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Company / Customer Structure

Company

ACompanyin SedonaOffice is your busines3hink of a company asn entity with a FederallaxID Number.If
your businessoperatesmore than oneincorporated businessyou may setup additional companies in
SedonaOffice.Remember though that each Company in SedonaOffice stands on its d®edonaOffice does
not support multi-company consolidationscurrently.

The Structure of a Customer

Customer

TheCustomerecord containsthe basicinformation on the customer. Thisincludesthe billing information,
contacts, and userdefined fields.

BillTo

Therecordor recordsthat containthe billing nameand addressfor the Customer. Acustomermay have
multiple BillToaddresses.

Site Records

ACustomerwill haveone or more SiteRecords A siteis the physicallocation of the premiseowned by the
Customer. All Invoices and Jobs are linked to a Site Record. A Customer may have mulitigse

Systems

Systemarethe actualtype of protection or servicethat you provide for the Customerat eachSite. The System
contains all the Recurring Revenues, Equipmeand Service HistoryA Site may have multiple Systems.
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Later as a reminder to rgisit this item. This task list is comprised of setup tables, and system default values
where you will need to make decisions on how to usementsof the various modules.

Most ofthe tasks have samples already entered on thd.ligou may use these existing values, change the
name to something else, and enter new values of your own that bestlsont your company conducts
business.

As each setup table or task item is completed, you will rigiitk on that item and select Approv€ask. 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 yaanusethe 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
backlater to make additional entries.

Special Note

The tasks on the list are ordered in the sequence they should be completed.
Some setup tables have dependencies on previous tables; the tasks should be
completed in the order in which they are listed.

Most data entry forms displayed will have the buttons located on the bottom right labeled Apply, Neand
Delete. The Apply button is used to sathe information entered on the form. The New button is clicked when
you want to create a nhew record for the table; click Apply after entering new resandyou will lose whatever
information you have entered. If you have entered a value améngedyour 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 therecord.

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, anthe system will save any changes that were made to the form.

[ Save Data

The new information you have entered has not been saved. Do you still
! wish to exit this form?

On the left side of the SedonaSetup form is a list of the tasks or setup tehktsneed to be completed. To the
right of each itema column labeled Area; these areas indicate the modulsvimich the task item is used.
Below is a listing of the Areas and their definition.

Area Description

AP AccountsPayable
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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 entfidss is an important
step to ensurethat the tablesyou havecreatedare correctbeforetransaction processingbegins.

How to Print a Setup Table

To printall the information that hasbeenenteredfor aparticular setuptable, navigateto the SedonaSetup
Main Menu, click File then selettte desired option. You have the option of Print Preview, Printing the table or
option, or Printing the entire listing of Setups (Setup Master LiR&port).

9 Sedona Office Setup (Sedona Security)
Next View Tools Help

| Categories

10 Print Preview Categories
O = Print Categories
-
d c Setup Master List Report
d C Exit Categories
= 0O —m [Code pr—
@ Define GL Segments and Len... GL e — e e
@ Customer Groups ™ | 3rd Party Dealer Blling 3rd Party Dealer Bling
@ Setup Processin AR {G&A General & Adminstrative
T e— HoA HOA
@ Late Fee Rules AR | FAdd/Upgrade C Jobs-Add/Upgrade Commercal
@ Aging Buckets AR | FAGd/Upgrade R Jobs - Add/Upgrade Resdentisl
@ Statement Rules AR )-Com Jobs - Commercal
& EFT Setup AR )PaS Job Parts & Smarts
W EFT Crede Card Types AR JRes Jobs - Resdent
o Check 21 Setup AR Montonng Montomg
@ Chart of Accounts GL JOTC Sales OTC Sales
@ Amernate Company Addresses AR Swes Sakes
@ Branches GL S-lrsp Con Inspection Contracts
@  Item Types AR | SInsp TaM Inspection Time & Materil
@ Invoice Items AR | $-5¥C Con Service Contract
@ Invoice Descriptions AR [SSveTan Service - Time & Matersl
@ Credit Reason AR S‘War/Go-Back Service Warmanty & Go Back
o G raphic Tables or
N

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 thain 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 thatpriicon
located at the upper left of the main application toolbar; you may choaskthe pages or select a range of
pages to print.
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Late Fee Rules

Purpose: Createdefault rulesand valuesto be usedin calculating Late Fees on Statements or whe
selecting the Invoice/Statement invoice form.

