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Welcome to the Acowin User Guide!

This User Guide is intended to give you an idea of how the Acowin program can
be used to handle typical daily tasks, such as taking new service calls,
completing invoices, or ordering parts for inventory. The important word here is
“‘use”. The User Guide will show you how to use Acowin. In order to keep the
Guide short and sweet, we won'’t be covering every single field on every single
screen, or discussing every conceivable possibility. For those kinds of details,
you should refer to the online Help system in Acowin. There is a Help pull-
down menu at the top of the Acowin window. Also, each of the major screens
includes a Help button, which will take you directly to the Help page that covers
the screen in question.

This User Guide also does not discuss installing or configuring Acowin. Those
topics are covered by the Acowin Installation Guide. If you haven'’t read the
Installation Guide yet, you should! It will take you through installing the Acowin
program, connecting workstations, and configuring the program to meet your
company’s needs.

Let's get started!

The Acowin Toolbar

The first thing you should learn about Acowin is the Toolbar. You can find it at
the bottom of just about every screen in the system, except for the Dispatch
Board, which we’ll talk about later. The Toolbar is a row of little buttons that let
you perform basic tasks, like adding new records, or deleting a record you don't
want anymore. It looks like this:

Ll b mje )] o)

Grey buttons are disabled, meaning that you cannot click on them. The Delete
button, which looks like an “X”, is often greyed out, as in the example above,
because some records cannot be deleted. Here’s what each of the Toolbar
buttons does:

[ s ” ! " ' “ i l Arrows: These arrow buttons are commonly called “VCR
buttons”, because they’re similar to the controls on the front of a video cassette
recorder. They let you flip back and forth through the records in a database. The
double-arrow buttons let you jump immediately to the first or last records.

Search: The button that looks like a set of binoculars is the Search button.
It allows you to find specific records — for example, you could use a customer’s



last name to look up his entry in the Customer/Site File. The Search button is so
important that it gets its own chapter, right after this one.

Print: The Print button lets you produce a printed document based on the
record you are viewing. For example, clicking the Print button while you're
looking at a Call Slip will allow you to print either a Call Slip form, or a completed
invoice.

Edit: The Edit button lets you make changes to the record you're looking
at. For example, if you wanted to change a customer’s phone number, you could
look up his entry in the Customer/Site File, then click the Edit button.

New: Clicking on the New button allows you to add a new entry in the
database. For example, if you go to the Purchase Order file and click the New
button, you’ll be creating a new Purchase Order.

Delete: Clicking on this button deletes the record you’re looking at. The
computer will ask you if you’re sure you want to delete it. This button is often
greyed out, because many databases don’t allow you to delete records, or only
allow it under certain circumstances.

Exit: The Exit button closes and exits from the database you were looking
at. You click this button when you’re finished working with the database.

Help: Click the Help button to activate Acowin’s on-line Help system. The
Help screens are very thorough, and include plenty of links to related topics.
Don’t be afraid to hit that Help button often as you're learning to use Acowin!

When you click the Edit or New buttons, the Toolbar changes a little. Two new
buttons appear:

@ Revert: Clicking on this button abandons any changes you've made, and
closes the screen. For example, if you had used Edit to change the phone
number for a customer, and then changed your mind and decided to abandon
your changes, you could click the Revert button. Revert always puts the screen
back the way you found it, before you made any changes.

Save: The Save button saves your work and closes the screen. This is
usually the button you’ll click after you’re done editing or adding a record.



There are a few additional buttons you’ll find on some screens:

Jump: This button opens the Jump Menu, which allows you to jump to
other parts of Acowin without closing the screen you began with. For example,
you can use the Jump button on the Call Slips screen to quickly access the
Customer/Site File, Purchase Orders, or the Dispatch Board. When you exit
from the screen you jumped to, you'll return to the original screen you started
with. The Jump button ties related screens together for easy access.

Attachments: This button allows you to import files from other

programs and save them as Attachments for the Acowin record. For instance,
you could attach a digital scan of the floor plans for a house to the Job Costing
File, or a photo of the house to the Customer/Site File. When an Attachment is
already present, the button changes to include a check mark over the folder icon,
as you can see in the second button image above. Attachments are covered in
more detail in their own chapter, near the end of this User Guide.

—
Merge: This button is found on most of the screens that offer the
Attachments feature. It allows you to combine data from the selected Acowin
record with a “master merge document” that was previously prepared with
Microsoft Word. The Acowin fields replace special “place holder” fields in the
master merge document. The result is a document that has been personalized
for the selected Acowin record. Common uses for the Merge feature include
proposal letters, collection letters, and customer satisfaction surveys. Merge
documents are discussed in more detail in their own chapter, later in this User
Guide.

J The Acowin Assistant: This helpful icon is found in the Call Slips and Job
Costing files. It helps guide you through the process of completing and billing a
Call Slip or Job. If you click on the Assistant, it will examine the selected Call
Slip or Job and tell you what needs to be done to complete it. For instance, if
you click the Assistant on a Call Slip that has labor but no materials, the
Assistant will suggest that your next step would be to add materials to the
Material screen, or proceed to preparing the final invoice on the Invoice screen, if
no materials were sold on the service call. If the Assistant is flashing yellow, it
means it has detected a serious problem with the Call Slip or Job that requires
your attention, and it will explain the problem if you click on it.



The Search Function

One of the most important Toolbar buttons is called Search. It

looks like a pair of binoculars. Clicking the Search button allows %
you to locate a specific record in the database. For example, you

could find a particular Call Slip using its Call Slip Number, or you

could look up every Call Slip for a certain customer. Learning to use Search is
an important part of learning to use the Acowin system. Thanks to Search, you
should never have to waste time flipping through a bunch of records, trying to
find the one you want.

The Search screen looks slightly different in each database, because there are
different fields to display. Here’s what it looks like in the Customer/Site File:

%3 Customer Search

Index Searches Keyword Searches
Search on | Customer Mame v | for | m | Kesyweord 1 | |
Search on | By | faor | | Keyword 2 | |
Search on | b | for | | Keyword 3 | |

Address Address2 CityiStatelZin Con
Madizon, Paula -10
01018 Martin, Dale Ft. Myers FL 33306 (239)369-04352 Da
B 01001 Miller, Stephanie 93710 Cypress Lake Drive Fort Myers FL 33907 (239)437-3030 ke
B 01036 Miller, Stephanie 9473 Bikini Atoll R Fort Myers FL 33908 (239741 0-5001
B 01032 Miller, Steven 9371 Cypress Lake Drive Fort Myers FL 33307 (239)
] o10z0 hurphy, Chad 15620 M River Rd Ft. Myers FL 33312 (239)893-3321 ch
v
I« | 2N

The Search On pull-down menu allows you to select a field to perform your
search. Different databases offer different fields. The Customer/Site File gives
you a choice of Name, Address #1, or Phone Number. When you open the
Search screen, your cursor will be sitting in the Search For field on the first line,
ready for you to enter search text. If you want to use the Search On method
listed on the first line, you can just start typing. Notice how the search will be
refined and conducted instantly as you type. In the example pictured above, the
user typed the letter “m” in the Search For field, using Customer Name, and the
screen has instantly filled in with every customer whose last name begins with



‘m”. The Search results are immediately refined with every new letter you type in
the Search For field.

As soon as you see the record you want in the Search Results area,
you can double-click to select it, or click on it once and click the

Select button, whichever you prefer.

Search on | Customer Mame

“| If you want to use a different field to conduct your
search, you can pull down the Search On menu to see your choices. Every file
offers different choices for making searches.

You can use the Set Default button to determine which “Search

On” fields appear by default. For example, if you normally prefer to
search for customers using Address, you could select the Address1 option for the
first Search line, then click Set Default. From that point forward, Address1 would
be your default search method in the Customer/Site File. There are three Search
On fields, and you can set defaults for all of them, then use the mouse or your
TAB key to switch between them. You can always choose the other search
methods whenever you want to use them — the Set Default button merely
determines which search methods are the default option. Setting defaults for all
three Search options, and using the TAB key to jump between them, allows you
to perform searches very quickly and efficiently.

Keyword Searches The three Keywords allow you to perform a more
Keyword 1 powerful search. The computer will match your
Keyword 2 keywords against every field you can see on the

Search screen — in the case of the Customer/Site
File, it would check Site ID, Name, Address, City-

State-Zip, and Contact. If the Keyword is found
anywhere in any of these fields, it will be considered a match. The standard
“Search On” function reads from left to right, but the Keywords can be anywhere
in the fields. For example, if you entered “Smith” as Keyword #1 and clicked the
Search button, all of the following records would be returned as successful
matches:

Keyword 3

Name Address City State Zip

Smith, John 1011 Cxpress Drive Ft. Myers FL 33908
Smithers, Pete 9485 4" Street Cape Coral FL 33919
Tate, Martha 4352 Smith Street Ft. Myers FL 33907
Vargas, Daniel 948 Oak Leaf Rd Smith FL 32432

If you specify more than one Keyword, only a record that contains them all will be
considered a match. Keyword searches are a bit slower than the normal Search
On, and they often produce more matching records, as you can see from the
example above.



Sometimes the Search screen includes an Add button. If you can’t
find the record you were looking for, you can click the Add button to

make a new entry. The best example of this is when you’re creating a new Call
Slip and using Search to look up the customer. If the customer you want isn’t on
file yet, you can click the Add button to create a new Customer/Site File entry.
You should always try to use the Search tools to find the entry you’re looking for,
and only use the Add button when you’re certain the information is not on file yet.

g@g| If you want to close the Search screen without performing a search

or selecting a record, you can click the standard Windows close
button in the upper-right corner of the Search window. In the standard Windows
XP graphics environment, pictured here, the close button is red and has an “X”
on it.

Adding New Customers and Sites

Acowin stores information about your customers in the _
Customer/Site File. Every customer has at least one work Site. Ea.;
A Customer could have more than one Site, as in the example of - .

. . . . stomer/Sita
a restaurant that has several different locations in your service
area. You may have imported a list of Customers and Sites into your Acowin
system, using the QB Wizard or Acowin Data Conversion program (this is
discussed in the Acowin Installation Guide.) However, you'll need to add new
Customers, or new Sites for existing Customers, every now and then, as your
company grows and picks up new business. Everyone who uses Acowin should
know how to add Customers and Sites. In fact, it's a good idea to make this the
first procedure that every new user learns — it's an important function, it's easy to
learn, and it will help new users become comfortable with how Acowin works.
Perhaps you could ask each new Acowin user to add their own name and
address to the Customer/Site File, to teach them how it works.

The Customer/Site File screen is divided into two halves. The left side contains
Customer data, or billing information. The right side contains Site data, which
describes the location where work will be performed. A typical residential
homeowner, whose billing address is the same as his work site, would have the
same name and address on both sides of the screen. (There’s a button on the
screen that lets you copy the Customer information to the Site side, so you don’t
have to type it all twice.)

The Toolbar is a little different in the Customer/Site File. The Search, New,
and Delete buttons appear on both sides of the screen. If you click the New
button on the Customer side, you add a new Customer and their first Site. If you
click the New button on the Site side, you add a new Site for whichever
Customer you have on the screen. The other Toolbar buttons are in their usual



location at the bottom of the screen, because they affect both sides of the screen
when you click on them.

To add a new Customer and their first Site:

1. Select the Customer/Site File from the Acowin main menu. Click the New
button on the Customer (left) side of the screen. Both sides of the screen
become editable, meaning most of the fields turn white so you can type in them,
as pictured below.

58 Customer / Site

Click the New button on the Customer side of the screen to add a new
Customer and their first work Site.

Bi=1E

Customer

Customer I |

| Type | pEFamLT |

Site

[» ]

Site D |

| Type |pEFADLT

Firstf Last

| Comp. Name

Addressi
Address 2
City, ST, Zip [
Contact
Cont Title
Phane / Fax gy - || [[tgaor - |
CellfAltPhone [« o+ - | e v - |
Website
E-Mail

. -

[JUse Company Mame [JFareign Address []Use Company Mame [C]Fareign Address

2. Fill in the Customer information on the left side of the screen. Most of these
fields are optional, so you only need to provide the information you have
available, and think is important. The crucial fields are:
e First and Last Name (for residential customers)
Company Name (for commercial customers)
Address 1
Zip Code (City and State should be filled in automatically)
The first Phone Number



,.l Customer [ Site

Customer Site
Customer D | | Type|pEFAULT v | E Site ID1| |-[ |Type |pEFRULT v |
10Z1 West Mason St
Jokn |[anderson First/ Last i
|lIZIZl Mast Maszon 2t | Comp. Mame | |
[tnir sm | Address | |
Address 2 | |
5 [Fore Myers |7z |[22302- City, 5T, Zip | (I - | 5
| | Contact | |
| | | Cont Title Pt
|1z391466-1234| [izzer - | Phone § Fax tgon) - tsomy -
O O
[0 v - e+ - | | cenratphone [ 1 - Py -
(] Website W)
E-mail
Diary | [W]Use Company Maime [JForeign Address [JUze Company Mame [JForeign Address Driary
5| o || 4 3 »h || 3 h m =]
Customer/Zite Eillirg Contracts Eqjuipment Alternate Bil CallZlips Imvoices History

3. If the Site name and address will be the same as the Customer information,
you can click the double-arrow button to copy the Customer data to the Site
side of the screen. You can change some of the information after you copy it —
for example, you could change the contact name or phone number on the Site
side. If the Site information is completely different than the Customer information
was, fill out the fields on the Site side instead of using the copy button.

