" 4 Inspections Ticket | System Account | Date | Customer Comments | Prob‘,
-] Notes 5592 5314 1/13/2022  Install motion in office, Add
% Recurring 6066 6314 6/18/2020 Add

Recurring History 6061 6314 6/5/2020 Add new motion detector in office. Add
; ar Ite 5346 5314 9/6/2019 In

3/21/2019 This is a ntoe entered in lowrcase. ... Ad
e Mew Service Ticket 1/4/2015
&7 Credit Memos p 10/18/2013  Test ticket for adding equipment fro...
Q Documents

-y Inspections
=] Invoices

[]...x: Johs
F-[1] Notes
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Creating a New Ticket from
SedonaSchedule

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

—
1. To create a Ticket but not schedule an appointment at this time, click on the * icon

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.

o
| View Service Options Fleetmatics Jobs Cptions

E ﬁ & Ticket Queue & Removed Parts @ w

] Week ~.-‘5"-‘ Group Tickets @ Misc Appointments
Show/Hide  Today - . . :
Tz ep e | Month Q Inspection Creation j} Open Jobs
Navigation | Arrangement
E2 Calendar
1 January 2022 February 2022 »
SMTWTFS SMTWTFS [Unassigned] \
1 12345 e
23458678 6 7 & 9101112
910 11[i2) 13 14 15 13141516 17 18 19 1:00
1617181320 21 22 W2N22324252%

232425262728 23 27 28
0N

@ Tkt 6550(SC)

Site Mark Fleming
80 Perry St
Cleveland OH 44110
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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 or highlight the correct row
and then click on the Select button located at the lower right of the form.

Note: If the customer has multiple Sites and Systems, make certain to select the correct
Site and System for the new ticket.

) SedonaOffice Search - SedonaSecurity - O X

6B AR Search | g AP Search |

AR Search Criteria
| AddCeia | | ClearCitena | 3 searchcrteria defined Reatime Search
~
Search For. |Customer | |ash\ey, sal | | Contains |
MName Mumber [ site [ Bl To [ Include Canceled

AR Search Results

Customer # e System Account System Description Site Name Site Address Site Address 2

6758 Ashley, Sarsh 6314 Intrusion System 5518 Sarah Ashley 35 East Street Movi
6758 Ashley, Sarah 35 Gavione Syste.. Intrusion System 2 Ashley, Sarah 35 Gavione Charlattetor
£ >
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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.

() B -

‘ Ticket |  Central Station

Ticket #6592 x

&= ©

e )
S =
- v [—1

B sy B =g g G

%, C.O.D.Only

Service [Custom = Appointments Billing Documents Equipment Journal Notes Other Purchase Service Ticket Ticket
Ticket ] Fields and Labor and Parts ltems Orders History Log Group
GoTo Notifications
Costomer 6758 Created  1/13/2022 11:48 AM Contsct | [v]
Ashley, Sarah =
Ste Sarah Ashley Created By carolyn Phone [(734) 7456986 | Ext| |
35 East Street —
Novi, Ml 48375 Status Scheduled Notify [sarah@gmaitwn |;|Z],

Eastern Time

System Message
Entered By: Administrator
Expires: Never

Always wear booties when working inside the property.
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Ticket Form Display Fields

The left side of the Service Ticket form is mainly designed for display-only information related to
the System.

In the System Account field, if the button to the right of this field is illuminated, this indicates
there is more than one System linked to the Site selected on the Ticket. If the user selected the
wrong system when creating the ticket, they are able to click on this button and change the
System linked to the Ticket. The system can only be changed if no appointments have been
scheduled, and/or no general ledger activity has occurred on the ticket.

In the Comments or Notes fields, hovering over each of these fields will display an information
bubble with the complete text entered into these fields. Comments and Notes are entered and

maintained on the System record. Since the text may be up to 256 characters, without hovering
on the field, you would not be able to read the entire text. The number of characters displayed

in these fields is approximately 56 characters.

‘ \}a) @ s Ticket #6592 x
= Ticket Central Station
S— - |—\ l— 3 e aa =] i gl Critical Messages (3)
59 - e | " o = AR A
7. B2 W ) B e s = sd ¥ A\ cop.ony
Service (fCustom | Appointments Biling Documents Equipment Journal Notes Other Purchase Service Ticket Ticket =
! Ticket Fields and Labor (1) and Parts (2) ltems Orders (0) History Log Group
GoTo Notifications
Customer 6758 Created  1/13/2022 11:48 AM Contact arah Ashie: M=
Ashley, Sarah
Stte Sarah Ashley Created By carolyn Phone [(734) 7456986 | Bx| |
35 East Street
Novi, Ml 48375 Status Departed Notify ‘sarah@gmail.com ‘ B4
Eastern Time
If lluminated, click to
ite and System Detail change to a different
System Accourt 6314 L sem. T
System Type Intrusion Secondary Problem I v
Panel Type UNKNOWN Route Code G
Location 4766 = & 3 7
Next Inspection 9/1/2022 (Annual) Priorty Mediom %
Site Phone (734) 7456986 Estinated Length 20
Im
Map Cod: 9918 Ti ET
s ] il Comments ., | |Install motion in office.
Cross Street 4766 | %
Warmanty One YearP& L ]
Warranty End Expired ] This is the field where | can enter System Comments from the System record. l |V
Memo 9918 =\ —
This is the field where | can enter System Notes from the System record.
Comments This is the field where | can enter System
Notes This is the field where | can enter System Notes from thV Category SV-Ta&M -
Secondary Account Resolution %
e Y,
Service C MI-T&M Tl Use Payment Information On File
® None
Service Level T&M-Res v g
SR — O cacat

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

Note: *Permissions are required to be able to change the default Service Company on
the ticket. Refer to SedonaSetup/User Groups/ Application Access SV area, “Override
Ticket Service Company”.

‘ 0&> C. Ticket #6592 x
| Ticket Central Station
2, — e L TN - — = 40 141
2 e = | 3 D‘" ;E 1 i, {7l Critical Messages (3)
7 ; O : |_I l & b sl - G o 2\ C.0.D.Only
Service |JCustom = Appointments Billing Documents Equipment Journal Notes Other Purchase Service Ticket Ticket
! Ticket |J Fields and Labor (1) and Parts (2) ltems Orders(0) History Log Group
- Go To Notifications
Customer 6758 Created  1/13/2022 11:49 AM Contact
Ashley, Sarah
Site Sarah Ashley Created By carolyn Phone |(734) 745-6986
35 East Street
Novi, MI 48375 Status Departed Notify |sarah@gmail.com
Eastern Time
te and System Detail \ fﬁcka Detail \
System Account (6314 i Problem Add Equipment [~
System Type Intrusion Secondary Problem [»
Panel Type UNKNOWN Route Code v
Location 4766 = 3 v
Next Inspection 5/1/2022 (Annual) Priorty Mediom =
Site Phone 34) 745-6986
Map Cod ;791; T Exhated Lot 12
ehi oS mezone Comments A Install motion in office.
Cross Street 4766 v
Wamanty One YearP& L
Waranty End Expired | Service Coordinator [v
Memo 9918 Technician | v
Comments This is the field where | can enter System Comments from t PO# [1 23456
Notes This is the field where | can enter System Notes from the ¢ Category SV-TaM <
Secondary Account Resolution <l
Keys i
Service C M[-T-&M o Use Payment Information On File
@® None
Service Level T&M-Res v Ba
Receiver/Transmitter @ CrediCa{)) )
Save
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Service Ticket Form-Data Entry Fields

Contact Information - In the Contact field, click on the drop-down arrow to the right of the field
to select from Site Contacts 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 Contact field and
fill out the information. This contact will be saved to the Site Contact list for future use and fill in
on the current 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
Technicians using the FSU (field service unit) or Sedona-X Mobile.

I ’\ O - . - New Ticket
e Ticket
% " \ I —| | = g7l Critical Messages (1)
7 o = (=8 L = 4
Service || Appointments Billing Documents Equipment Journal MNotes Other Purchase Service Ticket Ticket
Ticket and Labor and Parts Items Orders History Log Group
GoTo Notifications
Customer 1004 Created -39 i
bl 1212312014 4:39:24 AM Contact | Greg Wilson| [~]
Site Precision Tune Auto Care Created By Administrator Phone (619) 325-9821 Ext
1181 E Main St
El Cajon CA 92021- Status Open Notify greg wilson@ptac.com
I =] Site and System Detail Ticket Detail
System Accourt  23-01-3365 = Problem [~
R Diruson Secondencobien L=

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 (in minutes) required to complete the ticket (including drive time to the site).
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Comments — This field is used to enter a brief note as to the purpose of the ticket. For
companies using the FSU or SedonaX Mobile, the Technician is able to view this information.
After saving the ticket, any information entered into this field will create the first Ticket Note,
which is viewable from the 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.

Note: Once ticket information has been entered and saved, if changes need to be made
to this field, permissions are required - refer to SedonaSetup/User Groups/ Application
Access SV area, “Edit Customer Comments”. If the user does not have this permission
granted, they will not be able to edit the Comments field once saved.

Service Coordinator — The staff member responsible for managing this ticket. If your company
is using this field, make the appropriate selection from the drop-down list. When clicking on the
drop-down list, all active Employees will be listed.

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. The requirement for a PO# is enabled by checking the box
“Require PO” on the System record.

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

Note: User permissions are required to be able to change the ticket Category - refer to
SedonaSetup/User Groups/ Application Access SV area, “Change Ticket Category”.

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. Typically, you will by-pass
this field when creating a new ticket.
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Use Payment Information on File — Provides the ability to tag a bank account or credit card on
file to be used when invoicing for charges on the ticket.

When creating the ticket, in there is a number in parenthesis for either a Bank or Credit Card,
this indicates there is a bank account(s) and/or credit card(s) on file for the customer. Users
should be proactive in asking the customer if your company can use a bank or credit card on file
to invoice for any charges incurred on the ticket.

If the customer consents to using a payment method on file, click either the bank or credit card
radio button and select the approved payment method on file.

For SedonaOffice customers subscribing to EFT Processing with Forte (our merchant bank
partner), once the ticket invoice has been created, a transaction will automatically flow into Forte
for funding the invoice charges.

p | € Ticket 26592 x
= Ticket Central Station
gy A N 3 v — = 2 s il Critical Messages (3)
(O : I_I I -'.°.-;| & BEl Y [:]h i AN s C.0.D. Only
.y, CO.D.
Appointments Billing Documents Equipment Journal Notes Other Purchase Service Ticket Ticket
and Labor (1) and Parts (2) ftems Orders(0) History Log Group
GoTo Notifications

Customer 6758 Creasted  1/13/2022 11:49 AM Contact | CETEYTM VB

Ashley, Sarah
Ste Sarah Ashley Created By carolyn Phone [(734) 7456386 | Ex| |

35 East Street [

Novi, MI 48375 Status Departed Noty |sarsh@gmad com |2

Eastern Time
Site and System Detail Ticket Detail
System Account 6314 = Problem Add Equipment v
System Type [intrusion Secondary Problem v
Panel Type [unknNOWN Routs Code %
Location |4766 = 3 S
Next Inspection  [9/1/2022 (Annual) o oS —
Site Phone 7456986 m

3 Code [;3148) Ti ET o : -
e \ eane C . Install motion in office.
Cross Street [4766 A
Waranty |One YearP &L
Wananty End [Em-ed ’ Service Coordinator v
Memo 9918 Tacheiiion v
Comments This is the field where | can enter System Comments from t PO # [123455 J
Notes | This is the field where | can enter System Notes from the ¢ Category SV-TaM 7
Secondary Account | Resolution <
o » —
Service Company | MI-T&M o7 UseNPaymem Information On File
jone
Service Level T&M-Res v K
Receiver/Transmitter| ) O Credt Cand (1)
Save

When finished filling in the Service Ticket form, click on the Save button located at the lower
right of the form to continue processing.
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Completed Ticket Form

Ticket 26592
Central Station
= [ T =] =1 gl Critical Messages (3)
O] e P = 2%
b 4 . E'_| il . 15 ., C.OD. Only
Appointments  Billing Documents  Equipment Journal MNotes Other  Purchase  Service Ticket Ticket
and Labor m and Parts [2) Items  Orders (0) Histery Log Group
GoTo Netifications
Customer 6758 Created  1/13/2022 11:49 AM Sarah Ashley
Aabley, Sarah Contact | EENERTS =
Ste Sarah Ashley Created By carolyn Phone  [(734) 7456986 | Bxt| |
35 East Street
Novi, MI 48375 Satus  Departed Notfy [sarah@amailcom =]
Eastern Time
Site and System Detail Ticket Detail
System Account 6314 in Problem Add Equipment
System Type Intrusion Secondary Problem
Panel Type LINKNOWN Roule Code: -
Location 4766 E 3 [
Mext Inspection 9/1/2022 {Annual) Prorty Mediom »
Site Phone (734) 7456386 Estmated Lengh 120 _
im
Map Code 9518 Timezone |ET
P Comments Install motion in office.
Cross Street 4766
Wamranty One Year P & L
Wamranty End Expired ‘ Service Coordinator
Mema 9918 Technician
Comments This is the field where | can enter System Comments from t PO #t 123456
Motes This is the field where | can enter System Motes from the ¢ Category SY-TAM
Secondary Account Resolution
Keys
Service C MI-TEM Use Payment Information On File
@ None
Service Level T&M-Res Bank (0
Receiver/ Transmitter O Credt Card (1)
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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, your company is not using this form.

If any of the field names on this form appear with a bold black font, this indicates the field is
required. If the user clicks on the Save button without populating any required fields, the
application will not allow the user to leave this form without filling in the required field(s).

If any fields on this form are required and the user does not make any selections, and does not
click the Save button, they will be able to navigate away from this form.

Note: When trying to close a ticket, if any required fields have not been populated, the user will
receive a message that Custom Field entries are required.

;ﬂ) & s Ticket 26592 x
e Ticket Central Station
j_"J : ’—— |—\ 3 — am =] (ks gl Critical Messages (1)
(" u. = ¥
| - | E vy
—l —J e ed og 2\ C.0.D.Only
Appointments Billing Documents Equipment Joumal Notes Other Purchase Service Ticket Ticket
and Labor (0) and Parts 1) ltems Orders(0) History Log Group
GoTo Notifications
Customer 6758 Created /1312022 11:49 AM Cortact | Sarzh Ashley v
Ashley, Sarah
Ste Sarah Ashley Created By carolyn Phone [(734) 7456986 | Bx| |
35 East Street
Novi, MI 48375 Status Scheduled Notify |sarah@gmail.com | (=)
Eastern Time
Tables
Parts Used v
Customer Paid By v
User Table 3 v
Text
QTY/ttem l |
User Text 2 [ I
User Text 3 [ |
User Text 4 l |
User Text 5 [ |
Checkboxes Money
Check Box 1 O Quoted Price
Check Box 2 O Money Label 2
Check Box 3 O Dates
Check Box 4 O Retum Date v
Check Box 5 O Referal Credit ~
| Save |

The preliminary data entry is now complete. The Ticket will be displayed in the list of un-
scheduled tickets on the Schedule Board, and appear in the Ticket Queue.
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Documents

If your company has purchased the add-on module SedonaDocs, Users 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 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.

(. Ticket #6502
| jj E==n
& | .
| Ticket | Central Station
B = C & T P w1 o = 3 J A Critical Messages (3)
\}- o ~ I 7 Y s &5 /4 C.0.D.Only
M N +, C.0.D.Onl
Service Custom | Appointments Billing | Documents | Equipment Journal Notes Other Purchase Service Ticket Ticket
Ticket  Fields and Labor and Parts ) ftems Orders (0) History Log Group
© selectaFie X Notifications
Customer 6758 » ThisPC > Deskiop > 5 Desk h Ashi v
Pl 4 M Ths op E o p ey Iv]
Site Sarah Ashley] Organze v Newfolder =v T @ p456986 [ Exz| |
35 East Streg A
Novi, M1 483 Sedona Office A Name Date modified Tyee * Bgmail.com [‘{
Eastern Timg @ ThispC 18 2021
3 30 Objects @ 1099-NEC 2021
] 2021 Jobs Sold Mailing List.csv
B Desktop )
N [7] 2021 Jobs Sold Mailing List.sqf
2 Docums
File i "I : @ 4P CheckCCli User Uploaded
Site Photo,jpg e © 4P Check CC11-Test2 friction carolyn 011312022
% D Music € AP Check CCT1-Test3
= & Pictures [7] APQB 1099 Vendors In MLsqf
B Videos |1 APQB 1099 Vendors.csv
& LocalDisk (C) 7 APQS 1093 Vendors.dotx
 Data (D) U APQB 1099 Vendors.sqf
[] ccs-27-2021.05v
o Network v o<
File name: ’[
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A row will open in the Documents list area. The File name will fill in (with the name of the
document selected from the windows file explorer).

e Type in a Description for the Document (required)

o Select a Document Type from the drop-down list(required)

e Select a Security Level from the drop-down list (required)

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

documents to the ticket.

Site Photojpg
‘g C\Users\Carolyn\DeskiopiCC 5-27_

4 3 Ticket#6302
() 8B - E x
b | Ticket | Central Station
(Tn E " TN N ; = = s Critical Messages (3)
7 = W g = A ?
2 © 2 29y = ) B
f - A.} Jxx; —“-—] 5 ‘ ., C.O.D.Only
Service Custorn | Appointments  Billing | Documents | Equipment Journal MNotes Other  Purchase  Service Ticket Ticket
Ticket Fields and Labor and Parts (2) ltems Orders (0) History Log Group
GoTo Notifications
Customer 6758 Created  1/13/2022 11:49 AM Sarah Ashl -
Ashley, Sarah Contact | ral ey |
Sie Sarah Ashley Created By carolyn Phone [(734) 7456586 | Ba| |
35 East Street
Novi, Ml 48375 Status Departed Matify |sarah@gmail com |||
Eastern Time

Description Type

1- Mo Restriction

PFictures carolyn
I “ )l v

1- No Restriction

T;te ‘ [.):rcr\ptmn g— gustomer Re?:;ri;:ted
.POF POF anagerrent Only
Al A1 Document Type Test

CHARACTER® Testing special characters

Contract Contract

Manuzl Manual

Pictures Fictures

Scan New
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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.

Make certain this is what you want to do — once a document has been deleted, it is permanently
removed from the SedonaDocs database!

Note: User Group Permissions are required to be able to delete a document. - refer to
SedonaSetup/User Groups/ Application Access DX area, “Allow Document Delete (All
Documents)”. If the user does not have this permission granted, they will not be able to delete a
document.

T - < Ticket #6592
s | Ticket i Central Station
() [j = Ty =] 2 = =] e kg Critical Messages (3)
- =LA v i % i = ey =
F7 S C & La ol s 3 &
J“ h 4 J'zx_. -L—J - L5 .} 4 C.0.D.Only
Service Custorn | Appointments  Billing | Documents | Equipment Journal Motes Other Purchase Service Ticket Ticket
Ticket Fields and Labor and Parts (2) ltems Crders (0) Histery Log Group
GoTo Motifications
Customer 6758 Created  1/13/2022 11:45 AM Sarah Ashl v
Ashley, Sarah Contact | ral ley |
Site Sarah Ashley Created By carclyn Phone |(734) 7456986 | Ext | |
35 East Street
Novi, Ml 48375 Status Departed Notify |sarah@gmawl com ||E|‘
Eastern Time

Documents

Tune | evel User Uploaded

o Restriction carolyn 01132022

Descriptinn

Site Cond SedonaOffice

Site Photo.jpg
kd

Are you sure you wish to remove this document?
All unsaved changes will be saved.
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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 6592
File | |
Description | |
Security Level | 1 - General o |
Document Type LC3W s

SedonaScan | Scanner Software

Status Mo default scanning device, Please dick Setup.
Far 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 possible
activity 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.

/ Ticket#6592
@) )
/| Ticket | Central Station
(% pr—Y = e s T o - =1, [N 2 1 Critical Messages (1)
f E @ > IE] |z.8} & SN g — sy P E C.0.0.Only
Service Custom | Appointments Billing Documents Equipment Journal Notes Other Purchase Servicq | Ticket | Ficket :
Ticket Fields and Labor (1) and Parts 2) ltems Orders (0) Histol Log roup
Go To Notifications
Customer 6758 Created /1312022 11:49 AM Contact | Sarah Ashley [~
Ashley, Sarah !
Ste Sarah Ashley Crested By carolyn Phone  [(734) 7456986 | Bx| |
35 East Street 1
Novi, MI 48375 Status  Departed Notfy ~[sarah@gmail.com =
Eastern Time )
Timestamp User Code Type Description User Comments
1/13/2022 3:13PM carolyn UPDATE Resolution code removed.
1/13/2022 3:11 PM carolyn UPDATE Resolution Code changed from "1 Add" to "Go..
11312022 3:11 PM carolyn UPDATE Updated Note
1/13/2022 3:10 PM carolyn ADD Added Part BOSDS820
1/13/2022 3:10 PM carolyn UPDATE Updated Part IM1270
1/13/2022 3:09 PM carolyn UPDATE Updated Other SVC Misc
1/13/2022 2:58 PM carolyn ADD Added Other SVC Misc
1/13/2022 2:36 PM carolyn UPDATE Resolution Code changed from ™ to "1 Add”™.
11312022 2:36 PM carolyn UPDATE Updated Appointment for Mark.Taylor 1/13/20..
1/1312022 2:29 PM carolyn ADD Added Part IM1270
11372022 2:19 PM carolyn ADD Added document Site Photo.jpg
1/13/2022 2:06 PM carolyn OTHER User Viewed Ticket
1/13/2022 11:56 AM carolyn OTHER User Viewed Ticket
1/13/2022 11:49 AM carolyn ADD Added Appointment for Mark. Taylor 1/13/2022..
1/13/2022 11:43 AM carolyn ADD Added Service Ticket 6592
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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.

A Ticket#6592 G
Q@ i
| Ticket | Central Station

S B0 2 B LayofElze e

= ?J‘ U&]‘»\ gl Critical Messages (1)

O

_+\ C.O.D.Only
Service Custom | Appointments Billing Documents Equipment Journal Notes Other Purchase icket Ticket
Ticket Fields and Labor 1) and Parts (2) ftems Orders (0 Llog Group
GoTo | Notifications

Customer 6758 Created  1/13/2022 11:49 AM [ Sarah Ashi v

Ashley, Sarah Coptact [ Sarch Peliey o
Ste Sarah Ashley Created By carolyn Phone [(734) 7456986 | Be| |

35 East Street —

Novi, Ml 48375 Status Departed Notify Isarah@gma‘l.com ]1\

Eastern Time

] O W S N ) P

06/18/2020 Add Egquipment testing cogs posting for parts.
06/05/2020 6061 CL 6314 Add Equipment Compleled Y Add new motion detector in office.
09/06/2019 5846 CL 6314 Insp-Int Insp Comp.
03/21/2019 5620 CL 6314 Add Eguipment Completed Y This is a ntoe entered in lowrcase.
1 5478 CL 6314 Insp-int Insp Comp. Y
2764 CL 6314 Add Equipment N~ Testiickeifor adding from._."}
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Scheduling Ticket Appointments

Technician appointments for tickets may be created using one of three methods:
e From the Ticket by clicking on the New Appointment button

e By dragging and dropping the ticket from the Un-scheduled Ticket List onto the Schedule
Board

e 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. You
may also use the Copy and Paste to copy an appointment to the same or another Technician.

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 M icon located above the Ticket ribbon.

28,

Icket | Central Station

Pa-:

Service Custom = Appeintments Billing | Documen

Ticket Fields and Labor

Customer 6758 Created
Ashley, Sarah

Site Sarah Ashley Created §
35 East Street
Novi, M| 48375 Status

Eastern Time
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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.

© Schedule Ticket #6592 O P4
“« January 2022 February 2022 + Display Group | OH Techs Zoom @

SMTWTFS SMTWTFS

26272828303 1 12345 ect ~

2345678 6785101112 Madison Momrison Madison Momison OH

910 1112131415 13 14151617 18 19 Mark Taylor Mark Taylor VLTEM

6171819202122 202122232425 26 ke otk Mk et WLSVE Cont

3242526272829 2728 1 2 3 4 5 e i ker e visTer

30 31 678 9101112 QOrlande. Smith arlande Smith OH v
Schedule Board

i |
[Unassigned] Madison Morrison Mark Taylor Mike Walker orlando Smith Oscar Martin

i - Can't Set B/A TKT 6551 - Insp-CCTV [
(Medium) Solon Ashlyn Small @127 Public Square
Darren Jacobs @33 JuniperRd e—

Create Appointment

Are you ready to create an appointment for Oscar.Martin at 1/13/2022
12:00:00 PM?

) T

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

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

P

—
G o

i Billing D«
Fields and Labor @)

Service Custom

;,' ) & -

| Ticket | Central Station Dispatch

Dispatch

Ticket #6592 x

|

|;8‘j' &;}! al s = ie |-u‘] v&\)";yj @ Critical Messages (3)

.2\ C.0.D.Only
Journal Notes Other Purchase Service Ticket Ticket

Name

Ticket and Parts (2) Mems Orders(0) History Log Group
GoTo Notifications
Customer 6758 Created  1/1312022 11:49 AM Contact | [~
Ashley, Sarah v
Ste Sarah Ashley Created By carolyn Phone  [(734) 7456986 e[|
35 East Street
Novi, MI 48375 Sttus  Departed Neity  [sseh@malcom |
Eastern Time
Labor
M Lab [ Service Fee
Hours Rate Amounts
Reguiar  [225 | [12000 | Total Labor 270.00) Amount 115.00)
Ovetme  [0.0 | [180.00 | Tax 19.58
Hoiday ~ [0.0 | [24000 | Total Amount $289.58) s

Appointment

Dispatched

Mark Taylo 1/13/2022 1:00PM 1/13/2022 11:45 AM 1713720221200 PM 1/13/20222:00 PM O 120 MI-T&M 135 135
Oscar Martin  1/13/2022 12:00 PM O 120 OH-INSP Cont 0 0

Arrived Estlen |Service Company Code |Actlen |Billable Len
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The Appointment will now be displayed on the Ticket Appointments and Labor form and on the
main Schedule Board for the date selected.

