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Company / Customer Structure  

Company 

A Company in SedonaOffice is your business. Think of a company as an entity with a Federal Tax ID Number. If 

your business operates more than one incorporated business, you may set up additional companies in 

SedonaOffice. Remember though that each Company in SedonaOffice stands on its own. SedonaOffice does 

not support multi-company consolidations currently. 

The Structure of a Customer  

Customer 

The Customer record contains the basic information on the customer. This includes the billing information, 

contacts, and user-defined fields. 

BillTo 

The record or records that contain the billing name and address for the Customer. A customer may have 

multiple BillTo addresses. 

Site Records 

A Customer will  have one or more Site Records. A site is the physical location of the premise owned by the 

Customer. All Invoices and Jobs are linked to a Site Record. A Customer may have multiple sites. 

Systems 

Systems are the actual type of protection or service that you provide for the Customer at each Site. The System 

contains all the Recurring Revenues, Equipment, and Service History. A Site may have multiple Systems. 
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Later as a reminder to re-visit this item. This task list is comprised of setup tables, and system default values 

where you will need to make decisions on how to use elements of the various modules. 

Most of the tasks have samples already entered on the list. You may use these existing values, change the 

name to something else, and enter new values of your own that best suit how your company conducts 

business. 

As each setup table or task item is completed, you will right-click on that item and select Approve Task. Once 

you do this, the box to the left of the task will display a checkmark to indicate this task has been completed. 

All tasks must be completed before you can use the software. If you still want to enter additional values in 

various setup tables but have enough choices to begin using the software, you may complete the task and go 

back later to make additional entries. 

 

Most data entry forms displayed will have three buttons located on the bottom right labeled Apply, New, and 

Delete. The Apply button is used to save the information entered on the form. The New button is clicked when 

you want to create a new record for the table; click Apply after entering new records or you will lose whatever 

information you have entered. If you have entered a value and changed your mind, highlight the record in the 

upper portion of the form to bring it down into the data entry area, then you may click the Delete button to 

remove the record. 

You will notice some of the tasks are bolded; these are considered key tables that need your attention. If you 

attempt to move on to another task item, a message will be displayed asking you if you want to exit this form. 

Click the Yes button, and the system will save any changes that were made to the form. 

 

On the left side of the SedonaSetup form is a list of the tasks or setup tables that need to be completed. To the 

right of each item, a column labeled Area; these areas indicate the module in which the task item is used. 

Below is a listing of the Areas and their definition. 

Area Description 

AP Accounts Payable 
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tables to create new records or make modifications to existing records by selecting SedonaSetup from the 

main menu tree of the application. 

After you complete a table or category of tables, print each table to check your entries. This is an important 

step to ensure that the tables you have created are correct before transaction processing begins. 

How to Print  a Setup Table 

To print all the information that has been entered for a particular setup table, navigate to the SedonaSetup 

Main Menu, click File then select the desired option. You have the option of Print Preview, Printing the table or 

option, or Printing the entire listing of Setups (Setup Master List Report). 

 

Once SedonaSetup has been completed and the application has been enabled, printing setup table 

information may be accomplished using the same method in the SedonaSetup application or printing may be 

done through the Report Manager, which is located on the main menu tree. To print Setup Information 

utilizing the Report Manager, select List Reports, highlight the table you wish to print then click on the open 

button found on the bottom right of the form. The selected report will be displayed. Click on the printer icon 

located at the upper left of the main application toolbar; you may choose all the pages or select a range of 

pages to print. 
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Late Fee Rules 

Purpose: Create default rules and values to be used in calculating Late Fees on Statements or when 

selecting the Invoice/Statement invoice form. 

Prerequisites:  Category 

Required or Optional:  Optional 

Late Fees may be assessed on a customer account if they become delinquent. There are two methods of 

assessing late fees in SedonaOffice. The first is done by selecting to calculate a late fee based on the current 

aging of the customer invoices and then printing this late fee on a customer statement or the 

invoice/statement form when you print your cycle invoices. 

The second is done when generating bulk customer statements. Calculating Late Fees will not create an 

invoice or post to the general ledger. If the customer pays the late fee, you may post the cash to a 

miscellaneous income account. If the customer never pays the late fee, there is no action required to remove 

any late charges from the account. 