54 Customer / Site

Customer Site
Customer D | | Type|pEFATLT ‘E Site D | [-[ " |type |pERAULT v |
10zl West Mason 5t 1021 West Mason St
Johrn ”Anderson FirstrLast Joht ||Anderson
1021 West Mason St Comp. Mame 1021 West Mason 3t
[nic =B | Addressi [mmit 5B |
Address 2 | |
g | [Bers Hyers ||Fz |[z3508- City, ST, Zip [Fore myers |[rL |[3290s- | 5
| | Contact
| | Cont. Title x
o (2591 466-1254 (z3%) - Phone f Fax 12391 466-1234 [[tzasr - | O
Al 1 - P - cell/atFhone [0 3 - | [« s - | '
] \Website | | || [
E-Mail | |
Ciiary Usze Company Mame [JForeign Address LIze Company Mame [JForeign Address Ciary
= Shb| | LA | 4 yol| e m £
Customerizite Billing Contracts Equipmenrt Alternate Bil Callzlips voices Histaory




4. Click the Save button on the Toolbar to save your new Customer and Site.

Click the Save button to save your work.

To add a new Site for an existing Customer:

1. First, you must look up the Customer you want to give a new Site. Click the
Search button on the Customer (left) side of the screen, and use the Search tool
to locate the existing Customer.

Click the Search button on the Customer side of the screen to locate the
desired Customer.

2. When you have the correct Customer on the screen, click the New button on
the Site (right) side of the screen. The Site side of the screen will become
editable, meaning the fields will turn white so you can type in them. The
Customer side will remain closed up, with the fields colored blue.

Click the New button on the Site side of the screen to add a new Site.

&3 Customer [ Site

Customer Site
Customer ID | 01013| Type | comt | E SteiD|oro1z|-| | Type |com v |
Papa John's Pizza

I Firsti Last i
|[Papa Jokn's Pizza | Comp. Mame [ |
|3412 Cleveland Awve | Addressi | |
Begional Office Addrass 2
Fort Myers |[rL |[32902- City, 5T, Zip (| -
Norman Dolin Contact | |
Lee County Franchise Coor Cont. Title | |
{2393 935-7002| |[tz391 936-7003] | Phone i Fax tgo0y - ts00y -
izasyatn-sealfcert|[c v - | | cenrmtphone [ 1 - Eor -
. papajohns . com Website
dolin33903@papajohns . con E-Mail [

[Juse Company Mame [JForeign Address

3. Fill in the information for the new Site, then click Save when you’re done.
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'}I Customer [ Site

Customer m Site

Customer ID | 01013 Type | com | E Site ID | 01013| - 0005/ Type | comr
|Papa John's Pizza |

|Papa John'=s Pizza Store $3981 |

| FirstiLast | I |
Papa John's Fizza Comp. Mame Papa John's Pizza Store $3981
|3412 Cleveland Awve | Address1 170085 Cape Coral Parkway
Degional Office Address 2 |
Fort Myers (3N EEERER City, ST,Zip  [Cape Caral e
Norman Dolin Contact Renee Winters
Lee County Franchise Coor Cont. Title Store Manager
12393 335-700%| |[1z391 336-7003] | PhoneiFax  [(zzs)459-s001 |[1z231489-3111] |
izasraro-sesifestr|c > - | | | cemratPhore [« 5 - | [« » - | |
. papajohns . com Wehsite wnr . papajohns . con
dolin33303@papajohns. con E-Mail ruinters3331l3@papajohns. con

lUge Company Mame [JForeign Address

E Click the Save button to save your work.

To change the ownership of a Site: Sometimes the owner of a Site will
change. A residential homeowner could sell their house, or a commercial
location could be sold to a new corporation. When this happens, you can use the
Change Owner button to set the new owner of the Site. The new owner could be
an existing Customer, or you can add new Customer information for them. All
service history and equipment information remains attached to the Site, so you
won’t lose any important data when you change the owner.

1. First, you must look up the Site whose ownership you wish to change. You
can do this by clicking the Search button on the Site (right) side of the screen.

Use the Search button to locate the Site whose ownership you wish to
. change.

2. When you have located the Site, click the Change Owner button, located at
the bottom of the Site side of the screen.

This is what the Change Owner button looks like.

3. The system will ask if you want to select an existing Customer to be the new
owner of the Site, or if you want to enter new Customer information for the new
owner. If you choose the Existing Customer option, click the Search button to
locate the new owner from your existing Customer database.

11



Changing the Owner of a Site
Select the status of the new owner.

(%) Mew Custamer () Existing Customer

Customer Mame |

FirstiLast Mame |

Company Mame
Acdress
Acdress2

City/StatesZip |
Contact
Contact Title

Phone / Fax
Cell F Aft Phone
Wiehzite

Email

[ Help ] ’ Cancsl

| [ s ]

4. Click the Save button when you're finished. The new owner will now appear
on the Customer (left) side of the screen. You'll probably want to click the Edit
button and revise a few things on the Site side of the screen, such as the First /
Last or Customer name, the phone numbers, and the contact information. In the
example below, Christina Dell has been selected as the new owner of Roger
Turpin’s house. It would make sense to change the name and contact
information, since Roger Turpin probably doesn’t live there any more. You could
always use a generic name like “Current Occupant” or “Homeowner” if you don’t
know who actually lives there yet.

‘."l Customer [ Site

B=1ES

i Customer [ | Site
Customer ID | 01007 | Type | RES v | E Site ID|01007| - |DoDZ| Type | RES v |
Dell, Christina Turpin, Roger
Christina |[pe11 First! Last Roger || Turpin
| | Comp. Mame | |
|6300 South Pointe Blva | Addresst |05 Blue Beara D |
Address 2 Unit A
Fort Myers |[rL |[32907- City, 5T, Zip Fort Myers |[7L |[3290s-
Christina Dell Contact Roger Turpin
Homeowner Cant. Title |Resident,
i239)482-1470|home [ 12331 - | Phaone/Fax  [iz391995-1424 [[tesss - |
[izzorz7s-sesefwar | ¢+ - | CelliaitPhone  [¢ o - | e+ - ]
Website
nisschrisfconpuserve. Com E-hiail
[JUse Company Mame [CFareign Address [Juse Company Mame [JForeign Address
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Adding New Customers As You Take a Service Call: You can add
new Customers and Sites “on the fly” as you take a service call. When you'’re
creating a new Call Slip and searching for the work Site, there is an Add button
on the Search screen, as you can see in this example.

i Site Search |:| |§| fg|
Index Searches Keyword Searches
Search on | Site Mame A4 | far | o | Kepsvord 1 | |
Search on | ™ | for | | Keyword 2 | |
Search on | B | far | | Keywyard 3 | |

Mame Address Address2 Phone o
01007-0001 Dell, Christing B South Pointe Blvd wyers 7
01008-0001 Dizon, Max 5703 Fox Lake Dr Motth Ft. Myers FL 3 (239)772-3491 Ke
01003-0001 Dominguez, &lberto 2643 First 5t Ft. Myers FL 33301 (239)334-1571 Ak
M
I« >
A

You can click the Add button to create a new Customer and Site immediately.
You'll be taken to the Customer/Site File screen, where everything proceeds as
described above. It's always a good idea to use the Search tool and try to find
your Sites first — only add new Sites if you're certain the one you need is not in
the system yet.
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How to Take a Service Call

Call Slips are a very important part of the Acowin system. A Call Slip contains
every aspect of a service call, from the customer’s initial request for service, all
the way through the completed invoice. Whenever a customer calls you to ask
for service, you should create a Call Slip.

There are two ways to create Call Slips. The most common method is to click
the New Call icon on the Dispatch Board. It's an icon on the left side of the
Dispatch Board screen, and it looks like a house with a magnifying glass over it.
In most service companies, the people using the Dispatch Board are usually the
ones who take the incoming service calls. The other method is to add Call Slips
directly from the Call Slips file.

Cm This is the Dispatch Board button on the Acowin main menu. We will

& 7 . look more closely at the Dispatch Board in the next section of the User
oiepsuch  Guide. For right now, we’ll focus on taking new service calls.

Y
Q This is the New Call icon on the Dispatch Board.

Creating a new Call Slip from the Dispatch Board:
1. Click the New Call icon.

2. The Site Search window will appear. Use the Search window to locate the
Site for your service call. If the Site isn’t in your system yet, click the Add button.

%41 Site Search [Z|E|g‘
Index Searches Keyward Searches
Search on iS'ﬂe Mame Vi for |d ‘ Keyword 1 | |
Search on | VI for | ‘ Heyword 2 | |
Search an | VI for | ‘ Heyword 3 | |
"

Address? Cones

itelD Address City/StatesZip

01007 -0001 Dell, Christina 6300 South Pointe Blvd Fort yers FL 3538071 452-1470
01003-0001 Dixon, Mac: 5703 Fox Lake Dr Morth Ft. Myers Fl 7723491 Ke
01 005-0001 Dominguez, Alkerto 2648 First 5t Ft. hiyers FL 33901 (239)334-1571 Alk

£

=
a4

Add
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3. After you select the work Site, the Call Slip screen will appear. The left side of
the screen contains information about the customer who is asking for service.
The most important thing to do on this side of the screen is to make sure you
have the correct Contact name and Phone Number.

& Call Slip [E=HEoR(Ex5)
Site: 001000-0001 .;{\‘ Problem Codes CallSlip:
Name: Abe's Lock & Key Code Problem Mame Est Time Reg = Type:

Address: 6845 Ocean View Rd.
Bayshore, CA 94326

(Site Notes) Status:

Zone: OUTSIDE

Bil To: 001000 & B ;
Name. Abe's Lock & Key =% + Total Est Insp/Prob Time 0.00 Priority | DEFLT =
. Adjusted Est Time: 0.00 &
Des=cription Tech |\UNASSIGNED
Contact| 2braham J. Williams
N
Phone [+] IDay M Day
i = Sched | / / T
(415)555-4411 Range | s / @
Source = i
PO# 28 ILED Current 1989.46
customer must issue PO number for all work over - 1-30 0.00
$200.00; ber t f les i hi '
remember to wear safety goggles in machine 20T 25T
Contract & S
il 51 -50 0.00
; =90 65527
£ | ———— ———— -
ﬁ / ﬁ Advanced Equipment Total 2644.73
Genera Times Res Codes abor Materials | | Flat Rate nvoice | |Profitability| | History Status Change
7 ) —ra] = ey .
9 =)o )m]E (¢ &=

4. The middle part of the screen is concerned with the type of service the
customer is requesting. This is where you indicate that the customer has a water
leak in their kitchen, or their air conditioning isn’t working, etc. You must select a
Problem Code for each new Call Slip. The Problem Code is an overall summary
of the kind of service needed by the customer. Click the Add button beneath the
Problem Code grid, and select a Problem Code by typing the code in the blue
box that appears. You can also double-click the blue box to see a list of the
Problem Codes in your system, or right-click to add new Problem Codes on the
fly.

Click the Add button to add a Problem Code to the new Call Slip.

Code Problem hame Est Time Req | 1ype a Problem Code, double-click
(Site Motes) the blue box to see a list of codes,
or right-click to add a new code.

15



Problem Code Lookup IfyOU double-click the blue box, a list
Enter Cotte | of your company’s Problem Codes
will appear. You can select a

Code __tene © ' Problem Code from this list. Your
HASC ASC Bhort Cycling B A )
BAL Bir Balance Problem Problem Code list is stored in Setup /
BT Burst Tater Lines Subsystems / Problem Codes.
CAT Com A/C Inspection
CPI Comm Plumbing Insp
CPL Comm Flumbing Swc W

5. After you select a Problem Code, you should flesh out the customer’s
complaint in the Description area. Include a more exact description of the
service required, and any additional comments or instructions from the customer
that seem important. Here’s what a Call Slip might look like after the Problem
Code has been chosen, and the Description filled out:

& call siip e )
Site: 004 000-0001 .% Problem Codes CallSlip:
Mame: Abe's Lock & Key Code Problem Mame Est Time Reg =~ Type:
Address: 6845 Ocean View Rd. (Site Notes) L Status:
Bayshore, CA 94326 ACRUN AIC Will Not Shut OF 01:00 1
- Zone: OUTSIDE
Bill To: 001000 ! - -
Name. Abes Lock & ey % > [+ Total Est Insp/Prob Time: 01:-00 Priorty | DEFLT =] m
. Adjusted Est Time 0.00 &
— De=cription Tech |UNASSIGNED
Contact|Abraham 7. Williams =+ ACRUN-A/C Will Not Shut OF == -
Phone [+] system runs constantly, checked controlz OK, possible 7 Day 31 Day
{ ¥ - glectrical short in sensor Sched s {E
(415)555-4411 Range LS {E
Source El i
PO # I=iiiCheck Current 1989.46
i 1-30 0.00
31-60 0.00
Eonad = 61- 90 0.00
: =50 655.27
£ | —————— —————— -
L o Lﬁ Advanced Equipment Total 2644.73

2] BErignl ©Ols)

6. The right-hand side of the Call Slip screen can be used to schedule the service
call. A Call Slip is scheduled by selecting a technician, a schedule date, and a
scheduled time. If you don’t schedule the new Call Slip, it appears in the blue
Unassigned column on the Dispatch Board. Many companies prefer to let their
new calls appear in the Unassigned column, so the dispatchers can schedule
them later, rather than trying to establish a schedule immediately. If you don’t
want to schedule the call right away, leave the right side of the screen alone, and
click the Save button to save your new Call Slip.

Click the Save button to save your work.
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7. The Advanced button opens a window containing some additional, optional
information about the service call. This window also displays the name of the
user who took the call, the date it was taken, and the date it was closed (if it has
reached that status.) You can close the Advanced window by clicking the Hide
button.