Prerequisites: Category

Required or Optional: |Optional

Late Fees may be assessed@rustomer account if they become delinquenthere are two methodsf
assessing latéeesin SedonaOffice.Thefirst isdoneby selectingto calculatealate fee based on the current
agingof the customer invoices and theprinting 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 statemer@alculating Late Fees will not create an
invoiceor postto the generalledger. If the cusomer paysthe latefee,you maypostthe cashto a
miscellaneousncomeaccount. If the customerneverpays thelate fee,there is no action required to remove
any late charges from the account.

The LateFeeSetupform containsvalues thatwill defaultinto either the FinanceChargeprogram, Statement
Generation program or the Invoice/Statement printing forn¥ou may change these values, if desirbdfore
processing the late fees or finance charges.

Late Fee Setup

i Late Fee Setup

Minimum Number of Days Past Due |30

Annual Interest Rate |1s.00%
Minimum Late Fee Charge

Charge Late Fees on Late Charges ™

Add Late Fees on Invoices v

Message of Late Fee

Income Category Code | Admin G & A
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Branches

Purpose: 'To define the individual branches in which you conduct business. Thaseused for financig
reporting.
Prerequisites: Alternate Company Address, Email Setup (for companies using SedonaEmail)

Required or Optional: Required

Each Customer and Site record is assigned t8ranch A Branch is a means to group your Custoraed/or
Sitesfor financialand otherreporting purposes. Forexample,Branches can basedfor dividing your
Customer and/or Sites geographically, by acquisition,@renby type of customer. Youmust set upa
minimum of one Branchin yoursystem. Manyreports and processes throughout SedonaOffice ugganch
selection as a means of grouping data.

GL CodeThisfield is one of three segments of the G/L structurkhis field is used for reporting purpose¥.ou
will enter a numeric value in this field; theumber of digits allowable is the length thavasassignedfor
branchesin the DefineG/LSegmentearlier inthis chapter. Pleasereferto Define G/L Segmenrgarlier in this
document.

MerchantlD: Forcompaniesthat will be processingACHand CreditCardspayments usingour third-party,
Forte, enter the Merchant ID issued to your company by Forte.

InvoiceAddress Thisis the addressinformation that will be usedon invoicesfor customers. The selections for
this field are set up in the\lternate Company Addresetup table.

Email Template ForcompaniesusingSedonaEmailability to email customer invoiceddirectly from
SedonaOffice), select which template will be uséat the branch.

Note: EmailTemplatesare createdand maintainedin the EmailSetuptable.

Branches
| Branches

Branch I Description l Aternate Address I GL Code I hactive I
Master Security Master Securty SedonaSecurity 45185 Joy Road Canton, M 60 N
M Michigan SedonaSecurty 45185 Joy Road Canton, M 10 N

National National Accounts SedonaSecurity 4518S Joy Road Canton, M 99
OH Ohio SedonaSecurty PO Box 9648 Chagrin Falis 20
Richardson Richardson Security Richardson Securty 417 N Main Plymouth, 88

™ Include Inactive

| Branch Edit

Branch e Invoice Address [ 1

SedonaSecurity
45185 Joy Road
Canton, MI 48187

Description  [Michigan

GL Code [10]

MerchantId [ 190283

Emall Template [ Invoice Template Advanced ¥

From Sedona Security
Email Support@PerennialSoftware.com

Apply | New | Delete |
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Geographic

Purpose: To add or edit postal codes, citiespunties, or
townships.
Prerequisites: None

Required or Optional: |Optional

The Geographic tables are used to add or edit City, Statel Postal Code information. The SedonaOffice
database delivered to your company is pggopulated with all the city/stde/postal code combinations that
were in effect with the United States Postal Service as of 2009. Any additions that have beensimadthat

time will have to be maintained manually by your company.

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

From the country options select the United States

Select the Zip Code option

Click the New button and enter the neidip Codein the field provided

Select theState from the drop-down list

Type in theCity name

In the Service Companyfield, you may select the default Service Company for this recorgotfr
company is using Service or Inspection Routes, you may select the defRaulte for this record.

Click theApplybutton to save the new record.