The Late Fee Setup form contains values that will  default into either the Finance Charge program, Statement 

Generation program or the Invoice/Statement printing form. You may change these values, if desired, before 

processing the late fees or finance charges. 

 





















 

   

 Bold Group SedonaSetup Training & Setup Guide (v5.7.99 - 6.X+) | 47 

Branches 

Purpose: To define the individual branches in which you conduct business. These are used for financial 

reporting. 

Prerequisites:  Alternate Company Address, Email Setup (for companies using SedonaEmail) 

Required or Optional: Required 

Each Customer and Site record is assigned to a Branch. A Branch is a means to group your Customer and/or 

Sites for financial and other reporting purposes. For example, Branches can be used for dividing your 

Customer and/or Sites geographically, by acquisition, or even by type of customer. You must set up a 

minimum of one Branch in your system. Many reports and processes throughout SedonaOffice use Branch 

selection as a means of grouping data. 

GL Code: This field is one of three segments of the G/L structure. This field is used for reporting purposes. You 

will enter a numeric value in this field; the number of digits allowable is the length that was assigned for 

branches in the Define G/L Segment earlier in this chapter. Please refer to Define G/L Segments earlier in this 

document. 

Merchant ID: For companies that will  be processing ACH and Credit Cards payments using our third-party, 

Forte, enter the Merchant ID issued to your company by Forte. 

Invoice Address: This is the address information that will  be used on invoices for customers. The selections for 

this field are set up in the Alternate Company Address setup table. 

Email Template: For companies using SedonaEmail (ability to email customer invoices directly from 

SedonaOffice), select which template will be used for the branch. 

Note: Email Templates are created and maintained in the Email Setup table. 
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Geographic 

Purpose: To add or edit postal codes, cities, counties, or 

townships. 

Prerequisites:  None 

Required or Optional: Optional 

The Geographic tables are used to add or edit City, State, and Postal Code information. The SedonaOffice 

database delivered to your company is pre-populated with all the city/state/postal code combinations that 

were in effect with the United States Postal Service as of 2009. Any additions that have been made since that 

time will have to be maintained manually by your company. 

To enter a new City/State/Zip Code combination within the USA: 

From the country options select the United States  

Select the Zip Code option 

Click the New button and enter the new Zip Code in the field provided  

Select the State from the drop-down list 

Type in the City name 

In the Service Company field, you may select the default Service Company for this record. If your 

company is using Service or Inspection Routes, you may select the default Route for this record. 

Click the Apply button to save the new record. 
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Chain Account 

Purpose: To group unrelated A/R accounts. 

Prerequisites:  None 

Required or Optional: Optional 

The Chain Account is used to group customer accounts where the customers are not financially related. This 

enables you to track specific customer accounts as a group. If a Chain Account is assigned to certain customer 

records, you will be able to view the total accounts receivable and RMR for all these grouped customers on 

one form. This helps determine the total value of a Chain Account group. The Chain Account is input on the 

Customer Billing and Information form. You may also use the Chain Account for reporting purposes using the 

Customer Query Builder function. 

 

The Chain Accounts List is viewable from Client Management / Manage Chain Accounts 
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RMR Reasons 

Purpose: To classify additions, modifications, or cancellations of RMR for reporting 

purposes. 

Prerequisites:  None 

Required or Optional: Required 

RMR (recurring monthly revenue) Reasons is a code that the User is required to select when creating new 

recurring, modifying recurring, or canceling recurring. RMR Reasons provide many reporting capabilities. 

Each RMR Reason code must be assigned a system-controlled reason type; these reason types are used by 

SedonaOffice in producing reports that may be found in the Report Manager. 

The RMR Reason code is used on each recurring line being created and required when initiating a customer 

cancellation. 
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Custom Fields Setup (Customer) (Tables and Fields) 

Purpose: To track any additional information that you need, where a field is not provided in the 

application. The data saved is for reporting purposes. 

Prerequisites:  None 

Required or Optional: Optional 

The fields you define will appear for data entry on the Customer Custom Fields form. The data saved in these 

fields may be used for reporting purposes. 