Pay special attention to the Call Back and Warranty check boxes. A number of
important Call Slip reports — including Call Slip Summary, and the Profitability
reports for Call Slips, Technicians, and Salespeople — can be run for Call Slips or
Warranty calls. These reports also have the option to exclude Call Backs or
Warranties.

PO Limit 0.00 Group Field Taken By:

Blanket PO Call Back Taken At:
PO# Required Warranty Closed At:

CH Auth Department | DEF (=]
Salesperson | JOHN El

| Hide |
This is the Advanced pop-up window.

8. You can print out your Call Slips and give a hardcopy to your technicians, if
you like. When you click the Printer button, the system will show you a menu of
options for forms you can produce. Select Call Slip. If you would like previous
service history to be included, check the History option. If you want to include
the model and serial number of equipment installed at the work Site, check the
Equipment option. If you would like to suppress certain sections of the Call Slip
printout to make it a bit shorter, check those items under Suppress Sections. A
normal printed Call Slip is one full page, plus another page if you include history
or equipment. You'll get a preview of your Call Slip on the screen before you
send it to the printer.

If you would like to produce a printed copy of the Call Slip you can give to

your technician, click the Printer button. A menu of print options will
appear, as seen below. In this example, we have chosen to print the Call Slip
with all equipment on site, and all service history.
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Print Options

C_aIISIir:' _ [] calSlip Irevoice
Histary Optu.:uns Equipment Cptions Erter Invaice Date P @
Showr Histary Ecjuipmert " )
@ Al @ A1 Entet Invoice Mumber =—
O Last 3 () Selected
[] Show Motes Suppress Sections [] Packing Slip
[ Equipment [] Tech ! Times
&l [] material Infarmation
Selected |:| Service Call Information
[] Totals Sections ) Prirt
[] Customer Signaturs (3 Preview
[] site Motes
** [leave blank for computer generated)

9. With your new Call Slip saved, and possibly printed, you can click the Exit
button to return to the Dispatch Board.

After you save the Call Slip, click Exit to return to the Dispatch Board.

Creating a new Call Slip from the Call Slips file: The other way to
produce new Call Slips is to go to the Call Slips file from the main menu, and
click the New button on the Toolbar. This method could be better for people who
need to take incoming service calls, but are not allowed to use the Dispatch
Board. Some companies have people whose entire job is to answer the phone
and take service calls, so the Call Slip screen could be the only part of Acowin
they ever see.

= You can click the Call Slip button on the Acowin main menu to acces

Call Slipe the Call Slips file directly.

Once you have the Call Slip screen open, click the New button to add a
new Call Slip.

When you create a Call Slip with this method, you'll need to select a work Site by
clicking the blue Site ID hyper-link, next to the Site Number. (The new Call Slip
will default to the first Site in your database, until you change it.) The normal Site
Search screen will appear. Once you select a work Site, the rest of the Call Slip
process is exactly the same as described above.

Site 10 01005-0001

[&] Click the blue Site-ID hyper-link to

Narme [CEEREPREEEEEED select the correct Site.
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Using the Dispatch Board

The Dispatch Board is a major part of the Acowin system. It's a visual tool that
lets you schedule your Call Slips by dragging them around with your mouse and
dropping them. Left-click... drag... and release the mouse button to drop. Every
other part of Acowin feeds into the Dispatch Board, and almost every part of
Acowin can be accessed from it. If you’re a dispatcher, you can pull up the
Dispatch Board and stay there all day. The Dispatch Board is truly the “heart” of
Acowin.

This part of the User Guide will be a little different than the rest, because the
Dispatch Board isn’t a “Step 1, Step 2, Step 3” type of procedure. You'll use the
various tools and displays of the Dispatch Board in response to the challenges
thrown at you during the day. This section of the User Guide will try to give you
an idea of how the most important tasks on the Dispatch Board are performed,
and give you a feel for what it’s like to be a dispatcher in Acowin. For more
specific details about all of the Dispatch Board’s functions, it is highly
recommended that you consult the Acowin Help system.

What is the Dispatch Board used for? Here are the most important things
you’ll do with the Acowin Dispatch Board.
e Review information about your service calls
e Take new service calls when your customers call in (this was discussed in
the previous section of the User Guide)
e Schedule your Call Slips by moving them around on the Dispatch Board
e Dispatch your technicians, entering the actual times they begin their
journey to the work site, arrive on-site, and depart after completing the
work
e Jump to the Call Slips File to complete service billing, or void unwanted
service calls

How to control the technicians you see on the Dispatch Board:
The top row of the Dispatch Board is a list of your technicians. Every technician
gets their own column. The calls scheduled for a technician are placed in his
column. The calls that aren’t scheduled for anyone yet are in the blue
Unassigned column. Each dispatcher’s entry in the Employee File controls the
list of technicians they see on the Dispatch Board. You can add or remove
technicians from your Dispatch Board by right-clicking on the Dispatch Group
buttons, a cluster of six buttons on the right side of the Dispatch Board.

Right-click on a Dispatch Group button to configure the group. Group #1

G is your standard or “default” group. You can also configure Groups 2
through 6 if you want to use them.
80
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Dispatch Board Configuration

Dizpatcher: | TOHN

Page2 Pagel Paged Pages Pagefi

Chk Tech Mame i JEFF ~
o] [ALaN MIKE
] |amy RAY
BOB BOB
I:l GLUEST WATHE
JEFF
MIKE
] |PaLULNE
[#] [Ray
e E v e

[JL )

This is the screen that appears when you right-click a Dispatch Group button.
The column on the left has a check mark for each technician who appears on the
Dispatch Board as part of the Group. The column on the right controls the order
in which the selected technicians will appear.

Click the Edit button to make changes to the Group configuration. After you
click Edit, you can add or remove check marks from the left column to
change the list of technicians who appear on the Dispatch Board. You can click
on a technician’s name in the right column, then use the Move Up or Move Down
buttons, to change his position in the list of selected technicians. The top name
in the right column will be the technician in the first column of the Dispatch Board.

Click the Save button to save your changes after you modify a Dispatch
Group.

After you configure your Dispatch Groups, you can left-click a Group

button to view that group of technicians on the Dispatch Board. Group #1
E] is the standard Group that appears when you first access the Dispatch
[E] Board. Click the button for Groups 2 through 6 to view that Group.

Placing Technicians on Leave: Technicians can be placed on Leave to
show they’re sick, on vacation, or unavailable for duty on certain days. To set up
Leave time, go to the Employee File, look up the technician, and click the Leave
button in the lower-right corner of the screen. This will open the Leave window,
pictured below.
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&“ Leave Setup = @ |

Employee EBCE

Start Date P E Current IZ|
]

End Date LS
Day Date -
| Include weekends Add Tuesday 0T/15/2008
Wednesday 07/M8/2008
Thursday 0772008
Friday 07/M18/2008
Saturday 07/M1%/2008
Sunday 07/20/2008
Manday 07/21/2008
Tuesday 07/22/2008

=

- | Remove |

L ox |

To add new Leave time, enter the Start and End dates at the top of the screen,
and click the Add button. You may use the Calendar buttons to select your
dates with a calendar display. If the Leave time crosses a weekend, and you
want to include the weekend days as designated Leave time, check the Include
Weekends box. If the technician already has calls scheduled during the
requested Leave interval, the message area beneath the Start and End dates will
be used to inform you of the problem dates.

The Leave dates you have requested will appear in the table on the right side of
the screen. You can clear all active Leave time by clicking the Remove button.
If you want to see completed Leave time from prior dates, pull down the menu at
the top of the screen and choose Past or All. The default setting of Current
shows only scheduled Leave time for today and future dates.

When you place a technician on Leave, his name becomes darkened at the top
of the Dispatch Board. You will not be able to move any Call Slips into the
technician’s column on a Leave day. Only the Leave days will show the
darkened tech name — you can still schedule Call Slips for future dates after the
Leave period ends.

Call Slip information on the Dispatch Board: Each Call Slip appears
as a small box on the Dispatch Board, like a paper slip tucked into a pocket.
Some crucial information about each Call Slip is displayed here, particularly the
kind of information that would help you schedule the service call. The top line of
the Call Slip displays the customer’'s name. Beneath that is the Problem Code,
and the scheduled time, which appears in blue. Setting scheduled times for
service calls is optional. The bottom line names the Zone in which the work Site
is located, and the Call Slip Number. Zones are sections of your dispatch area,
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meant to help you minimize travel time and give you a rough idea of where each
work Site is. Here is an example of what a Call Slip looks like:

This is Call Slip number 1028, for Rebecca Crane,
who lives in a Zone called SE Cape. The
Problem Code is “ASC”. The call is scheduled for
2:00 PM.

CRAME, REBECCA
ASC 02:00p
S E CAPE

1] ][]

The colored block in the upper-right corner of the Call Slip indicates its Priority
level. The standard Priorities are Standard (green), Emergency (red), and First
Call (white). You can create more Priority levels, with different color codes, if you
wish. Priorities come from Setup / Subsystems / Priorities.

The four small boxes beneath the Call Slip are Status Indicators. They change
color and fill with various symbols, depending on various things that happen to
the Call Slip or the Customer/Site File entry it is associated with.

Indicator | Purpose Colors and Symbols
First Presence of Contract, also | Contains a star if the Site has an active
AcoTruck status service Contract, also changes color to

indicate AcoTruck status:

(blue) = marked for AcoTruck pickup
(green) = picked up by AcoTruck tablet
(yellow) = returned by technician

(red) = returned with Needs Attention

Second | Dispatch Status O = Open Call

D (green) = Dispatched, tech en route
A (yellow) = Arrived, tech on site

C (gray) = Completed, tech departed
P (green) = Call Slip posted to A/R

Third Credit Hold or COD Dollar sign (amber) = customer is COD
CH (amber) = customer on Credit Hold

Fourth Paged / Rescheduled R = Call Slip was re-scheduled
(green) = Pager or email successful
(purple) = Pager or email failed

To see more details about a Call Slip, you can right-click on it. This brings up
the Dispatch Detail window, which is pictured below. You can perform a number
of important tasks from the Dispatch Detail window, including:
e Change the scheduled date, time, or technician — this will cause the Call
Slip to move on the Dispatch Board, as if you had dragged and dropped it
e Change the estimated length of the call
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e Change the Call Slip Priority level

e Turn the Reschedule flag on or off (it appears as a letter “R” in the fourth
indicator beneath the Call Slip — it's supposed to help you remember that
the Call Slip has already been rescheduled, so you should try to avoid
rescheduling it again, or the customer may become upset)

e Enter actual dispatch times for the technician

e Send the Call Slip to the technician via Alpha Page or e-mail, if you have
the Acowin Paging/E-mail module installed on your system

e Generate a map showing the exact location of the work Site, if you have
Microsoft MapPoint ® installed on your system

Dispatch Record Detail Tablet
Meeds Attention
Callzlip Mumber 117& Site Mumber |01001-0001 Reschedule Call T
Site Mame (Miller, Stephanie Zone |Bonita Springs Credit Status | COD
Site Address 1 |93710 Cypress Lake Driwe Priority | STANDARD | Dizpatched Status | Open
Site Address 2 Tech |JEFF & Rescheduled Status 0
City, ST, Zipp |Fort Myers, FL 23907- Type| Tech 1 Paged Status
Site Phone 1 | (233) 437-3030 Tech Status, Dept L'EF Call Taken: |08 /15720068
Cte Phone Est. Time|01: 20 hhk:mm
Contact | Stephanie
Scheduled | 11/1272007 @) @ Desctiption | ** RP-Res Plumbing Inspect #** A
Range P
Dispatched | 11/12 rz007 [2) =07 EI
Arrived £ @
Departed £ i @) ﬁ -
Froblem Codes - Site | Bevware of dlangernusldng on premises; customer A
J Motes | hard of hearing, security gate code 3347

RPI 01:30 i

he - =) Diary

Scheduling a Call Slip: You can schedule a Call Slip by left-clicking it with
your mouse, dragging it to the desired position on the Dispatch Board, and letting
your mouse button go. You could drag a Call Slip from the Unassigned column
to a technician, from one tech to another, or even from a tech back into the
Unassigned column.

Scheduling a Call Slip for another date: If you want to schedule a Call
Slip for another date, or for a technician who is not visible on the screen, you can
drag it into the Holder pocket first. This is the gray pocket in the upper-left
corner of the Dispatch Board. A Call Slip you put in the Holder pocket will stay
there until you remove it. You could drop a call in the Holder pocket, then scroll
to a different date with the blue arrows next to the date, or use the Calendar icon
to select a date. You could also use the black arrows next to the technician
names to scroll to different technician columns. When you can see the date and
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technician where you want to put the call, drag it out of the Holder pocket and
drop it where you want it. Only one Call Slip can sit in the Holder pocket at a
time.

. Dominguez, Alkerta Alberto Or Jadine
< Friday, March 11, 2005 > e o

Frean Leak
OOMINGUES, ALBERTO

FRL
CITY OF F Ml

LIl

E You can use the 31-Day Schedule icon to select a different date. The 31-

Day Schedule display resembles a monthly calendar, and is better for
longer trips through time. It is discussed in its own chapter, which details the
many other uses of the 31-Day display.

You can click the Today icon to instantly return to today’s date, after using
the blue arrows or the Calendar icon to change dates.

Copying a Call Slip to more than one date or technician: If you hold
down your Control key and left-click on a Call Slip, a green copy of the Call Slip
will appear. You can drag this copy to another technician’s column, or put it in
the Holder pocket and switch to a different date. The original Call Slip remains
where it was.