@|;

\

View | Service Options Fleetmatics Jobs Options
@ g] & Ticket Queue 5 Removed Parts @ Warning Count =10 TicketsList ~ | OH Techs - |ER|I
: T Week ~.-‘5"-' Group Tickets @ Misc Appointments Warning List - Display Group Technicians ~
Show/Hide Today . . . ) . .
(e e |Z] Month Q Inspection Creation }‘5 Open Jobs Tickets On Site
Mavigation Arrangement SedonaMonitor Cal
Calendar
\ January 2022 February 2022 » 113
SMTWTTFS SMTWTTFS [Unassigned] Oscar Martin orlando Smith M
1 12345 12 am
23456738 6 7 8 5101112
910 111213[14]15 12141515 17 1219 1:00
1171819202122 2021222324 2526 o
2324526272829 728
30 31 3:00
4:00
kt6592(SC) —
Site Sarah Ashley p—
35 East Street
Novi Ml 48375 7:00 | )
i 8:00 TKT 6551 - Insp-CCTV
System 6314 Intrusion _AshlynSmaIl@lZ?Publ.ic |» (Medium) Solon
Contact Sarah Ashley U DarrenJacobs @33 Juniper
(734) 745-6986 10:00
Problem Add Equipment{Medium) e \ » ~
Technici
echnician | ark Taylor & 12 pm TKT 6592 - Add
Scheduled 01:00 PM 1:00 Sarah Ashley @35 East Street
Dispatched |o1/13/2022 [v[11:45Am |2 | & 2:00
Arived 01/13/2022 1200PM || (8 L
4:00 _/"\
—

Bold Group | SedonaOffice-SedonaSchedule Functionality -



Scheduling a Technician Appointment from the
Schedule Board

Technician appointments may be 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.

+ s
&)
View Service Cotiog: Fleetmatics Jobs Options
@ gl # Ticket Queue 45 Removed Parts R ow
— ™ " " Group Tickets ) Misc Appointments Warni
Show/Hide Today 2 = i ) ¥
Calendar Bar (7] Month & Inspection Creation g* Open Jobs Ticke!
Navigation Arrangement
[ Calendar ‘
. January 2022 February 2022 » % T
SMTWTFS SMTWTF'S [ d] | Ma
1 1'2:345 5
2345678 67 8 9101112
910121415 1311516171819 L0
1171819202122 2021223242526 "jf_
2324252627289 2728
30 31 3408
View v

Refresh
6583 FL 43351 800

6578 Ml TRINITY-3 —
6579 MI 47791 —
6565 M P24 |
6567 Mi 47666 =0
6568 M 477029994704 12 pm
6569 M 477029994704 50
6520  Release Testing. 47950 e
6581 Release Testing. 47950 bl
6582  Spain 10024-2 ]
6591 Mi 48370 $:00
6570  OH 47703

6571 OH 47703 o

6572 Release Testing. 47726 —
6573 Release Testing. 47726 =Saded
6574 Release Testing. 47726 o

6575 Release Testing. 47726 v

< >
! | Gl Unscheduled (44) ,o Detail
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Dragging a Ticket to the Schedule Board

+] s

%)

SedonaSchedule 6.2.0.0 - SedonaSecurity

Fleetmatics Jobs Options
E @ 47 Ticket Queue 3 Removed Parts @ Warning Count = 10 Tickets List » | OH Techs
: [T Week " Group Tickets 5 Misc Appointments Warning List ~ Display Group Technici
Show/Hide  Today y i i X i
e ieper =] Month Q Inspection Creation }}’ Open Jobs Tickets On Site
Mavigation Arrangement SedonaMonitor
Calendar
< January 2022 February 2022 » 1/13
SMTWTFS SMTWTFS [Unassigned] Oscar Martin orlando Smith
1 12345 1% afn
2345678 6 7 8 9101112
3 10 111213[14] 15 1314 15 16 17 18 19 1:00
1617 18 19 20 21 22 2021222324 2526 2:00
2324252627 2829 27 28
20 21 3:00
- 4:00
i | Al | 5:00
6:00
Branch 7:00
6553 Mi 10036 00 | L TKT 6551 - Insp-CCTV
T gEBA M 10191 | Ashlyn Small @127 Public (Medium) Solon
£55E Wi U477 5:00 Darren Jacobs @33 Juniper
e Ml 119 100
6564 Mi 404-2 11:00
12 pm TKT 6592 - Add
1:00 Sarah Ashley @35 East Street
2:00
£569 M 477029994704: L
- e5T M TRINITY-1 00
- E578 Mi TRINITY-3 5:0
T vl ZLEN £:00 \—/
6585 Mi 43448
— F:00
\ 3:00
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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 once 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 Appointment 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_"@ *+ = SedonaSchedule 6.2.0.0 - SedonaSecurity
> | Wiew | ServiceOptions Fleetmatics Jobs Options
| =l icket Queue -3 Removed Paris ) Warning Count = ickets List - echs L ==
ﬁ Ticket O g R ed P @ Wi g G 10  Tickets Li COH Tech ER| =
: T Week &% Group Tickets i3 isc cintments arning List = i) roup Technicians = [
Week &% Group Tick i Misc App Wi g L Display Group Tech
Show/Hide Today o=s . . 3 - -
Calendar Bar 7] Month (€ Inspection Creation #* Open Jobs Tickets On Site Z
Navigation Arrangement SedonaMonitor Cale
[ Calendar
<« J 2022 February 2022 1 113
SMTWTFS SMTWTFS [Unassigned] Oscar Martin orlando Smith Madij
1 12345 am
234567°¢8 67 8 9101112
9 10 1112[13[34] 15 1314 1516 17 18 18 1:00
161718182021 22 021222324382 2:00
3242526272829 2728
N 3:00
4:00
@ Tkt6555(SC)
Site Ashlyn Small 6:00 Appointment Delete
127 Public Square =
Cleveland OH 44105 ELL
System 30519 Cell 3:00 Are you sure you want to delete this appointment?
| Ash -
Contact 0L |
10:00 ] Yes ; Mo
Problem Insp-Cellular/Radio(Medium) 11:00 i
Technici i ~ I
ECAMCIAN | Oscar Martin 12 pm TKT 6592 - Add
Scheduled 08:00 AM  ~ 1:00 Sarah Ashley @35 East Street
Dispatched - I:I: [5] 2:00
Arrived Y[ [FE 3:00
Departed " B +:00
= e,
— 6:00 \-.__
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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 - click 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.

[ L,;H) Q= Dispatch Ticket #6592
P Ticket Central Station Dispatch
(o E oy |_‘ ‘_‘ ] in “L ¥k B Critical Messages (3)
i __Qi ¥ EE E] b g iy
j . —| J‘-“ ' o .ty C.0.D. Only
Service Custom Appointments | Billing Documents Equipment Journal Motes Other Purchase Service Ticket Ticket
Ticket Fields and Labor (2) and Parts (2) ltems  Orders (0) History Log Group
GoTo Notifications
Customer 6758 Created  1/13/2022 11:49 AM Contact | Sarsh Ashley v
Ashley, Sarah
Ste Sarah Ashley Created By carolyn Phone [(734) 7456985 | B | |
35 East Street
MNovi, MI 48375 Status Scheduled Notify ‘samh@gmawl.com ||:|
Eastern Time
Labor
ual Labor [ Service Fee
Hours Rate Amounts
Reguar 225 | [12000 | Total Labor Amourt 11500
T | (18000 | =
Hoiday (00 | 4000 | Total Amount 528958
SedonaOffice
Mark Taylor 1132022 1:00 PM 11372022 11:45 A 120 MI-T&M 135
{Oscar Mariin ™ T/13/202212:00 P o Are you sure you wish to delete this appointmentz | 120 OH-INSP Conl o
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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 once on the appointment
within the Schedule Board, then click 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.

(.y) -
S View Service Optior Flestmatics Jobs Options
E 5 5| & Ticket Queue i Removed Parts Ffl @ Warning Count=10  TickstsList = OHTechs + 3| 9] Show Unassigned @ £ @ OpenCus
T Week @ Group Tickets {3 Misc Appointments Warning List = Display Group Technicians ~ Group Day Within Cwner ) g% | @ Refresh S
Show/Hide  Today o o B —
Calendar Bar ] Month @) Inspection Creation 4#* Open Jobs Tickets On Site Zoom [ @ | & © @ ||| Ticket
Navigation Arrangement SedonaMonitor Calendar Options To
E Calendar
0 January 2022 February 2022 3 |1/13
SMTWTEFS SMTWTFS [Unassi aned] Oscar Martin orlando Smith Madison Mormson Mark Taylor
1 12345 o
23456738 67 83101112 ——
9 10 11 12/13[14] 15 13 14 15 16 17 18 19
1617 1819202122 20212223 242526
2324252627 2829 7
20 31
@ Tkt 6592(SC]
-y — =
Site Sarah Ashley
35 East Street =] Appaintment Detail
Novi MI 48375 Tieket 6592
i TKT T 6491 - Add TKT 6!
SHSE G st Ashlyn Small @127 Public l e | Ste Sarsh shley
Contact Sarah Ashley — B — T SEniT
Novi M 48375
(734) 745-6986
i’“i‘e’” Add Equipment(Medium} Click Once on the Contact (5753:-:;‘7"5"“97
echnician f o — 456986 - y
Qscar.Martin Appointment, then TKT 6592 - Add T 6592 - Add
Scheduled 1200PM click the Edit button. Sarah Ashley @35 East Street Problem Add Equipment
Dispatched S ]
A = [ Moy OreYearPAL
Departed
= o | ServiceLevel  T&M-Res
[ New Appt
[H save [] Scheduled
= Tech Oscar Martin ~
_| Notes Map | |1 Email mean
Estimated Lengih
Refreshed: 1/14/2022 10:25 AM
Gl Unscheduled (44) | @ Detail Fim Appointment [

{21 Dispatch Times /

CSchedu\ed 011132022 v
Dispatched [~]

Anived

][] [V

B B [@

Departed

[ Appointment Resolution

] Schedule B save # Close
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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.

Ticket #6592

A

g+

\&)

@ - Dispatch
| Ticket ‘ Central Station ‘ Dispalch*
)

B Critical Messages (3)

‘ | |_&" Ju'}t: SO E ge '0~J w&g 4, C.0.D.Only

Service Custom | | Appointments ([Billing Documents Equipment Joumnal Motes Other Purchase Service Ticket Ticket
Ticket Fields and Labor (2) and Parts (2) ltems Orders (0) History Log Group
Go To Notifications
Customer 8758 Created  1/13/2022 11:49 AM Sarzh Ashl -
e S Contact ‘ ral ey |
Site Sarah Ashley Created By carolyn Phone [(734) 7456986 =3 |
35 East Street
Novi, Ml 48375 Status Scheduled MNotify ‘sarah@gmail.com "E”
Eastern Time
Labor
Manual Labor Service Fee
Hours Rate Amourts
Reguar  |225 | [12000 | Total Labor 270.00) Amount 115.00
Overtime  [0.0 | [180.00 | Tax 19.58
Hoiday ~ [0.0 | [240.00 | Total Amount $289.58] =

Billable Len

Mark Taylor 1/13/2022 1.00 PM 1/13/2022 11:45 AM 1/13/2022 12:00 PM 1/13/2022 2:00 PM

Lt ‘
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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.

If@ g s Dispatch Ticket#5592 x
e Ticket Central Station Dispatch
|| Dispatch Now MNew Appointment
|| Arrive Now ) Edit Appointment O
Depart and Resolve end Text Message .
[ Appointment Detail
Dispatch Appointments Tickek 65821
Customer 5758 Created 13/2022 11:49 AM Contact Ste padL iy
Ashley, Sarah Hovi MI 48375
Site Sarah Ashley Created By cafige Phone
35 East Street Contact Sarch hshley
Nowi, MI 48375 Status Schedul® Notify (734) 7456386
Eastern Time
Problem Add Equipment
Labor
Manual Labor B Warranty One YearP &L
Hours Rate PAmounts Level  TAMRes
Regular |2'25 | |1ZDDD | Total Laber
Ovetime [0 | [18000 | Tax (2] Scheduied
Holiday |ﬂ.ﬂ | |240 00 | Total Amount Technician Oscar.Martin - =
Estimated Length  [120
Am = ctlen Billable Len
Mark Taylor 113/2022 1:00 PM 1/113/2022 11:45 AM 1/113/2022 12:00 PM 1/113/2022 2:00 PM 135 135
OscarMain V12022 1200 Schedied |01132022 || [1200PM v ) RN SRR
Depatched | = e
Amived - |
Departed Bl
I Appointment Resolution
v
=] Schedule [H seve | % Close
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Dispatching

Technician appointments may be dispatched from the Schedule Board or from the
Appointments and Labor form 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 your Technicians are
using the SedonaFSU or SedonaX Mobile, when the technician enters their dispatch times on
the ticket, this also considered 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:

o Dispatch Time - the time the Technician is on the way to the appointment.

e Arrival Time —the time the Technician arrives on site.

e 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:

e |[s Labor is Billable

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

e Labor billing increments

e Labor hourly rates
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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.

| View | Service Options Fleetmatics Jobs Options

WJ}; + = SedonaSchedule 6.2.0.0 - SedonaSecurity \

@ Efj 7 Ticket Queue 44 Removed Parts @ Waming Count =13 Tickets List ~ | OH Techs ~|Z| @ sh

\T] Week @ Group Tickets i Misc Appointments Warning List ~ Display Group Technicians ~ [ G

Show/Hide Toda o
Calendar Bar o |Z] Month (@) Inspection Creation g& Open Jobs Tickets On Site Zoom

Navigation Arrangement SedonaMenitor Calendar

Calendar
1 January 2022 February 2022 b 114
SMTWTFS SMTWTFS [Unassigned] Oscar Martin orlando Smith Madison
1 12345 12 A
2345678 6 7 8 5101112
910 1112 13[4 15 1314151617 1819 1:00

1617181820 21 22 0212223242526

2:00
232425262728 28 2728
30 31 3:00
4:00

Sarah Ashley

3b East Street
MNovi MI 48375
1 TKT 6592 - Add TKT 6551 - Insp-CCTV
System 6314 Intrusion } (Medium) Solon
Contact Sarah Ashley Sarah Ashley @35 EastStreet] | parren Jacobs @33 Juniper
(734) 745-6986 10:00

Problem Add Equipment{Medium}
Technician ‘ Oscar Martin

Scheduled

Dispatched |
Arrived ‘
Departed ‘

.
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Live Dispatching - Arrived

Once the Technician has arrived on site, click once on the appointment in the Schedule Board,

and then click on the green “Arrived” @ 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.

ﬁi@ + ¥ SedonaSchedule 6.2.0.0 - SedonaSecurity \
\ =

| View | Service Options Fleetmatics Jobs Options

E E & Ticket Queue 4 Removed Parts @ Warning Count =12 TicketsList = | OH Techs
: [T Week &* Group Tickets % Misc Appointments Warning List ~ Display Group Technic
Show/Hide  Today i . . . .
Calendar Bar {#] Month (@) Inspection Creation 4 Open Jobs Tickets On Site

Mavigaticn Arrangement SedonaMenitor

[l Calendar
4 January 2022 February 2022 » 114
SMTWTTFS SMTWTTFS [Unassigned] Oscar Martin orlando Smith
1 123 45 17 am
23456678 6 7 8 5101112
910 1112130415 13 1415 16 17 18 19 1:00
6171819202122 2021222324 2526 e
232425262728 25 7R
0N 3:00
4:00
@ Tkt6592(1P) —

Site Sarah Ashley
35 East Street

Nowvi MI 48375
i TKT 6551 - Insp-CCTV

System 6314 Intrusion by
Contact Sarah Ashley DarrenJacobs @33 Juniper

(734) 745-6986
Problem Add Equipment{Medium)
Technician | Oscar Martin |
Scheduled 08:00 AM
Dispatched |o1142022 [+ [07:45AM 2] [a]

P

Arived | | | | :(LE.:
Departed | || |: | o
[ New Appt
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Live Dispatching - Departed

Once the Technician has completed the call and is ready to depart, click once on the
appointment in the Schedule Board, and then click on the Edit button from the Ticket Detall
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 gold.

(v@ g R
t= View

Service Options

Fleetmatics

Jobs Options

@ ?53? _/’ Ticket Queue +@ Removed Parts E} @ Warning Count = © Ticket Dispatch
Tl Week & Group Tickets {2 Misc Appointments Warning List ~
Show/Hide Today = _ = . . & § X [] Appointment Detail
Calendar Bar (7] Month @) Inspection Creation &* Open Jobs Tickets On Site Ticket 6592
Navigation Arrangement SedonaM)| Ste Sarah Ashiey
35 East Street
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el = 2 Dispatched | 017142022 |v| [07:45AM [ <@
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Save
I Notes Mep | 3 Email S

\
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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.

Y =
1{}", L
| View Service Options Fleetmatics Jobs Options
[E ﬁ’ & Ticket Queue 5 Removed Parts @ Wamning Count = © Ticket Dispatch —
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Show/Hide  Today = . . = . § =] Appointment Detail
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Departed | l’:l: Resoktion | 1 Add
Notes Part installed at location at customer’s
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[ New Appt B >
[ save
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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 your Technicians
are using the SedonaFSU or SedonaX Mobile, when the technician enters their dispatch times
on the ticket, this also considered Live Dispatching.

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

Both Dispatch methods from the Ticket will be covered on the following pages.
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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.
L ——— e . g ——e .
I @ - Dispatch i @ @ - Dispatch
B ] Ticket |_ ) Central Station Dispatch P Ticket Central Station Dispatch
) — e . < - g
=] —— . Dispatch Mow. New Appointment
Pt (WC) By o & 3 e
v 54, = g Arrive Now & Edit Appointment
Service Custom | | Appointments | Billing Documents Equipment Joul :
Ticket  Fields and Labor 2) and Parts Depart and Resolve Send Text Message
| GoTo Dispatch Appointments
Customer 6758 Created 101312022 Customer 6758 Created  1/13(2022 11:
Ashley, Sarah Ashley. Sarah
Site Sarah Ashley Created By carolyn Site Sarah Ashley Created By carclyn
35 East Street 35 East Street
Novi, MI 48375 Status Schedul Nowi, M| 48375 Status Scheduled
Eastern Time Eastern Time
Labor Labor
" Hours Rate o _GH_t;urs Rate
Regular |225 | |1ZD.DD | Total Labor Regular |2-25 | |1ZD-DD | Total Labor
Ovetime (0.0 | [180.00 | Tax Ovetime 0.0 | [180.00 | Tax
Holiday ~ [0.0 | [220.00 | Total Amourt Holiday [0 | [240.00 | Total Amount
ame Appo Dispatched Arrived ame Appo Dispatched Arrived
Marlk Taylar 111272022 1:00 PM 11372022 11:45 AM 113720221 Mark Taylor 11372022 1:00 PM 113/2022 11:45 &AM 11312022 12
: Oscar Marin TITAiT025 80058 {Oiscar Marin 3055 800 AN
‘:.I’ %) Ld s Dispatch Ticket #6592
N Ticket Central Station Dispatch
Dispatch Now Q New Appointment
Arrive Now {J Edit Appointment
Depart and Resolve Send Text Message
Dispatch Appointments
Customer 6758 Created  1/13/2022 11:49 AM Sarah Ashi ~
Ashley, Sarah Contact ‘ ral ey ,‘:‘
Ste Sarah Ashley Created By carolyn Phone  [(734) 7456386 | Bx| |
35 East Street
Novi, MI 48375 Status  Scheduled Notfy ~[sarsh@gmai.com =1
Eastern Time
Labor
Manisal Labor Service Fee
Hours Rate Amounts
Reguar 225 | [12000 | Total Labor 270.00 Amount 115.00
owinn 00 | [mm |
o 8 2000
Holiday ~ [0.0 [ | Total Amourt B T
Name Appointment Dispatched Arrived Departed Firm Estlen | Service_Company_Code Billable Len
: Mark Taylor 171372022 1:00 PM 11372022 12:00PM 1/13/20222:00 PM O 120 MI-T&M 135 135
Oscar Martin 1/14/2022 8:00 AM 1/14/2022 7:32 AM O 120 OH-INSP Cont 0 0
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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.

ey & -

| Ticket |  Central Station

Dispatch

|\|

Dispatch

Ticket Central Station Dispatch

Dispatch Now ﬂ New Appointment

\

e - Arrive N 5 Edit Appointment
Service Custom || Appointments | filing Documents Equipment Joumal  Notes : (&) B
Ticket  Fields and Labor 2) and Parts 2) Ite Depart and RY Send Text Message
l GeTe Dispatch Appointments
Customer 5758 Created  1/13/2022 11:49 AM Cusiomer 5758 Created 111302022 1149 AM
Ashley. Sarah Ashley, Sarah
Site Sarah Ashley Created By carolyn Site Sarah Ashley Created By carolyn
35 East Street 35 East Street
Novi. M1 48375 Status In Progress Movi, Ml 48375 Status In Progress
Eastern Time Eastern Time
Labor Neboy
 Hours Rate Amounts R Rate
Reguar  [225 | [12000 | Total Labor Requar  [225 | [12000 | Total Lebor
Ovetime  [0.0 | [18000 | Tax Ovetime (00 | [180.00 | Tax
Holiday ‘DD Total Amount Holiday |g_[| ‘ |2.m_m ‘ Taatall Amourk |

Appointment Appointment Dispatched
Mark Taylor  1/13/2022 1-00PM 171372022 11-45AM 171372022 12-00 PM 111372022 1:00 PM 1132022 11:45 AM 113/2022 12:00 PM
Oscar Martin 1/14/2022 8:00 AM 1/14/2022 7:32 AM 7412029735 K6

Dispatch Ticket #6592 x
Dispatch
% E ™ l_‘ |_‘ h 2 E] ; = Sl s B Critical Messages (3)
3 t "’_ g o T K N = TR s
3 _*i _18} Ax. *J (oo R i\ C.0.D.Only
Service Custom || Appointments | Biling Documents Equipment Journal Notes Other Purchase Service Ticket Ticket
Ticket Fields and Labor 2) and Parts ) ltems Orders (0) History Log Group
GoTo Notifications
Customer 6758 Created  1/13/2022 11:49 AM Contact | [~
Ashley, Sarah =
Ste Sarah Ashley Created By carolyn Phone  [(734) 7456986 =3 |
35 East Street "
Novi, MI 48375 Status In Progress Notify |sarah@gmail com =
Eastern Time
Labor
Manual Labar [ Service Fee
Hours Rate Amounts
Regular [22s | [12000 | Total Labor 270.00 Amount 115.00
Ovetme (00 | [t | =
Hoiday  [0.0 | [24000 | Total Amount 528958 =
oot~ S Comon oot tr oo
Mark Taylor 1/13/2022 1:00 PM 1/13/202211:45AM  1/13/20 200PM  1/13/20222:00 PM O 120 MI-T&M 135 135
Oscar Martin 1/14/2022 8:00 AM 1/14/2022 7:32 AM 1/14/2022 8:04 AM ‘W 120 OH-INSP Cont 0 0
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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.

[ u’"’) & = Dispatch { uf!’) Q- T
T | Ticket Central Station _ s Ticket Central Station Dispatch
\]'1 e E g Y S b . C
a [; u | | - - ?upe‘cNh Now !.d E;w:ppcmtment
Service Custom | | Appointments | Billing Documents Equipment Joumal Note il e 5] Bl
Ticket  Fields and Labor @ and Parts @ Depart and Resolveg)  Send Text Message
GoTo

Dispatch Appointments

6758

Customer Created  1/13/2022 11:49 AM Customer 5758 Created  1/13(2022 11:49 AM
Ashley, Sarsh Ashley, Sara :
Site Sarah Ashley Created By carolyn Ste Sarah Ashley Created By carolyn
35 East Street 35 East Street
Novi, MI 48375 Status In Progress Novi, MI 48375 Status In Progress
Eastem Time Eastern Time
Labor
“Ho R
ours = © Ticket Dispatch fzma
Requar |22 | [12000 | Tot Total Labor
= Appointment Detail
Over 0.0 180.00 T
vetime | | [ | a Tt = =
Hoiday  [00 | [24000 | I Sarah Astey Total Amourt
35 East Street
Novi Ml 48375
Mark Taylor 111312022 1:00 PM 1132022 1145 AM 1713/ (734) 7456986
Oscar Mariin ™~ 171472023 8:00 A THAI03 7358 11
Problem Add Equipmert
Wananty One Year P &L
”\/\ Service Level  T&M-Res
] Scheduled
Technician
Estimated Length 120
Fimn Appointment
{2 Dispatch Times
Scheduled | 01/14/2022 08:00 AM
Dispatched | 011142022 v [07:32Am [ (@
Anived 01142022 [+ [08:04 AM [5] (=
Depated | 01/1472022 [+ [09:53AM |3 (@
Appointment Resolution
Resolution | 1 Add ~
Notes Instal new motion detector in office. |
v Resolves Ticket [ ] Needs Go Back
(& save )38 ciose
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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.

| u& [C I Dispatch ) Ticket Dispatch *
e Ticket Central Station Dispatch = Appointment Detail
(29 — 75 |— |—| i = Ticket 6592
& C;‘ - U __| 8 b sl j Site Sarah Ashley
4 2 b ; 35 East Street
Service Custom | | Appointments | Billing Documents Equipment Journal Notes Other Purchy Nowi M 28375
Ticket Fields and Labor (2) and Parts (2) ltems  Crder:
s Contact Sarah Ashley
(734) 745-6986
Customer ~ 8758 Created  1/13/2022 11:48 AM Cont;
Ashley, Sarah )
Site Sarah Ashley Created By carclyn Pho Problem Add Equipment
35 East Street
Novi, Ml 48375 Status Scheduled Mot
Eastern Time Warranty One YearP &L
Service Level ~ T&M-Res
Labor
i :Héurs Rate Amourts
5| Scheduled
Regar 225 | [12000 | Total Labor 270.00 (5] Sched
Technician
Ovetime  [0.0 | [180.00 | Tax
: q Estimated Length 120
Hoiday  [00 | 209 ] Double-click on the .
apppointment to be Fim Appaintment ]
; dispatched
Name Appointment ) Dispatch Times
Mark Taylor 171372022 1:00 PM mOPM  1/13/20222:00 K O
Oscar Martin  1/14/2022 800 AM # deiEi |oheates | |jjean e
(Dispatched 01142022 |» | |07:32AM |5+ [= \
Armived 01142022 |v | |08:04 AM |5+ [=
Departed 01142022 |v | |09:53 AM |5+ [=
] Appointment Resolution
Resolution | 1 Add ~
Notes Installed motion detector in office. ‘
\"{’ﬁ' [] Needs Go Back /
E Save # Close
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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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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.

Ticket26592 X:
I
@ e

‘ Ticket ‘ Central Station

(% ["=,,‘_) u & |—‘ |_.‘ 3 E gn =l s, | B Critical Messages (3)
- ) » v J e
f : L o7 s y——.{ﬁm P A ');_j ‘ LDS) “’;u’ 1\ C.0.D.Only
Service Custom @ Appointments Billing Documen Equipment urnal Notes Other Purchase Service Ticket Ticket

Ticket  Fields and Labor @ and Parts (2)  tems Orders(0) History Llog Group = COGSAccount 321000
GoTo I Notifications

Customer 237:;. - Created  1/13/2022 11:49 AM Contact | Sarah Ashley &
Ste Sarah Ashley Created By carolyn Phone  [(734) 7456986 | Bx| |
35 East Street
Novi, M| 48375 Status Resolved Notify |sauah@gmail.com ”’
Eastern Time

Resolved  1/18/2022 10:11 AM

Customer Equipment Detail Installed
1 Other

» CR2032 CR2032 12/30/1899 11 R
7 CR2032 CR2032 1 12/30/1839  Other ®
¢ CR2032 CR2032 1 12/30/1899 Other v
g IM1270 IM1270 2 12/1672021 Service 5620 R
~# BOSDS820 BOSDS220 1 06/05/2020 Service 6061 I3
7 IM1270 1M1270 1 06/18/2020 Service 6066 2
7 Im1270 IM1270 1 06124/2020 Job o7 2

Service Ticket Parts
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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.