& Geographic Information

= Zip Code ;] 2ip Code

[ city

| State

43264
48265
48266
48267
48268
48269
48272
48275
48277
48278
48279
48288
48301
48302
48303
48304
48306
48307
48308
48309
48310
48311
48312
48313

:Tz‘t

Detroit

Detroit

Detroit

Detroit

Detroit

Detroit

Detroit

Detroit

Detroit

Detroit

Detroit

Detroit
Bloomfield Hills
Bloomfield Hills
Bloomfield Hilis
Bloomfield Hills
Rochester
Rochester
Rochester
Rochester
Sterling Heig...
Sterling Heig...
Sterling Heig...
Sterling Heig...

Starkinn Hein

Michigan
Michigan
Michigan
Michigan
Michigan
Michigan
Michigan
Michigan
Michigan
Michigan
Michigan
Michigan
Michigan
Michigan
Michigan
Michigan
Michigan
Michigan
Michigan
Michigan
Michigan
Michigan
Michigan
Michigan
Michinan

Zip Code

{48289
State

[ Michigan

Service Comp

City
] |petroit
Route

| M1

MDOUVOZIrA"IOMMONDVPOANOTNSLEWNMO
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Chain Account

Purpose: To group unrelated A/R account

Prerequisites: None

Required or Optional: |Optional

TheChain Accouris 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 accountscesivable and RMR faill these grouped customers on

one form. Thishelps determinethe 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 purpsseg the
Customer Query Builder function.

Chain Account

| Chain Account | Description
Subway Subrway
Westfield HOA Westfield Homeowners Associaton

™ Include Inactive

| Chain Account Edit

Chain Account [Westfield HOA

Degcription [Westfield Homeowners Association

(oo | _tow | oo |

TheChainAccountsListis viewablefrom ClientManagement ManageChainAccounts

a Manage Chain Accounts

Current | Current | Over 300... | Over 60D... | Over 90D... | over 120.... |
45.14 0.00 22.58 67.72 0.00
Tim Horton's 0.00 0.00 0.00 0.00
B Gnq Bur

ABC Builders -Willow ...

NetDue |  RMR Amount |
$366.24 $169.95
$540.00 $250.00
$330.37 $152.95
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RMRReasons

Purpose:

To classify additions, modificationsor cancellations of RMR for reporting
purposes.

Prerequisites:

None

Required or Optional:

Required

RMR (recurring monthly revenue) Reassrascode that the User is required to select when creating new
recurring, modifying recurringor cancelingrecurring. RMR Reasons provide many reporting capabilities.

Each RMR Reason code must be assignsgstem-controlled reason type; these reason pes 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.

RMR Reason

+ RMR Reason

Code

| Description

Accounting Correction
Acgusiton

Add Serve

Auto add

Auto cancel
Bankupt

Branch Change (55)
Competiton
Corrversion

Desler Canced
Delete{SS)
Descount

End of Contract
End Promo Rate
Item Change (S5)
Move n Area

Move out of Area
New RVMR

Noey Payment

Poor Servwe

™ Include Inactive
RMR Reasson Edit

Code

-
(2}

Accounting Correcton
Acgusiton

Add Service

Added by Auto ntegraton
Cancelled by Auto integration
Baninpt

Branch Change

Lost to Competiton
Corrverson

Desler Carvced

Delete

Descount

£nd of Contract

End Promo Rate

ftem Change

Move within Service Area
Moved out of Service Area
New RMR

Nen Payment

Poor Service

ARERAREARBARARARIRE

Description [ew RMR

@mn Type [
Code

[Descmbon

N
AE
RI
AQ
R
FC
AC
R
NR

New Job
| Add 1o Exstng
Rate Increase

_ATQumbon

| Serve Reducton
| Full Cancelation
Accounting
Other Reason
Non Repr Sng
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Custom Fields Setup (Customer) (Tables and Fields)

Purpose: Totrack 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 tleistomer 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 vattirop-down list of choices, money, text, dajer
check box fields. You may also define whethdiedd is required. If a field is checked as required, the User
setting up a new customer or modifying an existing customer will be requiredetector enter information
into any required fields. You also have the option of defining what words will apmeathe CustonFieldstab.
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), BasFields Table 2 (CustomeQr Custom
Fields Table 3 (Customer).

Only fields that have been assigned a name label will be available for data entry, otherthisse fields will be
grayed outon the data entry form.

Label: These are the words that willmpear 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 shield, howeveydue 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 enteredin this field during data entry wilbe displayedin a money format. Enter the

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

to 49 characters for the field label that willebdisplayed to the left of this field, howevgidue 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 usemtydata entry.