\BEACH 1005
1150 4TH 5T

FT. MYERS BEACH, FL 33
DA TNSOLLA
1006 09202002

75 CER-Comm Stowve
Fnd Range ™

Pizza owven needs
\temperature adjustment

and eempanerezieanina— CONErol+Left-Click produces a copy of a Call Slip.

Setting or changing the scheduled time: You can RIGHT-click on a
Call Slip to produce the Dispatch Detail window, then click Edit, to revise the
scheduled time. You can also change the scheduled date or technician from the
Dispatch Detail window, which would be equivalent to dragging and dropping it
with the mouse. Setting scheduled times for your service calls is optional — you
might prefer to drag and drop them into the correct order in the technicians’
columns without setting a scheduled time.

Bringing yesterday’s open calls forward: The Rollover icon will bring
forward open Call Slips from previous dates. That way, you won'’t forget about
them. It's generally a good idea to use the Rollover icon first thing every
morning, to bring leftover Call Slips from the previous day onto today’s Dispatch
Board.

.2:3-}]-\.1:
K'J’ The Rollover Icon brings forward open Call Slips from previous dates.
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Rollover When you click the Rollover Icon, you'll have a choice

() From Previous Day between bring over the calls from yesterday, all
(%) From All Days previous dates, or a set number of days. It’s usually

() Specified Number of davs  safe and good practice to use the “From All Days”

option — there’s usually little point in leaving open Call
Slips on previous dates.

Dispatching your technicians: When technicians actually perform the
work on scheduled Call Slips, you need to dispatch them. This is done by
RIGHT-clicking on the Call Slip to see the Dispatch Detail window. There are
three dispatch times that define a technician’s labor on a Call Slip:
e Dispatched = technician begins his journey to the work Site. Beginning of
Travel Time.
e Arrived = technician arrives at the site and begins work. End of Travel
Time, beginning of Regular / Over / Double Time.
e Completed = technician finishes work and leaves the site. End of Regular
/ Over / Double Time. Call Slip is considered “completed” when the
Departed time is entered, although you can make it “incomplete” if there is
still more work to be done.

If you're entering the dispatch times in “real time”, as they happen, click one of
the Quick Dispatch buttons. The corresponding time will be filled out with the
current time, and the Dispatch Detail window will close. Thus, if the technician
calls in to say he’s on his way to the work site, you could immediately right-click
to open the Dispatch Detail window, then click the green “D” (Dispatched) button.

Dispstched | 02/11 /2005 T =B The colored buttons are the Quick
Artived (03711 /2008 (s =¥&] Dispatch buttons for real-time
Departed | 03/11/2005 Ty g7 dispatching.

You can also click the Edit button on the Dispatch Detail window and enter the
dispatch times manually. You'll probably use this method if the technicians don’t
call in from the field during the day, or if they only call you when they depart and
give you the Dispatched and Arrived times retroactively. Most dispatchers feel
that “real-time” dispatching is the superior approach, but it requires the
cooperation of your technicians to make it work.
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Voiding a Call Slip: If you want to complete cancel a Call Slip, you can void
it. This is done by holding down the Control key and RIGHT-clicking the Call
Slip, to produce the Jump Menu.
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Touching Control + Right-Click will open the Jump Menu,
which gives you quick access to various important parts of the
Purchase Order system. You will be instantly taken to the Call Slip or
Customer § Site Customer/Site File entry for the Call Slip you used Control +
Right-click on. You can also create a Purchase Order for that
Call Slip. If the Call Slip is part of a Job Costing project, you
Cancel can access the Job File, too.

Call Slips

Job Cost

After you open the Jump Menu, select Call Slips. The full Call Slip screen will
appear, as shown below.

4 call Stip =13
5 0-30 31 - 60 61 -850 91 -120 Crver 120 __
Callalips ol| ol ol ol| ol o]
Site IDW‘ Problem Codes CallZlip | 1140 | Type | Insp
Name[Dell, Christina Code Praklam Mams Ezt Time Reg A Status |scHED | Reason
Address 16300 South Pointe Blwd [Site Notes) Taken By
e CPL Comm Plumbing Swc 0200 2 JokCost
City ST Zip|Fort Myers ||FL||3390'?— - Phaze
: Tatal Est InspiProb Time 0z:00
il T° | pescrpton Adusted EstTime  02:00 Dept| DEF
Fone cgnt;al 2 CPL-Comin Plumbing Swe *** ~ Tech El = @
ct * bty s | m [
Cust. PO # Blanket PO
PO Limit 0.00 PO Required T s
B 3 Sched |0g/22/2006 ||05: 00p {3
Cortract|01007-0001-0001 |48 Contract (Yes) | Site Notes - Range| ¢ @
Contsct| Christina Dell gl |Clos=e At 4 S
Cte.Phome i 1 - I | | CH Auth
[tz32)482-1470 || | < GrpFd
’ Times ] ’Res Codes] [ Lakor ] ’Materials ] ’ Flat Rate ] [ Inwoice ] [Prof'rtabil'rty] [ History ] [Status Change
o
LJ D ) [=)[e)=] o]

To void the Call Slip, click on the Status Change button, and choose Void. You
can only void a Call Slip that does not yet have any labor or material costs on it.
You would need to remove any such costs from the Times or Materials screens
before you could void a Call Slip.

Click the Status Change button to change the status of a Call Slip.
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Status Change Choose the Void status to cancel the service
Currert Status | SCHED Ca//_

QB Sync complete Tranzfer to AR Flag

Remove hark

Acd Mark

Incomplete Ready to Print Flag
Voicled Remaoyve Mark
fark Printed Acid Mark

Material

Cloze

Click the Exit button to return to the Dispatch Board when you’re done.

Making a Call Slip incomplete: If you enter Dispatched, Arrived, and
Departed times on a Call Slip, but the work still isn’t finished yet, you can make
the Call Slip “incomplete”. Use the Jump Menu to see the Call Slip, and click the
Status Change button, as shown above for voiding a call, but select the
Incomplete status. This will cause the Call Slip to reappear in the blue
Unassigned column as if it were a new call. You can drag and drop it to
schedule a return visit. It could be the same tech who returns, or a different one.
The return visit could be on the same date, or it could be another day.
Remember you can use the Holder pocket to hold the Call Slip if you need to
switch to another day.

Creating maps with Microsoft MapPoint ® : If you have
Microsoft MapPoint installed on your computer, you can create maps of your Call
Slip locations.

Right-click a Call Slip to open the Dispatch Detail window, then click this
button to produce a map of that Call Slip’s exact location.

Click this button on the Dispatch Detail window to see a map of the
closest technicians to the selected Call Slip. The current location of the
techs is determined by which call each tech is currently dispatched to.

Click the small map button beneath a technician’s name to

—— produce a map of all the tech’s scheduled calls for the day
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When you create a route map, the system can begin and end the route at either
the technician’s home address, or the company headquarters location. The

choice of beginning and ending points is made separately for each technician, in
the Employee File.

When you create a map, the window pictured below will appear. This window
includes various controls for adjusting the map. You can even use Map Point to
optimize the technician’s route, reducing travel time as much as possible. The
optimized route can be exported back to the Dispatch Board, rearranging the
technician’s calls automatically.

Hide Directions

Time: Tile Instruction For Toward

x|
Summary: 48.3 miles (1 hour, 9 minukes) -
Highway construction infarmation is out of dake. Click this line to update.
900AM 00 ﬁ Depart Silver Fox Dr, Fort Myers, FL 33908 on 54 yds
9:00 Al 0.1 Turn RIGHT {East) onto Sugar Bush Ln, then immediately 1.2 mi
9:03 AM 1.2 Turn RIGHT {Sauth) onto US-41 [SR-45] 1.0 mi
205 AM 2.2 Turn LEFT (MNorth-East) onto Local roadis) 21 yds
206 AM .7 Road name changes to Alico Rd 3.3mi
913 AM 5.5 Take Ramp (RIGHT) onto [-75 13.4 mi 1-75 | Tampa v
Chariotte Callzlip #1206 [ MiergealL”
Harmor Maonroe St MapPomt
Fort Myers, FL 33901
Creany Chessecake Comparn |
= 1
5 Callslip #1134 Xl HEMDRY
14308 Palm Eeach Blvd
Pine Island
Center, e Fod
. b T
= L | y
[ Pap
% 1
S Fort M FL 33905
= g Fort Myers,
i , K
=iy ona_
5t. James eﬁ"
[ilf of 2
Mexico Punta Rassa —

Frint ap (&) Show Tags and Address

0] B Zoom
() Showe Tags Only
Print Directions O Hide Ballaons Update DBoard

You can use these buttons to print the map, or the directions
provided for route maps.

(%) Show Tags and Address

You can use these options to control whether the balloons
() Showe Tags Only

with names and addresses appear on the map. Selecting
(O Hide Balloons “Hide Balloons” can make a crowded map easier to read.

The Optimize Route button will rearrange the stops on the route
into the idea order, minimizing travel time. The beginning and
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ending points for the route (technician’s house or company address) don’t move,
but all the stops along the way will be rearranged.

After you Optimize a route map, you can use this button to update

the Dispatch Board with the revised route. The technician’s Call
Slips will be rearranged to match the order of the optimized route.

Zoom You can use the Zoom buttons to zoom in and out on the map. If you
zoom in, side streets and street names will begin to appear.

Note that you can re-size the map window by clicking on its edges and dragging
it to the desired size. This allows you to make the map much larger, to view a

complex route map with many stops. The blue Hide Directions hyper-link at the
top of the map window will hide the text directions, making the map much larger.
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Dispatch Board Quick Reference Sheet

Action

How to Perform

See more details about a Call Slip

RIGHT-click

Schedule a Call Slip

Left-click on Call Slip, hold down
mouse button, move Call Slip to
desired location, release mouse button

Schedule Call Slip for another day, or a
tech you can’t see on the Dispatch
Board at the moment

Left-click on Call Slip, drag into Holder
pocket at top of screen, adjust Dispatch
Board as necessary, drag call from
Holder to desired location

View another day

Click blue arrows next to date, OR
Click Calendar icon

Return instantly to today’s date

Click Today icon

Scroll across list of technicians

Click black arrows by tech names

Adjust scheduled time of call

RIGHT-click on Call Slip, click Edit,
enter desired Scheduled Time

Copy a Call Slip

Control+Left-click to make green copy,
drag copy to desired location

Bring open calls from previous days
forward

Click Rollover icon, select yesterday, all
previous days, or range of days

Enter dispatch times for technician, in
real time

RIGHT-click Call Slip, click
corresponding Quick Dispatch button
(Dispatched, Arrived, or Completed)

Enter dispatch times, but not in real
time

RIGHT-click Call Slip, click Edit, enter
desired dispatch times manually

Void a Call Slip to cancel the call

Control+RIGHT-click for Jump Menu,
select Call Slips, click Status Change,
choose Void

Change a completed Call Slip to the
“incomplete” status so more work can
be performed

Control+RIGHT-click for Jump menu,
select Call Slips, click Status Change,
choose Incomplete

Create a new Call Slip

Click New Call icon, locate work site
with Search, choose a Problem Code,
enter Description text for call
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The 31-Day Schedule Board

The 31-Day Schedule Board is a powerful and versatile tool. It's built into the
Dispatch Board, the main screen of the Call Slips, and the Dispatch Detail record
you can view by right-clicking a Call Slip on the Dispatch Board.

E This is the standard icon for the 31-Day Schedule Board. You can find
this icon on the Dispatch Board, and the Dispatch Detail pop-up window.

A This smaller version of the 31-Day icon appears on the General screen of
the Call Slips file.

The 31-Day display resembles a desktop calendar. The main body of the display
is a calendar of the current month. Today’s date is highlighted in black, while the
currently selected date on the 31-Day display is highlighted in blue. You can
change the currently selected date by clicking any date in the calendar.

-}\ Monthly Schedule

Month | August v Year |2008 v =
] August 2006 » August 22, 2006 @
Sunday Monday Tuesday Wednesday Thursday Friday Saturday Titnes calls
el &l 1 2 3 4 s Tech 788 1ofq112(1]2]3]|4]5]|65 |
Tnassigned
JEFF
NIKE
6 7 B il 10 11 12 RAY
EOE
WAYNE
13 14 15 16 17 18 19
TTmE00 24.00 11180
4/8.50 34.50 35500
az2101.50 A18.50 416,50
20 21 = 23 24 25 26
A18.00
10727 .50 3
146/36.50
27 28 29 30 31 1 B Availabls
One Call Scheduled
W Multiple Calls Scheduled
One Call Scheduled within a Range
3 4 5 6 7 8 a9 W nultiple Calls Scheduled within a Range
Overlap of Scheduled and Range Time Call(s)
Technician Traveling to Call
‘ B Unassigned M Scheduled B Total ‘ Dispatch Board: 1

The numbers inside each date describe the number, and estimated hours, of
Call Slips scheduled for that date. The top blue numbers reflect calls in the
Unassigned column, the middle green numbers are for calls that have been
scheduled for technicians, and the bottom red numbers are the totals for the day
(Unassigned plus scheduled.) These numbers give you an idea of how busy
each day on the calendar is scheduled to be.

On the right side of the calendar is a Times grid for the currently selected date.
The green boxes in this grid show when the technicians are already assigned to
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work on service calls. The open spaces in the grid represent available time. A
red block indicates a conflict between two scheduled calls. Other possible colors
are described in a key beneath the grid. The grid area also has a Calls tab,
which will change the grid into a list of all Call Slips scheduled for the selected
date. You can switch back and forth between the Times and Calls tabs at will.