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.

7 Ticket#6592 x
() ——
2 | Ticket ‘ Central Station
) E?_l ™ 2 I_‘ ‘__‘ o ) | @ 39 =100 ¥ Critical Messages (3)
e (1 ) "S} T & D v, N S
J_ St 4 ) \ = . e (4 .+, C.0.D.Only
Service Custom @ Appointments Billing Documents] | Equipment urnal Notes Other Purchase Service Ticket Ticket
Ticket  Fields and Labor @ and Parts (2)  ttems Orders(0) History Llog Group = COGSAccount 321000
Go To Notifications
Customer 6758 Created  1/13/2022 11:49 AM Contact | Sarah Ashley [~
Ashley, Sarah 8
Site Sarah Ashley Created By carolyn Phone |(734) 7456986 I Ext | I
35 East Street "
Novi, Ml 48375 Status Resolved Notify |sarah@gmail.com |;Q
Eastern Time

Resolved ~ 1/18/2022 10:11 AM

Customer Equipment Detail Installed Removal

e [ [ S L S - S S
CR2032 1 Other

e

» CR2032 12/30/1899 1 X |
§ CR2022 CR2032 1 123011839 Other i
g CR2032 CR2032 1 1213011899 Other 2

¢ IM1270 IM1270 2 121672021  Service 5620 -
~# BOSDS820 BOSDS820 1 06/05/2020 Service 6061 % |
7 IM1270 IM1270 1 06/18/2020  Service 6066 '
g 1270 IM1270 1 0672472020  Job 217 % |
» [ M100 IM1270 12V7AH BATTERY 1 31.8500 318 231 O Standard

& Main-MI BOSDS820 PET MOTION 1 764500 7645 554 O Standard
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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.

Part Replacement Pointer Icon:

R

e

Ticket #6592

Customer Equipment Detail
Part

R T

1

CR2032 CR2032

¢ CR2032 CR2032 1
4 CR2032 CR2032 1
g IM1270 IM1270 2
~ BOSDS820 BOSDS820 1
7 IM1270 IM1270 1
7 IM1270 IM1270 1

x
() &) i
/| Ticket | Central Station
B /= . & |_‘ |_" 3 E aE S5l s F Critical Messages (3)
& E U 4 ¥ = 5.9} | s sl 6 & .4, C.O.D.Only
Service Custom | Appointments Billing Documents | Equipment | Journal Notes Other Purchase Service Ticket Ticket
Ticket Fields and Labor 2) and Parts (3) ltems Orders(0) History Log Group o COGS Account: 521000
Go To Notifications
Customer 6758 Created  1/13/2022 11:49 AM Cotact | Sarah Ashley ~]
Ashley, Sarah —
Ste Sarah Ashley Created By carolyn Phone  [(734) 7456986 | B |
35 East Street T —
Novi, MI 48375 Status  Resolved Notfy | com =]
Eastern Time Resolved 11812022 10:11 AM

» [ Mi00 IM1270 12V7AH BATTERY 1 31.8500 31.8 23 O Standard
r M “Main-MI BOSDS820 PET MOTION 1 76.4500 76.45 554 O Standard

Removal

R
®

Remove Equipment

0 Do you want to replace IM1270 with IM12707 ®
®
®
(=) w %
PR
06724/2020 Job 217 ®
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Once you have confirmed the part replacement, the font color of the part being replaced in the
upper tier (Customer Equipment List) will turn red and today’s date will display in the Removal
Date column.

Part replacements are viewable from the main SedonaOffice application by opening a customer
record and expanding the customer tree for a System and clicking on the Equipment History
menu option.

74 Ticket #6502 x
D
| Ticket | Central Station
2 - v & ) = = 1 0 | [ Critical Messages (3)
f [:' j @ ~ IE & l—] » E ; ~ 32 e 4, C.0.D.Only
Service Custom = Appointments Billing Documents | Equipment | Journal MNotes Other Purchase Service Ticket Ticket >
|| Ticket Fields and Labor (2) (3) ems Orders(0) History Log Group | @ COGSAccount: 521000
! GoTo 1§ Notifications
Customer 6758 Created  1/13/2022 11:49 AM Contact | Sarah Ashley v
Ashley, Sarah o)
Ste Sarah Ashley Created By carolyn Phone  [(734) 7456386 | Bx| |
35 East Street ‘
Novi, Ml 48375 Status Resolved Notify [sarah@gmail.com (=]
Eastern Time

Resolved  1/18/2022 10:11 AM

Customer Equipment Detail Installed
Description

A CR2032 1 899

¢ CR2032 CR2032 1 12/30/1899  Other P’y
g CR2032 CR2032 1 123011839 Other 2
'C“? mizzo T Mz 2 12162021 Service 5620 on1eRe22 T %
Wi BOSUSEZ0 T TEUSI2020 Service 06T =g
7 IM1270 IM1270 1 06/182020  Service 6066 2
7 IM1270 IM1270 1 0612472020  Job 217 @<

Service Ticket Parts
» [ M100 IM1270 12V 7AH BATTERY 1 31.8500 3185 231 O Standard
& MainMi BOSDS820 PET MOTION 1 76.4500 7645 554 O Standard
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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.

@)
D ‘ Ticket |  Central Station

Ticket #6592 x

-

O}

&

[N

)

|3 &;; A_] N, E ge |_03 U\%y:; g Critical Messages (3)
,t.,- i [ . - 4

¢ IM1270
g IM1270

Stock | Warehouse
» [~ M100

[ Main-Mi

CR2032
CR2032
CR2032
IM1270
BOSDS820
IM1270
IM1270

Part
IM1270
BOSDS820

Customer Equipment Detail

Description Qty

i SN wE

bt - %\, C.0.D.Only
Service Custom | Appointments Billing Documents | Equipment | Journal Notes Other Purchase Service Ticket Ticket
Ticket  Fields and Labor ) and Parts (3) ttems Orders(0) History Log Group @ COGS Account: 521000
GoTo | Notifications
Customer 6758 Created  1/13/2022 11:49 AM Sarah Ashl M
Ashley, Sarah Cortact | Sarch Aahiey o]
Ste Sarah Ashley Created By carolyn Phone  [(734) 7456986 | Bx| |
35 East Street X
Novi, M1 48375 Status Resolved Notify |sarah@gmaihcom ”EE
Eesiemlime Resolved  1/18/2022 10:11 AM

Unde Equipment Removal

Are you sure you want to undo the removal of this
Equipment?

o180z

Description Location Qty| Unit Price | Total Price
12V7AH BATTERY 1 31.8500 31.8 2.3 O Standard
PET MOTION 1 76.4500 76.45 554 O Standard

Service Ticket Parts
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Remove a Part from 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 click the red “X” button in the Remove column. A confirmation message will be displayed,;
click the Yes button if you are certain you want to remove the part without a replacement.

=
@)
| Ticket | Central Station

Ticket=6592

£B O S

Service Custom = Appointments Billing Documents | Equipment | Journal Notes Other

»

— ~ = =] iy 7 Critical Messages (3)
Q‘.ﬁ I sl » [ a_ [ B Ec.(n).o.o-\lyssag

Purchase Service Ticket Ticket

=

i

a COGS Account: 521000

¢ CR2032 CR2032
7 CR2032 CR2032
7 IM1270 IM1270

~ BOSDS820 BOSDS820
7 IM1270 IM1270
g IM1270 IM1270

» [ M100 IM1270
[ Main-Mi BOSDS820

Ticket Fields and Labor (2) and Parts (3) Items Orders (0) History Log Group
GoTo Notifications
Customer Z:fey‘ o Created 11312022 11:49 AM Contact | Sareh Ashley ~
Ste Sarah Ashley Created By carolyn Phone  [(734) 7456986 | Bxt| |
35 East Street ; T .
Novi, MI 48375 Status Resolved Notfy | com =]
Eastern Time

Customer Equipment De

Remove Equipment
CR2032 CR2032 1

Resolved  1/18/2022 10:11 AM

Removal

®

Are you sure you want to remove this equipment without a
replacement part?

®

%

:
g
R
N
®

- TR
z
o
®

Service Ticket Parts

12V7AH BATTERY 1 31.8500 31.8 2.31 (| Standard

PET MOTION 1 76.4500 76.45 554 O Standard
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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.

Ticket=6592 x
'é*‘u —
\ Ticket | Central Station

Va7 o B NP SR = S S

Service Custom | Appointments Billing Documents Equlpmmt Journal Notes Other Purchase Service Ticket Ticket

@ COGS Account: 521000

Ticket Fields | and Labor (2) and Parts 3) ltems Orders(0) History Log Group
Go To Il Notifications |
Customer Zﬁfey‘ Sarah Created  1/13/2022 11:49 AM Contact | Sarah Ashley ~
Ste Sarah Ashley Created By carolyn Phone  [(734) 7456986 | Ex| |
35 East Street
Novi, MI 48375 Status  Resolved Notfy ~[sarah@gmai.com =l
Eastern Time

Resolved  1/18/2022 10:11 AM

Customer Equipment Detail Installed

» CR2032 CR2032 Other 1111
p CRa032 CR2032 1 12/30/1899  Other
g CR2032 CR2032 1 12/30/1893  Other

7 IM1270 1M1270 2 121162021 Service 5620

0610572020  Service 6061

7 BOSDS820
g IM1270 06/18/2020  Service 6066
g M1270 IM1270 08242020 Job 2217 ovigzezz T g

Service Ticket Parts
12V 7AH BATTERY 1_31.8500 318 231 m] Standard
* PET MOTION ¥ a 1 764500 7645 554 [  Standard )
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With the ticket open, click on the Purchase Orders button on the ribbon, and then click on the
Purchase Order context menu above the ribbon.

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

/@ Purchase Ord... Ticket 26592 x
| Ny —
k | Ticket | Central Station Purchase Order
- 1 - [ 7;,5 =, Ay 4 Critical Messages (3)
S B O 4 & a'y (1= & |8
Lo ¥ .y C.0.D. Only
Service Custom | Appointments Billing Documents§&Equipment Joumal Motes Other | Purchase | Service Ticket Ticket
Ticket Fields and Labor (2) Items | Orders (0] | History log Group
Motifications
Customer 6758 Created Contact | Sarsh Ashl v
Ashley, Sarah ontact | Sorch Acbley 4]
Ste Sarah Ashley Created By Phone  [[734) 7456986 | &t | |
35 East Street
Movi, M 48375 Status Natify |sarah@gmai|.ccm ‘||
Eastern Time
Purchase Ord...
Purchase Order
PO # Vendor
Create Purchase
Order
Create Purchase Order
Customer 6758 Crested 11312022 11:49 AM
Ashley, Sarah
Ste Sarah Ashley Crested By carolyn
35 East Street
Nowvi, M1 48375 Status Departed Notify
Eastern Time

I N O
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Most of the Purchase Order fields will automatically be populated - fill in the remaining fields on
the Purchase Order according to your company’s policies and procedures. Click the Save
button when finished.

e Mew Purchase Order

O X

Wendor Category 7 Prirt Now Direct Expense
| Tri-Ed [v] [ | sv-Tam [~ [ Acknowledged
Purchase Order PO# [5039 | Banch M ~
Vendor E;E'E:%imaﬁ?m Tracking# | | Ordered  |01n182022 ]
L Ship | [~]
Parts Due | [v] Ticket [e592 |
@ shipTo | | goiorioecunty Created By Ship Method | =
Piymouth, M| 48170-1721
Last Updated

§.§} Parts 530.58 r £ Expenses r@ Documents

[ Select From All Parts

Description Vendor Part Vendor Desc Phkg Quantity Unit_Of_Measure_Code Quantity
vy BOSDSE20 BOSDS820 DSDS820 PET MOTION 1EA 1 30.5800
£ >
G MNew
Memo This is the information needed to print on all Tri-Ed Total | 33053|
Purchase Orders. ;

Received | |

= -
B Aoty [(H s )% close |

[ Closed oS =
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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 or edit existing 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 Level for 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

e 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.

e Level 2 —the note entered may only be viewed by Users with Level 2 or Level 3 User
Group access. Level 2 notes may be printed on Service Tickets.

o 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.

) Ticket#6592 x
(
B Ticket Central Station
| 2 = = ) ) D) . [:]— EE=] Sl ik B Critical Messages (3)
~ - g 2 .~ = A%t y
| & [; I . 1_' l '.‘2} EA gl e a s o /4, C.0.D.Only
Service Custom = Appointments Billing Documents Equipment Joumal | Notes | Other Purchase Service Ticket Ticket
Ticket  Fields and Labor (2) and Parts 3) Items Orders(1) History Log Group
GoTo Notifications
Customer 6758 Created  1/13/2022 11:49 AM Contact | Sarah Ashley v
Ashley, Sarah
Ste Sarah Ashley Created By carolyn Phone  [(734) 7456986 B[ |
35 East Street
Novi, Ml 48375 Status Departed Notfy [sarah@gmai.com =
Eastern Time
e |G R
Install motion in office. 2 - Customer Restricted O 1/13/2022 11:43 AM carolyn 111372022 11:43 AM carolyn
Replaced panel battery. Need to order the motion det.. 1- No Restriction [] 1/13/2022 2:36 PM carolyn 1/13/2022 3:11 PM carolyn
» Installed motion detector in office. 1- No Restriction 1/18/2022 10:11 AM carolyn 1/18/2022 10:11 AM carolyn
Installed motion detector in office.
chss Level | 1-No Restriction v || [ Resolution NMQ ¥ |[E st | {3 instructions | Save
Notes Length |36
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Journal

The Ticket Journal is comprised of two main elements:

e Financial Information which displays all Income and Expense transactions recorded to
the Ticket - there are two views available — Detail and Summary.

e 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. Refer to SedonaSetup/User Groups/ Application
Access SV area, “Override Parts Reconcile”.

When reviewing a Ticket for Invoicing, the User will most likely review the Journal information as
a part of the process.

‘ @ i Joumal Ticket #6592 x
-~ Ticket |  Central Station
‘ f E = N B 3 = | T" ._,{‘é;” gl Critical Messages (3)
o o A= _+\ C.0.D.Only
Service Custom | Appeintments Billing bcuments  Equipmen otes Other Purchase Service Ticket Ticket
Ticket  Fields and Labor 2) and Parts Items Orders(1) Histery Log Group
Notifications
Customer 6758 > |
Ashley, Sarah ¢ a g =
Ste Sarah Ashley Ticket [ |
35 East Street P - —
Novi, Mi4g37s | [ Oeail ]
Eastern Time [ Summary

[T] Parts Reconcile

= =

Amount
Customer 6758 Creasted 111312022 11:49 AM $112.50
1200754 LABO| Ashley, Sarah o
Ste Sarah Ashley Created By carolyn (8112.50)
35 East Street $70.50
1200952 LABO Nowi. MI 48375 Status Departed i
Eastern Time (870.50)
1200953 RCF 1$30.58)
(Rt 5] T 8] Die A e | s
Sve Labor:65%2
1200754 LABOR 0113202 e
Sve Labor65%2
1200952 LABOR 01141202 S akacks
5039
1200953 RCPT 0118202 sise
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Journal Detall

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.

¢ Journal Ticket 26502 x

Ticket Central Station Journal |

Created  1/13/2022 11:49 AM Contact | EETERNENRTSY ~
Created By carolyn Phone [(734) 7456986 | Bx |
Status Departed Notify [sarat il com =l

L

Svc Labor:6532 521010 COGS SVC Labor $11250

0MA202. o engy 259100 SVC Labor-Deferred (s112.50)

Svc Labor-6592 521010 COGS SVC Labor I $70.50

1200352 LABOR OUIA202 ) s 259100 SVC Labor-Deferred (670.50)
5039 210310 Open Inventory Recsipls” (53058)

et BEEY Susae 5039 520001 COS-ServicePals M $30.58
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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.

Va eirial Ticket #6592 x
{@ : urnal i
B Ticket Central Station Journal
Created  1/13/2022 11:49 AM Contact | v
Created By carolyn Phone [(734) 7456986 | x| |
Status Departed Notfy | i.com ]
Open Inventory Receipts® $0.00 $30.58 ($3058)
259100 SVC Labor-Deferred $0.00 $183.00 (5183.00)
520001 COS- Service-Paris $30.58 $0.00 $30.58
521010 COGS SVC Labor $183.00 $0.00 $183.00
Totals
$21358 $21358 $0.00

Bold Group | SedonaOffice-SedonaSchedule Functionality -



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 Re

concile 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.

Journal Ticket 26592 x
Ticket Central Station Journal
Detail
§ paman
I Parts Reconcile b

Customer 5758 Created  1/13/2022 11:49 AM Cortact [Sarch Ashle;
Ashley, Fsh ora =l

St Sarah Asl Created By carolyn Phone  [(734) 7456386 | Bx| |
35 East St
Novi, MI 4298 Status Departed Motify |samh@gmai|.:um "‘
Eastern Timi

IM1270
BOsSDS820

Description Ticket Qty lzsued Qty Will lssue
BOSDS820 BOSDSE0 1 1 0 0
IM1270 1M1270 1 (1] 1 (1]
P Ticket #6592 x
@),
/| Ticket | Gentral Station
2 o — y o S
== ~ & ‘] N ag = o) i, Critical Messages (3)
& Ej U 2 Ii LJ T D = BI ¥7  \ cop.ony
Service Custom | Appointments Billing Documen Equipment (JJournal Notes Other Purchase Service Ticket Ticket
Ticket  Fields and Labor @ (3) tems Orders(1) History Log Group || ©° COGSAccount: 521000
Notifications
Customer 6758 Created  1/13/2022 11:49AM Contact | EETETYEPRI v
Ashley, Sarah
Ste Sarah Ashley Created By carolyn Phone (734) 7456985 Ext
35 East Street
il Sws  Deparied Nty [ah@grsicon |
Eastern Time
[STST s ———] Installed
Pat e [oste —TRemore |
ry CR2032 CR2032 1 12/30/1893  Other 1111 »®
g CR2032 CR2032 g 1273011833 Other %
¢ CR2032 CR2032 1 123011893 Other o
7 IM1270 IM1270 2 121162021  Service 5620 x|
_N§OsDSE20 BOSDSE20 1 06052020  Service 6061 [
7 IINg70 IM1270 i 061182020 Service 6066 »
7 NI Mi270 7 06242020 dob | 2217 0BAE

Service Ticket Pars

B
12V7AH BATTERY 1 31.8500 3185 23 O Standard
PET MOTION 1 76.4500 7645 554 O Standard
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Preparing a Ticket for Invoicing

Once a Ticket has been Resolved (a resolution code has been selected on the Service Ticket
form), 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, and may be included
on the customer invoice:

e Labor Charges — viewable and editable from the Appointments and Labor form
e Part Charges - viewable and editable from the Equipment and Parts form

e Other Charges - viewable and editable from the Other form

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

Note: User Group Permissions are required to create an invoice, to be able to modify labor
charges and override the warranty and/or service level automatic charges. Refer to
SedonaSetup/User Groups/ Application Access AR area, “Invoicing”.

Permission is also required to be able to close a Ticket. Refer to SedonaSetup/User Groups/
Application Access SV area, “Close Tickets”.
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Review 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 reviewed, invoiced and closed individually. As the User works through the list; and
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.

{'éb \ L 4 Sevice Ticket Quéue Opt.. SedonaSchedule 6.2.0.0\
View Service Options Fleetmatics Jobs Options Queue
@ E_J L@ |‘_=.__J j 0% Q 43 Removed Parts Batch Billing @ Waming Count=12 | TicketsOnSite G
= > b {3 Misc Appointments Warning List ~ Tickets List ~
i

Show/Hide
Calendar Bar

roup Inspection

Today
ickets  Creation #* Open Jobs

Day Week Month

Navigation

Arrangement

SedonaMonitor

I Calendar I

cOMMn header here to group by that column.

SMTWTFS

SMTWTFS

1 12345
2345672¢ 67 8 9101112 ™

91011121314 15
S

Service Ticket Queue Opt...

16 17[18] 19 20 21 22
2324252627 2829

SedonaSched\

20 31 View Service Options Fleetmatics Jobs Opﬁons Queue
‘ n O ‘ ; {;ﬁ . _/% H Queue View |All -
¢ ke 7| Use Date Range
Open  Appointment Go| | Resolved | JUnresolved Closed
Appomtment Bac &) Export to Excel
View
—
e . Drag a n header here to group by that column
] January 2022 February 2022 8-
SMTWTFS SMTWTFS g‘ ated O o e Addre
1 12345 ppiebddb 1211612021 RS -.. 48371-F mol reat.. 15000 Rockside Rd
g 130 1:1212 11 12 1§ 1: 12 1?; }g H; :g 4 LG R Y12 E DD i Cothons B 74 iy T
16 17[18] 19 20 21 22 02122324252 | 6549 1211672021 RS 112/2022 8. 1PO875 Calhoun, Beth.. 74 Quincy Trail
232425262728 2% 2728 12/16/2021 RS 112/2029:.. 12345 Fleming. Mark 80 Perry St
3031 6592 0113202 RS 114/2028:. 6314 Ashley. Sarsh 35 East Strest
Site

—
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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 or SedonaX Mobile). If the notes indicate parts
were used, 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 note and
make certain to select the Access Level of 1 and check the Resolution Note checkbox. When
finished, click the Save button.

Ticket #6502 =
o | Ticket | Central Station
Z £ <, & TR () ) = =l s B Critical Messages (3)
J- - ; U ~ ‘:I L‘g} J:_‘-f _._1 N [E 3— 7, u‘{}’ .\, C.O.D.Only
Service Custom | Appointments Billing Documents Equipment Journal | Notes | Other Purchase Service Ticket Ticket
Ticket  Fields and Labor (2) and Parts 3) ltems Orders(1) History Log Group
GoTo Notifications
Customer 6758 Created  1/13/2022 11:49 AM Sarah Ashl [v]
Ashley, Sarah e ER =
Ste Sarah Ashley Created By carolyn Phone  [(734) 7456986 | Bx | |
35 East Street o
Novi, MI 48375 Status Departed Notiy [sarsh@gmail com =
Eastern Time
I N O I T
Install motion in office. 2 - Customer Restricted O 11372022 11:49 AM carolyn 1/13/2022 11:49 AM carolyn
" Replaced panel battery. Need to order the motion det.. 1 - No Restriction [ 1/13/2022 2:36 PM carolyn 171372022 3:11 PM carolyn
'» Installed motion detector in office. 1- No Restriction 1/18/2022 10:11 AM carolyn 1/18/2022 10:11 AM carolyn
Installed motion detector in office.
—\ —_—
chss Level | 1-NoRestriction || B2 Resoltion NO'Q v ‘ ;E List | ;E Instructions | ‘ Save |
Notes Length |36
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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 #6592 x
(Q éb L ——
‘ Ticket | Central Station

2 = o )
A3 O S
- S, ~ (=)

;), 1_] ‘ E gE L.j M,\/‘,f;a [ Critical Messages (3)

e

|

o ~+\, C.0.D.Only
Service Custom | Appointments Billing Documents| | Equipment urnal Notes Other Purchase Service Ticket Ticket
Ticket  Fields and Labor ) and Parts (2) ltems Orders(0) History Log Group 8 COGS Account: 521000
Go To Notifications

Customer 6758 Created  1/13/2022 11:49 AM (Sashiohier 5l

Ashley, Sarah Contact | Saral ey E‘
Ste Sarah Ashley Created By carolyn Phone  [(734) 7456986 | Ex| |

35 East Street '

Novi, Ml 48375 Status Resolved Notify |sard’1@gna‘l.com |lE|‘

Eastern Time Resolved  1/18/2022 10:11 AM

Customer Equipment Detail Installed
Description Qty | Location Local Zone Date Desc Senal-Lot Remove

“I

» CR2032 CR2032 1 12/30/1899  Other 1111

§ CR20%2 CR2032 1 12/30/1839  Other %

§ CR2032 CR2022 1 12/30/1899  Other 2

7 IM1270 IM1270 2 121672021 Service 5620 ®

~# BOSDS820 BOSDS820 1 06/0572020 Service 6061 ®

g IM1270 IM1270 1 06/182020  Service 6066 %

7 IM1270 IM1270 1 061242020  Job 217 T % |

Service Ticket Parts
» M100 IM1270 12V7AH BATTERY 1 31.8500 31.85 231 O Standard
= “Main-MI BOSDS820 PET MOTION 1 76.4500 76.45 554 O Standard
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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.

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

o If 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.

o If 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: Even though you are able to manually change the number of hours and/or the hourly
rate, if you are discounting or waiving any of the labor charges, we recommend that you enter a
negative charge on the Other tab. This is to preserve the actual number of hours spent on the
ticket for labor reporting purposes.

") Ticket#6592 3¢
& Ticket Central Station
2 — N N y — 8 — " _ A |
| 459 - ’ l | A N — a = ] s | E Critical Messages (3) |
e i g 'l . - o4 s
& o= L - 3 &g |\ cop.ony
| Service Custom Appointments | Billing Documents Equipment Journal Notes Other Purchase Service Ticket Ticket
Ticket Fields and Labor (2) and Parts 3) ltems Orders(1) History Log Group
GoTo Notifications
Customer 6758 Created  1/13/2022 11:49 AM Contact Sarah Ashley v
Ashley, Sarah -
Ste Sarah Ashley Created By carolyn Phone [(734) 7456386 | Bx | |
35 East Street
i, Ml 48375 Status Resolved Notify [sarah@gmail.com I (|

Resolved  1/18/2022 11:00 AM

Manual Labor Service Fee

Hours Rate Amounts
Reguar 225 | [12000 | Total Labor 720.00 Amount 115.00
Ovetime |25 | [180.00 | Tax 5221
Hoiday ~ [00 | [24000 | Total Amount s77221 e
Fim e n S Gy G S
MarkTaylr  1/13/20221:00PM  1/13/20221145AM  1/13/20221200PM  1/13/20222:00 PM O 120 MI-T&M 135 135
Oscar Martin ~ 1/14/2022 8:00 AM 11142022 7:32 AM 111472022 8:04 AM 11142022 9:53 AM 0 120 OH-INSP Cont 141 141
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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.