Here you may set up tables, which will provide the User with a drop-down list of choices, money, text, date, or 

check box fields. You may also define whether a field is required. If a field is checked as required, the User 

setting up a new customer or modifying an existing customer will be required to select or enter information 

into any required fields. You also have the option of defining what words will appear on the Custom Fields tab. 

This is entered in the Label field of this setup form. 

If you choose to set up Table type fields you will need to set up the choices that you would like to appear in 

the drop-down box, in the Custom Fields Table 1 (Customer), Custom Fields Table 2 (Customer), or Custom 

Fields Table 3 (Customer). 

Only fields that have been assigned a name label will be available for data entry, otherwise, these fields will be 

grayed out on the data entry form. 

Label: These are the words that will appear on the Customer Custom Fields tab. You may enter up to 49 

characters for this field. 

Tables: Enter the words that will appear to the left of each field on the Customer Custom Fields form. You may 

enter up to 49 characters to appear to the left of this field, however, due to space limitations on the Custom 

Fields forms, only a maximum of 23 characters will be displayed. Once you assign a label to one or multiple 

Table type fields, those fields will be activated for use during data entry. 

Money: Information entered in this field during data entry will be displayed in a money format. Enter the 

words that will appear to the left of each Money field on the Customer Custom Fields form. You may enter up 

to 49 characters for the field label that will be displayed to the left of this field, however, due to space 

limitations on the Custom Fields forms, only a maximum of 23 characters will be displayed. Once you assign a 

label to one or multiple Money type fields, those fields will be activated for use during data entry. 

Text: These are free-form text fields where the user may enter any alphanumeric information into this field 

during data entry. The maximum number of characters that may be entered during data entry is limited to 39. 

Enter the words that will appear to the left of each Text field on the Customer Custom Fields form. You may 

enter up to 49 characters for the field label that will be displayed to the left of this field, however, due to space 

limitations on the Custom Fields forms, only a maximum of 23 characters will be displayed. Once you assign a 

label to one or multiple Text type fields, those fields will be activated for use during data entry. 

Check Boxes: This type of field is typically used for answering questions that require a Yes or No answer. These 

are the words that will appear on the Customer Custom Fields tab. You may enter up to 49 characters for the 
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Custom Fields Setup (Vendor) 

Purpose: To track any additional information that you need, where a field is not provided in the 

application. The data saved in these fields is for reporting purposes. 

Prerequisites:  None 

Required or Optional: Optional 

The fields you define will appear for data entry on the Vendor Custom Fields form. The data saved in these 

fields may be used for reporting purposes. 

Here you may set up tables, which will provide the User with a drop-down list of choices, money, text, date, or 

check box fields. You may also define if a field is required. If a field is checked as required, the User setting up a 

new Vendor or modifying an existing Vendor will be required to select or enter information into any required 

fields. You also have the option of defining what words will appear on the Custom Fields tab. This is entered in 

the Label field of this setup form. 

If you choose to set up Table fields you will need to set up the choices that you would like to appear in the 

drop-down box, in the Custom Fields Table 1 (Vendor), Custom Fields Table 2 (Vendor), or Custom Fields Table 

3 (Vendor). 

Label - These are the words that will appear on the Vendor Custom Fields tab. You may enter up to 49 

characters for this field. 

Tables - Enter the words that will appear to the left of each table field on the Vendor Custom Fields form. You 

may enter up to 49 characters to appear to the left of this field, however, due to space limitations on the 

Custom Fields forms, only a maximum of 23 characters will be displayed. Once you assign a label to one or 

multiple Table type fields, those fields will be activated for use during data entry. 

Money - Information entered into this field during data entry will be displayed in a money format. Enter the 

words that will appear to the left of each Money field on the Vendor Custom Fields form. You may enter up to 

49 characters for the field label that will be displayed to the left of this field, however, due to space limitations 

on the Custom Fields forms, only a maximum of 23 characters will be displayed. Once you assign a label to 

one or multiple Money type fields, those fields will be activated for use during data entry. 

Text - These are free-form text fields where the user may enter any alphanumeric information into this field 

during data entry. The maximum number of characters that may be entered during data entry is limited to 39. 

Enter the words that will appear to the left of each Text field on the Vendor Custom Fields form. You may enter 

up to 49 characters for the field label that will be displayed to the left of this field, however, due to space 

limitations on the Custom Fields forms, only a maximum of 23 characters will be displayed. Once you assign a 

label to one or multiple Text type fields, those fields will be activated for use during data entry. 