Times calls This is the Times grid on the 31-Day
Teeh 7 8 8 1011121 2 3 4 5 6 ~ display. This example shows that Jeff is
Unassigned busy from 8:00 AM all the way to 4:00 PM,
el while Mike has some time available
AT between 10:00 AM and noon.
EOE
WATHE
W
If you click on the Calls tab, the grid area Tirmes Calls
changes to a list of Call Slips for the 1137 Bose, Charlene
currently selected date. Some basic details Tnassigned 01:30 South F I
. . 1155 Creany Chessecake Company
of each service call are provided. Unassigned 02:00 City OF §
1138 Turpin, Roger
Tnassigned 0l:30 South F M
1162 Crane, BEebecca
Tnassigned 02:00 3§ E Cape
1163 Crane, REebecca
Tmassigned 02:00 § E Cape
1152 Papa Jolm's Pizza Store #3951
JEFF ng:00 07:30 § E Cape
1134 ice Hardware & Pump
HIKE o&: 00 01:30 East F M
1135 Free, Scott
MIKE 12:00 01:30 South F ¥
1150 Ace Hardware & Pump s

Month | sugust v|  Year 2008 ~| At the top of the 31-Day display are blue

- August 2006 [ 2 arrows that will scroll the display ahead or
backward, one month at a time, plus pull-down menus that allow you to select a
specific month and year. The 31-Day Schedule Board extends up to four years
into the future, or two years into the past.

You can double-click any date on the 31-Day display to return to the Dispatch

Board, using the date you double-clicked on. This makes the 31-Day Schedule
Board very handy for jumping around between dates.
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If you click the 31-Day icon on the main screen of a Call Slip, or the Dispatch
Detail pop-up window, you can use the 31-Day Schedule Board to schedule the
selected Call Slip. Double-click a date to set it as the Schedule Date for the Call
Slip, or double-click a position in the Times grid to select a date, time, and
technician, all at once. This is an excellent method for scheduling your service
calls, since the 31-Day display gives you lots of useful information about the
existing schedule, and helps you pick a good spot to schedule a new Call Slip.

Here’s an example of using the 31-Day Schedule Board to schedule a Call Slip.
We begin on the Dispatch Board, with a Call Slip that we wish to schedule for
sometime next week.
¢ Right-click on the Call Slip to open the Dispatch Detail window.
e Click the Edit button to edit the schedule for the call.
e Click the 31-Day icon to open the 31-Day Schedule Board.
e Locate a date next week that doesn’t look too busy, and click on it to
select it as the current date.
e Locate a space where the Call Slip could fit in the Times grid, and double-
click the spot for the technician and time you want the call to begin.
e You'll be returned automatically to the Dispatch Detail window, with the
selected date, time, and technician filled in. Click Save to save the
revised schedule, then click Close to close the Dispatch Detail window.

Billing your Call Slips

We've looked at how to create new Call Slips, and how to schedule and dispatch
them on the Dispatch Board. Eventually, a completed Call Slip will be processed
and turned into an invoice. Every service Call Slip will ultimately be billed under
one of the following methods:
e Cancel the Call Slip completely, by voiding it
e Bill the Call Slip under Time & Materials rules, billing a certain price per
hour for labor, and marking up materials based on their cost
¢ Bill the Call Slip under Flat Rate rules, entering billing codes with fixed
sale prices on the Flat Rate screen
e Bill the Call Slip with a single, fixed As Agreed price, which might have
been a quoted or bid price
¢ No-charge the Call Slip, because it’s a call back, a warranty call, the work
was covered by the customer’s service Contract, or a variety of other
reasons

Job Costing Call Slips, which are attached to large projects in the Job Costing

file, are handled a little differently. They will be covered in the Job Costing
section of the User Guide.
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Each Call Slip is divided into a series of screens. Each screen serves a specific
purpose during the billing process. The way you complete the screen is
determined by your billing practices, and the nature of the Call Slip you're billing.
For example, if you didn’t use any materials on a particular Call Slip, you would
skip the Materials screen. This section of the User Guide will provide a brief
overview of the billing process, with pictures of the important screens, and a
short description of the actions normally performed on that screen. We won’t
dwell on every field of every screen — some of them are rarely used. As always,
you can read more details about any of the Call Slip screens by consulting the
Acowin Help system.

To bill a Call Slip, you must first access that Call Slip. There are three ways to
do this:

e Locate the Call Slip on the Dispatch Board, then use Control+RIGHT-click
to pull up the Jump Menu, and choose Call Slip.

e Click Call Slips on the Acowin main menu, click the Search button on the
Toolbar, and use the Site name, address, or Call Slip Number to locate
the Call Slip. Call Slip Number is the fastest and most precise way, if you
have that number available.

e Use the Ready to Invoice List, which is described in the next chapter
below.

Use the method that seems most convenient to you. If you're handed a stack of
completed technician work orders from a variety of dates, and they have the Call
Slip Numbers written on them, it’s probably easiest to go to the Call Slips File
from the Acowin main menu and look them up with the Search tool. Otherwise,
it's probably easier to find them on the Dispatch Board.

General Screen

Tasks to perform here: Change Bill To customer

R 0-30 31 -E0 E1 - 80 91 -120 Over 120 Total
Calislips 3 a a a 3 a
Site ID|0L1OLE-0001 Problzm Codes Callslip| Loos Type call
Mame| Furlaw, Anne Marie Cogde Probilem Mame Est Time Reg Status | Lap Reason
Address 1)3701 Sabal Palms Elwd [(Site Motes) Taken By | GUEST
fddress 2 EAC Eac Proklems 01:30 - JIobCost
City 5T, Zip| Fort IMyers FL||33208- ) Phase
. Total Est InspiPrab Time 0.oo
il To Eiiiju - bescriion Adjusted Est Time 012 30 Dept| DEF
Fone| South 1'7 M #5 EAC_Eac Proklems *** s PTe;h BSTZNDARD 3 %]
R Blanket PO E:VS:DEmABCr requests air quality check and options far & rioriey
I o oo POR Recpired Taken At|0s/zosz00z |12: 320 | BB
— 2 Sehed |03/11/2005 |10: 55a {3
Contract <p Contract (Ma) Site Motes Range| / / {3
Cortact| Susan Lister || Closed At L
Ctc. Phane| ¢ ) = CH &uth
(2393 332-3931 - Girp Fld
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To change billing Customer for this call: click Edit, then click the blue Bill To
hyper-link.

Eill To|01015 =3 Click the blue Bill To hyper-link to select
T T ey a different Customer to bill for this call.

Times Screen

Tasks to perform here: Correct technician times, if necessary

Call Slip Times
Site #|01015-0001 CallSlip # 1005
Site hlame | Furlow, Anne Marie
Disp Date Tech Type Witk O der Status -~ Tech |BOE &
Mo3/11/2005 [BOE Tachl Closed Type | Tech 1

Wiork Order

Recalculate Times

w Times
Dispatched |03/11/2005 | |10: 55a
Arrived (031172005 | (11:10a

oy

Departed |023/11/2005 | |01: 05p

To correct a technician’s times: Click Edit, then click the name of the tech you
need to adjust the times for. Change Dispatched, Arrived, or Departed time as
necessary. Click Save when done. This would only be necessary if the times
were not entered accurately from the Dispatch Board.

Res Codes Screen

Tasks to perform here: Select equipment serviced on call
Enter description of services provided by tech
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M

Equipment on Site
Site # | 01015-0001

CallSlip # 1008
Site Mame | Furlow, Anne Marie
Sro 18] Serial # Maclel Serves Area Location Skill Lyl Brand Contracts
Site: 1]
E |00 48752091 1ESEWY-444 Houze Kitchen -0 Wyhite-Riocdgers u}
w
AcdRemaove
Resolution Codes
Code Partial Desc L Replaced broken belt, adjusted refrigerant level, checked @
unit operation at all contral zettings
A

To select the equipment that was serviced on the call: Click the Add/Remove
button under the equipment grid. Put a check mark next to any unit that was
serviced on the call. Click Apply to return to the Res Codes screen.

Click the Add/Remove button to select equipment.

Equipment on Site
Chk Sro (8] Serial # hackel
E [oool 48752091

Check off the
- Brand e eqUipment that
Mhite-Rodogs WaS Sef'VICed,
and click Apply.

Serves Area Location

[House [Eitcher

1ESElT-4d44

[ Apply ][ Closs ]

If the equipment serviced is not in your Equipment File yet: Click the Detall

button beneath the equipment grid. This brings up the Equipment File screen.
Click the New button to add a new unit of equipment to the file.
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Click the Detail button to access the Equipment File.

Equipment on Site
Category | CONT
Brand | WHITE
Type | TSTAT
Model | LESETT-444
Serial Mo. | 48752031
Model ¥r 1534 | Date Installed £oF

Motes i ~
lovy woltage electromechanical tstat Fhoto

Equipment on Site |0 | 0001
Site ID (01015-0001
Site |Furlow, Anme Marie

Service Ares |House

Location |Eitchen

The
Equipment
File screen
will appear.
Click New to

add a new
unit of
equipment.
The Model#
and Serial#

are the most
important
fields.

To enter a description of the services performed by the tech: Type a
freehand description of the technician’s actions in the large text box, in the lower-

right corner of the screen.

Replaced broken belt, adjusted refrigerart level, checked  # @

unit operation at all control settings
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date and time into the
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several visits were made on
different days.



Materials Screen

Tasks to perform here: Enter materials that were used on the call
[ | Call Slip Material
Site # | 01015-0001 CallSlp # 1008
Site Mame | Furlow, Anne Marie Detail =
PC#t ' FR Location HeyCode Mame ity List Cost | Source  Sell Price Mo oCir Ext ~
MAIN BLTOOL V-belt, ctype 778 17/8 | 1| 34 1500|m 1067z 106,72
b
I< >
EJ Rate Type | Bes e Calculated Amourt 106,72
Billed Amount l0&.72
A= Agreed
FlatRate

To add materials from a warehouse or truck: Click the Add button beneath the
material grid. Select the warehouse or truck location. Enter the Key Code or
Description of the item, to look it up in the Inventory database — Key Code is
preferable, since Key Codes are short and precise. Enter the quantity used.
Note that materials from Purchase Orders will already appear on this screen.

Click the Add button to add a material item to the Call Slip.

Warehouse Inventory Lookup When you enter a Key Code or
Enter Code Description, the system will look up
the specified item in your Inventory

HeyCode Mame ity

MAIROOL AL/C, WeatherMaker 3Z8TDE Zspeed database

EIPOOL pipe, b irom 90 street elb 178

EIPOOZ pipe, blk iron bushing 1/4x1/8

EIPOO3 pipe, blk iron tees 178

ELTOO1 V-helt, ctype 7/8 L7/3Z 100_2

ELTOOZ w-helt, atype 1/Z 3/8 Sl-inch hd

To over-ride the sale price of a specific item: Blank out the “Source” column
on that line — it normally contains an “R”, meaning Rate Type. Enter the desired
unit sale price in the Sell Price column. This is only important on Time & Material
invoices — if you plan to use Flat Rate billing, or an As Agreed price, or you're

going to no-charge the Call Slip, it is not necessary to adjust individual unit sale
prices.
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Flat Rate Screen

Tasks to perform here: Enter Flat Rate billing codes to set sell price of call
M Call Slip FlatRate
Site # 01015-0001 CallSlip # 1005
Site Mame |Furlow, fnne Marie Tax Region| STATE L
Default Source | MaTH &
Mumber Description Gty Est Time Unit Sell Ext Tax ~
MEOOOL1SEEP Bepair broken ASC helt 1|04:00 Fz5_00 3zE5.00 8_1ZE50
w
04:-00 32500+ 8_1EE50 - 333.13

Tax listed iz from flat rate table. See invoice screen for actual tax.

To add a Flat Rate billing code to the Call Slip: click the Add button beneath
the grid. Enter the Repair Number or Description — obviously, the exact Repair
Number is preferable. A table of the available sale prices for the chosen Flat
Rate code will appear. Most Flat Rate billing tables include several different
prices for each repair — perhaps a standard price, overtime price, and discounted
price for service agreement customers. Click the Select button under the price
you want. There is no reason to use this screen if you don’t do Flat Rate billing.

Click the Add button to add a Flat Rate billing code to the screen.

Search By | Repair Number bt Limt search to glIle ih[)e tt
Search On 30 [$ g'ﬁ:conds elect button
2 Hits under the
e — —— appropriate
Keswvord? epair Mumber |EDDD1SSER -ee .
:mnunt Q.00 Selected Charge | 225 00 prlce for the
chosen
Mumker Dezcription Charge1 | Charge 2 Charge 3 | Charge 4 | Charge S Charge 6 A Repair Code_
MEODD1SSET |Repair broken A/C §  325.00[ 425 00| 292 50 000 0.00 0.00
| -
[ select | [Select | [Setlect | [Setect | [ select | [ seect |

To load Flat Rate codes from an outside vendor into Acowin: on the Acowin
main menu, click Processes / Import / Import Flat Rate. See the Acowin Help
system for more details.
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Invoice Screen

Tasks to perform here: Set As Agreed sale price for call, if desired
No-charge the Call Slip, if desired
Add Miscellaneous Charges (surcharges)
Set Invoice Date and Invoice Number
Select Distribution Code to set account numbers
Create invoice text, if you plan to print the invoice

m Call Slip Invoice
Site # | 01015-0001 CallSlip # 1005 Status | LAE Billed Customer | #01015
Site Mame | Furlow, Amne Marie Batch # Matk to Print [JUse Send To
Mark to Transfer to AR Use Dizcount %
Invoice Date @ Invvoice Mumber Diztribution Code RateType Tax Region Use Flatfate Labor 0.00
03/11/2005 |54 DEFAULT v ||Res STATE w [ use as agreed | [v]Material 0.00
A Az Agreed Z99_.22
Mo Charge
Materials: Taxable [ | Exempt ¢
{1} V-belt, ctype 7/8 17/32 100.2 IF Lahor 152.50|[]
Wiaterial 106.7z2 |[]
[ Labor Discourt 0.00
Feplaced broken belt, adjusted refrigerant lewel, checked unit Material Discourt (un]s}
operation at all control setctings I:‘ lcrElEREEE 0.00
Sub Tatal 29922
w
Tax 5.94
Footer |eupey [ text | [ctear Text | [Snel check| Grand Total 308.16

To set an As Agreed sale price for the Call Slip: put a check mark next to
“‘Use As Agreed”. Enter the total sale price for the Call Slip in the As Agreed
field.