£ Ticket #6592 i
)
~ Ticket | Central Station
‘ ] 5 ~ |7“ |7" A gl - E a = = w’" [ Critical Messages (3] |
= . A s - T >
o O = P A g o0 oy
||| Service | Custom | Appointments Biling Documents Equipment Joumal Notes Other Purchase Service Ticket Ticket
Tickst | Fields and Labor ) and Parts (3) lems Orders(l) Histoy Llog Group
GoTo Motifications
Customer 5758 Created  1/13/2022 11:49 AM Contact ~||&
Ashley, Sarah
Ste Sarah Ashley Crested By carolyn Phone  [(734) 7456986 Bl |
35 East Strest
. Sais Resohed Ny feoiom |3
Eastern Ti
smme Resolved  1/18/2022 11:00 AM
Site and System Detail Ticket Detail
System Account 6314 ) Problem Add Equipment v
System Typs Intrusion Secondary Problem ~
Panel Type UNKNOWN Route Code -
Location 4766 = 3 i
Next Inspection 9/1/2022 (Annual) Proriy edium -
Site Phone '34) 7456986
() Estimated Length | 120
Map Code 5918 Timezone
Comments = Install motion in office.
Cross Street 4756 | v
‘Wamanty One Year P &L h
‘Wamanty End Labor:5/21/2022 Parts:5/21/2022 Cther:5/21/2022 j Service Coordinator ~
Memo 9918 . Ticket 6592 *
Camments This i the field where | can enter System Comme] f) ...
Notes This is the field where | can eter System Notes Por— O ) |7\| ‘7‘4 3 = ;E g || @ crca Messges )
e & & o | =) 1 S &3 S\ cop.ony
Service Custom  Appointments |Billing | Documents Equipment Joumnal Notes Other Purchase Service Ticket Ticket
Keys Ticket  Fields and Labor @ and Pacts (3) hems Ordes(1) History Llog Group
Service Company | M-T&M GoTo Netifications
Service Level | T&M Res > ) Customer :;’:Iaw — Created 11132022 11:49 AM Contact v
Receiver/ Transmitte] Ste Sarah Ashley Created By carobyn Phone  [(734) 7456386 =
35 East Street —
Novi. M1 48375 Status Resolved MNotify. [sarah @gmal com (=)
ESS R Reschved  1/1872022 11:00 AM

(] Thied Pasty Bd To Total Qther 11.95]
BTo Sarah Jane Ashley ] Total 530118
Contact ~ [l o Cycle
voceDate | 118202 B-] Next Cycle Date 2172022
1 Add Resolution Note 1o Invocs [ Close Ticket After Adding to Cycle:
[ Close Ticket Alter Invoicng e ML et Oyl
FSU

Payment Receved N
Remétance N
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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 Items need to be added, click the New button
located at the lower right of the form. When selecting an Invoice Item code, the description will
default to the setup for that item. The user may change the description if desired. The
Description will print on the customer’s invoice.

Click on the Save button when finished.

) Ticket 26592 x
|\ a8 o —
/| Ticket | Central Station P —

B0 S LD @B

Service Custom | Appointments Biling Documents Equipment Journal Not:

;n =l 3, | KL Critical Messages (3)
7 §) %

4 .\ C.0.D.Only
urchase Service Ticket Ticket

o  Other costs covered by contract

Ticket Fields and Labor 2) and Parts (3) rders (1)  History Log Group
Go To 2 Notifications
Customer Z:Isey. Sarah Created  1/13/2022 11:49 AM Contact | Sarah Ashley [v]
Ste Sarah Ashley Created By carolyn Phone [(734) 7456986 | Bx |
35 East Street .
Novi, Ml 48375 Status Resolved Notify lsamh@gnai.oom }\

Eastern Time Resolved  1/18/2022 11:00 AM

SVC Misc Miscellaneous Hardware 1 11.95 11.95 O 0.87
% SVCCall Waive Minimum Sesvice Call Charge 1 -115.00 -115.00: ] -8.34
[ New ‘ ‘ Save ‘
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Review Billing — Create an Invoice

Once all charges have been reviewed, and you are ready to create the invoice, 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.

3 Ticket#6592 x
(Y
™ Ticket Central Station

£ 2 a8 KE = By B

=

i Critical Messages (3) |

=1 s |
N
5 &5 ‘

[rerey

_+, C.0.D.Only |
|| Service Custom  Appointments ocuments  Equipment Journal Notes Other Purchase Service Ticket Ticket |
Ticket Fields and Labor (2) and Parts (3) ftems Orders(1) History Log Group |
Go To Notifications |
Customer 6758 Created  1/13/2022 11:49 AM Contact [+]
Ashley, Sarah B
Ste Sarah Ashley Created By carolyn Phone [(734) 7456986 | Bx| |
35 East Street
Novi, Ml 48375 Status Resolved Notify |sarah@gmail.com ‘D
Eamonlime Resolved  1/18/2022 11:00 AM
Billing Overrides Ticket Charges
Ovemide Warranty Cost Tax
Total Lab 720.00 5221
e alLabor
[ Third Party Bill To Total Other -103.05
Sub Total 72525 52.59
Bill To Sarah Jane Ashley |~ Total $777.84
~] (2
Contact ) 1) [Z8Bill to Cycle
Invoice Date | 1/18/2022 -] NextCycle Date  2/1/2022

[ Add Resolution Note to Invoice Close Ticket After Adding to Cycle -
[ Close Ticket After Invoicing | Createlnvoice | Lﬁ AddtoNext Cycle |

Payment Received N
Remittance N

FSU

Save
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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.

A)* -

- View Service g
m O

Open  Appointment

App!
[ Calendar
January 2022
SMTWTFS §
1
23456738
9101112131415 1

161718192021 22 2
23242526272829 2
3031

© Tkt 6592(RS)

Site Sarah Ashle:
35East Stree
Novi MI 4837,
System 6314 Intrusiol
Contact Sarah Ashle:
(734) 745-698
Problem Add Equipmé
Technician | Oscar.Martin
Scheduled
Dispatched | 01/14/2022
Arrived 01/14/2022
Departed  [p1/1422022
Resolution

D)
. Ticket

3
2o

Service Custom

Central Station

O

Ticket Fields and Labor
Customer 6758
Ashley, Sarah
Stte Sarah Ashley
35 East Street
Novi, MI 48375
Eastern Time
Billing Overrides
Invoice ¥720458
Bil To Sarah Jane Ashley
Contact
FSU

Payment Received N
Remittance N

Ticket #6592 x

2 s K Critical Messages (3)
5 ¢y

‘:| E&]‘ Lag o (= ]E

i\ C.0.D.Only
Appointments | Billing | Documents Equipment Joumnal Notes Other Purchase Service Ticket Ticket
@ and Parts (3) tems Orders(1) History Log Group
GoTo Notifications
Created  1/13/2022 11:49 AM Contact | Sarah Ashley v
easty e Frore al
Status  Resolved Notfy =
Resolved  1/18/2022 11:00 AM
Ticket Charges
Cost  Total Tax
Total Parts
Total Labor
Total Other
o T
v Total Invoiced $777.84
| & [ Bill to Cycle
Next Cycle Date ~ 2/1/2022

[[] Close Ticket After Adding to Cycle
|58 Add to Next Cycle
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Once an Invoice has been created, it may not be modified from Ticket. If changes need to be
made to the Invoice, it may be opened within the Customer Explorer record for editing. User
permissions are required to be able to make changes to an Invoice. Refer to SedonaSetup/User
Groups/ Application Access AR area, “Edit Existing Transactions”.

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.

5} e = e )
Customer ID Category AJR Account Tax Group
|6758 & | | sv-TamM | |01 | | MI-Wayne County 4|
. Invoice Date Aging Date
Invoice # 720458
[1/18/2022 | [ays2 =
as Sarah Jane Ashley
_I PO Box 2342 Branch P.O. Number
Plymouth, MI 48170 | M x| 123458
Warehouse Term
; sarah Ashley | = Due On Receipt
i‘,‘j:,m: 35 East Street Tl ] o onecept 7
Mowi, MI 48375 Invoice Type Ticket £
[Service IS =
Salesperson Posting Date

[nia =lib| [z =

[~ Show Custom Fiekds

Ttem List o
Item Decglription Exempt Qty Rate Amount | Memao
& |SVC Labor Sefice Labor r 2,25 120,00 270,00
| |sve Laber vice Laber r 25 180.00 450.00 [l
[ |sve Misc iscelaneous Hardware - 1 1195 1195

Ca— T R

Items $616.94 |
0 Part List -
Part Description | Exemet Qty Unit Rate Amount ]
y |M1270 12V 7AH BATTERY - 1 3185 3185
" |ososs20 PET MOTION r 1 76.45 76.45
7 [ e r
V|
i -1 ]
Desaiption [ Service Cal =] L) 725.25
. Tax 52.58 |
Contact | =1 B =l Total =
Memo Installed motion detector in office. Balance Due 777.83
F Complete
¥ Add to Print Queue
I™ #dd to Emad Queue (No emal address defined) Invoice List | EFT | Save | Close |
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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 right 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 Yes button 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.

‘ @ Ticket 26592 x
\ Ticket Central Station
3 - — — S = . A
7] E ™ l ‘ | 3 : H ; = ks i Critical Messages (3)
& O ; : 45 T~ = B
o . —| 1 : & |\ cop.ony
Service | [Custom | Appointments Billing Documents Equipment Journal Notes Other Purchase Service Ticket Ticket
Ticket Fields and Labor 2) and Parts (3) ftems Orders (1) History Log Group
I GoTo Notifications
Customer 6758 Created  1/13/2022 11:49 AM Contact | ETETRY [v
Ashley, Sarah = =
Ste Sarah Ashley Created By carolyn Phone  [(734) 7456986 | e | ]
35 East Street -
Novi, Ml 48375 Status Resolved Notify |sarah@gma|l.com ‘ 4
Eastern Ti
asiem Hime Resolved  1/18/2022 11:00 AM
Site and System Detail Ticket Detail
System Account 6314 ) Problem Add Egquipment |~
System Type Intrusion Secondary Problem |v
Panel Type UNKNOWN Route Code =
Location 4766 3
~
Next Inspection 9/1/2022 (Annual) Prioriy Mediom S
Site Phone '34) 745-6986 [—‘
Map Cod geui Ti [T | Sia 112
b i l Comments ";‘;’ |Inslal| motion in office.
Cross Street 4766
Warranty One YearP &L Close Ticket
Waranty End Labor:5/21/2022 Parts:5/21/2022 Other: ~ ||
Memo 9918 0 Are you sure you want to close this service ticket? o |
Comments This is the field where | can enter System
Notes This is the field where | can enter System 7
Secondary Account Yes No %
Keys
Seriicn G MITaM % Use‘ Payment Information On File
Service Level T&M-Res v
SR —
@ Close Ticket Save
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Batch Billing Overview

Service and inspection tickets which are not part of Group Tickets are now eligible to be
automatically billed in bulk through Batch Billing. All resolved tickets that have an amount to be
invoiced greater than $0.00 will be displayed in the Batch Billing queue. Tickets may not be
opened in the batch billing queue to view their contents.

The review process prior to billing (including selection of a credit card if the customer
designated one to be used) must be accomplished in the service or inspection queues. Only
one user may batch bill at any one time. Users working outside of batch billing will be prevented
from viewing any tickets in which there is a checkmark indicating that the ticket is ready to be
billed [in the Batch Billing list].

Usergroup Permissions

Users must be granted permissions to be able to use the Batch Billing feature. Refer to

SedonaSetup/User Groups / Application Access — SV area, “Batch Billing”.

Batch Billing Queue

The Batch Billing queue may be accessed in two ways.

While viewing the Schedule Board, click on the Batch Billing icon located in the Arrangement

Ribbon group.

" View Service Options Fleetmatics Jobs Options
‘ @f’] T_if] &7 Ticket Queue 443 Removed Parts k) Warning Count=11  TicketsList v | MIInstallers vﬁ %
- \T) Week % Group Tickets {2 Misc Appointmen s Display Group Technicians » ™
| Show/Hide Today 3 N h y 3
Calendar Bar 7] Month @ Inspection Creation & Open Jobs /2\ Ticki B Zoo|
e Batch Billing icon
Navigation Arrangement Calenda|
Calendar |
‘ January 2022 February 2022 » 118
SMTWTFS SMTWTFS | [Unassigned] Mark Taylor M
1 12345
While viewing a Ticket Queue, click on the Batch Billing option located in the Arrangement
Ribbon group.
4 =
(% oy >
> i View Service Options Fleetmatics Jobs Options Queue P
EE ﬁ'l T—Jl- .j = Batch Billing } @ Warning Count = 11 Tickets On Sit
il ] Warning List ~ Tickets List ~
Show/Hide Today Day Week Month Inspection
Calendar Bar ickets  Creation @ Openlobs
Navigation Arrangement SedonaMonitor

Bouoner |}

Drag a column header here to group by that column

] January 2022 February 2022 B=
SMTWTFS SMTWTF S ‘32 Created W |ST W | Scheduled On v Customer 7 | Site Address
1 12345 6582 12/1672021 OP 12/20/2021 12:00 AM somany.. Hoffman Au.. 8340 Forrest Drive Canto
g “3) 11 13 13 1: 1’; 12 11 é 1‘; 1‘7) }; g 6553 121672021 IP 111812022 11:00 AM 10036 Fip Constru.. 170 Kingswood R... Plymol
1617181800121 22 20 21 22 92 24 95 96 6554 12/16/2021 SC 1/18/2022 1:00 PM 5543 Johnson Gr.. 257 Grand River... ' Detroi
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Once you have access the Batch Billing Queue, a list of all Resolved tickets with an amount to
invoice greater than $0.00 will be listed.

To be able to view more columns of information within the Batch Billing list, click on the
Show/Hide Calendar Bar button on the Navigation ribbon.

I{:)b = SedonaSchedule 6.2.0.0 - SedonaSecurity
-l — T . = 5
| View | Service Options Fleetmatics Jobs Options

Batch Billing

e Open Customer
@ Refresh Schedule

= ®

Tools

f] =T a3 Q 4 Removed Paris

i3 Misc Appointments
Show/Hide Today Day Week Month | Ticket Group Inspection
Calendar Bar Queue Tickets  Creation & Open Jobs
gajibn Arrangement

3jib
Invoice Date | 01/20/2022 [ Include Resolution Mote On Inveice [] Close Ticket After Invoicing

Create Invoices for Cancel Creating ﬁ
E% Selected Tickets @ Invoices Showing 6 tickets for invoicing.
L]

s

TKT# | Estimated Amount | CreatedOn | CrestedBy W | ScheduledOn il Comment Tech | ResclvedOn | Resolution Code Problem

73 O 6491 385.00 Administrator ~ 01/13/2022 testing Mark Taylor onsr022 Add Equipment  No
7 O 6529 393.34 11/30/2021 Administrator 011372022 System will not a.. Mike Walker 01/18/2022 3 Repair Can't Set BIA Ho
7 O 6535 112024 12118/2021 Administrator 011272022 Madison.Morrison :01/13/2022 Insp Comp. INSP-Fire Yeg
_g | 6548 13531 12/16/2021 Administrator 0112/2022 Orlando. Smith  01/13/2022 Insp Comp. Insp-Cellular/Ra.. Yj
_ﬁ O 6543 216.50 12162021 Administrator 01122022 Orlando.Smith ~ 01/13/2022 Insp Comp. Insp-Cellular/Ra...

_y Il 6550 0.00 12/16/2021 Administrator 0112/2022 Madison.Morrison 01/13/2022 4 Replace AC Power Failure

Field Chooser

Individual Users are able to select which fields to display in the Batch Billing list. Please note,
some of these fields are different from the ones used in the standard ticket queues. The user
preferences from the service ticket queues will not automatically flow into batch billing. The user
will need to define which fields are to be viewed in the Batch Billing queue.

‘«;'@ ¥ s SedonaSchedale6:2.0,0 = SedonaSecurty
\g - L
e View Service Options Fleetmatics Jobs Options
X =i = =-:| u@g 4 Removed Parts [5] Batch Billing | )@ Open Customer
x 1= < - {2 Misc Appointments @ Refresh Schedule
Show/Hide Today Day Week Month | Ticket Group Inspection . Tl
Calendar Bar Queue Tickets Creation ¢ OpenJobs ‘ Ticket '! |
gajion Tools
= Field Chooser

Invoice Date | 01/20/2022 |~ | [] Include Resolution Note On Invoice [] Close Ticket

Cleatehvoioesfor @" ce @ 2 <
558 Selected Tiokets & & [ [ Category_Code
~ : :

Estimated Amount | CreatedOn V| Created By Tech W | ResolvedOn V| ResolutionCode ¥ Problem W

,' 6491 385.00 09/1472021 Administrator Mark Taylor 017187202 1Add Add Equipment No
7} 11/30/2021 Administrator CUSTE Mike Walker 01/18/2022 3 Repair Can't Set B/A No
Ti 12/16/2021 Administrator CUST Group ladison.Morrison 01/13/2022 Insp Comp. INSP-Fire e
7 12/16/2021 Administrator CUST Nare Drlando.Smith 01132022 Insp Comp. Insp-Cellular/Ra.. Y
? 12/16/2021 Administrator e Bl Drlando.Smith 01/1372022 Insp Comp. Insp-Cellular/Ra..
A ustomer_
7 12/16/2021 Adminis gt Cuslomer—Cor:taci 4 Madison.Morrison 01/13/2022 4 Replace AC Power Failure

PO_Number

Problem

Resolution Code
Resolution_Note
Resolved On

Scheduled On

Service_Ticket_Id

Site Name
Tech

TKT #

T |00 —
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To select which fields to display in the Batch Billing queue, click on the Field Chooser button
located in the upper left hand corner of the Batch Billing screen.

The field chooser will be displayed. This is a listing of all of the available fields from which the
user may select. All fields are checked by default. If certain fields are not needed, un-check the
box to the left of the fields which do not need to be displayed. Use the scroll bar on the right
hand side of the field chooser to view more panes of fields. When finished, click the “x” in the
upper right hand corner of the field chooser to close the list.

Field Chooser |

M —
| & [cusT#

| % | CUST Group

% [C0STNare |
(W [CoorerBie |

Customer_Contact_Id

Customer_Site_|d

"% [Esimated Aot |
E Inspection

| W | PO_Number

Problem

E Resolution Code

Service Company
E Service Level
u Service_Ticket_|d

Fields may be arranged in any order desired and
follow the same procedures as is currently done in the
standard ticket queues.

Note: At this time, field re-arrangement will not be
saved as part of user preferences. The fields will
remain re-arranged for the current session only.

The procedures for sorting, filtering, and grouping the
items in the Batch Billing Queue is the same as are
currently in place in the standard ticket queues.
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Refresh Button

A refresh button has been provided to ensure that all tickets are brought into the ticket for billing.
If a ticket has just been marked for billing, but is not appearing on the screen because batch
billing is taking place, click the Refresh button to include the ticket in this set of batch bills.

I@ &+ = SedonaSchedule 6.2.0.0 - SedonaSecurity
b | View | Service Options Fleetmatics Jobs Options

< ﬁ_ ‘|=._ == [== Jﬁ i3 Removed Parts 5] Batch Billing | )@ Open Customer
=) (A "

% Misc Appointments ® Refresh Schedule
Show/Hide Today Day Week Month | Ticket Group Inspection
Calendar Bar Queue Tickets  Creation }) Open Jobs Ticket m
ajib Arrangement Tools

Invoice Date | 01/20/2022 |~ | [] Include Resolution Note On Invgice

§ Create Invoices for Cancel Creating
] Selected Tickets Invoices

[ Close Ticket After Invaicing

7| Resolved On

| Resolution Code

Problem

3 O Mark Taylor 01182022 1 Add Add Equipment  No
? | 6529 39334 11/30/2021 will not 3 Mike. Walker 01182022 3 Repair Can't Set B/A Mo
7 O 6535 112024 121162021 Administrater Madison.Morrison 01/12/2022 Insp Comp. INSP-Fire Yeg
i O 6548 136.31 12162021 Administrator Orlando.Smith  01/13/2022 Insp Comp. Insp-Cellular/Ra.. Yy
? O 6545 216.50 121162021 Administrator 01272022 Orlando.Smith 01122022 Insp Comp. Insp-Cellular/Ra.

7 | 6550 0.00 12116/2021 Administrator 011272022 Madison.Morrison 01/13/2022 4 Replace AC Power Failure
Bl

_\_ \

Select Tickets for Invoicing

Within the Batch Billing list, place a checkmark next to each ticket that is ready to be billed. This
will lock out the ticket from viewing by all users until invoicing has been completed.

\er )L :|." B SedonaSchedule 6.2.0.0 - SedonaSecurity

| Wiew | SemviceOptions Fleetmatics Jobs Options

E‘—E] ﬁ f‘ j—‘ j ‘% 43 Removed Paris
=) L 7
Calendar Bar

=i Batch Billing e Open Customer

1% Misc Appointments @ Refresh Schedule
Today Day Week Month Ticket Group Inspection
Queue Tickets  Creation & Open Jobs Ticket )
Mavigaticn Arrangement Tools
Invoice Date | 01/20/2022 |~ Include Resolution MNote On Invoice Close Ticket After Invoicing
Create Invoices for Cancel Creating ﬁ X " . X
‘Selected Tickets @ Irrvoices g Showing 6 tickets for invoicing

TKT# v | Estmated Amount 7| CreatedOn | CreatedBy 7| ScheduledOn Tech | ResolvedOn | Resolution Code 7

7 09/14/2021 Administrator 0111372022 testing Mark. Taylor 0118/2022 1 Add

7;‘?7 6529 393.34 11/30/2021 Administrator 01/13/2022 System will not a_.. Mike.\Walker 01182022 3 Repair 3
7 6535 1,12024 12162021 Administrator 0112/2022 Madison.Merrison | 01/13/2022 Insp Comp. INg
7 6548 135.31 121162021 Administrator 011212022 Orlando. Smith  01/13/2022 Insp Comp. I
7 6549 216.50 121162021 Administrator 011212022 QOrlando.Smith 01132022 Insp Comp.

N 6550 0.00 12116/2021 Administrator  01/12/2022 Madison Momis.. 01/13/2022 4 Replace

Bold Group | SedonaOffice-SedonaSchedule Functionality -



Invoice Date, Resolution Notes, and Ticket Closure

The invoice date will default to today’s date. This date may be changed to any date in an open
accounting period.

If the resolution note on the ticket should be included on the memo of the invoice, check the box
labeled “Include Resolution Note On Invoice”.

If the ticket should be closed after invoicing takes place, check in the box labeled “Close Ticket
After Invoicing.”

When the correct invoice selections have been made, click the button “Create Invoices For the
Selected Tickets”.

Note: Depending on the number of tickets being invoiced, this may take a few seconds or a few
minutes. While invoices are being created, do not navigate away from the Batch Billing form —
wait, and be patient.

[ L}_\,) SedonaSchedule 6.2.0.0 - SedonaSecurity
View Service Options Fleetmatics Jobs Options
E — i: =] [== . jﬁ Q 28 Removed Parts 5 BatchBiling | &) Cpen Customer
— % Misc Appointments @ Refresh Schedule
Show/Hide Today Day Week Month  Ticket Group Inspection = |
Calendar Bar Queue Tickets Creation #° Openlobs Ticket L
Navigation Arrangement Tools
@mce Date | 017202022 |~ Include Resolution Note On Invoice Close Ticket After Invniu'ng)
E Cé;a;;g\'gr‘.‘ig:r O Can _':: g ﬁsg Showing & tickets for inveicing
R S On T
1 6491 385.00 09142021 Administrator 011372022 testing Mark. Ta;\or 011872022 1 Add
__;y 6529 25334 11302021 Administrator 01/13/2022 System will not .. Mike.\Walker 01/18/2022 3 Repair
} 6535 1,120.24 12162021 Administrator 01122022 Madison.Marrison ' 01/12/2022 Insp Comp.
1216/2021 i 01/1202035,

lando. Smith 014132022 Insp Comp.

021 /1372022

After clicking the “Create Invoices For the Selected Tickets” button, a confirmation message will
be displayed indicating the number of invoices to be created.

To proceed with the creation of invoices, click the Yes button.

Create Invaoices

0 Ready to create & invoices?

Yes | Mo
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Messages

The system will record how many invoices were created as well as any problems that were
encountered.

The Messages list cannot be printed. Users should use either Snipit (provided by
Microsoft on every Windows installation) or use CTRL-Print Screen to record all errors
encountered into aword processing document. Once the batch billing screen has been
exited, it will not be possible to bring these messages back again.

In our example below, invoices were created for all six tickets, however the software could not
close the tickets because a required custom field had not been populated on any of these
tickets.

You will need to open each ticket, make the necessary selections on the Custom Fields form,
and then manually close the ticket.

/ D o < SedonaSchedule 6.2.0.0 - SedonaSecurity
(T )
> View

Service Options Fleetmatics Jobs Options

- | = (=m| [ P 43 Removed Parts & Open Customer
P 300 B 2 Q

i3 Misc Appointments @ Refresh Schedule

Show/Hide Today Day Week Month | Ticket Group Inspection

Calendar Bar Queue Tickets Creation & Openlobs [ Ticket -] [
Navigation Arrangement Tools
Invoice Date | 01/20/2022 |v Include Resolution Note On Invoice [ Close Ticket After Invoicing
= :: lezt\a’l Creatig Gg Finished creating 6/6 invoices.
Toune
» 6491 720459 Created: Error closingticket The following user defined fields are required:
] 6529 720460 Created; Error closing ticket: The following user defined fields are required:
= 6535 720461 Created; Error closing ticket: The following user defined fields are required:
6548 720462 Created; Error closing ticket: The following user defined fields are required:
6549 720463 Created; Error closing ticket: The following user defined fields are required:
6550 720464 Created; Error closing ticket: The following user defined fields are required:

Print Queue

The invoices just created through Batch Billing will be visible in the Accounts Receivable / Print
Invoices Queue as well as on the customer record.
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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.

e System Inspections x
Site Arndale (48351-1)
23, 1st Avenue Dover Gardens
System 483511

Intrusion

Detail | Equipmentl Inspection Items | Reports I

—y Inspection
N Service Tech =
Description |Quarter|\-I Intrusion Inspection I | _I
Group Mumber I
Frequency | Quarterly B o

Estimated Hours Ig

High Freguency I~

Service Problem Code | Insp-Other

Seryi \nspection

Bypass

Service Compary | Fuller Electric Co, Inc Exdude from High [~
Frequency Check

Last Inspection l8rajz021

MNext Inspection |11,|'1,|f2021

MNext Inspection At |T|d<et Resolved REEE

ﬁ Charges
Inspection Item | SubContractor Expense =

Amount |1oo 00

Save Terminate Cancel
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Creating a Vendor Ticket

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

/Jl’ Ge)
B Nz o . .
ew Service Options Fleetmatics Jobs Options
E ﬁ  Ticket Queue & Removed Parts @ Warning
T Week ¢ Group Tickets {3 Misc Appointments Waning Li
4
Show/Hide Today - . - .
Calendar Bar {Z| Menth @, Inspection Creation &7 Open Jobs Tickets Of
Navigation Arrangement
Calendar \
. January 2022 February 2022 » 114
SMTWTFS SMTWTFS [Unassi Oscar i
1 12345
2345678 678310112
910 111213{{4 15 1314151617 18 19 1:00
16 17(18/192021 22 2021223242526 -
2324252627282 2728
1N 3:00
400
5:00
Amdale (48351-1) e
23 1stAvenue Dover Gardens |

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 click Search button. Double-click on the row in the search results area for which
you want to create the ticket.