Check Boxes - This type of field is typically used for answering questions that require a Yes or No answer. 

These are the words that will appear on the Vendor Custom Fields tab. You may enter up to 49 characters for 

the field label that will be displayed to the left of this field, however, due to space limitations on the Custom 

Fields forms, only a maximum of 23 characters will be displayed. Once you assign a label to one or multiple 
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Commission Setup 

If the Employee is a Salesperson who will be paid commissions on Jobs, you will set up the Employees 

commission types and commission rates in this form. 

Each Employee may have an unlimited number of Commission Types assigned to his Employee record. You 

will first select a Commission Type from the drop-down list and enter the default commission rate the 

Employee will be paid for the Commission Type. The default rate that will be used in a job may be overridden 

by the User setting up the job commission amounts. If the Commission Type selected is based on the 

Estimated Gross Profit or Actual Gross Profit of a job, you will be able to set up a commission rate scale for 

that Commission Type for an Employee. 

 

Commission Rate Scale 

If the commission type for the employee is variable based on the estimated gross profit or the actual gross 

profit of the job you may set up the employee commission scale by clicking the Add Scale Values button to the 

right of the commission percentage field to set up the commission rate scale. 
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Inventory Module Setup  

Custom Fields Setup (Parts) (Tables and Fields) 

Purpose: To track any additional information on inventory parts, where a field is not provided in 

the application. The data saved is for reporting purposes. 

Prerequisites:  None 

Required or Optional: Optional 

The fields you define will appear for data entry on the Part Custom Fields form. The data saved in these fields 

may be used for reporting purposes. 

Here you may set up tables, which will provide the User with a drop-down list of choices, money, text date, or 

check box fields. You may also define if a field is required. If a field is checked as required, the User setting up a 

new Part or modifying an existing Part will be required to select or enter information into any required fields. 

You also have the option of defining what words will appear on the Custom Fields tab on the Part form. This is 

entered in the Label field of this setup form. 

If you choose to set up Table fields you will need to set up the choices that you would like to appear in the 

drop-down box, in the Custom Fields Table 1 (Part), Custom Fields Table 2 (Part), or Custom Fields Table 3 

(Part). 
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Service Form 

Service Company - From the drop-down list, select the default Service Company to which the Technician will 

be assigned. 

Warehouse - Select the Warehouse assigned to the Technician. If a Technician is scheduled to a Ticket and 

Parts are used, inventory will be removed from this default warehouse. 

Text Message Address - You may enter a text message address or an email address in this field for the 

Technician. This enables you to send a text message or email to the Technician with Ticket information. This 

field is optional. 

Expertise Level - Select the expertise level that applies to the Technician. The choices listed are controlled by 

SedonaOffice. This is a required field. 

 

Installation Form  

If the employee is available for both service and installation, fill in this form. The Pay Rates are used when 

labor timesheets are posted to Job records. Typically, the labor rates entered are an average burdened hourly 

labor rate. These amounts are used for Job Costing only and not for payroll purposes. 

Install Company - From the drop-down list, select the default Install Company to which the Technician will be 

assigned. 

Regular Pay Rate - Enter the pay rate to use for Installation Labor performed during regular business hours. 

Overtime Pay Rate - Enter the pay rate to use for Installation Labor performed outside of regular business 

hours. 

Holiday Pay Rate - Enter the pay rate to use for Installation Labor performed on a Holiday. 
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Job Management Module Setup 

Commission Type 

Purpose: To define the various types of commissions that can be paid to a salesperson. 

Prerequisites:  None 

Required or Optional: Optional 

The Commission Type setup table is used to define labels for commissions to be paid to a salesperson. Each 

commission type code is identified as being one of six types: Recurring, Non- Recurring, Estimated Gross 

Profit, Gross Profit, Estimated to Gross, and Other. These commission types are used in Job Management to 

calculate commissions based on one or more of the sales elements entered on a Job. 

Once Commission Types have been created, they are then linked to the Employee records for those 

individuals eligible to receive Job Commissions. Commission Types are also linked to various Job Types. 

Definitions for each Commission Calculation Method is listed on the next page. 