Use FlstRate | []Lakar This Call Slip has been given a flat As Agreed
Lise Az Agreed | [¥]Material sale price of $400.00. Perhaps this price was
quoted to the customer in advance.

Az Agreed 400 .00

To no-charge Labor or Materials on the call: put a check mark in the No-
Charge boxes next to Labor, Materials, or both.

Taxable [ ] Exempt Mo charge  1His Call Slip has been fully No-Charged.
Lk 0. 00 Perhaps it was a call back, or a warranty
Material 0.00 call.

To add Miscellaneous Charges to the invoice: click the blue “Miscellaneous”
hyper-link, above the Subtotal field. The Miscellaneous Charge Detail window
will appear. Click the Add button beneath the grid to add a Misc. Charge. Type
a Miscellaneous Charge code, or double-click the Code field to select the code
from a list, or right-click to add a new Miscellaneous Charge code on the fly.
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Enter a sale price for the Misc. Charge, and select a CR (credit) account number.
This would usually be an income type account. You can double-click the CR
account number field to select the income account from a list. When all
necessary Misc. Charges have been added, click the Hide Window button to
return to the Call Slip Invoice screen.

] Miscelaneous .00 Click the blue Miscellaneous hyper-link to see
Suk Total 0. 00 the Miscellaneous Charge detail window.

Miscellaneous Charges

Codle RET] Cost Price Sell Price Sell CR Sell DR -~
Cleaning Cleaning 0.00 15.00(4000 1lo0- -

W

I« >
Misc Total 15.00

Bal Acct | 1100 Labor Discount | 4000
Lakar | 4000 haterial Discount [4005
IS AL Material [4008 Tax|z600

Click the Add button to add a Misc. Charge to the Call Slip, then select a
Misc. Charge code, set a Sell Price, and pick a Sell CR (credit) income account.
If you aren’t sure which income account to use, the labor, material, and discount
accounts currently in effect on the Call Slip are displayed on the screen.

| Higewingow | Click the Hide Window button when you're finished adding
Miscellaneous Charges.

The total of your Miscellaneous Charges will
now appear in the Miscellaneous field, above
= Total S the Subtotal.

|:| Miscellaneous 15._00

To set the Invoice Date and Invoice Number: use the fields on the upper-left
side of the Invoice screen. You can click the Clock button next to Invoice Date to
use today’s date. If you don’t enter an Invoice Number, the system will assign
one automatically, when you either print the invoice or post it to Accounts
Receivable.

v (?J . These fields are used to set the Invoice Date and
nvoice Date Imvaice Mumber .
0371177005 | = Invoice Number.

To select a Distribution Code for the Call Slip: pull down the Distribution Code
menu and select the correct code. Distribution Codes are tables of account
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numbers. [If your company doesn’t have many different income accounts, you
might not need to worry about the Distribution Code — the one already on the Call
Slip could very well be correct. More income accounts in your company’s chart
of accounts means more Distribution Codes to choose from.

_Distribution Code RateType Tax Region This company has several
DEFAULT V|| Res STATE ¥ | Distribution Codes to choose
; Il from. Each code is a set of
SERVICE Service Call income and cost account
SBY AGMT Berwice Agreement
| ) numbers.
T INSTALL Installation

To create text for the printed invoice: click the Text button, then select the text
you would like broken out on the invoice. There are text choices for labor,
materials, and resolution text (from the Res Codes screen). There are also text
choices that will put the description of the Flat Rate codes you might have
entered on the Flat Rate screen, and any Miscellaneous Charges you might have
added to the Invoice screen, on the invoice. After you select the text items you
want, click the Go button. There is little point in selecting invoice text if you don’t
plan to print the invoice.

Click the Text button to create invoice text.

Show: Select the items you want to appear on the printed
[JLabor Musteriasls | [MIRes. | inyojce, then click the Go button. Some items are
Owmnprices | Osnert | not available for certain types of invoices. For
© wiorices | OLona | instance, the “With Prices” option for Materials is not
) wiith Equip. | (& a1l i . . .
3 i Bl available for Flat Rate or As Agreed invoices — it
@ witnDetail | resaition|  WOUIAN't make any sense to list the materials with
Owiopel | Mntes | ynjt sale prices on such invoices. When you've

checked off the text options you want, click Go.

Shiowy Mizcellansous Charges

~| Your selected text will
Materials: appeal’ in the teXt
1) W-belt, ctype 778 1773 100.Z2 WlndOW On the Invo’ce
screen.

RBeplaced broken belt, adjusted refrigerant lewel, checked unitc
operation at all control settbings

b

You can click the Clear Text button to erase the text you have
chosen, if you change your mind and want to make different choices.
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Completing the Service Invoice

If you want to produce a printed copy of the invoice, click the Printer button on
the Toolbar. Select the option to print an invoice. If you haven’t set an Invoice
Date or Invoice Number yet, the system will ask you to do so. Remember, you
can leave the Invoice Number blank, if you want the computer to assign one.

Click the Printer button to produce a printed invoice.

Print Options Select the Call
Clcaisip . . CallSlin Invaice S/Ip Invoice
RSBy Qlens e G Ertter Invoice Date [0311,2005 O option. If you
Showy Histary Equipmenrt " . P
Al a1l Enter Invoice Number 5— ha ven t
Last 3 Selected assigned an
Shovwy Motes Suppress Sections [ Packing Siip 1
Equipment Tech / Times Invoice Date
Al Material Infarmation or Number
Selected Service Call Information yet, you must
Totalz Sections ) Print
Customer Signature @ Erene dO SO now.
Site Motes
* (leave blank for computer generated)

To finish off the service invoice, click the Status Change button. Click the Add
Mark button under “Transfer to A/R Flag.” If there are any critical problems with
the invoice, such as invalid account numbers, the system will notify you.
Otherwise, the Post Call Slip button will light up.

Posting Call Slips One At A Time: You can click Post Call Slip to complete the

invoice immediately. The invoice is now final and can no longer be changed in
any way.

Click the Status Change button to finish your service invoice.

Status Change Click the Add Mark button under “Transfer to
Current Status |PRT A/R Flag.” The Post Call Slip button will
QB Sync camplete Transfer to AR Flag light up. Click the Post Call Slip button to

Remove Mark finish off your service invoice. Once you
A Mark post a Call Slip, its Current Status will
Incomplete Ry L change to “A/R”, and it can no longer be
——— changed. Don’t post the Call Slip unless it's
— truly finished and ready to be sent on to
accounting!

Post CallSlin

“oided
tark Printec

Waterial

Cloze
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After you’'ve completed and posted a number of invoices for the day, you can
synchronize them all to QuickBooks at once, or export them to an accounting
program other than QuickBooks. See the chapter called “Exporting to Your
Accounting Software” for details.

Posting Call Slips In Groups: Another way to post Call Slips and transfer them
to your accounting software is to process them in groups, or “batches”. This is
accomplished with the Steps menu, and can provide a more orderly procedure
for posting Call Slips, if you have a large number of them to handle each day. If
you want to post and transfer your Call Slips in batches:

e As each Call Slip is completed, click Status Change, then click Add Mark
under Transfer to A/R Flag, as described above. However, do NOT click
the Post Call Slip button.

e Atthe end of the day, when all Call Slips for the day have been completed
and marked for transfer, pull down the Steps menu and choose Service
Invoices.

e Run Step #4, Invoice Edit Report. Choose Invoice Date for Sort Field 1,
and “ALL” for Select Field 1. The resulting report lists all of the Call Slips
that will be batched together and posted.

e Run Step #5, Process Completed Invoices. The batch you created in
Step #4 will be listed on the screen. Place a check mark next to it, then
click Process.

e Run Step #6, Sync Invoice Data. This is the same program that you can
run from the QB Sync menu. The invoices will be transferred to
QuickBooks, or exported to your other accounting software program.

STEPS: Service Invoice

@ =
_P%e(:a] I r@w
Sync

@ -}5.% Invoice
Invoices Data

Complete T

the Call Slip | =2 | B

Invoice
Edit Report

List Invoices
| to Print

MULTIPLE INVOICES
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The Ready to Invoice List

The Ready to Invoice List is a tool that helps you complete your service billing, by
gathering all the Call Slips that should be ready for invoicing into a single
window.

(= You can access the Ready to Invoice List by clicking this icon on the
— Dispatch Board.

OR

You can click the Utilities icon in the Work Orders section of the Acowin
Main menu, then choose Ready to Invoice List from the Utilities menu.

Utilities

No matter which way you run it, the Ready to Invoice List looks like the example
pictured below. It will list all invoices that have achieved the LAB (Labor
Complete) status or higher, but have not yet been posted to Accounts
Receivable. From the Ready to Invoice List, you'll be able to complete these Call
Slips and turn them into finished invoices.

A Ready to Invoice List

Highlight & Call Slip in the lizt and then click detail.

Taken Date Call Slip # Site Mame Problem Code Status Tech -~
MOZS1E 2006 1112 |Gordon, MNewton CPI LAE ALAMN
0&/1Z /2006 1147 |hce Hardware CR LAE EOE
_DSJ’Dl;’ZDDS 1168 |Ace Hardware - Fowler EBAL LAE ALAN
_lelSIZDD'? 1208 |Ace Hardware - Fowler CAT LAE ALAN
_043‘25!2005 1037 |Crane, Bebecca BAL MAT EOE
_033‘2'?,"2006 11E0|Crane, Bebecca CATI MAT EOE
_DSJ‘DSIZDDS lles|Wet & Wild Power Sports |BEWT MAT DAY
_023‘15!200'? 1210|Miller, Stephanie CATI MAT ALAMN
_lllef2l305 1053 | Fobinson, Patrick CSR MAT DALE
_DSJ‘DlIZDD'? 12l |Furlow, Anne Marie CPI MAT EOE
_DB,-‘lZ,.-'ZDDS 1060|Leon, Richard AEC PET EOE
_DBISDIZDDS 1067 |Papa Johh's Pizza EBAL PET ALAN
_DQIZDKZDDZ 1003 |Children & Adult DentistyCPL PRT DALE
_04_,-‘14,-’2005 1034 |Furlow, Anne Marie EWT PRT EOE
_EIG_,-‘l'?,-’ZDDS 1048 |8chuster, Allen EWT PRT JEFF

_123’29,"2005 10535 |Harris, Stewe EWT PRT

_DSIZZIZDDS 1113 |Anderson, John CR PRT ALAMN
_lDJ‘ZDIZDDS 1031 |Ace Hardware & Pump CPT PET

_043‘12!2006 11E&1|Ace Hardware EBAL PRT

_053‘1'?,"2006 11432 |Fres, Bcott CPI PRT EOE
_053‘23!2006 ll44|Furlow, Anne Marie BAL PRT EOE
:061‘12!2006 1148 |Creany Cheesecake CompanyliC PRT Lvs
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To turn one of these Call Slips into an invoice, click on the Call Slip, then click the
Detail button at the bottom of the window. The Call Slip will appear in its
entirety, allowing you to access each of the screens described in the previous
chapter. When you have completed and posted the invoice, you can return to
the Ready to Invoice List, to repeat the process with another Call Slip. The Call
Slips you’'ve completed will be marked with a grey “A/R” in the Status column on
the Ready to Invoice List. This helps you keep track of the Call Slips you've
completely billed, so you can easily see which ones still need your attention.
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Credit Invoices

Once an invoice has been posted to Accounts Receivable, it is too late to make
changes to it. Posting to A/R occurs when you click the “Post Call Slip” button on
the Call Slip Status Change menu, or when you run Step #5 on the Service
Invoice Steps Menu. This is the “point of no return” for Call Slips, because once
you have posted them, the invoices are presumed to have been sent along to
your accounting software, and the audit trail from Acowin to accounting must be
maintained. It would be very difficult to manage your company’s accounting if
you had invoices showing one amount in Acowin, and an entirely different
amount in your accounting program!

Credit Invoices provide a simple method for adjusting the balance of an invoice
that has been posted to Accounts Receivable. To issue a Credit Invoice, look up
the Call Slip for the original invoice. You'll notice a button next to the
Attachments and Jump buttons, which resembles a set of scales. This is the
Credit Invoice button.

@ Click this button to create a Credit Invoice.

Clicking the Credit Invoice button opens a window that allows you to adjust the
amount that will be credited. The system attempts to credit the full amount of the
original invoice by default, but you can adjust these amounts to issue a partial
credit, if you wish. If there were any Miscellaneous Charges on the original
invoice, they will appear in the table on the right side of this pop-up window, with
a check mark to indicate they will be credited. You can remove the check mark if
you don’t want to credit a particular Miscellaneous Charge.