©) SedonaOffice Search - SedonaSecurity — O =
€& AR Search | G AP Scarch |
AR Search Criteria
| Add Criteria | | Clear Criteria ‘ 3  search criteria defined Realtime Search
~
Search For: |Customer | |4335‘I | | Contains |
Name Mumber [ site [ Bill To [ Include Cancsled
v

AR Search Results

System Account System Description Site # Site Name Site Address Site Address 2
48351 Arndale (48351) 48351-1C2 CCTV 48351-1 Arndale (48351-1) 23, 1st Avenue.  Saint Lawrence
48351 Arndaie {48351) a 483510 Intrusion System 483571 Arndale (48351- 23 1si Avene " Saini |
48351 Arndale (48351) 48351-1C1 CCTV 48351-1 Arndale (48351-1) 23, st Avenue.  Saint Lawrence
48351 Arndale (48351) 43351 CCTV 43351-1 Arndale (48351-1) 23, 1st Avenue.  Saint Lawrence
48351 Arndale (48351) 48351-01 Intrusion System 48351-0 Arndale Estate (.. - 1456 Main Cleveland
48351 Arndale (48351) 48351-0A Access Control 43351-0 Arndale Estate (.. 1456 Main Cleveland
< >
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A new Service Ticket will be displayed. There are five required fields that must be populated to
be able to save the 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 pencil icon to 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.

2\ & s New Ticket
( f} L. R ew Ticket x
Ticket Central Station
) 2] 2 \ \ \ 2
;/" St \_\ =5 s [Se=y i
Service | Appointments  Billing Documents Equipment Joumnal Notes Other Purchase Service Ticket Ticket
Ticket and Labor and Parts tems Orders History Log Group
GoTo Notifications

Customer 48351 Created  1/18/2022 1:37 PM =]

Amdale (48351) Contad | 4=
Ste Amdale (48351-1) Created By carolyn Phone | | Be| |

23, 1st Avenue Dover Gardens &

Saint Lawrence Status Open Notiy | | =

BB15028.Christ Church,Barbados, N/A
Site and System Detail Ticket Detail
System Account a 48351 = Problem v
System Type Intrusion Secondary Problem v
tandlType 200 Route Code Ml v
Location R 1 >
Next Inspection 9/1/2021 Priorty >
Site Phone (055) 556-3952 €2

(055) Estimated Length ﬁ
Map Code Timezone l:l
Comments 7
Cross Street | v
Warranty 90-P 30-L
Wananty End Expired Service Coordinator v
Memo Technician
Comments PO#
Notes Category SV-TaM v
Secondary Account Resolution 3
Keys
(S ice C Fuller Electric Co, Inc é}@seNPayment Information On File
lone
Service Level | T&M-Res O Bark (1)
Receiver/Transmiter] | O Credt Cari 2
Vendor Service e

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

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, click 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.

Ticket#6595
Central Station

Q S L Wikday B E@EH

Appointments  Billing Documents Equipment Journal Notes Other Purchase Service Ticket Ticket

and Labor and Parts ltems Orders History Log Group
‘ GoTo Notifications
Customer 48351 Created 11812022 1:37PM Amdal [v]
Amdale (48351) Contack S | prvy ipinle z
Stte Amdale (48351-1) Created By carolyn Phone  [(330)555-1111 | B | |
23, 1st Avenue Dover Gardens ’
Saint Lawrence Status Open Notify |amy.amdale@gmail.com [‘D
BB15028.Christ Church,Barbados, N/A
Tables
Parts Used L’;
Customer Paid By i\
User Table 3 [~
Text
QTY/ttem [ ]
User Text 2 [ ]
User Text 3 [ ]
User Text 4 i ]
User Text 5 [ |
Checkboxes Money
Check Box 1 O Quoted Price
Check Box 2 O Money Label 2
Check Box 3 O Dates .
Check Box 4 O Retum Date | v‘
Check Box 5 0 Referal Credit \ (]

Save
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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.

l‘é_” ’ @ s Purchase Ord... Ticket=6595

| Ticket | Central Station _ Purchase Order

‘ Service Custom | Appeintments Billing
‘ Ticket  Fields and Labor
|

PR

ments Equipment Journal Notes Other | Purchase |[ervice Ticket Ticket

and Parts Items\ | Orders (0) | History Log Group
GoTo \
Customer 48351 - == 1
amdai 535 () & ° i e
e Amdale (48351 Ticket Central Station Purchase Order
23, 1stAvenue | — e =
Saint Lawrence]
BB15028.Chris{ | E

|
Create Purchase

Customer 48351 Created  1/18/2022 1:37PM
Arndale (48351)

Site Arndale (48351-1) Created By carolyn
23, 1st Avenue Dover Gardens
Saint Lawrence Status Open

BB15028.Christ Church,Barbados. N/A

T T
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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. If you do not
know the exact amount at this time, you may leave the rate field as 0.00. Prior to
receiving the PO, you will need to edit the PO and enter the correct rate.

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

Enter any additional information into the memao field.

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

© New Purchase Order m} X
Vendor Category [ Print Now Direct Expense
| Fuller Electric Co, Inc  |v| &g | Sv-Tam [v] [ Acknowledged
Purchase Order PO#  [5040 | Branch | M ]
Fuller Electric Co, Inc . (0112907 Sl
ms AT D Tracking# | | Ordered |0171822022 [v]
Detroit, MI 48201 - —
ip \ [v]

Parts Due | Iv]| Ticket 6595 |
| 3 SedonaSecu [ ’ o =
D stipTo | | 355e oy Rosd Cmaady Ship Method | =
’ Plymouth MI 48170-1721 : =

Last Updated

/" ;::z_} Parts S0. D

General Ledger Job Costing
Y S Y e S SR N
» 520004 COS- Service-Subcon... $65.00 SV-TaM 6595

SOOO/V > Expenses $65.00 f@ Documents

© New |

Memo Service for Amy Amdale ticket number 6595. Battery Total I 565.00[
replacement | S

Received [ I

[ cioaed i[@ Apply ‘ |E Save | \-x Close |
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Scheduling Vendor Tickets

Appointments for Vendor Tickets may be created using one of three methods:
e From the ticket by clicking on the New Appointment shortcut button.

e From the Schedule Board using the double-click to create the ticket and schedule the
appointment.

e 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 Service Provider (Vendor) 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.

Central Station \

y D N =N ]
_(.’), = .34 &l b
AMintments Biling Documents Equipment Journal
5 (0) and Parts

Ste Arndale (4l

g (5

Service | Custom
Ticket | Fields

Customer 48351

» Display Group | MI Subs

TF S
BB15028| 2345678 678 5101112 @Funmmmm Fuller Bectic Co, Inc Fulles Bectric Co, Inc
9101112131415 1318 1516171819 Bl CBASenices CBA Services ABCD Service Provider
BUM§eNNR  NNRBUSS B1  Hewington Bectic Co Mewington Electric Co. Hewington Electric Ca.
Site and System Detail AT
System Account
System Type 1
Panel Type [} @ |
[Unassigned] Fuller Electric Co, Inc CBA Services Newingten Eleetric Co.
8
— Create Appointment
00 Are you ready to create an appointment for Fuller Electric Co, Inc at
g 1/18/2022 8:00:00 AM?
= -
10% ]
11
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Scheduling a Service Provider Appointment from the
Schedule Board

Drag & Drop Method

Service Provider (Vendor) appointments may be 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.

‘vf) i g Rl
> View Service Options Fleetmatics Jobs Options
@ ‘;.-E & Ticket Queue 44 Removed Parts E] @ Warning Count=12  TicketsList ~ | MISubs ~|EG| ¥ Show Unassigned @ 7 | © Open Customer
: (T Week @ Group Tickets © Misc Appointments Warning List - Display Group Technicians ~ | Group Day Within Owner ) g% | @ Refresh Schedule
Show/Hide  Toda, S C g
e ¥ 2] Month ©) Inspection Creation % Open Jobs Tickets On Site Zoom [ @ | @ 2@ ||| Ticket 6595 s
Navigation Arrangement SedonaMonitor Calendar Options Tools
Calendar
‘ January 2022 February 202 » 14
SMTWTEFS SMTWTES i Fuller Electric Co, Inc [ CBA Services Newington Electric Co.
1 12345

2345678 67 89101112
91011121314 15 13141516 17 18 19
16 171819 20 21 22 2021222324252
2324252627 2829 2728

3031
Vie{ Vendor Service ) v
Refresh )
T Drag and drop the ticket
from the Unscheduled List

onto the Schedule Board

SedonaOffice
Do you want to add an appointment for Fuller Electric Co, Inc
at 1/14/2022 9:00:

:00 AM

6535 FL 48351

el e sl sl s elelelele sl lslsl

< >

G Unscheduled () X Detail

] 73
|
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Double-Click to Add Method

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

From the Schedule Board make certain to:
e Click on the Day view from the Ribbon
o Select a Display Group that contains your company’s Service Providers

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

e The Wrench Icon ®s 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.

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

& /> ok
= View Service Options Flestmatics Jobs Options
[E ;%7 [B) Day| ” TicketQueue 48 Removed Parts B @ WamingCount=12  TicketsList ~ {MiSubs ~ 53| ¥/ Show Unassigned e © Open Custof
() Week ¥ Group Tickets ) Misc Appointments Warning List ~ Display Group Technicians ~ [ Group Day Within Owner (1 | @ Refresh Sc
Show/Hide  Today = s =
Calendar Bar ] Month @ Inspection Creation ?* Open Jobs Tickets On Site Zoom [@ | @ & | Ticket | 659
Navigation Arrangement SedonaMoritor Calendar Options.
= Calendar
1 January 2022 February 2022 » 114 : : ;
SMTWTFS SMTWTFS i Fuller Electric Co, Inc CBA Services Newing!
1

12345
2.3 4567 €8 67 8 9101112
910 11 12 13(14 15 13141516 17 18 19
16 17[18) 19 20 21 22 2021222324 2526
232425262728 29 2728
3031

View | Vendor Service 2

Refresh
T ¥ m av| cet ¥ Double-click on the desired time-
» 6594 FL 483 slot for the Service Provider.
6535 FL 48351
l

The new Ticket form will be displayed. Fill out the data entry fields on the Ticket according to
your company’s policies and procedures. Click the Save button when finished. The Ticket is
created and saved as a Vendor Ticket and will appear on the Schedule Board.

Bold Group | SedonaOffice-SedonaSchedule Functionality

92



Processing Vendor 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 ticket closing. Please refer to these topics earlier in this document
for detailed information.
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Inspections

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

e Setup of Inspection records
e Viewing List of upcoming Inspections

e 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. It is important to understand how to setup and maintain Inspection
information as it will have a direct effect on what information is used to create the Inspection
Tickets.

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

&) 6758 Ashley, Sarah  ** C.0.D. Only \

1 Ashley, Sarah
i) Customer Information
:-7& Payment Options
B2 Bill To

Sarah Ashley
35 East Street
Novi, MI 48375
(734) 745-6986

{ [-a2% Sarah Jane Ashley

- contacts

B[ Sites

[ (2) Ashley, Sarah

B[] (2918) Sarah Ashley
=-[] Systems

-] 6314 Intrusion System

B[] Central Station Tracl
Documents

4% Equipment

,_; Equipment History

4 Inspections

B[] Motes

@ Recurring

._73 Recurring Hi

2 Recurring M
Service

B[] 9918-F Fire Sy:
Documents

4% Equipment

,_; Equipment Hisf

Group #

Description | Frequency

Right-click to setup a
new Inspection record.

B[] Notes New Inspection

@ Recurring
._73 Recurring History
2 Recurring Master Ite
Service

The New Inspection setup form may also be accessed by opening a System record in edit

mode, navigating to the Inspections tab [of the system record], and then click on the New button

at the lower right of the form.

&) 6758 9912-F Fire System
) Customer: 6758 Address: 35 East Street
Sarah Ashley Movi, MI 48375
Sysheml Custom Fields | Recurring | Equipmen IHSDeCﬂonsl otes &Commantsl
Description | Frequency | Problem Code | Service Level | Last Insp | NextInsp | Notes
< >
S —
CS Data Tracking | [ Inactive Save Close |
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The System Inspections form is comprised of four tabs: Detail, EQuipment, Inspection Items,
and Reports.

e Detail tab - Information on the Detail tab is required — this is the information used to
generate the Inspection Ticket.

e 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.

e 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.

e Reports tab — This form is used to create a list of reports that will be attached to the
Inspection Ticket.

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

© System Inspections X
Site Sarah Ashley
35 East Street
System 9918F
Fire
' quipment I Inspection Items I Reparts I
4 Inspection
Description [nspection-Fire System Service Tech | Devan Clements [=
Freguency | Annual ;I Group Number Ig
Service Problem Code | Insp-Fire-AN LI Estimated Hours Iz
Service Level | INSP Cont-Res ;I High Frequency [~
Bypass
SEREETY I MI-INSP T&M LI _IIH Exdude from High [~
Last Inspection | E | Frequency Check
Next Inspection |10/1/2022 E |
EREIERRE AL IT'CkEt Closed ;I Notes Inspection all fire equipment and leave a
Recurring Item Link I INSP Fire System LI copy of the report with the v:ushomer.|
Cyde Amount |125.gg
H Charges
Inspection Item | INSP Trip LI
Amount |55,[)[)
Save Terminate Cancel
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On the

Inspection Setup — Detail form

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 — This is 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.

*If 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.

e System Inspections >
Site Sarah Ashley
35 East Street
System 9913-F
Fire
' quipment I Inspection Items I Reports I
-4 Inspection
Description IInspecﬁon-Fire System Service Tech I Devan Clements |
Frequency I Annual LI Group Number ID
Service Problem Code | Insp-Fire-AN 4| Estimated Hours IZ
Service Level | INSP Cont-Res = High Frequency [~
Bypass
Service Company I MI-INSP TaM ;I _Iﬂﬂ Exdude from High [~
Last Inspection | E | Frequency Chedk
Mext Inspection |10/1/2022 Bl |
EEETEFEEETOAL ITleEt Closed LI Notes Inspection all fire equipment and leave a
Recurring Item Link | INSP Fire System LI copy of the report with the customer |
Cyde Amount |125.00
4j Charges
Inspection Item I INSP Trip LI
Amount |55,[)[)
Save | Terminate | Cancel |
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e Next Inspection — Enter the date on which the Next Inspection Ticket is due.

o Next Inspection At — This field determines at what point the next inspection date should
advance on the inspection record.

e Recurring Item Link — If the Service Level selected on this form requires the user to link
this inspection record to a recurring line, you must make a selection from the drop-down
list. If the Service Level does not require linking to a recurring line, this field will not be
visible.

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

e Group Number, Estimated Hours, High Frequency Bypass, Exclude from High
Frequency Check — these fields are only used if your company has activated and is
using the Group Tickets feature. For more information about Group Tickets, please refer
to the Group Tickets topic later in this document.

© systemn Inspections X
Site Sarah Ashley
35 East Street
System 9918-F
Fire
' quipment ] Inspection Items ] Reports ]
- Inspection
Description |tnspection-Fire System Service Tech | Devan Clements =]
Freguency | Annual ﬂ Group Mumber 0
Service Problem Code | Insp-Fire-aN ﬂ Estimated Hours 2
Service Level | INSP Cant-Res =l High Frequency [
Bypass
Seryice Company | MI-INSP T&M ﬂ Jﬁ Exdude from High [~
Last Inspection [ E Frequency Check
Next Inspection |10,.’1,’2022 =
NERENEREEIAL |T'CkEt Closed ﬂ Notes Inspection all fire equipment and leave a
Recurring Ttem Link | INSP Fire System j copy of the repart with the customer .|
Cyde Amount [125.00
] Charges
Inspection Item | INSP Trip ﬂ
Amount |55,00
Save | Terminate | Cancel |
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The Inspection Item and Amount 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 you will be billing the customer on a time and material basis.

e 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.
e Amount — Enter the amount to invoice the customer for the Inspection service.

e 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.

e Systern Inspections X
Site Sarah Ashley
35 East Street
System 9913-F
Fire:
' quipment I Inspection Items I Reports I
4 Inspection
Description [Inspection-Fire System Service Tech | Devan Clements |
Frequency I Annual LI Group Number Ig
Service Problem Code | Insp-Fire-AN | Estimated Hours |2
Service Level | INSP Cont-Res | High Frequency [~
Bypass
Seruice Company I MI-INSP T&M =l _I'ﬂﬂ Exdude from High [~
Last Inspection | = | Frequency Chedk
Next Inspection |10/1/2022 E |
AEHETEFREETOAL ITleEt Closed j Notes Inspection all fire equipment and leave a
Recurring Item Link | INSP Fire System LI copy of the report with the customer |
Cyde Amount |125.00
I ‘ﬁ Charges
Inspection Item I INSP Trip LI
Amount |55.00
Save Terminate Cancel
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Modifying an Inspection Record

Most of the fields on an Inspection record may be modified if needed. If there are currently any
open Inspection Tickets for this inspection record, any changes to this setup will not affect
current tickets — only future generated tickets.

Once at least one Inspection Ticket has been generated by the Inspections Program, never
modify the Last Inspection or Next Inspection date fields. Changing these dates will confuse the
software and may stop the generation of future inspection tickets.

If your company is behind in performing inspections, write down the current inspection setup
information, and then terminate this inspection record. You may then create a new inspection
record to replace the terminated record.

© System Inspections X
Site Sarah Ashley
35 East Street
System 9918F
Fire
t | Inspection Items | Reports
& Inspection
Description |inspection-Fire System Service Tech | Devan Clements ~|
Frequency [Anncal ~| GroupNumber  [g7
Service Problem Code | Insp-Fire-AN ] EstmatedHours [~
Service Level | INSP Cont-Res ~] Ed\ Frequency [~
ypass
Service Company | MI-INSP T&aM ~| _d | Excude from High [~
Last Inspection | | I Frequency Check
Next Inspection |10/1/2022 = |
g on At [Ticket = Notes Inspection all fire equipment and leave a
Recurring Item Link | INSP Fire System ~] icopy of the report with the customer.|
Cyde Amount Ius.oo
&y Charges
Inspection Item | INSP Trip _._|
Amount |55.00
Save Terminate Cancel
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Terminating an Inspection Record

If a customer no longer wants your company to perform inspections, open the Inspection record
and click on the Terminate button. The termination will become effective immediately.

If there are open inspection tickets for this inspection record that you will not be completing, you
may close those tickets with a Void resolution code.

© System Inspections X
Site Sarah Ashley
35 East Street
System 9918F
Fre
t | Inspection Items | Reports |
~4 Inspection
Desaiption inspection-Fire System Service Tech | Devan Clements ~]
Frequency [Annual | Grop Number [
Service Problem Code [ Tnsp-Fre-AN ~] EstmatedHours [
Service Level [TNSP ContRes =] toh Frequency. [
ypass
Service Company  [MIINSP TaM =] 8| ede fombih
Last Inspection | = | freq it
Next Inspection [10/1/2022 B3]
Next Inspection At [Ticket Closed =~ Notes Inspection all fire equipment and leave a
ngltenlik [P Fee Sysiem =] icopy of the report with the customer.|
Cyde Amount |125.00
&3 Charges
Inspection Item [Wse o ix)
Amount |55.00
Save Terminate ) Cancel |
e’
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Creating Inspection Tickets

From the Arrangement Ribbon Group, click on the Inspection Creation button.

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

In the Due As Of field, 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.

If your company operates under multiple branches, and you have created unique Service
Companies for each branch, each branch office may generate their own inspection tickets by
making a selection in the For Service Co field. If a Service Company is not specified, inspection
tickets will be generated for the entire company.

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.

‘\,‘\/D“‘; - aXx

View Service Options Fleetmatics Jobs Options

[E ?1; {®) Day  ” Ticket Queue 4 Removed Parts Batch Billing (&) Open Customer

DueAsOf [ 1/31/2022 [ | For Senvice Cor A
; y i ; - d Get | Creste
) Wesk & Go A ech Chadiie l 3
Show/Hide  Today J i 9 Mes el e Forystemilipe lferai P | pections: (I Tickets
i 7] Mont ‘\_4 Inspection Creation | 8| Including Part ||
Navigation Aafigement Tools

Inspection Creation

Calendar JDrag a column header here to group by that column. 5
January 2022 February 2022

[ »
SMTWTFS SMTWTFS
1 12345

2345678 67 8 9101112
910 11 12 1314 15 13141516 17 18 19
16 17[18] 19 20 21 22 2021223242526
23242526272829 2728

3031

Site
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A list of all Inspections that meet the criteria selected will display in the list. By default, none of
the Inspection records is selected for ticket creation. To select all Inspections in the list, select
the checkbox in the upper left of 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 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.

o = - o X

®

| View | Service Options Fleetmatics

@ \,i‘] (#) Day  ” Ticket Queue

\T) Week % Group Tickets

Jobs Options

43 Removed Parts Batch Billing | ) Open Customer

® Refresh Schedule

DueAsOf 131202 O |ForSenviceCor | ||,

ForSystemType | |v| ForRoute [~ »

{2 Misc Appointments

Show/Hide  Toda - e
Golonorter || ] Month [T Inspection Creation | 7> Open Jobs Ticket | 6595 [#8|  Including Part }
Navigation Arrangement Tools Inspection Creation

é Calendar -

<

Drag a column header here o group by that column

January 2022
SMTWTFS
1

2345678

February 2022 oy —
smtwrt Fs GHEST
12345 ==

&

67 89101112

— datrusion

Jon - Test

2203 Eastlawn Dr

01/01/2022

Midland

Bill 5 Minute Increm...

ion Johnson, Gino-Lake.. 485 Lakeshore Dr  01/01/2022 Traverse City T&M-Res

9101112131415 1314151617 1819 i

611920212 20212232252% M Alicia Hess 40ldForgeRoad 0110172022 OH Canton Bill 5 Minute Increm_.

23242526272829 2728 ™~ isi Ann Foster 39 Saddle Ridge 01/01/2022 NA Plymouth Inspection
3031 “ ssi Darlene Jackson 106 Longwater Dr  01/01/2022 N/A Plymouth Inspection
sl si Jillian Russell 24 \white Rd 0110172022 NA Canton Inspection
M 6562913 Mi Intrusion Jillian Russell 24 White Rd 01/01/2022 NIA Canton Inspection
M 6562913 Mi Intrusion Jillian Russell 24 White Rd 01/01/2022 NA Canton Inspection
103-F Ml Fire Marina Environment. 13331 E. Trumball  01/01/2022 NA Plymouth Inspection
6631528 Mi Intrusion Jordan Williams 14 Beverly Way 01012022 NA Plymouth Inspection
M 12 M Fire Jordan Williams 14 BevelyWay 011012022 NA Plymouth Inspection
Cortct 23500 Mi Intrusion Michael Johnson 2235 Mills 0110172022 NA Plymouth Inspection
Mi Fire Michael Johnson 2235 Mills 0110172022 NA Plymouth Inspection
Problem [ A10331 M Intrusion Plymouth Stamp W.. 201 Locust Street  01/01/2022 NA Plymouth Inspection
Technician ~]| & 226 i Fire Talon Capitol Lic 1001 Farmington Ave 01/01/2022 NA Plymouth Inspection
i Mi Fire Mr. Sparkle Car Wa. 818 Sullivan Ave.  01/01/2022 NA Cleveland Inspection

Scheduled 02 coonin: i Lot L hochacd 218D PinaloEvta nuninMRY AL lucouth Jioaack
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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 - it 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.

~/—!X 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

r@ + = Service Ticket Queve Opt.. SedonaSchedule 6.2.0.0 - Sedor)
View  ServiceOptions  Flestmatics  Jobs Options Queue

0 B Oé @ B (e
‘

7]  Use Date Range
Appointment Go Resolved Unresolved Closed
Appointment  Back &) Export to Excel

View

Calendar

Drag a column header here to group by that column

] January 2022 February 2022 »
SMTWTEFES SMTWTFS W |Created W |ST 7 | Account 7 | Customer 7 | Site Address 7 | City
1 12345 10222021 SC 141212022 12:00 PM . Inspection.. 322 Miller Road  Plymouth
2345678 878 30112 gy i S 2031 10750 M 003063 Hale. Vil 38 Penwood Hd  Biymedth Ml
12 12 13 123 '21 E ;g ;‘1‘ E ;g g ;i 122 e /2272021 SC 1/12/2022 12:00 PM 2002-003 Hele. Juliette 38 Penwood Rd Plymouth  MI
2124 25 26 27 28 29 2728 6551 121672021  SC 1414/2022 8:00 AM Jacobs. Da. - 33 Juniper Rd Solon OH
0N T eEss 1211872021 SC 11132022 8:00 AM 30518 Small, Ashl 127 Public Square  Cleveland | OH
6557 121672021 SC 1/12/2022 11:00 AM 55473 Select Desi. 208 Flynn Avenue Cleveland ' OH
| eEsE 121612021 SC 1/12/2022 200 PM 55473 Select Desi. 208 Flynn Avenve Cleveland OH
Site /2 Juliette Hale 6560 12162021 SC 12/2012021 8:00 AM 123 Art Vian Pur. 453 Ford Road  Canton
38 Penwood Rd 561 121872021 SC 12/2012021 1:00 PM awholen_ Lupo, Jessl 2438 Forrest Drive Canton
Plymouth MI 48170 o oeE62 1211612021 SC 12/20/2021 8:00 AM fetch Lady Admir.. 45887 Starkweat. Canton
2002003 CCTV It 12182021 SC 12/2012021 10:00 AM fetch Lady Admir.. 45087 Starkweat. Canton
T esre 121672021 SC 122012021 3:00 PM 47730 Magic Wiok 567 North Canto_ Canton
I f 12182021 RS o QII.F  Smokey Tr. 15000 Rockside.. Cleveland O

12182 4 GQuincy Trail

Ticket Queue - Vendor Inspection Tickets

View

@ ) < Service Ticket ieus Opta SedonaSchedule 6.2.0.0 - SedonaSect
LT P
G View Service Options Flectmatics Jobs Optiens Queue
=4 'i @ L) 4 ;s ﬁ Queue View | Vendor Inspection
33 = Fl UseDatcRange i
Appointment No Go Resolved Unresolved Closed
‘ Appointment  Back &) Export to Bxcel

Calendar

4 January 2022 February 2022 ¥
SMTWTFS SMTWTF S | RESS 7| Created v | ST 7 | Account | Customer <7 | Site Address
3

n
1 12 4 5 »p 6583 12116/2021 OP 11/1/2021 12-00 AM 2483511 Arndale (48..
9

2345678 678 9101112 T geny 011132022 OF 1/1/2022 12.00 AM 104347 Plymouth M_ 41 Taylor 5t Flymouth  MI
9101112131415 1314151617 1819 —

Drag & column header here to group by that column,

16 W 13 20 21 22 2021 22 23 24 25 %6 01182022 OP 10172022 12:00 AM 11846-5 The Market. 510 Cottage Street  Detroit M
232425262728 29 2728 6606 01/18/2022 QP 1/1/2022 12.00 AM 104847 Plymouth M_ 41 Taylor St Plymouth Ml
303 6607 01182022 OP 10172022 12:00 AM 11846-5 The Market. 510 Cottage Street  Detroit M
| 608 01182022 OP 1/15/2022 12:00 AM 48337-2 Flurry lce C_. - 100 Lake Road Lake Butler FL
| 6609 01182022 OP 1i15/2022 12:00 AM 483370 Flurry lce C... - 300 Sw East Lake Butler  FL

0118i2022 1/15/2022 12:00 AM 48337-3  Flurrylee C_ 52 2nd St Lake Butler
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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
e “Firm” Appointments
e Clock-out and Clock-in

e 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 the same
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 below and on the following
pages.