Text:These are fredorm text fields where the user may enter aajphanumericinformation 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 wilappear to the left of each Tefield 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, howalss to space
limitations on the Custom Fields forms, only a maximwh?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 BoxesThis type of field is typically used for answering questions that require a Yes omsiwex. 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 trackany 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 datntry 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 vattirop-down list of choices, money, text, dajer
check box fields. You may also defiiia field is required. If a field is checked as required, the User setting up a
new Vendor or modifying an existing Vendor will be requireds&ector enter information into any required
fields. You also have the option of defining what words will app®n the Custonfieldstab. 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), Custaetds Table 2 (Vendorpr 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 tablelfl on the Vendor Custom Fields form. You
may enter up to 49 characters to appear to the left of this field, howedere 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 wibe displayedin a money format. Enter the
words that will appear to the left of each Mondigld 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, howedee to space limitations
on the Custom Fields forms, only a maximum of 23 characters will be displayed. Oncesgignea label to

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

Text- These are fredorm text fields where the user may enter aajphanumericinformation into this field

during data entry. The maximum numbaeaf characters that may be entered during data entry is limited to 39.
Enter the words that will appear to the left of each Tdidld on the Vendor Custom Fields form. You may enter
up to 49 characters for the field label that will be displayed to the leff this field, howeverdue 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 Bxes- 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 theeft of this field, howeverdue 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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{3 Employee Ect
Employee Code ..eovo' McGee

General ln‘ocmauo.omm'syon Setup | Documents |

Branch Payroll File #

Category :.:e | @ Salary © Hourly

Payroll Account | 620451 v]d  Salary [s00.00 Per Pay Period
Erployee - Wapes Soles

Created: carchyn 8/20/2012
Updated: carclyn 6/20/2015

Commission Setup

If the Employee is a Salespersarho will be paidcommissions 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 drajown 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 base@ on th
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.

{3 Employee Edit

Employee Code  [George McGee

General Information ] Payro!l‘ Commission Setup Doocumentsl

Commission Type | Description | Type | percentage |
Add On Parts Add On Parts Non Recurming 20.00
Anral 36 Other 0.00
Gross Profit Gross Profit 12.00
Instal Instal Non Recurring 15.00
Monthly 22 Monthly 22 Other 0.00

Commission
Type

| Install | [15.00

Created: carolyn 8/20/2012
Updated: carolyn 6/20/2015

CommissionRate Scale

If the commission type for the employee is variable based on the estimated gpostt or the actual gross
profit of the job you may set up the employee commission scale by clickingAtdd Scalé&/aluesbutton to the
right of the commissionpercentagefield to setup the commissionrate scale.
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Inventory Module Setup

Custom Fields Setup (Parts) (Tables and Fields)

Purpose: To trackany additional information on inventory parts, where a field is not provideg
the application. The data saved is for reporting puwges.

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 vdttirop-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 anasting Part will be required tselector enter information into any required fields.

You also have the option of defining what words will appear on the Cusketdstab on the Part form. This is
entered in the Label field of this setup form.

If you chocse 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 (Ba@ustom Fields Table 3
(Part).

ustom Flelds (Part Level)

1 Label [custom Faics

Required Required
o> Money

Label 1 [Ext Warranty Cost

Label 2 [Money Label 2

” Check Boxes

Check 1 [checkBox 1

Check2  [CheckBox 2

Check 3 [Check Box 3

Check4 [CheckBox 4

Check S [CheckBox 5
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Service Form

Service CompanyFrom the dropdown 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 Addressyou 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 theexpertise levethat applies to the Technician. The choices listed are controlled by
SedonaOffice. This is a required field.

Technican Ede J4 Begn D3y From

Nome [V Tayer ] Agdress... | [45234 Joy Rd
2 * [Ptymouth, M1 48170

Service Tech
Installer
@ Bgth

Aqanamn | Routes|

Seryice Company [MI-TaM

ﬁ!‘m}'l | M100

TextMessage  [54991011838veext.c
Address

Expertseleve [

Delete i Apply ’

Installation Form

If the employee is available for both service and installation, fill in this forfiilne Pay Rates are us&then
labor timesheetsare postedto Job records. Typically,the labor ratesenteredarean average burdened hourly
labor rate. These amounts are used for Job Costing only and not for payroll purposes.

Install Company- Fromthe drop-down list, selectthe default Install Companyto which the Technician will be
assigned.

RegularPayRate- Enterthe payrate to usefor Installation Laborperformedduring regular business hours.

OvertimePayRate- Enterthe payrate to usefor Installation Laborperformed outside of regular business
hours.