.:‘J Create a Credit Invoice

Bill To (01004 Site |01004-0001

Creamy Chessecake Company Creamy Cheesecake Company

Criginal Call Slip# | 1003

Labor Sel -173.33 | chi Cads SellPrice | A
Material Sell -106.72 Cleaning -E0. 00
Mizc Sell -50.00
Suktatal -330.05
Tax -&_40
Grand Tatal -336.45 v
Problem Code | CREDIT hd
Rezoltion | Scredit w
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The Credit Invoice will take the form of a new Call Slip, with the Problem Code
and Resolution Code indicated on the Credit Invoice pop-up window. In the
example pictured above, the new Call Slip will have a Problem Code of
“CREDIT”, and a Resolution Code of “Ocredit”. The Resolution Code determines
the text that will appear on the printout from the new Call Slip, if you choose to
print a copy to give to your customer. Problem and Resolution Codes can both
be created from the Setup / Subsystems menu. You can set defaults for the
Problem and Resolution Codes to be used on Credit Invoices, using Setup /
Settings / Miscellaneous.

When you click the Finish button, a new Call Slip to handle the credit amount is
instantly produced. The bottom of the Credit Invoice window will display a
message indicating the new Call Slip number. You can click on the Call Slip
number to jump to this new Call Slip, which is ready to be posted to Accounts
Receivable immediately. The example below shows the final Credit Invoice pop-
up window, with the message about the new Call Slip number at the bottom.

ie< Create a Credit Invoice ['- ”.D | |
Bill To |0lo04 Site  |01004-0001
Creamy Cheesecake Company Creamy Cheesecake Company

Criginal Call Slip # |1008

Lakar Sel -173.33 | chik Code Sell Price | A
Material Sell -106.72 Cleaning -50.00
Mizc Sell —-50.00
Subtotal -330.08
Tax —-&_40
Grand Total -336._45 v
Proklem Code | CREDIT b
Resoltion | Scredit b

A new Call Slip has been created. Call Slip #1241
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Purchase Orders

Purchase Orders are used to acquire materials from outside
vendors. You can buy parts to store in your warehouses and
trucks for later use, or you can buy parts that are used
immediately on Call Slips. Acowin Purchase Orders are very
flexible — you can create a single Purchase Order to order parts from several
different vendors, and send the parts to several different warehouses, trucks, and
Call slips.

1,

Purchase Orders

To create a Purchase Order: There are three ways Purchase Orders can
be created.

e You can click the Purchase Order button on the Acowin main menu, then
click the New button on the Toolbar. This is a good way to create
Purchase Orders for inventory items to stock in your warehouses and
trucks.

e You can use Control+RIGHT-click on a Call Slip on a Dispatch Board, to
activate the Jump menu, then choose Purchase Orders. This
automatically creates a new Purchase Order for the Call Slip in question.
(If there are already Purchase Orders on file for that particular Call Slip,
you’ll initially see the most recently created Purchase Order. You can
then click the New button on the Toolbar to make a new Purchase Order.)
This is a great way to order items that are necessary to complete a service
call.

e When you post a Job Costing project and begin work, the system will
automatically create Purchase Orders to acquire the materials listed on
the Job estimate, if it was indicated that those materials would come from
outside vendors. The section on Job Costing, later in the User Guide, will
discuss this procedure in more detail.

Purchase Order

P Mum Status Last Date Changed £oF
Date Created Lof Lazt Date Posted £
Defaut | Inventory w | Location |MATH & Default Yendar <=
KeyCode Description “endor Ordered Act Cost List Cost Ext Total Rewd Ret to Yendor #

I«
Type Lo ity Orolered Received Ship Ta Type Ship Ta Ref & fa

Type Legend

I Inventary PO Tatal
C CallSlip
I JobCost

0. 0000
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Selecting a default destination: Everything you order on a Purchase
Order will have a destination, either a warehouse, a truck, or a Call Slip. The first
field on the Purchase Order is used to select a default destination. Everything
you order will go to this destination, unless otherwise specified. Many of your
Purchase Orders will probably be simple and will only require a single
destination, so selecting a default destination saves some time. You can click
the little yellow arrow next to the Location field to select a warehouse, truck, or
Call Slip from a list. Note that if you use the Jump Menu to create a Purchase
Order from the Dispatch Board, it will automatically have the Call Slip you
Jumped from as its default destination.

Detaut [Inventory v | Location [matn | ®

This Purchase Order will primarily order parts for the Main warehouse.

Selecting a default vendor: The default vendor is the vendor you'll order
most of the parts on the Purchase Order from. You can select a different vendor
for any given item, if you wish. Click the little yellow arrow next to the Default
Vendor to choose your vendor from a list, or right-click on the Default Vendor
field to add a new vendor on the fly. If you add a new vendor, the only required
field is the vendor's Name.

R or=inger ® Grainger will be the default vendor on this P.O.
i Yendor Search |:||§|rg|
Index Searches Keyword Searches
Search on |\"'3ﬂdﬂr Mame A | for | c | Kenywneord 1 | |
Search on | o | for | | Keyweord 2 | |
Search an | B | far | | Keywvard 3 | |

Address] CityiStateiZip Phone 5
Canadlian Bacon Co 10293 Maple Leaf Rd
Cartier 2025 Central Ave Fort Myers FL 33907 (2391344-3215
B Chelosky Electric Co. 1340 Betmar Blvd Ft. Myers FL 33306 (239)987-2052
w
B 3

You can click the little yellow arrow next to the Default Vendor field to search for
a vendor in your database.
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Vendor Information Code |1 You can rlght-

Mame | Grainger Status | 0K CIICk on the
PO Address 112431 Met Park Salesperson [Hi H
S P = Vendor field to
PO Address 2 | Branch 287 Cortact Harry add a new
City, 5T, Zip |[Fort Myers FL | 33903- Account Ma.
Phore | (223) 765-53595 Fax|i235)765-E53E3 Balance 0.0aan Vendor on the
Wiehzite | T, grainger. con Credit Llmit 0. 0oa0 fly. Only the
Email il vendor Name
GL Insurance Exp Date A Zone | South F M H H
i — is required.
WiZ Insurance Exp Date A Receive 1099
Umbrella Ins Exp Date £ []

Adding parts to the Purchase Order: Click the Add button beneath the
upper grid on the Purchase Order to add parts. If you're ordering a part that
exists in your Inventory database, you can enter its Key Code, or skip to the
Description field and enter the first few letters of the item’s description. Key
Codes are normally preferable, since they are short and precise. If you're
ordering items for a Call Slip, you can order “non-stock” parts that don’t exist in
your Inventory database, and don’t have Key Codes. Just type the description of
the item, and click the Cancel button when the system tries to look it up in
Inventory. After identifying the item you want to order, enter a quantity, and
make sure the correct price appears in the Actual Cost column. Note: if you
touch ENTER to move your cursor through the Ordered, Actual Cost, and List
Cost columns, a new line will automatically be added for you to list your next item
— you only have to click the Add button to add the first item.

Click the Add button to add an item to the Purchase Order.

Inventory Lookup You can enter a Key Code or a
Erter Cade |EIPOOL Description to look up the part in
your Inventory database. If you're
S — “ ordering parts for a Call Slip that
ATROOL ASC, WeatherMaker 38TDE Zspeed B .
wpipe, b iron 90 street elbh 178 aren t fOUHd n yOUI’ Inventory
BIPODZ _ |pipe, blk iron bushing 1/4xl/8 database, you can click Cancel to
EBIPFOOZ pipe, blk iron tes 1/8 lth S /ook-u Screen
ELTOOL1 V-belt, ctype 7/8 17732 1O00.Z Cance I p .
EBLTOOZ w-belt, atype 172 378 Sl-inch W
KeyCode De=cription “Yendor Ordered Act Cost List Cost Ext Total Rovd Ret to Yendor #
MEIPOOL pipe, b irom 20 strdGrainger 1a &.9500 &_9500 59 _ 5000
g
< >

This Purchase Order is ordering 10 units of pipe at $6.95 apiece.
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Distributing parts to different locations: The smaller grid on the bottom
of the Purchase Order screen is used to distribute items to different locations.
Initially, every item is sent to the default location you selected at the top of the
Purchase Order. If you want to add more locations and divide a part between
them, click the Add button beneath the bottom grid on the Purchase Order. The
three possible types of location are:

e | =Inventory (warehouses or trucks)

e C=CallSlip

e J=Job Costing Call Slip (a Call Slip that is part of a larger Job)

Purchase Order

PO Mum Status Last Date Changed | /£ f
Date Crested A Last Date Posted i
Default | Inwentory w | Location |MaTH L Default Yendor |Grainger &
KeyCode Description “endor Ordered At Cost List Cost Ext Total Rewd Ret to Yendor #
EBIFOOL pipe, b iron 90 strqGrainger 10 5. 9500 &_ 9500 59 _5000

I«
Type Lo Gty Orolered Received Ship To Type Ship Ta Ref # -

Type Legend I MATHN & TMarehouse |MATN
I TROOL 2 Warehouse |MATN
I Inventory PO Tatal
C CallSlp MHI TROOZ Z Warehouse |MATN T
T JobCost
w
e

This Purchase Order has been configured to distribute 10 units of pipe between
the Main warehouse and two trucks. The Main warehouse will receive 6 units,
while Trucks TR0O01 and TR0OO0Z2 will receive two units apiece.

E When all items have been added to the Purchase Order and distributed,
click the Save button to save your work.

You must click the Post button to update the warehouses, trucks, and Call Slips
affected by the Purchase Order. You should click Post immediately after you
click Save, unless you have some reason to hold off applying your changes
(maybe because you’re not certain you’ve distributed the parts to the correct
Inventory locations or Call Slips.) You cannot receive items on a Purchase
Order until you have posted the Purchase Order.

After creating a Purchase Order, or making any changes to an existing
order, you should click the Post button.

Receiving parts on order: When the parts you ordered on a Purchase

Order are picked up or delivered, you should “receive” them on the P.O.
Inventory parts on order do not add to Quantity in Stock until the Purchase Order
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is received! Look up the Purchase Order, go to the Receiving screen, and click
the Detail button to produce a new Receiving Slip.

Go to the Purchase Order file and use the Search tool to locate the
Purchase Order you need to receive items for.

Click the Receiving button to see the Receiving screen.

Purchase Order Receiving Slips

PO Mum |1

Receiving Slip # Yendor Date Status Packing Zlip # FloorPlan 10 -

W

oAl

This is the Receiving screen. It will list any un-posted, or unapplied, Receiving
Slips you have created for this Purchase Order. You can also toggle it to display
all Receiving Slips for this P.O. It’s normally empty the first time you receive
items on a Purchase Order, as shown here.

Click the Detail button to create a new Receiving Slip.

After you click the Detail button, the Receiving Slip Wizard will begin. The first
screen of the wizard asks you to verify the Purchase Order number. Click Next.

Receiving Slip Wizard This is the first screen of the
wizard. It just confirms the
Purchase Order number you
Enter PO.# |4 =Y are receiving items against.
Click the Next button to
continue.

The second screen of the wizard will allow you to choose a vendor, if more than
one vendor was listed on the Purchase Order. If the Purchase Order only names
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a single vendor, they will already be listed on the screen. The other fields on the
second screen are all optional information, which you can provide if you want it
on file. “Floor Plan” refers to a consignment plan, in which a vendor gives you
some equipment for a limited period of time, then returns to collect the unsold
units, plus payment for any units you have sold. If you accept inventory on a
Floor Plan, you should enter the plan’s ID code, the date it expires (when the
vendor will collect the unsold units), and the Financing company sponsoring the
floor plan offer (not necessarily the vendor who supplied the items.) When
you've filled out as much of the information as you want, click Finish.

This is the second screen of the
Receiving Slip wizard. Make
sure the correct vendor is listed,

Recenving Ship Wizard

Select Vendar | Johnstone Supply & then fill out any of the additional
Floor Plan D Packing Slip # [PC-n3140001 information you desire, and click
Floor Plan Expires L “endar I # FInISh
Financing
’ Cancel l [ Back ] I Finizh I

After you finish the Receiving Slip Wizard, the Receiving Slip screen will appear.
The screen lists all of the items on your Purchase Order, broken down into the
various destination warehouses, trucks, and Call Slips you have specified. Enter
the number of units received for each item. If everything you ordered was
delivered, you can click the Auto-Fill button to receive all items in full.

5 Receiving Slip EJE|E|
Receving Slip
Receiving Slip # Drate Crested LA “Yendor :_Jok_u_ls_t._c_vne Supply | Floor Plan T |
Purch Ord # | a7 ' Date Posted | £ ,.r' wendor nv # | Floor Plan Expires | 3 ,.r' ,r 1 @
DeteReceived| / /| (T Status Packing Siip # | pc-031 40001 | Financing |
Marked as Billed (%) Receive () Return Auto-Fil
HeyCode Description Type Location  Ordered Rewd Unpost Rovd Posted Received  Total Rowd A
EIPOOL pipe, b iron 20 stre I MATN =} a o
EBIFOOL pipe, b iron 90 stre I TROO1 zZ Z z
/WEIFOOL pipe, b iron 20 =stre I TROOZ Z - =
) e
I« >
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This is the Receiving Slip screen. In this example, only 4 of the 10 units of pipe
on order have been delivered. We have decided to give 2 pieces of pipe to each
of the two trucks, leaving the 6 units designated for the Main warehouse on
order. Hopefully the vendor will ship the other 6 pieces of pipe soon, and we can
receive them into the Main warehouse.

You can click Auto-Fill to immediately receive all items.