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.

;,‘) — SedonaSchedule 6.2.0.0 - SedonaSecurity
o
| View Service Oation Flestmatics ~ Jobs Options
@ ;‘ # Ticket Queue 5 Removed Parts E] @ WamingCount=13 TicketsList = |MITachs ~E3| W Show Unassigned O 4 | @ OpenCust
TWeek " Group Tickets 3 Misc Appointments Warning List ~ Display Group Techniciens = 7| Group Day Within Gwner () g% | B Refresh Sc
Show/Hide  Today 2 . [ Ticket |
Calendar Bar =] Month @ Inspection Creation g% Open Jobs Tickets On Site Zoom [@ | @ [ Ticket 650
Navigation Amsngement SedonaMonitor Calendsr Options
Calendar
4 January 2022 February 2022 > 110
SMTWTFS SMTWTFS [Unassigned] Mark Taylor Mitchell Malloy Mike Walker Milton Marnis

1 12345
23456728 6 78 3101112
910 111213{14 15 1314151617 18 19

12 am

16 17[18] 19 20 21 22 W RBRBE
23243526272828 72
N

Double-click on the
desired Technician time-
slot for the Miscellaneous
Appointment.

System
Contact

Problem
Technician
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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).

e 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.

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

e 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.

e Start Time & End Time — Select the date range for the appointment
e Time Range — Enter the beginning and ending time for the appointment

e 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 Meeting w
Description Meeting
Motes Health Insurance Benefits Meeting-Mandatory|

Oceurs Daily

Start Time 01102022 v @&mm v| - |ﬂ5;mm v|>

End Time 01102022 w
Technicians
:
A Sant Anthony Santiage  ACK-Test Testing Install C_.
00025 Eric Lugo ACK-Test 6.158
1 Justin Walling ACK-Test Borgue
Borgue Fire Borgue Fire Borgue Borgue
Jesslynn Jesslynn Lupo From Dispatch NI
Matt. Miller Matt Miller Ll M
Mitchell. Malloy Mitchell Malloy Ml Ml
] Mike Walker Mike Walker MI-SWC Cont Ml
[] Bob.Olson Bob Olson MI-T&M M
Mark Taylor Mark Taylor MI-T&M M v

= sawe ||© Delee | |3 Close
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Once the Miscellaneous Appointment(s) has been saved, it will appear on the Schedule Board.

Co SedonaSchedule 6.2.0,0 - SedonaSecurity - B X
R

| View | SeniceOptions  Fleetmatics JobsOptions

| @ ﬁ] #° Ticket Queue 3 Removed Parts @ Warning Count =13 TicketsList ~  MiTechs ~/E3| ¥ Show Unassigned O | © Open Customer
i ] Week @ Group Tickets ) Misc Appointments Warning List ~ Display Group Technicians + || Group Day Within Owner ) % @ Refresh Schedule
Show/Hide  Today i ) : = o
Gl ] Month @ Inspection Creation 7 Open Jobs Tickets On Site Zoom [ @ | @ @ | Ticket | 6595 e
Navigation Arangement SedonaMonitor Calendar Options Tools
E Calendar
] January 2022 February 2022 » 1/10
SMTWTFS SMTWTFS i Mark Taylor Mitchell Malloy Milton Moris Madison Morison
1 12345

23456738 6789101112
9101112131415 131415161718 18
161719202122 2021222324252
2324526272828 2728

3031

Site

System
Contact

Meeting; Health Insurance

Meeting; He

Problem

Technician : - =

Scheduled
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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. On the Calendar, highlight the
dates you want to include.

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.

O Miscellaneous Appointrents SedonaSchedule 6.2.0.0 - SedonaSecurity s’

| View | Service Options Fleetmatics Jobs Options Miscellaneous Appointments

B & 00 B 4 @A

Show/Hide | Today = Day Week Month = Ticket Group Inspection

[ Batch Biling ) Open Customer

{0 Misc Appointments . @ Refresh Schedule

Calendar Bar Queue Tickets Creation & OPenIobs [ Tieket 6595 )
Navigation Arrangement Tools
B Calendar e = B -

4 2022 F 2022 »
S M 'r w TFS SMTWTFS Notes Start Date End Date Start Time End Time Entered By Entered Edited By
1 12345 (@) Vacaton Vacation 01/04/202 01/07/02  08:00AM 05:00 PM carolyn 01/13/202  carolyn
2345678 | 678910112 "=y Hieeting Tiesith Tnsurance Banehts.GiHG5033 Bifi02022 08:00 A 5:00 AM Carolyn 0718203 Carolyn
91011121314 15 ) 1314151617 1819 .
St Matt Miller Matt Miller |j
" Mitchell Malloy  Mitchell Malloy. ]
"~ Mark Taylor Mark Taylor O
" Milton.Morris Milton Morris O
__ Madison.Morrison  Madison Morrison O

Fasy

art Date
@ Holiday Holiday 01/03/2022 01032022  0B.00AM 05:00 PM carolyn 0111372022 carolyn
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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:

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

e 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).

e 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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Flag an Appointment as “Firm”

Flagging an appointment as “Firm” is performed from the Schedule Board with 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.

—
i Jobs Options

‘ View \ Service Options F

[E E" ° Ticket Queue 43 Removed Parts @ Warning Count =16 TicketsList ~ | MiTechs & Installers  ~|[3] [¥] Show Unassigned

S o \T) Week @ Group Tickets {3 Misc Appointments Wamning List ~ Display Group Technicians ~ [~|  Group Day Within
how/Hide a)
PalendarPar 2 Z] Month Q Inspection Creation ﬁ Open Jobs Tickets On Site Zoom | @ | @
\7 Navigation ‘ | Arrangement ‘\ SedonaMonitor | Calendar Options
Calendar
] January 2022 February 2022 » : c
SMTWTFS SIM T W Fo5: L igned] Mark Taylor | Madison Morrison Matt Miller Mike Walker
1 T:2/3 4 5 [l
234 B 6 78 67 89101112
91011121314 15 1314151617 18 19 1:00
181719202122 20212223242526 2:00 I
232425262728 29 2728 &
30 31 3:00
4:00
@ Tkt6553(SC) i
Site Fip Construction Inc =il
170 Kingswood Rd. .
Plymouth MI 48170 7:00
System 10036 Fire Sprinkler 8:00 TKT 6553 - INSP-Fire TKT 6566 - Insp-
(High) Plymouth Access (Medium)
Contact 9:00 Fip Construction Inc Plymouth
10:00 | 'm Appointment Stiba e
Problem INSP-Fire(High) 100 | i i e
oo : Py App
Technician [ Mark.Taylor B} T
Scheduled 08:00AM ~ 1:00 TKT 6554 - INSP-Fire | TKT 6567 - INSP-Fire |
i [ Rz 5
Dispatched [ M-
Arrived > | View | SewiceOptions Fleetmatics Jobs Options 3
Departed e | m ﬁ (7).Day,| 4 TicketQueuve 4§ RemovedPats [} @ WlningCount =16 TicketsList ~  MiTechs & Installers ~ 3| ¥
= i 5 G To;i ] Week ¥ Group Tickets O Misc Appointments W List = Display Group Technicians ~ !
O New fopt ‘ o SRR 190 Whonie 6L Inspection Creston’ /! Open ke Ticlls On Site
igat Amangement SedonaMonitor
- @ Calendar —~

« January 2022

SMTWTFS lvb\‘ ﬁdhoukm llin{"ﬂlu
1
2345678
910111213 14 15
6178192021 2
BUB52627282
303
» Tkt16553(SC) |
Site Fip Construction Inc
170 Kingswood Rd.
Plymouth MI 48170 =—
System 10036 Fire Sprinkler Access (Medium)
Contact
Smith, Dan (Business)
Problem INSP-Fire(High)
Technician | Mark Taylor
Scheduled TIT 6554 NP Fee {“KL 5367 -t
5 (High) Detroit - Canton
Dispatched - Johnson Group Of Co. Kroger ©44525 Ann
Arrived [ ~
Departed N
[ New Appt
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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.

) =
(P
View | Service Options Flestmatics Jobs Options
[E E P Ticket Queus & Removed Parts (@ Warning Count = 16 TicketsList ~ | MI Techs & Installers

| Week # Group Tickets Q Misc Appointments Warning List - Display Group Technicia|

Show/Hide  Today
Calendar Bar [ =] Menth Q Inspection Creation } Open Jobs Tickets On Site

I MNavigation I | Arrangement I I SedonaMonitor J I
E Calendar
4 January 2022 Februany 2022 3
SMTWTFS SMTWTFS [Unassigned] Mark Taylor I Madison Marrison
1 123 458 12 am
23456 72¢8 6 7 8 5310112
910111213 14 15 1314151617 18 19 1:00
161?192{)2122 202122232435 26 Z'DD_ B
232425 26 27 28 29 27 28 .
0N 3:00
4:00
5:00
Site Fip Construction Inc p—
170 Kingswood Rd. -
Plymouth MI 48170 7:00
System 10036 Fire Sprinkler 8:00 (_-' o ')
Contact 9:00 { ; -
10:00 Firm Appointme Smith, Dan (Business:
Pmble_"! IS = fhigh) 11:00 ED Copy Appeintment
Technician | Mark. Taylor | o
Scheduled BO0AM ~ 1:00 TKT 6554 - INSP-Fire TKT 6567 - INSP.
. = (High) Detroit (High) Canton
Dispatched | || |' | 2:00 Johnson Group Of Co. Kroger @44525 4
Arrived | || B 3:00
Depared [ [ Jz|m|
5:00
[ New Appt i
8:00
ot [ Map Email
3:00 f
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Appointment Clock-out & Clock-in

The Clock-In/Clock-Out feature set facilitates managing downtime for Technicians and
Installers. The time span allotted for the Ticket or Job remains constant with the transitions from
clocked-out to clocked-in, 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:
e The Technician may take a lunch break during the scheduled Ticket or Job appointment.
e The Technician must leave the Site to pick-up parts, but plans on returning.

e The Technician must leave to assist at another Site, but plans on returning.

Clocking-out 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.
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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.

In our example, the original appointment was dispatched at 6:45am and arrived at 7:15am. The
clock-out was done at 7:30am. The clock-out action automatically entered a departed time of
7:30am on the original appointment, and then automatically created a Miscellaneous
appointment that began at 7:30am.

@+=

Calendar Bar

= Calendar
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SMTWTFS
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2324252627 2829 728
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Navigation
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R
0
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Schaduled 07:00 AM -
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Departed (| o1/19/2022
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[] Mew Appt ] Resolves Ticket [ ] Go Back

[Unassigned] Mark Taylor HMadison Morrison Matt Miller

Pickup
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Bold Group | SedonaOffice-SedonaSchedule Functionality -



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.

In our example, we clocked-in at 8:10am. The clock-in action automatically entered a departed
time of 8:10am on the miscellaneous appointment, and then automatically created a new
technician appointment that began at 8:10am.
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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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Delete a Ticket
Users with appropriate permissions are able to delete a Ticket if:

¢ No financial transactions have been posted to the ticket (the Journal Detail is blank)
e No Purchase Orders have been created for the ticket

e The ticket has not been invoiced

e No parts have been added to the ticket (the Journal Part Reconcile is blank)

o No appointments have been scheduled for the ticket

If a user does have permissions to delete tickets, they may do so as long as none of the five
criteria conditions listed above exist for the ticket.

We do not recommend deleting any tickets since this will affect metric reporting for your
company. Rather than deleting a ticket, we suggest that you create a resolution code
labeled Void, and use that code on tickets that will not be performed. This will preserve
your ticket history.

If your company opts to allow certain users to delete tickets, refer to SedonaSetup/User Group /
Application Access SV area, “Delete Tickets”. If the user does not have this permission
granted, they will not be able to delete a ticket.

Note: Never delete an Inspection type of ticket, as this will affect the correct advancing
of the next inspection date.
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Group Tickets Overview

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 feature is to provide the ability to
group several tickets together and be able to schedule technician appointments for the group of
tickets and be able to invoice 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 the cycle invoicing program to 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.

Note: To activate and use the Group Tickets functionality, you must contact Bold Group
Support to turn on this feature for your company.

Group Ticket 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 this master ticket, one or many other Tickets are linked.

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 Line

There are two basic options available when determining how to use Group Inspection Tickets:

e Link an Inspection Record to a Recurring Line
e Setup an 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 in
the cycle invoicing program.

Recurring Line

k'

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.

(s ] System Inspections
Site Plymouth Plantation-Visitor/Pavilion (Fire)
137 Warren Avenue
System 31705-14-03
Fire
! Detai| Equipment | Inspection Ttems| Reports |
~4 Inspection
Description IAfF\re System Service Tech | ;I
Frequency | Annual Group Number 1
Service Problem | nsp-Fire Estimated Hours  [4q
CSennce Level | INSP Cont-LC High Frequency [
- Bypass

Service Company | MLINSP Cont Exciude from High [~
Last Inspection [1/12/2016 Frequency Check
Next Inspection |e/1/2016
Next Inspection At [ Ticket Closed TS
Recurring Ttem Link | INSP Cont
Cycle Amount \Iygo_go

& Charges \\

These two fields are only visible when the

Service Level requires a link to a Recurring Line

© Service Level Edit  Inactive
L Description [Inspection Contract - Large Com ate Cancel

[¥ 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:

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

Generall Partk

Service Level NSP Cont-LC Description |Inspect‘|on Contract - Large Com

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

(I7 RMR Link to Customer Recurring is Required )

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.

1 Plymouth Plantation-Admin (Fire)
£+ Customer Information

31705-13 Plymouth Plantation-Admin (Fire) (Sub Account of 31705) (Sedona Secur\

Plymouth Plantation-Admin (Fire)
137 Warren Avenue

Balance Due:
Total Active RM

-7 Other Sub Accounts
7% Payment Options
=1 Bill To
=27 Plymouth Plantation-Admin (Fire)
T Contacts

Total Active RA

Plymouth, MI 48170
(734) 746-1622

Salesperson:
# of Disp La

=[] Sites
=[] (32586) Plymouth Plantation-Admin (Fire)
£ Systems
H-[7 31705-13-02A Fire System
B-[1 31705-13-02B Fire System
[.J Documents

Description | Frequency | Group # | service Level

New Inspection ”

-3 Contacts
--[&] Credit Memos
--[4 Documents
4 Inspections
--[=] Invoices
w1~ Jobs
&~ Notes
2% Recurring
--[Z4 Recurring History

e
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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
¢ 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.

(s ] System Inspections
Site Plymouth Plantation-Admin (Fire)
137 Warren Avenue
System 31705-13-028

Fire

Detail Equ'lpmentl Inspection Itemsl Reportsl

- Inspection
Description [Montnly Fire - visual Service Tech
Frequency | Monthly ;I Group Number 2
Service Problem [ Insp-Fre [ Estimated Lot Should this Inspection be skipped if
Service Level [sP TaMLC ] H,gh Frequency |— there is another Inspection due on
cervice G - the same date that is less frequent
rvice Compan MI-INSP T&M <
[Py I —I —I Exclude from High [
Last Inspection Frequency Check
I B | Frequency This box is selected if you always
Next Inspection [er1/2015 =) want to generate an Inspection
) Tlcket for this Inspection record
Next Inspection At | Ticket Closed ~| .
4y Charges
Inspection Item | LI
Amount |

Save | Terminate 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 \
Annual Sprinklers 1 \
Annual Water Flow 1 V
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 \

System A - Annual Water Flow 1 \

System B — Monthly Visual 2 \

System B — Annual Sprinklers 2 \

System B — Annual Water Flow 2 \
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Below would be the Inspection Setup records for Scenario 1 on the previous page.

(%] System Inspections
Ste Fymouth Plantation-Admin (Fre)
137 Waeren Averne
Systern 31705-13-028
Fre
Ovtai | Equpment | Tnspection tems | Reports |
4 Fupecton
Ogscrpeon [Mochy Fre - viual Service Tech I ~]
Frequency | Monthiy =l Goup bumber 2
Service Protem [ Insp-Fre =] EstrwtedMowes 27
Service Level | nsP TRMAC =] Hoh Fraquency [V
Seryce Company | MEINSP TRM =] .Izllmmr‘
Last Inspection | i] Froguency Check
Next Inspecticn lenzo1s ..:L]
Neay © System Inspections
Ste (Fre)
137 Warren Avenve
& Cher System 31705-13-028
Fre
Detat | Equipment | Inspection Zems| Reports |
‘s Inspection
Dgscrpeon [Anewss - Spovicers Sevcefech | =1
Frequency [Annuad -] Group Number o
Service Problem | insp-Spoeicer =] Esteated Howrs E
Servioe Level [mspTamc =] Hoh Frequency [
Seryice Company | ME-INSP TAM =] .l Exclude from Mgh [
Last Fspection [ ol Frequency Check
Next spection |28 =8|
vetH @ System Inspections
Ste Pantation-Admin (Fre)
137 Warren Avere
S oo System 31705-13-028
Fre
Deest | Equpment | Inspection Rems | Reports |
+ Inspection
Diserpeon [Anoual - veater Fow Sevaelech | =
Frequency [Aeru - Group Numbes  [3
Service Problem | desp-WaterTow B3] Estmated Hours g
Service Level [wspTaMC =] tgh Frequency [~
Seryce Company [ MI-INSP TaM =] =] from Hgh 7
Last Irspection | :'_']| Frequency
Nextispecton  [@/172015 o |
Next Pspecton AL | Ticket Cosed R Notes
& Charges
Inspection ftem [ ~]
Amount |
swe_| | _omen |
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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.

@ T SedonaSchedule 6.2.0.0 - SedonaSecurity - mx
| View | SeiceOptions  Fleetmatics  Jobs Options
=
@ EJ (&) Day ¥ TicketQueue B Removed Parts Batch Billing ) Open Customer DueAsOf [ 1/31/2022 [~ | For Senvice Co: |
. ] i o T 7 Get Create
T (T Week ¢ GroupTl(kzts : ? Misc Appointments @ Refresh Schedule ‘ ForSystemType | [v| ForRoute \v _\» b eeions i
Calendar Bar 7] Month [C-Inspection Creation | 7 Open Jobs [Ticket | 6595 ) including Part |

Navigation Amangement I Tools | Inspection Creation

[ Calendar Drag a column header here o group by that column
22 February 2022 »

4 January
45 OH

1 Intrusion Lombardi Express 105 Clark Drive  01/01/2022 NA Cleveland Inspection
g “3) 1: 1525 1§ 11 1§ Ml Fire Sprinkler Lupo, Jesslynn 2438 Forrest Drive  01/1612022 NA Canton Inspection
16 171818 2021 22 M Fire Marina Environment.. 13331 E. Trumball 0110172022 NA Plymouth Inspection
2324252627 2829 MET8M Fire Marina Environment. 13331 E. Trumball  01/01/2022 NA Plymouth Inspection
303 MI-T&M Fire Marina Environmen... 13331E. Trumball  01/01/2022 N/A Plymouth Inspection
= Ml Intrusion Mark Fleming 80 Perry St 01/11/2022 NA Cleveland ACK-SVC-Cont
_ : Mi Intrusion Mark Fleming 80 Perry St 017282022 NIA Cleveland ACK-SVC-Cont-2
Site M Intrusion Mary Stevens 55 Willow Rd 01/1412022 NA Plymouth Insp-Hourly
Ml Intrusion Mary Stevens 55 Wllow Rd 01302022 NA Plymouth TaM-Res
M Intrusion Michael Johnson 2235 Mils 010112022 NA Plymouth Inspection
Sustam. AL Eij Michaal lobos, 2225 Mill; 01012022 DA, 1=} b, losoaction,
Next, click the Create Tickets button.
¥ i SedonaSchedule 6.2.0.0 - SedonaSecurity _mx
| View | ServiceOptions Fleetmatics Jobs Options
@ E (#) Day  #” Ticket Queue & Removed Parts Batch Billing ) Open Customer DueAsOf | 1/31/2022 (@~ | For Service Co: \
o TD;’ ) Wesk @ Group Tickets {3 Misc Appointments @ Refresh Schedule For System Type | [ ForRoute | 1§ e 5] g:z:
ow/Hide a
oo || ] Month [ inspection Creation | 7* Open Jobs ([ Ticket | 6595 (8] including Part
Navigation | I Tools Inspection Creation

2 Calendar Drag a column header here to group by that column.
7 February 2022 »

January 2022
1 12 OH Intrusion Lombardi Express 105 Clark Drive 01/01/2022 NIA Cleveland Inspection
2345678 67891

M Fire Sprinkler Lupo, Jesslynn 2438 Forrest Drive  01/16/2022 NA Canton Inspection
9101112131415 1314151617 : e y :
161718082021 22 202122232425 26 Ml Fire atna Emdronment. 13331 € Trumeall 011012022 NA Plymouth Inspection
2324526272829 20728 M-T&M Fire Marina Environment . 13331 . Trumball  01/01/2022 NA Plymouth Inspection
MI-TaM Fire Marina Environmen... 13331 E. Trumball  01/01/202 NA Plymouth Inspection
Ml Intrusion Mark Fleming 20 Perry St 011172022 NA Cleveland ACK-SVC-Cont
o ] i Insien - T Cleveand ACKSVCCon2
Site Mi Intrusion Mary Stevens 55 Willow Rd 0111422022 NA Plymouth Insp-Hourly
M Intrusion Mary Stevens 55 Willow Rd 017302022 NiA Plymouth T&M-Res
M Intrusion Michael Johnson 2235 Mills 010172022 NA Plymouth Inspection
Syustam. ML E; Michaal lobs 2225 Mill; 01012022 DUA Bl b, losoact
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A list of “proposed tickets” will be displayed in a grid. In the example below, two ticket groups
will be created. Each ticket group will have two tickets as a part of the group. 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 inspections with a monthly frequency that will not have
inspection tickets created because an annual inspection is due on the same date for the same
group. For the monthly inspections, the software will automatically advance the next inspection
date by one month.

Q Create Inspection Tickets -8 m

Inspections Selected

ion s Gustn [Accans[Syson [imprcion [ Nexspie |
|SetNextinsp  Plymouth Plantatica-Admin (Fire) 1 31705-13-02A 1/01/2022
Creote Group  Plymouth Plantation-Aden (Fire) 1 31705-13-02A Fue Anm:ol 1/01/2022
Creote Group  Plymouth Plantatica-Admin (Fire) i 31705-13-02A  Fire Annual 1/01/2022
SetNextinsp  Plymouth Pisntatica-Adenin (Fire) 2 3170513028 Fire Monthly 1/01/2022
Creote Group  Plymouth Plantatica-Admin (Fire) 2 31705-13-028 Fure Annusl 1/01/2022
Creote Group  Plymouth Plantatica-Admin (Fire) 2 31705-13028  Fire Annual 1/01/2022

[0 crote | % conce
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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.

@j View | Service Options

Gre = SedonaSchedule 5.7.92.12356 - Sedona Security
Group Tickets i

i3

Show/Hide
Calendar Bar |

| Do)

Today

= n (©) 8 Removesrars [ BatchBilng @) Open Customer
N {9 Misc Appointments @ Refresh Schedule

Tickef | hspection

- cketdY |Crestion )QmMS

Day Week Month

2 Calendar

SMTWTFS

2324252627 2829
3031

Site

System
Contact

Y e e e 275022

g\'ﬁ?Fs‘mmmrmmmHﬂw«mm
12 3 4 5 [ Master Ticket Number : 27602 (2 items)

16 17 o | BTN WS R
2021 22 23 24 25 26 | Master Ticket Number : 27522 (3 items)
2728 (8 Master Ticket Number : 27516 (2 items)
() Master Ticket Number : 27509 (5 items)
) Master Ticket Number : 27504 (4 items)

@) Master Ticket Number : 27489 (3 items)
| Master Ticket Number : 27357 (2 items)
@ Master Ticket Number : 27352 (2 items)
| Master Ticket Number : 27348 (3 items)
@) Master Ticket Number : 27240 (2 items)
@ Master Ticket Number : 27338 (2 items)
~aaldaster Ticket Number : 27324 (4 jiza
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Scheduling Group Ticket Appointments

One of the features of Group Tickets allows you to create technician appointments from the
Ticket Group tab of the group ticket. If you opt to use this method, appointments created from
the Group Ticket Dispatch Appointment Scheduler are dispatched from that same location. See
the topic Dispatching Group Ticket Appointments later in this document.

Note: If appointments are created from the Group Ticket, these are not available on the
FSU or on SedonaX Mobile. They can only be dispatched from the office. If you want
tickets to be dispatched from the FSU or SedonaX Mobile, then appointments will need to be
scheduled for each individual ticket — the same as a regular service or inspection ticket.

Tickets appointments may be created from within each Ticket, by dragging and dropping on the
Schedule Board. Appointments created for individual tickets are dispatched the same as
regular tickets, and are available on the FSU and SedonaX Mobile.

Scheduling “Group” Appointments

To schedule appointments for Group Tickets, follow the instructions below and on the following
pages.

1. Open the master “Group Ticket” number from the Group Tickets option on the main
ribbon, or in the ticket [search] field on the main ribbon, type in the master group
ticket number.