HolidayPayRate- Enterthe payrate to usefor Installation Laborperformedon aHoliday.
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Job Management Module Setup

Commission Type

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

Prerequisites: None

Required or Optional: |Optional

TheCommission Typgetup 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; Reourring, Estimated Gross
Profit, Gross Profit, Estimated to Gross, and Other. These casgaion 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 Jo Commissions. Commission Types are also linked to various Job Types.

Definitions for each Commission Calculation Methodigted on the next page.

Commission Type

Commission Type

Commission Type | Descrpson | Type

Add On Parts Add On Parts Non Requrning
Annual 36 Annual 36 Cther
Auto-Pay 25 AutoPay 25 Other

EG Estmated to Gross Est To Gross
EP Estmated Profit Est Profit

GP Gross Profit Gross Profit
Instal Instal Non Reaurnng
Instal-Marual Instal-Marual Other

MGR Override RMR MGR Overnde RMR Reaxring
Monthly 22 Monthly 22 Other

MRG Override NR MRG Overnde NR Non Recurnng

[T Indude Inactive

1 Commission Type Edit
Code |install Description [install

Commission Calculated Against:

" Recurring (R) " Estimated Profit (E) " Other (0)
* Non Recurring (N) " Gross Profit (G)
" Est to Gross (B) *

épply—l Hew I DRelete ]

Recurring Commission Type

Commission types of Recurring will use the dollar basis for the commissionutation 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,wilneed to set the
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Custom Fields Setup (Jobs) (Tablesand Fields)

Purpose:

To trackany 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

Thefields 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 vattirop-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 selector enter information into any required fields.

If you choose to set up T 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 QuoteWikes, the custom fields should be firsiet upin QuoteWerks and then setup
exactly the same in SedonaOffice.

Custom Fields (Job Level)

" Label
Tables
Table 1
Table 2
Table 3
Table 4

™ pate
Date 1

Date 2

Text

Bold Group

,[’:vs(om Felds

Required

Referred By

-
|

[subcontractor

Referral Credit Type

r

{User Table 4

Referral Credit Posted

jDate 2

(
Referring Cust =

Referring Cust Name

dexor:m:‘.or $Est

,[‘EOuo, Rentai § Est.

_,Eermt: $Est

{2nd Comm %

;Jsev Textd

Check 1
Check 2
Check 3
Check 4

Check 5

3 Money

Label 1

Label 2

&7 Check Boxes

Required

loe_commission_fiter

[Subcontract Al Labor

[Subcontract Locks

[Subcontract Wiring

%(!:Cmsm

—_—
Money Label 1

‘?woney Labed 2

lUser Text $

fren

[User Text 11

Juser Text 12

;J.er Text 13

foser Text 14

JUser Text 15

f".)zcr Text 16
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Job Tasks

Purpose: Todefinethe stepsrequiredto completeajob.

Prerequisites: None

Required or Optional: [Required

Job Tasksre used to define the functional and operational steps necessary to complete a job. The tasks that
you create may includéabor-type tasks, billing tasks, and other administrative tasks.

When creatinglob Types, Job Taskse 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 considerethjor milestones and not every detailed step required for installing

a system.

For each Job Task, you will mark which User Groopasign off(approve) the task. Always include the
Administrator User Group for each Task Sigft.

Tasks
| Task List

Code l Description
Activate RMR Activate RMR
Approvais Approvals

Cco1 Change Order 1
co2 Change Order 2
co3 Change Order 3
Complete Complete

Instal Install Equipment
Instal 2 Install Equipment
Instal 3 Install Equipment
Instal 4 Install Equipment
Jobcost Jobcost Review
Order Parts 1 Order Parts
Order Parts 2 Order Parts
Order Parts 3 Order Parts
Order Parts 4 Order Parts
Order Prewire Parts Order Prewire Parts
Prewre Prewire

Prog Biing 1 Prog Billing 1
Prog Biling 2 Prog Bdling 2
Prog Billing 3 Prog Billing 3
Prog Biing 4 Prog Billing 4

Mo T amimm M Vs omimm

™ Include Inactive
£ Task Edit

EZ2ZZZ2Z2ZTZ2Z2Z2ZZ2Z2TZZ2Z22ZT2Z22

[T Inactive  User Groups Allowed to Sign off on Task
User Group | Description [ -
Code [Approvald Acctg Clerk Accounting Clerk

i Acctg Mgr Accounting Manager
Description [Approvals Admnistrator  Administrator
Customer Service Customer Service