 

Recurring Commission Type 

Commission types of Recurring will use the dollar basis for the commission calculation as the total of all RMR 

entered for the job. If your company pays different commission rates depending on the type of RMR, then you 

will need to create one Commission Type record using the Commission Type of Recurring, and additional 

recurring commission types must be set to the commission type of Other. For Example, if you pay 10% on the 

recurring for monitoring services, and pay a different rate for service contracts, you will  need to set the 
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Custom Fields Setup (Jobs) (Tables and Fields) 

Purpose: To track any additional information that you need, where a field is not provided in the 

application. The data saved is for reporting purposes. 

Prerequisites:  None 

Required or Optional: Optional 

The fields you define will appear for data entry on the Job Custom Fields form. The data saved in these fields 

may be used for reporting purposes. 

Here you may set up tables, which will provide the User with a drop-down list of choices, money, text date, or 

check box fields. You may also define if a field is required. If a field is checked as required, the User setting up a 

new Job or modifying an existing Job will be required to select or enter information into any required fields. 

If you choose to set up Table fields you will need to set up the choices that you would like to appear in the 

drop-down box, in the Custom Fields Table 1 (Job), Custom Fields Table 2 (Job), Custom Fields Table 3 (Job), 

or Custom Fields Table 4 (Job). 

If your company is using QuoteWerks, the custom fields should be first set up in QuoteWerks and then setup 

exactly the same in SedonaOffice. 
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Job Tasks 

Purpose: To define the steps required to complete a job. 

Prerequisites:  None 

Required or Optional:  Required 

Job Tasks are used to define the functional and operational steps necessary to complete a job. The tasks that 

you create may include labor-type tasks, billing tasks, and other administrative tasks. 

When creating Job Types, Job Tasks are selected and linked to the job type as a template for use on a 

particular job. Once a job is created, you may modify these default job tasks or add additional tasks to the job 

task list. Job Tasks should be considered major milestones and not every detailed step required for installing 

a system. 

For each Job Task, you will mark which User Groups can sign off (approve) the task. Always include the 

Administrator User Group for each Task Sign-off. 
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Setup Processing Form - Labor to G/L 

Specify the G/L accounts that will be the default when creating new Installation Companies. There are two 

options for posting labor to the general ledger: expense at the time of entry or expense through work in 

process (WIP). 

Expense at the time of Entry - If this button is selected, labor will  be expensed as labor timesheets are posted 

to a job. 

Expense Through WIP - If this button is selected, labor will  be posted to a Labor Work-In-Process account when 

labor timesheets are posted to a job. 

 

Setup Processing Form - Overhead 

Overhead consists of the operating expenses including the costs of rent, utilities, taxes etc. Overhead does not 

include commissions or materials. In SedonaOffice, overhead is based on labor applied to a job from a 

timesheet entry. You may use the overhead to credit and debit a particular G/L account. You may choose an 

overhead percentage rate or use a flat dollar amount. If selecting the percentage option, for each labor dollar 

expensed when a timesheet is entered, this percentage or rate will be applied for overhead. 
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Service Company - From the drop-down list, select the Default Service Company to which the Technician will 

be assigned. 

Warehouse - Select the Warehouse assigned to the Technician. If a Technician is scheduled to a Ticket and 

Parts are used, inventory will be removed from this default warehouse. 

Text Message Address - You may enter a text message address or an email address in this field for the 

Technician. This enables you to send a text message or email to the Technician with Ticket information. This 

field is optional. 

Expertise Level - Select the expertise level that applies to the Technician. The choices listed are controlled by 

SedonaOffice. This is a required field. 

 

Installation  Form 

If the employee is available for installation, fill in this form. The Pay Rates are used when labor timesheets are 

posted to Job records. Typically, the labor rates entered are an average burdened hourly labor rate. These 

amounts are used for Job Costing only and not for payroll purposes. 

Install Company - From the drop-down list, select the default Install Company to which the Technician will be 

assigned. 

Regular Pay Rate - Enter the pay rate to use for Installation Labor performed during regular business hours. 

Overtime Pay Rate - Enter the pay rate to use for Installation Labor performed outside of regular business 

hours. 

Holiday Pay Rate - Enter the pay rate to use for Installation Labor performed on a Holiday. 

 




















