Group Ticket Opt... SedonaSchedule5.7.92.12356 - Sedona Security - =X

| View | ServiceOptions Fleetmatics Jobs Options Group Tickets

E E_J AI“’_l ﬂ j = é@ Q % Removed Parts Batch Billing ) Open Customer
Group

{3 Misc Appointments
Show/Hide | Today = Day Week Month | Tick fnspection
Calendar Bar Queud | Tickets || Creation #* Open Jobs Ticket | 27348 @

Navigation rrangement Tools

+ T 2 B @ 27348

td Calenda

O ey 22 Py A2 P Master Ticket Rmber : 27604 (4 tems) T
1 12345 @ Master Ticket Niber : 27602 (2items) BEE——— |
2385678 67289101112 |5 Master Ticket Nifhber : 27529 (2items) _ T
AN D 2 5 ge ez @ MasterTcketillber: 27522 3iems) B |
NuBBUBY B Master Ticket Nuffier : 27516 (2items) TT———
.31 Master Ticket Nufler : 27509 (5 tems) L TT——
Measter Ticket Numill : 27504 (4 items) _ T
(O - o 2z iene -
Site Measter Ticket Numblll: 27489 (3 tems) T
Master Ticket N 27357 (2 items) o
Master Ticket i 7352 (2 tems) BN ]
System =
27248 472172020 3:35 PM 0 Critical 9876C St Mary Mercy Hospital  F-Insp
Problem 27349 4/21/2020 3:36 PM 0 Critical St. Mary Mercy Hospital F-Insp-MO
Technician ‘ M| § 2730 412172020 3:36 PM 0 Crifical St. Mary Mercy Hospital ~ F-Insp-MO
Sehadilad || @ Master Ticket Number : 27340 (2 tems) — eaal
; — Master Ticket Number : 27238 (2 tems) T
Dispatched [ [|[ 1518 | i pagter Ticket Number: 27334 (4 tems) B |
Arived | B[ T2 ] 8 | Master Ticket Number : 27329 (4tems) B 0 |
Depated [ ][ [5|® Master Ticket Number : 27325 (2 items) e
= . Measter Ticket Number : 27321 (2 tems) T
: : 1




2. Once the master group ticket is displayed, click on the Ticket Group button from the
main ribbon, and then click on the Dispatch button in the lower tier of the form.

=

= i #|
@ © = Ticket#27348 x

Ticket | Central Station
— - — - ] - = | OPT Web Services
Service Service Appointments  Billing Documents Equipment Journal Motes Other Purchase Service Tickeg | Ticket
Ticket Additional Info and Labor Q) and Parts Q) ltems Orders(0) History Log\ | Grou,
Go To — Motifications

TRINITY-4
Customer o Created  4/21/2020 3:36 PM Contact | ~
Sie St Mary Mercy Hospital Created By Administrator Phore | B[ |
364755 Mile Rd
Livonia, Ml 48154-1971 Status  Open Notty | =

Cther Tickets in Group:

System Type Resolution
27349 0412172020 op Fire Sprinkler F-Insp-MO NIA
27350 04/21/2020 oP Integrated Installation F-Insp-MO MiA
Add A Remave \/ m Dispatch... Resalve.. Alltickets must be resolved to invoice or close
.

Site Tickets not in Group:

System System Type Problem Resolution

3. The Group Ticket “Dispatch” form will be displayed — click on the Add button as
shown in the illustration below.

e Dispatch — *,

Appointment(s)

Appointments for Group
Scheduled Dispatched EstLen Mote

>

™ Scheduled [l Appointment Resolution

Technician Resolution | - | [] Needs Go Back
Estimated Length 0

Motes

{2 Dispatch Times

Scheduled v

38 [ oo Ep
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4. The Group Ticket calendar will be displayed. Make the appropriate selections:
A. Select the desired Display Group from the drop-down list.
B. Onthe Calendar, click on the date for the appointment.

C. On the Schedule Board, double-click on the Technician and starting time for
which you want to schedule an appointment.

D. A confirmation message will be displayed — if the date, time and technician are
correct, click the Yes button to save the appointment.

e Group Ticket

1 January 2022 February 2022 »  Display Group (| MH-Inspectors
SMTWTFS SMTWTFS
26 27 28 Jpmitinga 1 12345
EEE O PSRRI B O Bob Olner "'
1617 188202122 2021222324252 E:MT a:;'d"T ::
124526372808 o728 1 0 2 4 s ison. Morrisen isan Marrison
3031 6783101112 o ot Dl Mot e v
Schedule Board
~
[Unassigned] Bob Oliver David Janes Madison Morrison Matt Miller Maxwell Knife Mike Walker Milton Marris Mitchell Malloy
gam
9 0o
f— Create Appointment
—
Are you ready to create an appointment for Matt Miller at 1/18/2022 I
T 9:00:00 AM?
o =] ()
.
© Dispatch - >
Appointment(s)

Appeointments for Group

Dispatched

Matt Miller 1/19/2022 9:00 AM 240

< >
@Scheduled [E] Appointment Resolution

Technician Matt Miller Resolution | NIA - | [[] Meeds Go Back
Estimated Length

Notes

{2 Dispatch Times

Scheduled | 011912022 [ [09:00AM |

e—y o -

— =
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5. Once the appointment has been saved, you will be returned to the Dispatch form. If
additional appointments need to be scheduled for the same Technician or a different
Technician, repeat steps 3 and 4 above until all appointments have been saved.

When finished scheduling appointments for the group ticket, click the Close button located at
the lower right of the Dispatch form.

) Dispatch - X

Appointment{s)

Appointments for Group

Matt Miller 1/19/2022 9:00 AM 240
Mike \wialker 119/2022 5:00 AM 240
< >
@Scheduled [H Appointment Resolution
Technician Resolution | - ‘ [ Needs Go Back
Estimated Length 0
MNotes
) Dispatch Times
Scheduled
_/|

6. You will be returned to the Ticket Group form for the master ticket. You may close
out of the ticket by clicking the “X” at the upper right of the ticket form.

{@ @ - Ticket#27348 #@
s | Ticket ‘ Central Station
% E > |_‘| N T .| Motes(D) 1= Service History @ OPT Web Services
=2 ( j g .g# T
\‘)— — = J]x" 4. Other ltems | Ticket Log

Service Service Appointments  Billing Documents Equipment Journal
Ticket Additional Info  and Labor o) and Parts =] Purchase Orders (0)
Go To
TRINITY-4 :
Customer [ Moy Mercy Hospiel Created  4/21/2020 3:36 PM Contact | =
Site St Mary Mercy Hospital Created By Administrator Phone | | Bx |
36475 5 Mile Rd
Livonia. Ml 48154-1971 Status Open Notfy | 3]

Cther Tickets in Group:

System Type
Fire Sprinkler
Integrated Installation

27349
27350

0412172020
0472172020 Q0P

Add 1\ Removel [ Dispatch.. | | Resalve..

Site Tickets not in Group:

System Type

Resolution
NIA
hI&

F-Insp-MO
F-Insp-MO

All tickets must be resolved to inveice or close

Resolution
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7. The appointments created from the master group ticket will appear on the Schedule
Board.

Note: When viewing the Schedule Board, appointments scheduled as “Group
Appointments”, will display the first line of ticket information as “GRP [master ticket
number]”, followed by the problem code assigned to the ticket.

Note: When double-clicking on an appointment within the Schedule Board where the
appointment was scheduled through the Group Tickets, the Group Tickets [Scheduling
form] will be displayed. You cannot enter dispatch times via the Scheduling Board for
appointments that were created via Group Tickets. These appointments can only be
dispatched from the Group Tickets Scheduling form.

"@ SedonaSchedule 5.7.92.12356 - Sedona Security
- View Service Options Fleetmatics Jobs Options
E ﬁ P Ticket Queue 5 Removed Parts E Warning Count = 0 Tickets List = | Ml-Inspectors ~ 4@ Show Unassigned afL O
- ] Week ¢ Group Tickets {3 Misc Appointments Warning List - Display Group Technicians ~ (¥ Group Day Within Gwner @ 2 | @,
Show/Hide  Toda: = \ —
(ol e e Y =] Month @) Inspection Creation g% Open Jobs Tickets On Site Zoom | @ | @ (SR Tij
Navigation Arrangement SedonaMonitor Calendar Options
T Jb@ 27348 E '
[Unassigned] Matt Miller Maxweell Knife Mike Walker Milton Morris
1 January 2022 February 2022 3 18 18 18 18 18
SMTWTFS SMTWTFS e e e e e
1 12345 S
2345678 B78B8WNITR 5
9101112131415 131415161718 19
TET?TEZDZTE 202122232475 26
232425262728 29 27 28
AN
S ————
‘GRP 27348 - F-Insp ‘GRP 27348 - F-Insp
System (Critical) Livonia I (Critical) Livonia
0 St.Mary Mercy Hospital | St. Mary Mercy Hospital
Contact 1100
Problem 12pm . L S—
Technician ~ 1:00 T —
Scheduled -
Dispatched ~ l:l: o p
Arrived “ l:|: o
‘W—f _—M e —
e — R S
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Dispatching Group Ticket Appointments

To enter dispatch times for appointments created from the Group Ticket Dispatch form, follow
the instructions below and on the following pages.

1. Open the master “Group Ticket” number from the Group Tickets option on the main
ribbon, or in the ticket [search] field on the main ribbon, type in the master group
ticket number.

@ Group Ticket Opt... SedonaSchedule 5.7.92.12356 - Sedona Security - = x
| View | SenviceOptions  Flestmatics JobsOptions Group Tickets
D‘j ;E—] TA'] --] —-] TeE ﬁ 43 Removed Parts [ satchBiling ) Open Customer
= = = & Misc Appointments
Show/Hide | Today = Day Week Month | Ticket] | Group | fnspection _ _
CalendarBar | Queud | Tickets || Creation  #* OpenJobs Ticket | 27348 E
| Navigation Tools |
[ é’;‘] @ 27348 s i
t4 Calenda
4 2022 2022 » v % o
T N e — S r— R -
2345 @ Matr Tkt b 27602 2 tome) B
2345678 678910112 @ MasterTicket + 27529 Zitems) e 00000 ]
9101112131415 1314151617 18 19 = . .
SUUEREE BUEEIEE o Tt 52 I——— |
BunEnENn 7B  Wase Tiket Noller 27516 2 ) ——— |
o e ———— |
27504 ) — |
e — 2702 2t B— |
Sie 27485 i) E—— |
i |
e i I—— |
System = Ma
Contact E b & P a Problem b4
27348 4/21/2020 3:36 PM 0 Critical 9876C St. Mary Mercy Hospital F-Insp
Problem 27349 4/21/2020 3:36 PM 0 Critical St. Mary Mercy Hospital F-l l-mp-MO
Technician 2730 . 412172020 3:36 PM 0 . © Critical . . . " St Mary Mercy Hospital  F-inspMO
b st Ticke Nuber 2740 @) D—— |
Mt Ticke Nonber 273 @) —— |
Dispatcied | A T 1151) ) st ket umber: 27204 s ) ——— |
Arived Bl W0 voos Tt it st Eee—— |
Depated [ [u][ 5] 81| @ MasterTcketumber: 27225 2tes) e |
| @ st Tiket Nmber 27221 i) B |
= EE—————————————

2. Once the master group ticket is displayed, click on the Ticket Group button from the
main ribbon, and then click on the Dispatch button in the center of the form.

B Ticket£27348 x
() 8 -
Ticket | Central Station
[ — o~ 1 : A a | =i OPT Web Services

Service Service Appointments  Billing Documents Equipment Joumal Notes Other Purchase Service Tick Ticket

Ticket Additional Info and Labor (0) and Parts (U] Items Orders (0) History Log\, [ Grou,
I GoTo “ Notifications

Customer  TRINITY-4 Crested  4/21/2020 3:36 PM Contact

St. Mary Mercy Hospital = | |

Site: St. Mary Mercy Hospital Crested By Administrator e [ Je[ |

364755 Mile Rd )
Livonia, M| 48154-1871 Status Open Netify [ [

Cther Tickets in Group:

System Type roblem Resolution
27349 0412172020 oP Fire Sprinkler F-lnsp-MO NIA
27350 041212020 ap Integrated Instaliation F-insp-MO Nk
i | Removev || Dispatch Resolve. Altickets must be resolved to invoice or close | Invoice/Close:
o

Site Tickets not in Group:

System Type roblem Resolution
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3. The Group Ticket “Dispatch” form will be displayed. In the upper tier of the form,
click once on the technician appointment you want to dispatch. The technician
name, estimated length of the appointment and the scheduled date and time for the
appointment will auto-fill into the lower tier of the form.

Enter the Dispatched, Arrived, and Departed times. Select a Resolution code, and
enter any pertinent information into the Notes field.
When finished, click the Save button located at the lower right of the form.
Repeat the same process for any other appointments that need to be dispatched.
e Dispatch — X
Appointment(s)
Appointments for Group
Dispatched
(Matt Miller oo T 240
Mike Walker 92022 500 AM 240
£ >
Add... Delete
fﬂSchaduled Spocintment Besalution
Technician Matt Miller esolution Insp Comp-Billable - Needs Go Back
Estimated Length — H
Notes |
2J Dispatch Times
Scheduled | 0111802022 |~ | |09:00AM  ~
Dispatched | 017192022 |~ | [08:30 AM 2]
Amved | 01192022 [v] [09.00AM 5
Depated [01192022 [v | [01:00PM |2 & Open Ticket.. EH 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.

Follow the instructions below and on the following pages to Resolve the Group Tickets.

Note: All appointments scheduled for tickets within the Group Ticket (scheduled from the
Schedule Board or from the Group Ticket Dispatch form), must be completely dispatched before
you will be able to Resolve and create and invoice for the customer.

1. Open the master “Group Ticket” number from the Group Tickets option on the main
ribbon, or in the ticket [search] field on the main ribbon, type in the master group
ticket number.

Group Ticket Opt.. SedonaSchedule 5.7.92.12356 - Sedona Security -= X
| View | SeviceOptions Fleetmatics Jobs Options Group Tickets
@ ‘ E‘] (P —;I —] Q 4 Removed Parts BatchBilling () Open Customer
= & Misc Appointments
Show/Hide | Todsy = Day Wesk Month fnspection L
Calendar Bar Creation  #* Open Jobs (| Ticket | 27348 )
) |
1 Navigation
O 7 & @ ames B
| da
< January 2022 February 2022+
SMTWTFS SMTWTFS
1 12345 ber
2345678 678910M112 ber : 27529 (2items)
91011121314 15 1314151617 18 19 = L 27522 (Bitems
16 1718[192021 22 2021222324 2526 oL A3 vt
2242526272829 228 @ i er : 27516 (2items)
1 Er - 27509 (5 items)
® i - 27504 (4 items)
(O, - - e i 7 Ciers
Site i b:
System
Contact
Critical St. Mary Mercy Hospital
Problem : Critical pital -Insp-!
i ol ——— s — L O coennnsoed
Scheduled WstrTcket Noir: 27340 2t BE— |
— Master Ticket Number : 27338 (2items) TS
X -
| i * |  Mostr 2734 i) ——— |
Arved | 1151 81| © Mosir Ticket Nambor 2732 e B
Depored | [y][ || 8| @ MasrTieuntr 2725 ) B
N ool e O e—
: - s
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2. Once the master group ticket is displayed, click on the Ticket Group button from the
main ribbon, and then click on the Resolve button in center of the form.

3. The Resolve form will be displayed. Select a Resolution code from the drop-down
list. If you want all of the tickets in the Ticket Group to be closed with the same
resolution code, check the box “Override Existing Resolution on Tickets”.

In the Notes text box, type in any information that you want to print on the customer’s
invoice.

When finished, click the Resolve button at the lower right of the form.

C. e Ticket#27348 x
ZE
| Ticket | Central Station
%) — = N N =] 2 E = =] o | @ OPTWeb Services
o B O S 2 @ o = 2
Service Service Appointments  Billing Documents Equipment Journal MNotes Other Purchase Service Ticket
Ticket  Additional Info and Labor () and Parts (0) Iems Orders(0) History Log |Group
Go To N
Customer  TRINITY-4 Created  4/21/2020 3:36 PM Contact
St. Mary Mercy Hospital arta | |
Site St Mary Mercy Hospital Crested By Administrator Phone | =3 |
36475 5 Mile Rd ]
Livonia. Ml 48154-1971 Status Open Notify | =]

Cther Tickets in Group:

System Type Resolution
27349 0472172020 [o] 3] Fire Sprinkler F-Insp-MO NIA
27350 04/21/2020 OP Integrated Installation F-Insp-MO N/A
Add Remove \/ | I Dispatch... I Resalve... Alltickets must be resolved to invoice or close
4

Site Tickets not in Group

System System Type Resolution

© Resolve X
[i] Tickets Resolution
Resolution Insp Comg-Billable ~ | B4 Ovenwite existing Resolution on tickets
Notes All inspections completed per contract
v, Errors

([Breave] )5 cancel
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Invoice & Close Group Tickets

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

Follow the instructions below and on the following pages.

1. Open the master “Group Ticket” number from the Group Tickets option on the main
ribbon, or in the ticket [search] field on the main ribbon, type in the master group
ticket number.

Group Ticket Opt... SedonaSchedule5.7.92.12356 - Sedona Security = x
| View | SewviceOptions Fleetmatics Group Tickets
@ ‘ E‘] ;Tnj —:I —] 48 Removed Parts BatchBilling ) Open Customer
d e ALY i
3 Misc Appointments
Show/Hide | Todasy = Day Week Month fnspection !
Calendar Bar Creation  #* Open Jobs ([ Ticket 27348 )
1 Navigation £ \
D
| d
ey 2022 February 2022 » : - :
SMTWTFS SMTWTFS ber : 27604 (4 items)
1 12 3 4 5 [ Master Ticket Niinber : 27602 (2 items)
2345678 6789101112 @ MasterTicket Nifhber: 27529 (2items)
910112131415 1314151617 1819 . T
16 1701819202122 2021 2223242526 pous 22 e
23242526272829 27128 @ i er : 27516 (2items)
031 @ i - 27509 (5 items)
i 27504 (4 items)
Site i bl: i
System
Contact
St Mary Mercy Hospital  F-Insp
Problem L SLMaryMeerospnal F-lnsj MO
Technician 412172020 2:36 PM itical St Mary Mercy Hospital  F-InspMO
o st Tt Ner 27340 i) B
! — | @ st :273% 2items) o TTTT——
Jrpecied | ML__E/E) o o 27334 eitems) B |
Arived =] %] Master Ticket Number : 27229 (4 items) T T———
Depared 5118 o Tkttt 27252 E——
[ B s rosnmsim e
B - |

2. Once the master group ticket is displayed, click on the Ticket Group button from the
main ribbon, and then click on the Invoice/Close button in center of the form.

@.Q = - Ticket#27348 x
S B0 S L @ady B3I

OPT Web Services

Service Service Billing D Journal Notes Other Purchase Service Ticl
Ticket  Additional Info and Labor 0) and Parts (0) Items Orders(0) History Lo |
GoTo |INJ
Cust TRINITY:4 Created 412112020 3:36 PM
il St. Mary Mercy Hospital Contact D‘
Ste St Mary Mercy Hospital Created By  Administrator Phone |:| Bt |
36475 5 Mile Rd
Livonia, MI 481541971 Satus  Open Notty | =
Other Tickets in Group:
l Ticket Date st System
27349 0472172020 opP Fire Sprinkler F-Insp-MO N/A
27350 047212020 OP Integrated Installation F-Insp-MO N/A
 ———
| AddA | ‘ Remove \/ | | Dispatch... | | Resolve... Alltickets must be resolved to invoice or close "
Site Tickets not in Group:
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3. The Invoice Group Tickets form will be displayed — fill in the form.

Third Party Bill To — If you need to invoice a different customer for this
Group Ticket, check the box, and a new field will be displayed for looking up
the customer you want to invoice.

Bill To - The Bill To field will auto-fill with the default service Bill To on the
customer’s account. If the customer has more than one Bill To, you may
make a selection from the drop-down list.

Contact — If contacts exist for this customer and you want a contact name to
print on the customer invoice, make a selection from the drop-down list.

Invoice Date — This field will default to today’s date. You may change this to
another date if needed, as long as the date is in an open accounting period.

Add Resolution Note to Invoice — Check this box if you want to print the
Resolution Note on the customer invoice.

When finished, click the Preview Invoice button located at the lower right of the form.

e Invaice Group Tickets )4

Invoice

Bill Tar

Cortact

Invoice Date

Errors

[_] Third Party Bill To

Trinity Heslth System o
=
| 172002022 B~ |

Add Resolution Mote to Invoice

Preview Invoice Cancel

|
l
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4. The Invoice Preview will be displayed. Review the charges listed for accuracy. If
you are satisfied with the amounts, click on the Invoice & Close button located at the
upper right of the form.

If the amounts are not correct, click the Cancel button and open the ticket(s) where
the charges are incorrect to make corrections. After making any corrections on the
tickets, repeat this same process to return to the invoice preview.

After clicking the Invoice & Close button, the invoice will be created and be added to
the invoice printing queue. All tickets in the Ticket Group will be closed.

Note: The layout of the Preview Invoice is not how the actual invoice will appear — this
depends on which invoice form your company uses for printing.

& Group Ticket 227348 - Invoice Preview — a X

) [ 1 of 1 ey s - | 100% -
SedonaSecurity Preview
45185 Joy Road
Canton, MI 48187 Customer _ ° Trinity Health System
(734) 414-0760 Customer Mumber TRINITY
Invoice Number mm““mm“"““-““FTE!HC-H-HQ-;-
Invoice Date 172002022

CALCULATED CHARGES

Description Amount
Ticket® 27348, Elevator Inspection 9876C - Fire System
1.00  Inspection Trip Charge 145.00 145.00
1.00  Inspection Labor 80.00 80.00
Ticket # 27349, Monthly Inspection - Fire Sprinkler
1.00  Inspection Labor 80.00 80.00
Ticket# 27350, Quarterly Inspection T4-FE - Fire Extinguisher
1.00  Inspection Labor 80.00 80.00
Subtotal 385.00
Tax: 0.00
Charges Due: $385.00
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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
accomplished 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 by utilizing filters and arranging the columns within the list
according to individual user preferences.

Scheduling Job Appointments in SedonaSchedule is quite a bit different from 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 IE —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-chck shows Job

Toggle button | Double-click shows Scheduls - clicking this button will toggle

functionality to the desired function:

o 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.

e 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.

Z . = - x
" | View | ServiceOptions Fleetmatics Jobs Options.
= = S > = " =
m ﬁ 'T{ m =-:| «? @2 4 Removed Parts Batch Billing ) Open Customer
! f$-Micc Appaintments @® Refresh Schedule
Show/Hide | Today | Day Week Month | Ticket Group Inspectionff— —
Calendar Bar Queue Tickets  Creation kR 6595 L]
Navigation 3 Tools
E Calendar [W] [ || | Doublecick opens Scheckie W Tetal Open Jobs: 36
« Janvary 202 February 202 »
SMTWTFS SMTWTFS
1 2346
2345678 6789310112 Site Name Address T.' Proj. End Date ¥ I
12 112 11;5'12% ;‘14 12; ;g ;‘1' 12; ;g ;Z ;55! ;g ! 2nd site 43 Rene Court Cleveland ACC-Res Parts
Eo e i 48370 Alvin Summers 23235 Tree line ave Canion ACC-Com Sched
3031 Ashley, Victoria 2001-B Greenleaf Road Westland ACC-Res Jobeor
Bill Nye 123 Main Street Attalla 07/01/2021 ACC-Com Sched
Bob's new business 241 Reed Ave. Marion 07/0172021 0710172021 ACC-Res Paris
Emily Grayson 35 Timberwood Road Plymouth CCTV-Res Sched
Emily Wood 25 Fairview Road Novi CCTV-Res Paris
o 247 4263 Emily Wood 25 Fairview Road Novi Intrusion-Res  Parts
stem faed
X 2441 42028 Garry Site 2 45185 Joy Rd Canton ACC-Res Parts
Contact 2222 JobTemplate  JobTemplate 1Main Plymouh Template Paris
e 4 0214-0 Johnson, Alexis 33225 Warner Canton Intrusion-Res  Jobeor
Technician Sl 123 02140 Johnson, Alexis 33225 Warner Canton Fire-Com Sched
243 2002 Julietie Hale 38 Penviood Rd Plymouth ACC-Com Sched
Scheduled 2450 2002 Juliette Hale (2) 514 Robbe Ave Belleville ACC-ComGP  Parts
Dispatched VL ElE| e 387 Nicole Binny 7 Friendly Drive Portsmouth ACC-Res Jobeot
Anived A EE| e 48483 Nicole Job 123 Job St Ypsilant BSP Parts
Departed 77% l:[; g | 29 48294-4 Palpatine 515 Robbe Ave Belleville Job Activa
_ 2426 2064 Roberts House Of Liquor 262 Park Street Detroit ACC-Res Parts
2427 2064 Roberts House Of Liquor 862 Park Street Detroit ACC-Res Sched
2429 2064 Robers House Of Liguor 862 Park Street Detroit ACC:Res Pags
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The Job Scheduling Form

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

The Schedule Job form is comprised of several components, each of which will be explained

below and on the following pages.

e 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.

© Schedule Job Number 2476

Job: 2476 Customer: 6758
Type: CCTV-Res Ashley, Sarzh
Status: Parts
Job Hours Site: Sarah Ashley

Estimated Total Hours: 12.00 35 East Street

Hours Used: 0.00 ol
Proposed Hours: 0.00 (734) 745-6986
Hours Remaining: 12.00

Job Task: Installation Labor Task: | Eguipment Install

Start Date: ~ 1/19/2022

End Date: 11972022

- O X
Select installers to schedule below: Group: | Ml Techs & Installers
Installer Service Company | Install Company |
Madison Morrison OH OH
Mark Taylor MI-T&M M
Matt Miller Mi Mi
Mike ‘Walker MI-SWC Cont Mi
Milton Morris MI-TE&M M
Mitchell Malloy Mi Mi

Showing: [ Conflicts

[ Previous Auto Refresh: [

Installer | Job Number

| Scheduled | Estlength |

Stert Time:  (10:12AM End Time: 06:12PM  ~
[ Exclude Sat [ Exclude Sun
< January 2022 February 2022 March 2022

SMTWTFS

0
=
—
3

262728233031 1
2345678
9101112131415
16 17 1208 20 21 22
2324 25262728 29
30 31

123458
67 8 3101112
131415161718 13
0212223243526
2728

wNED e

e ENE
nBRG e

o BHS o
-|3§:‘45w4
woFa2e|m
mmhﬂaﬁm‘”v
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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.