Inst Coord. Installation Coordinator
Install Mgr Installation Manager
[Vl Mananer Mananer

Select All_ | Unselect All |

l Apply I New I Delete I

-
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Job Processing

Custom Job Costing Buckets| Define Intsal View |

Materii WP [ 122100 -1 U Usa Job Approval Processing ¥

Jobs COGS 100 | Use Change Order Approval [

M Labee To GL ¥ | Comentssions To GL
Labor Expense " EBxpense st ime of entry  Commission Expense * Expense at time of entry
Type & Expanse they WP Type Expense thrs WIP

Labor Bxpense Y] Commission Expense |
Labor Deferred ] Commission Deferred |

Labor WIP

4 Overhesd Rastrict Sales Month

™ Restrict Sales Month

Current Sales Month |

Setup Processig Form- Laborto G/L

Specifythe G/Laccountsthat will be the default when creatingnew Installation Companies.There are two
options for posting labor to the generdédger:expense at the time of entry or expense through work in
process (WIP).

Expenseat the time of Entry- If this button is selected,labor will be expensedaslabor timesheets are posted
to a job.

ExpenselhroughWIP- If this button is selected,labor will be postedto a LaborWork-In-Process account when
labor timesheets are postedb a job.

Job Processing

Setup Processing JJCustom Job Costing Buckets| Define Inbial View |

Materisl WP [ 122100 ~-14u Use Job Approval Processing
WP - b Parts

Use Change Order Approval

¥ | Commissions To GL
" Bxpense at time of entry  Commission Expense " Expense at time of entry
= Bxpense thru WP Type Expense thru WIP

Labor Expense | - Commission Expense |
ador

[+ <
Labor Deferred || T - Comenission Deferred |

Labor WIP |
WP - Job Commesons

& Overhead Restrict Sales Month

™ Restrict Sales Month

Current Sales Month |

Setup Processing Form- Overhead

Overheadconsistsof the operatingexpensesncluding the costsof rent, utilities, taxesetc. Overheaddoesnot
include commissionsor materials. In SedonaOfficepverheadis basedon labor applied to a joldrom a
timesheet entry. You may use the overhead to credit and debit a particular G/L accoiyiuiu may choose an
overhead percentage rate or use a flat dollamount. If selectingthe percentageoption, for eachlabor dollar
expensedwhen atimesheet is etered, this percentage or rate will be applied for overhead.
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ServiceCompany- Fromthe drop-down list, selectthe Default ServiceCompanyto which the Technician will
be assigned.

Warehouse Selectthe Warehouseassignedtio the Technician. If aTechnicianis scheduledto a Ticket and
Parts are used, inventory will be removed from this default warehouse.

TextMessageAddress Youmay enter atext messageaddressor an email addressin this field for the
Technician. This enables you to send a text message or email to the Technician with Ticket informafibis.
field is optional.

Expertisel evel- Selectthe expertiselevelthat appliesto the Technician. Thechoiceslisted are controlled by
SedonaOffice.This is a required field.

! Installer Edt 25 Begin Day From

Name S | Address... | {44624 Oregon Trl

" Service Tech
" Installer
@ Bgth

stallzmcn | Routes|

Piymouth, MI 48170

Seryice Company [

Warehouse | MI99S

TextMessage  loe waker Ssadonasecurity.com
Address

Experticelevd [5 K

vl
—

Installation Form

If the employee is available for installation, fill in this fornrThe Pay Rates are used when labor timeshests
postedto Jobrecords. Typically,the laborratesenteredare anaverageburdened hourly laborate. These
amounts are used for Job Costing only and not for payroll purposes.

Install Company- Fromthe drop-down list, selectthe defaultinstall Companyto which the Technician will be
assigned.

RegularPayRate- Enterthe payrate to usefor Installation Laborperformedduring regular business hours.

OvertimePayRate- Enterthe payrate to usefor Installation Laborperformed outsideof regular business
hours.

HolidayPayRate- Enterthe payrate to usefor Installation Laborperformedon aHoliday.

Installer EdR 104 Begn Day From

Mame [Mkewoker =] Address... ]\44624 Oregon Trl
=== |plymouth, MI 48170
" Service Tech
 Installer
& Both

Service | Routes |

Instal Company | M1

Reguiar Pay Rate F _oc

Qvertme Pay Rate [30.00

Holday Pay Rate  [40.00
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