Job: 2476
Type: CCTV-Res
Status: Parts

JobHours
Estimated Total Hours:
Hours Used:
Proposed Hours:

Hours Remaining:

© Sschedule Job Number 2476

12.00
0.00
0.00

12.00

Customer: 6758
Ashley, Sarah

Site: Sarah Ashley

35 East Street
Novi M

(734) 745-6386

Job Task:

Start Date: 11902022

Start Time:

Labor Task: | Equipment Install

End Date:

e e

12002022

- O X
Select installers to schedule below: Group: | MI Techs & Installers
Installer Service Company | Instzll Company |
Madison Marrison COH COH
Mark Taylor MI-T&M Ml
Matt Miller Ml Ml
Mike Walker MI-SVC Cont Ml
Milton Morris MI-T&M Mi
Mitchell Malloy Ml Ml
Showing: Conflicts Proposed [ Previous Auto Refresh:
Installer [ Job Number | | Estlength |

[7] Exclude Sun
< January 2022 February 2022 March 2022
SMTWTFS SMTWTFS SMTWTFS
2627282933031 1 12345 123 45
2345678 6 7 8 5101112 6 7 8 5101112
$10111213 1415 131415 16 17 18 19 13 516171813

16 17 18820 21 22

2324252627 2828
0N

0212223242526
iy}

Bold Group | SedonaOffice-SedonaSchedule Functionality -



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.

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

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.

) Schedule Job Number 2476

— O *
Job: 2476 Customer: 6758 (Selec‘t installers to schedule below: Group: | MI Techs & Installers \
Type: CCTV-Res Ashley, Sarah
Stahus: Paris Installer Service Company | Install Company |
Madison Morrison OH OH
Mark Taylor MI-T&M Ml
) Matt Miller M M
RuBRaS STEETNELD Mike Walker MI-SVC Cont M
Estimated Total Hours: 12,00 35 East Strest Milton Marris MIT&M M
Hours Used: 0.00 Novi MI
Proposed Hours: 14.00 (734) 745-6986
Hours Remaining: -2.00
Job Task: Installation Labor Task: | Egquipment Install /
Select
StartDate:  1/19/2022 EndDate:  1/20/202
Start Time: (0900 AM End Time: 04:00PM ~ Showing: Conflicts Proposed [] Previous Auto Refresh:
[ Installer [ JobNumber | Scheduled | Estlength |
] Exclude Sat ] Exclude Su
< < " @ Mitchell Malloy 1/19/2022 3.00:00 AM 420
(@ Mitchell Malloy 1/20/2022 9:00:00 AM 420
< January 2022 February 2022 March 2022 >
SMTWTFS SMTWTFS SMTWTFS
2627 2829 30 31 1 12345 12345
2345678 67 89101112 6§78 5101112
9101112131415 13747151617 1819 13141516 17 18 19
1617128020 2122 202122223242526 202122232425 26
2324752627282 2728 2728293031 1 2
30 3 34567889
Qo0
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e 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 one of

the proposed appointment dates.

&) Schedule Job Number 2476

- [m] >

Job: 2476 Customer. 6758 Select installers to schedule below: Group: | MI Techs & Installers |~
Type: CCTV-Res Ashley, Sarah
Status: Parts Installer Service Company Install Company
Mark Taylor MI-TE&M Mi
Matt Miller M Mi
- Mike Walker MI-SVC Cont Mi
TS D Milton Morris MITEM M
Estimated Total Hours: 12.00 EaEastbaee)
Hours Used: 0.00 Lo
Proposed Hours: 2300 (734) 745-6986
Hours Remaining: -16.00
Job Task: Installation 0 Labor Task: Equipment Install ~
4 Select N
Start Date: 11972022 End Date: 172012022 Remove Remaove All
Start Time:  (09:00 AM End Time:  [04:00FPM Showing Conflicts Proposed [ Previous Auto Refresh:
Installer Job Number Scheduled Est Length
/] Exclude Sat | Exclude Si
e clude=un Clear i) Msdison Morrison  TCKE811 1118/2022 7:50:00 AM B
(@ Mitchell Malloy 1192022 5:00:00 AM 420
(& Madison Morrison 12002022 5:00:00 AM 420
< January 2022 February 2022 March 2022 > @ Mitchell Malloy 172002022 5:00:00 AM 420
SMTWTFS SMTWTFS SMTWTFS
262728253031 1 123465 12345
2345678 6 7 8 3101112 6 7 8 9101112
5101112131415 13141516 17 18 13 13141516 17 18 19
16 17 1801820 21 22 0212223242526 02122024526
232435262728 28 2728 728W/I0N T2
303 34567889
© GotoJob L ] Schedule | 3 Close J
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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 2476 O X
Job: 2476 Customer: 6758 Select installers to schedule below: Group: | Ml Techs & Installers
Type: CCTV-Res Ashley, Sarzh
Status: Parts Installer Service Company | Install Company |
Mark Taylor MI-TE&M MI
Matt Miller Ml M
- Mike Walker MI-SVC Cont MI
i Site: Sarah Ashley Milton Morris MI-TaM M
Estimated Total Hours: 12.00 35 East Street
Hours Used: 0.00 o
Proposed Hours: 28.00 (734) 745-6986
Hours Remaining: -16.00
Job Task: Installation Labor Task: | Egquipment Install
pmm—
Start Date:  1/19/2022 End Date: 172072022 ( Remove b Remove All
Start Time: (0900 AM End Time: 04:00PM ~ Showing: [ Conflicts B Proposed [ Previous Auto Refresh: []
Installer Job Number Scheduled Est Length
Exclude Sat BExclude Su -
i B B4 Exclude Sun @ Madison Morrison  TCK 6511 111/2022 750:00 AM
(@ Mitchell Malloy 1192022 5:00:00 AM 420
(& Madisen Morrison 12002022 5:00:00 AM 420
< January 2022 February 2022 March 2022 > (@ Mitchell Malloy 172002022 5:00:00 AM 420
SMTWTFS SMTWTFS SMTWTFS
2627282930 31 1 12345 12345
2345678 67 8 3101112 6 7 8 9101112
3101112131415 131415161718 13 1314151617 18 19
1617 12808020 2122  20212223242526 202122232425 26
3242526272828 2728 272823303 1 2
303 34567889
Qv
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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 2 ¢ I button
located at the lower right of the Job Schedule form.

A confirmation message 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 2476 - O x
Job: 2476 Customer. 6758 Select installers to schedule below: Group: | Ml Techs & Installers
Type: CCTV-Res Ashley, Sarah
Status: Parts Installer Service Company | Install Company |
Madison Morrison OH OH
Mark Taylor MI-T&M MI
. Matt Miller M M
SOUHOES Sile: Sarah Ashlcy Mike Walker MI-SVC Cant M
Estimated Total Hours: 12,00 PolEest et Milton Morris M-T&M M
Hours Used: 0.00 el
Proposed Hours: 14.00 (734) 745-6386
Hours Remaining: -2.00
JobTask: | Instaliation Labor Task: ' Equipment Install

Start e Create appointments for Job Mumber 2476 X Remove i | Remove All

_________ The appointments listed below will be saved when you click the Save bution. Review the list for
Start Tl HIH accuracy, and unselect any that you find are in error. You can zlso click Cancel to go back to the

------- iyt s Proposed [ Previous Auto Refresh:
Installer Job Number Date Start Time | End Time Job Number |Scheduled Est Length |

Ex @ Mitchell Mallay 2476 2022 9:00 AM 4:00PM
1@ Mitchell Mall 2476 112012022 S00AM  400PM 111912022 5.00:00 AM 420

— renel N ' ' 112012022 9:00:00 AM 420
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Scheduling a Job Appointment

There are two methods available for Scheduling a Job Appointment:

e From the Schedule Board by double-clicking on a Technician time-slot
e Selecting a Job from the Open Jobs list

Both methods will open the Schedule Job form — it is simply a matter of preference which
method you choose to use. Both methods are described below and on the following pages.

Schedule a Job Appointment from the Schedule
Board

1. Navigate to the Schedule Board and click on the Day view. Click on the “Hammer” radio
button at the upper right of the ribbon.

2. Onthe Calendar, select the date on which you want to schedule the appointment.

3. Double-click on the Technician time-slot of where you want the appointment to begin.

2 | View | Serice Options Fleetmatics Jobs Options
‘ @ i‘] P Ticket Queue 48 Removed Parts @ Waming Count =17 TicketsList = | MlInstallers ~[E3| ¥ Show Unassigned : © Open Customer
| : 7] Week ¢ Group Tickets {2 Misc Appointments Warning List ~ Display Group Technicians ~ [ Group Day Within Owner ® Refresh Sched:
Show/Hide  Today = ) e ) ) 2, [ —_—
Calenidar Bar (7] Month @ Inspection Creation &* Open Jobs Tickets On Site Zoom | @ | @ Ticket 6595
Navigation Arrangement. SedonaMonitor Calendar Options Tool,
3 Calendar ‘
4 January 2022 February 2022 » 1120
SMTWTFS SMTWTFS [Unassigned] Mark Taylor Matt Miller Mike W
1 1523 4'5

2345678 6789101112 ——
415 1314151617 18 19
0212223242526
2728

System
Contact

Problem
Technici
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4. The list of Open Jobs will be displayed. Locate the desired Job within the list, and then
double-click on the job row.

O Select aJob to schedule — O X
Select a job below or enter the job number to add a new appointment:

Job # | Customer # | Site Name Address | City s

2222 JobTemplate JobTemplate 1 Main Plymouth 06/2312020 5 B

2423 48507 Bill Nye 123 Main Street  Attalla 06/28/2021 1] 1]

2426 2064 Roberts House Of Liq.. 862 Park Strest  Deetroit 06/28/2021 ] 0

2427 2084 Roberts House Of Lig.. 862 Park Street  Detroit 0B/29/2021 12 18

2429 2084 Roberts House Of Lig.. 862 Park Street  Detroit 06/29/2021 ACC-Res Parts 1] 1]

2430 2000 Wacation House 16 Jencks Street  Canton 06/30/2021 ACC-Res Jobcost ] o

2431 1000-1 Bob's new business 241 Reed Ave. Maricn 063072021 07012021 ACC-Res Parts 0 Y]

2435 48516 \Worthington Automnoti. 10225 El Segunde Los Angeles  07/07/2021 Intrusion-Com Jobeost 18 775

2436 48516 \Worthington Automoti. 10225 £l Segunde Los Angeles  07/07/2021  07/05/2021  Fire-Com Jobcost 24 -15

2440 48370 Alvin Summers 23235 Tree line a.. Canton 07122021 ACC-Com Scheduling 0 1]

2441 48026 Garry Site 2 45185 Joy Rd Canton 071372021 ACC-Res Farts ] o

2443 2002 Juliette Hale 38 Penwood Rd  Plymouth 071572021 ACC-Com Scheduling 0 1]

247 4263 Emily Wood 25 Fairview Road  Novi 1111612021 Intrusion-Res Parts o o

2472 0214-0 Johnson, Alexis 33225 Warner Canton 111802021 Intrusion-Res Jobcost 0 1]

2473 0214-0 Johnson, Alexis 33225 Warner Canton 117222021 Fire-Com hedul ] 1] w

| @ Select | | 3 Close

5. The Schedule Job form will be displayed. Fill in the fields as noted below.

A.
B.
C.

Select the Job Task from the drop-down list.

Select the Labor Task from the drop-down list.

On the Calendar, click on the dates for which you want to schedule an
appointment.

D. Select the appointment Start time.
E. Select the appointment End time
©) Schedule Job Number 2440 - m] X
Job: 2440 Customer 48370 Select installers to scheduls below Group: | Mi Installers
Type: ACC-Com Alvin Summers
Stetus: Scheduling Installer [ Service Company [ Install Company [
Mike Walker (8 =% MI-SVC Cont [
JobHours Site: Alvin Summers
Estimated Total Hours 2200 23235 Tree line ave
Hours Used: 0.00 oo
Proposed Hours 3200 (248) 153-2635
Hours Remaining: 0.00 B
Job Task: A Lebor Task: | Equipment Insi
StertDste: 172002022 EndDste: 12172022
Start Time: End Time: E ‘Sfiﬂwmg [ Cenflicts [ Propesed [ Previous Auto Refresh: []
Installer [ Job Number | Scheduled EstLength |
] ol 5] B = Wark Taylor 172002022 8:00:00 AM 50
) Matt Miller 1202022 5:00:00 AM 480
 Mark Taylor 112112022 £:00:00 AM 480
< January 2022 February 2022 March 2022 > @ Mat Miller 102172022 50000 AM 480
SMTWTFS SMTWTFS SMTWTFS
26 77 28 4 1 12345 12345
2343 678310112 6§78 910112
910 11 15 13141516171813 131415161718 19
1617 18 19020031 22 2021222324526 2021222324526
BMBHI B T F2wB/WAN 12
30 31 14567809
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F. Select the Installer(s) for the appointment(s).
G. Click on the Schedule button when finished.

A confirmation message will be displayed. If the appointments are acceptable, click
the Save button at the lower right of the form.

e Create appeintments for Job Mumber 2440 it

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
A& Mark Taylor 2440 12002022 2:00 AM 4:00 PM
16 Matt Miller 2440 112002022 &:00 AM 4:00 PM
A& Mark Taylor 2440 1212022 2:00 AM 4:00 PM
16 Matt Miller 2440 12172022 &:00 AM 4:00 PM

[= Save )3 Cancel
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Schedule a Job Appointment from the Open

Jobs List

1. Click on the Open Jobs button from the main ribbon within SedonaSchedule.

2. Click on the toggle button so that it displays the words “Double-click shows Schedule”.

Lok click shows Schectie |

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

4. The Schedule Job form will be displayed.

A.
B.
C.

Select the Job Task from the drop-down list.
Select the Labor Task from the drop-down list.

appointment.
Select the appointment Start time.
Select the appointment End time

©

© schedule Job Number 2440 - [m] X

Job: 2440 Customer: 48370 Select installers to schedule below Growp: | Ml Installers

Type: ACC-Com Alvin Summers

Siotus: Schedling Installer [ service Company [ nstal Company [
WikeWalker |8 = MI-SYC Cont [

JobHous Site: Alvin Summers
Estimated Total Hours 200 23235 Tree line ave
Hours Used 000 Cann
Froposed Hours 200 (248) 1592635
Hours Remaining: 0.00 B
Tk A Laor Tk
SariDate: 172002022 EndDate: 172112022 | Remave | | Remove A |

smTien

Auto Refresh:

EndTime: [0400PM ‘Shuwmg [A Cenflicts [ Propesed [ Previous

Job Number
% %

Bxclude Set & Bxclude Sun et 172012022 80000 AM 480

@ Wati Mill 17202022 80000 AM 480

@ Mark Tayl 1/21/2022 8.00.00 AM 480

< January 2022 February 2022 March 2022 > @ Matt Miller 112172022 8:00:00 AM 480
SMTWTFS SMTWTFS SMTWTFS
26 27 28 9 1 12345 12345
23+ @38 s783m0Mz 8783w
31011 15 3141516171818 1314 1516 17 18 19
161718 19202122  20212223242526 2021222324 3526
23242526212829 28 78291031 1 2
EEl 3456789

SedonaSchedule 6.2.0.0 - SedonaSecurity
View \ Service Options Fleetmatics Jobs Options
@ ﬁ - . ‘% Q i Removed Parts [ BatchBiling ) Open Customer
15
| (D pRsiptments @ Refresh Schedule
Show/Hide | Today | Day Week Month & Tickst Group Inspectior -
Calendar Bar Queue T\ckets Creation m Ticket 6395 EI
Navigation Tools
@ Calendar @ . ¢ ( Double-click shows Schedule §m\0pw Jabs: 37
s M T T F s s M Thtes Drag a column header here to group by thatcolumn
123 4 5
2345678 g7 8swnn |F
210 1113 415 141516171819 nz JobTemplate Y JobTemplate 1 Main Plymeuth
16 171819/ 20 21 22 2021222324252 -
126087 B 7738 o] 48507 N Bl Nye 123 Main Street Attalla 07/01/202
303 226 2064 Y Detroit
27 2084 ¥ Detrait
E] 2084 Y Defroit
T 2m 2000 Y Canton
e 1000-1 Y Marion a7t
s 48516 ¥ Los Angeles
System (— ;
2438 43515 Y rthington Automolive 10225 El Segqundo Los Angeles 0710673
©antast ) (2440 8370 v Aivin Sunmes 33335 Trecine ave Canton
e e 43026 Y Garry Site 2 45185 Joy Rd Canton
Technician N N Juliette Hale 38 Penwood Rd Plymauth
N Test Site 1234 Road Ypsilant 020172
= N Belleville

Fill in the fields as noted below.

On the Calendar, click on the date(s) for which you want to schedule an
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F. Select the Installer(s) for the appointment(s).
G. Click on the Schedule button when finished.

A confirmation message will be displayed. If the appointments are acceptable, click
the Save button at the lower right of the form.

e Create appeintments for Job Mumber 2440
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
@ Mark Taylor 2440 12002022 2:00 AM 4:00 PM
1 Matt Miller 2440 1202022 2:00 AM 4:00 PM
@ Mark Taylor 2440 1212022 2:00 AM 4:00 PM
1 Matt Miller 2440 12112022 2:00 AM 4:00 PM

[=] Save 3¢ Cancel
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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
Service/lnspection Tickets.

‘/@ ) - SedonaSchedule 6.2.0.0 - SedonaSecurity i
\ y
~ | View | SeniceOptions Fleetmatics Jobs Options
= |3 Ticket Queue i3 Removed Partc = Warning Count = 16 TicketsList ~ || Ml Installers ~|E3| ] show Unassigned O Open Customer
L5 b
\T) Week @ Group Tickets % Misc Appointments Warning List ~ Display Group Technicians ~ || Group Day Within Owner @ | @ Refresh Schedule
Show/Hide  Toda) £ i
Calendar Bar Y || Month @), Ispection Creation g Open lobs Tickets On Site Zoom [ @ [ @ O || Teket 6595 8
Navigation Arrangement SedonaMonitar Calendar Options Tools
[E Calendar I
“ January 2022 February 2022 3 120
SMTWTFS SMTWTFS [Unassigned] Mark Taylar Mike Walker MattMiller  fF
1 12345 -
2345678 678910112
9101112131415 1314151617 1819 100
16 1718[18]2021 22 20212234 252% o

3242526272829 2728
30 3 3:00

2] ®
7
PEN

System 8:00
Contact 9:00 JOB 2440 - ACC-Com (Scheduling) JOB 2440 - ACC-Com (Scheduling)
Canton Canton

i e Alvin Summers @23235 Tree line ave Alvin Summers @23235 Tree line ave
Tru he.m i

echnician ~

U 12pm

Scheduled 100
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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.

Live Dispatching or Manual Dispatching may be used for Job Appointments. Which method is
used is determined by your company policies and procedures.

] Install Company Setup [” Inactive

Install [mI Parts WIP [122100 =1 &
Description |SedonaSecurity Misc WIP | 122140 =15

M W Labor To GL & I overhead

Labor Expense Expense at time of entry Overhead Debit | =
Type & Expense thru WIP

Overhead Credit | =l

Labor Expense | 511100 =1 &

(08 - Jobs-4abor

Labor Deferred/ 258100
Deferred Labor -

Labor WIP If this option is selected for the Install
Company, the dispatcher would only
need to check a box to confirm the

Appointment Options appointment was completed.
Dispatch

" Yes
& No (Completed Only)

[ Sunday
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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 Edit 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.

You may only use this method if the Install Company assigned to the job has been flagged for
no dispatching.

& Job Dispatch X
I«'f - SedonaSchedule 6.2.0.0 - SedonaSecurin =] Apointment Detail _
L o ) Job Number 2440
| View | SeniceOptions  Fleetmatics Jobs Options
lobType  ACCCom
E — o Tickst Queue & Removed Parts Waring Count =16 TickstsList = | Ml Installers en Customer
e = . Job Status  Scheduing
T Week ¢ Group Tickets {3 Misc Appointments Warning List ~ Display Group Tec| resh Schedule
Show/Hide  Toda 5 Access - Large | &
Calendiar Bar Y| 7 Month €} Inspection Crestion 7 Open Jobs Tickets On Site s s R e 5595 8
Navigation Arrangement SedonaMeniter Job Task stallato Tools
Calendar Labor Task
Febnary 2022 » 1120
I Mark Taylor Est Total Labor Units 3200 Matt Miller

1 January 2022
SMTWTFS SMTWTF
A Est Total Remaining Labor Unts 3200

7
2345678
910 111213 14 15 131
16 1718[19]2021 22 20 2122 23 2
2324252627289 2728

Customer 48370
Avin Summers

03
5 Ste 23235 Tree line ave
@ Job 2440 (Scheduling) Canton 48217
Site Alvin Summers
23235 Tree line ave
Canton 48217 [%] Scheduled
System Access - Large Commercial Technician

Salesperson Jesslynn Lupo g:t::‘"' - ACC-Com (Scheduling) z Estinated Length 420 | (7hours)
Alvin Summers @23235 Tree line ave A
Fim Appointment
Technician  Mark Taylor -
Scheduled 09:00 AM  ~ ' Unmanaged Dispatch
Scheduled 01/20/2022 09:00 AM | 5

Completed

[0 New Appt ] Completed

EEalrET

— [E save | |88 Close
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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. If your
Installers are using the FSU or SedonaX Mobile, this is also considered as Live Dispatching.

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.

/‘8 + s SedonaSchedule 6.2.0.0 - SedonaSecurity
N | View | ServiceOptions Fleetmatics Jobs Options
IE ﬂ o Ticket Queue 4§ Removed Parts @ Warning Count =16 TicketsList = | Ml Installers B
— 1] Wesk @ Group Tickets 1 Misc Appointments Warning List ~ Display Group Technicians ~
Show/Hide Today =
Calendar Bar (Z] Month @, Inspection Creation o Open Jobs Tickets On Site Zoo
Navigation Arangement SedonaMonitor Calend:
& Calendar
< Janvary 2022 February 2022
SMTWTFS SMTWTFS Mark Taylor
1 12345
5 67 8910112
910111213 14 15 13141516 17 18 19
\SWII!ZDZIZZ 2232252

202
8242526272829 08

@ Job 2440 (Scheduling)

Site Alvin Summers
23235 Tree line ave
Canton 48217
System  Access - Large Commercial

TKT 6591 - Add Ex
Canton

Salesperson Jesslynn Lupo Alvin Summers @

Technician | Mark Taylor

Scheduled 01:00PM | 308 2440 - &
| Canton

Dispatched [o1/13/2022 | | Alvin Summe

Ariived

Departed =l =1 400
( - SedonaSchedule 6.2.0.0 - SedonaSecurity
New App| . ©
o i = | View SenviceOptions _ Fleetmatics Jobs Options B - B B -
@ !i o Ticket Queue 48 RemovedParts  [] (@ WamingCount=16 TicketsList + |MiInstallers ~E&
2 \T) Week g Group Tickets © Misc Appointments Warning List ~ Display Group Technicians ~ [
Show/Hide  Tod: z
Ctndarber | 7 Month @ Inspection Creation & Open Jobs Tickets On Site Zoo
i Navigation Armangement SedonaMonitor Calenday
Calendar @ ']
] January 2022 February 2022 »
SMTWTFS SMTWT i Mark Taylor
1 123
2345678 678910
9101112131415 1314151617
s 1718[§20212 0212282
BuB%6278H A8

@ Job 2440 (Scheduling)

Site Alvin Summers
23235 Tree line ave
Canton 48217
System  Access - Large Commercial

TKT 6591 - Add Eq|
|| canton

Salesperson JesslynnLupo Alvin Summers @23

Technician | Mark Taylor

Scheduled 01:00 PM 0B 2440 - A¢
. e Canton
Dispatched |o1192022 [v | [11:00AM | Alvin Summer
Arived
Departed
[ New :@ ) SedonaSchedule 6.2.0.0 - SedonaSecurity
> 17 View Service Options. Fleetmatics Jobs Options
i @ 5—.:‘] Doy| Jf TicketQueue 4 Removed Parts @ Warming Count =16 TicketsList Ml Installers <3 [¥ show
i () Week & Group Tickets © Misc Appointments Warning List ~ Display Group Technicians ~ || Grou
Show/Hide  Today ~ 5 » < o e
ol B (7] Month @ Inspection Creation ¢ Open Jobs Tickets On Site Zoom
i Navigation Arrangement SedonaMonitor Calendar Opti
[E Calendar '
© Janvary 202 February 2022 » E y
SMTWTFS SMTWTEF Mark Taylor i
1 1234
678910M
910111213 1415 1314151617 18
16 V7|BEZD2|22 202122232425

2242526272829 2728
031

Alvin Sum
23235 Tree line ave
Canton 48217

System  Access-Large Commercial
Salesperson Jesslynn Lupo

TKT 6591 - Add Equipm{}
Canton
Alvin Summers ©23235 T

Technician | Mark Taylor

Scheduled 01:00 PM JOB 2440 - ACC-C¢
Canton

Dispatched |o1192022 Alvin Summers @23
Arived (o920 |

Departed

LI
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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 form will be displayed - enter the times in the Dispatched, Arrived and
Departed fields. Click on the Save button when finished.

= = i )
‘\@ E SedonaSchedule 6.2.0.0 - SedonaSecurity © Job Oispatch % e
R View | ServiceOptions  Flestmatics Jobs Options =T o
@ E o Ticket Queue 4 Removed Parts @ Waming Count =16 TicketsList + | Mlinstallers ]| b b 240 v
. (7] Week * Group Tickets {2 Misc Appointments Warning List ~ Display Group Technicians ~ | 0 Twe  ACCCom Lle
Show/Hide Today = _ Y ) ) e
el [Z] Month @ Inspection Creation &% Open Jobs Tickets On Site 7d Scheduing (o8]
Navigation Arrangement SedonaMonitor Calend] ~ System Access - Large Commercial
& Calendar @_ Job Task Instalation v
© January 2022 February 2022+ 4
SMTWTFS SMTWTFS i Mark Taylor Labor Task Equipment Instal v
1 T2 3 4 5 |imer
2345678 67890112 Est Total Labor Unts 200

9101112131415 13141516 17 18 19 1:00
161718[9]2021 22 2021222324 2526

Est Total Remaining Labor Unts ~ 32.00

23242526272829 2728 20 Customer 48370
3031 3:00 Avin Summers
@ Job 2440 (Scheduling) & T
e 23235 Tree line ave
Site Alvin Summers Canton 48217

23235 Tree line ave
Canton 48217

i
T BT [ T

System Access - Large Commercial ] . " t (Medium)
Clocked outbyuser: H cCanton T T
Salesperson Jesslynn Lupo Alvin Summers = = ine ave
Estimated Length (5hours)
Technician | Mark Taylor Fm Appontment [
Scheduled 01:00PM ~ JOB 2440 - ACC-Com (Scheduling) JOB 2440 - AC Qo =
. " S Canton Canton () Dispatch Times
Dispatched | M El@ Alyin Summers @23235 Tree line ave Alvin Summers @
7

Scheded |01/192022 || [01:00PM
Arrived [

: - 0100
CIL__EI™ spatched | 01192022 |v| [1100AM |51

Iv] 5 -
Departed | = 2 E d
I | 5200 Amved 0119202 v Bic]
D] New st 5 N ~ 4 Depated (01192022 || [01:45PM [<] @
Save ( i Edit cnds
= S E—
Save

[ L1 Notes \ (& mep | | Email
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