When you're finished with the Receiving Slip screen, click Save, then click the
Post button to apply the Receiving Slips. As with the Purchase Orders
themselves, Receiving Slips must be posted before they have any effect.

Click the Save button when you're finished filling out the Receiving Slip.

| Needs Posting | Click the Post button to apply the Receiving Slip. As

you can see, the system will remind you that the Receiving Slip needs posting.

Returning items to a vendor: To return items from a Purchase Order to a
vendor, you must create a new Receiving Slip, as described above. On this new
Receiving Slip, change the bulleted option at the top of the screen from “Receive”
to “Return.” You can then enter a negative quantity Received, as seen in the
screen image below, which returns one unit of a Heat Exchanger to the vendor.

& Receiving Slip [E=R[ECR|F<=
Receving Slip
Receiving Slip # 105 Date Created 03/05/200% Vendor Carrier Floor Plan ID
Purch Ord # 130 Date Posted 03/0%/2009 Wendor Inv # Floor Plan Expires s s @
Date Received 03/03/2009 @ Status Posted Packing Slip # Financing
Manually Billed Marked as Billed Receive @ Return ew S
KeyCode Description Type Location Ordered Rewd Unpost Revd Posted Received Total Revd -
L Heat Exchangerl c 1464 1 1 —1 a |

o S N N Y Y I |
-
-

) > @@= m)x & ®

Canceling parts on order: You can edit the main screen of a Purchase
Order at any time, to reduce the Quantity on Order for any line item. If the
vendor fails to deliver some items and you want to cancel the outstanding order,
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simply edit the Purchase Order and reduce the Quantity on Order for that item, to
equal the number of units you’ve received so far.

Changing the vendor for an item: You can double-click the Vendor field
on any line of the Purchase Order to select a different vendor. A single Acowin
Purchase Order can be split between any number of vendors. If you print the
Purchase Order on paper, each vendor will receive a separate page. A common
reason for switching vendors for a part is that the original vendor could not supply
all needed units of the item, and another vendor has indicated they can get what
you need. If no units were received yet, you can change the vendor of the
original line item. If some units were received from the original vendor, you can
reduce the Quantity on Order for the original line item, then add a new line for the
new vendor.

KeyCode Description “Yendar Ordered At Cost List Cost Ext Total Rowd Ret to Wendor #
MEIFOOL pipe, b iron 90 strd Johnstones Suy 10 &_9500 &_9500 59 _ 5000 4 0
w
< >

In this example, 10 units of pipe were ordered from Johnstone, but only 4 were
delivered. We have decided to get the other 6 units of pipe from a different
vendor.

KeyCode Description “endar Ordered Act Cost Li=st Cost Ext Total Rowd Ret to YWendor #
MEIFPOOL pipe, b diron 20 strgJohnstone Sy 4 & 2500 &_ 9500 £7.8000 4 a
w
< >

Here we have reduced the Quantity on Order for the existing line to 4, to match
the 4 units received from Johnstone Supply.

KeyCode Description Wendor Orelered Act Cost List Cost E:xt Tatal Fioved Ret to Vendor
EBIFPOOL pipe, b iron 90 strdJohnstones Suy 4 &.9500 &_95L00 Z7. 8000 4 o
MEIFOOL pire, b iron 290 strdGrainger & E.9500 &_9500 41_ 7000
A
3 3

Now we’ve added another line to the Purchase Order, for the outstanding 6 units
of the same pipe, but we have double-clicked the Vendor space and changed the
vendor to Grainger.

Keeping track of parts on order: The Purchase Order Quantity Report,
found in the Inventory section of the Reports menu, can be used to obtain a list of
all parts on order. Use the check boxes on the report screen to select only the
“Partial” and “None” received statuses to produce such a report. You could also
use the Select #1 field to limit the report to a range of Purchase Order dates, or
choose “ALL” to select all open Purchase Orders.

o7



.}u Report - Purchase Order Quantity Report

Primary Sort |VEndDr v |
Fikers | addtionsl Sorts
Selection Criteria  (Make up to 4 selections)
Select Far | PO Date v
PQ Date from 030172005 to 03/31/2005 A
(%) Range () Equals E
From | 0311 /2005 ]
l' To| 03312005 | [TH >
Addtionsl Report Selections
Receives o Status Distribution Type
Partial Invertary
[CliFun} Call Slip
Mone Job Cost
o ) )

This is the Purchase Order Quantity Report screen. In this example, only
Purchase Orders that have not been fully received will be listed, and only if the
order date is between 03/01/05 and 03/31/05. The report will be sorted by
vendor.

Attaching Documents to P.O.s and Receiving Slips: The
Attachments button can be used to attach files from outside programs to both
Purchase Orders and Receiving Slips. You could take advantage of this feature
to attach scanned images of hand-written Purchase Orders to the P.O. file, or
vendor packing slips to the Receiving Slips file.

This is the Attachments button. It changes to display a blue check mark if
any Attachments are present for the selected Purchase Order or Receiving Slip.
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Service Contracts

A Contract is an agreement in which the customer pays a certain _
price to receive a set number of maintenance visits, called ﬁg
“Inspections”. Other common terms for Contracts include “service Contracts
agreements”, “maintenance agreements”, or “planned service

agreements.” In the typical residential Contract, the customer pays in advance
for one or two Inspection visits per year. Commercial Contracts often have more
complex billing and Inspection schedules. Each Contract purchased by your
customers should receive its own entry in the Contracts File in Acowin. A single

Site can have many Contracts running at the same time.

Reduced to its essentials, every Contract is defined by its starting and ending
dates, its billing schedule, and its Inspection schedule. Setting up a Contract is
simply a matter of setting up those four essential characteristics. Your company
might extend additional benefits to Contract customers, such as priority service
consideration — in other words, Contract customers get their calls answered a bit
faster. This is why the Acowin Dispatch Board clearly shows you which Call
Slips belong to Contract customers - the first indicator beneath each Call Slip is
filled in with a star if the customer has an active Contract.

Each Contract is meant to run through its life span, and then expire. If the
customer buys a new Contract to renew for another year, another record is
added to the Contract File. If the customers choose not to renew, you don’t have
to take any special action — you just let the existing Contract run its course and
expire. The end of this section will include some advice about processing
Contract renewals, how to cancel Contracts before they were due to expire, and
how you can handle customers that are almost certain to renew each year.

The importance of Contract Types: Acowin includes a very important
feature called the Contract Type. Your choice of Contract Type will set most of
the important attributes of each new Contract, including its duration, price,
invoice text, and Inspection schedule. All of these things can be over-ridden on
individual Contracts if desired. The purpose of the Contract Type is to keep you
from having to “re-invent the wheel” every time you set up a new Contract. This
is especially helpful with residential Contracts, which tend to have very standard
values — they usually cost the same, have the same number of scheduled
Inspection visits per year, etc.

Contract Types are defined through Setup / Subsystems / Contract Types.
The Contract Type screen is pictured below. Remember that everything set by
the Contract Type is a “default value” that can be changed on individual
Contracts. A typical company might have a couple of Contract Types for
residential agreements (usually a “basic” agreement, and a more expensive
“plus” agreement with better benefits), and a Contract Type for each major type
of commercial agreement the company sells (retail, light commercial, industrial,

59



etc.) The attributes of a commercial agreement are more likely to be revised on
each individual Contract.

Contract Type

Code | Gold Mumber of Months | 12 Class | com whien invoice createcd
Mame|Gold Contrace Amount | 15200 Mark to Print

Mark to Transfer to AR

Yizits per year z
Default Invaice Text Manth 1
Wi at ACCHWYIM Sample Company would like to take this opportunity Maonth 2 Percentage
to zay thank you for being & valued customer and for allowing us to Marth =
give you the best service and maintenance available in town. Month 4 Letoey 210. QUU
bt Morith 5 Wisterial 10_ 000
Wizt | Code Instruction Est. Time  # ol Tatal 100. 000
1] BLTA (Check Belt Alignment 0005 mzx: ;
1] BLTT |Check Belt Tension 0005 taonth 9 Distribution Code
a CLMC |Clean Condensste o010 Maorth 40 SPT AGMT
1] CONT [Check Contactors 0005 harth 11
1] FAMGC [Check Fan Cycling 00:0s v Wdarith 12
Taotal Est. Time |0z : 20 27 &

[0

Here is an example of a Contract Type. All of the values set on this screen can
be over-ridden on individual Contracts, if desired. The items on this screen will
be described more fully during the course of our discussion of Contracts.

One portion of the Contract Type screen worthy of further discussion is the
Inspection Instructions, which occupy the lower-left portion of the screen.
These Instructions tell the technician exactly what to do during each Inspection
visit. Visit “0” means the instruction applies to every visit. In the example above,
the first and seventh months of the Contract are flagged to receive Inspection
visits (the check marks are rather faint in the screen image, but if you look
closely, you'll see that Month 1 and Month 7 have check marks next to them.) All
of the Inspection Instructions are set for visit “0”, which means they will appear
on both of the visits for the Contract. Visit “1” would mean the Instruction applies
only to the first visit (Month 1 in this example), while Visit “2” would mean only the
second visit (Month 7). Inspection Instruction codes are prepared with Setup /
Subsystems / Inspection Instructions, as pictured below.

| Inspection Instructions This is the Inspection
Inspection Instruction 1D | ComMC DepartmentTech Level | DEF w Instruction Setup screen.
Instruction Mame |Coumercial Controls Check Est Time [00: 20 The most impor['ant
pescription fields are the Code, the
Test all control zystems and thermostats, adjusting as needed. L

Instruction Name (which
the tech will see on the
~|  Call Slip) and the

(L) = Estimated Time

required.
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As you can see from these examples, Inspection Instructions can be very
specific, naming individual services that take only a few minutes apiece to
perform, or they can be more general. You should scale your Instructions to the
level of detail you want your technicians to see on their Call Slip. If you don’t
plan to print the Inspection Call Slips on paper, there isn’t much reason to
prepare a detailed set of Instruction codes.

To create a new Contract: Go to the Contracts File, and click the New
button on the Toolbar. Click the Search button next to the Site-ID to locate the
proper work Site for your new Contract.

>

contracts Click the Contracts button on the Acowin main menu.

Click the New button to create a new Contract.

Site D 01001 |- oool | (@] Click the Search button to choose the Site.

%5 Contract

Contracts
Site ID m‘_ ’m @ when invaice created Percentage
Cortract Mo Problem Code :I [ Mtk to Print Lakar a.0oo
Site Mame (Miller, Stephanie Customer PO # :l {D Mark to Transfer to H Material 0.000
Bill To @ Distribution Code [ showe Date Ranges Tatal 0.000
[filler, stephanie |
Cortract Type | w  Default Invoice Text Mumber of Inspections per year
Taix Region | DEFAULT ~| A
Criginstes L @
StatDate| s s 0 3
# Morths | 12 b
Class | T/ v Sclustments 0.00]  Amt Biled Tl B
DeadDate| + s  |€3  Skphsp| s / Total At 0.00] - Amt Paid| .00 : | 0.00
Dead Reason 3 Dueto Date
Z ALto Renew

This is the first screen of the Contract File. We have used the Search button to
select Stephanie Miller as the work Site for this new Contract.

Contract Number can be left blank if you want the system to assign one.

Contract Type is very important, as we have already seen. Choose the correct
Contract Type, and the system will complete most of the other crucial fields on
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the screen automatically. You can over-ride any of the values determined by the
Contract Type if necessary.

%5 Contract

Contracts
StelD [01001 |- |ooo1 | @ ! when invaice created __ Percentage
Cortract Mo | Problem Code bt ! Mark to Prirt Labar | 0. DD_D_|
Site Mame iH:i.ller , Stephamnie | Custamer PO # ark to Transfer to AR Material [ 10,000
BilTo [o1001 | &) Distribution Code | spy aGmT v | | [ show Date Ranges Tatal 100.000
Miller, Stephanie | _
e Te |Gold = e Mumber of Inspections per year >
Tax Region | DEFAULT P Wi at ACOWIN Sample Company wealld like to take thiz appottunty to say thank you for beindg a n
valued customer and for allowing us to give you the best service and mairtenance available intovwn,
Criginates ,-’ W | {E’
StertDate| s s {3 =
# Months | 12 )
Expires| s At 159.00]
L =
Class | CON b | Adjustments 0.00| AmtBiled | 0.00| Total Due
DesdDate| s s I skpmnsp| s s | Total Amt 15500 - AmtPaid| o.o0] - [ 15s.00
Dead Resson i Dueto Date | o.00|
3 Autn REnsw

=

The Contract Type called “Gold” has been selected. The system has filled in the
duration of the Contract (12 months in this example), the Distribution Code,
invoice text, contract amount, and the division between labor and materials.

If you don’t want to over-ride the values that came from your choice of Contract
Type, there are only three more important fields to complete on the main
Contract screen:

Originates is the exact date when the customer purchased the Contract.

Start Date is the effective beginning date of Contract coverage. It could be
different from the Originates date — for example, your company might have a
policy that says a customer who buys a Contract after the 25" of the month
receives coverage beginning the first day of the next month.

Ongnas o222 2005 | (3
s ealoo oz 14

# Months (12

Expires |0Z /282006

In this example, the customer purchased the Contract
on 02/26/2005. Effective Contract coverage begins on
March 1%, 2005. The Contract will run 12 months, so it
expires February 28, 2006.

@ You can click the Clock buttons to insert today’s date as either Originates or
Start Date.
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Problem Code sets the Problem Code that will appear on Call Slips produced by
this Contract. On the Inspection screen, you'll select a number of times during
the year when the customer should receive a maintenance visit. The system will
create Call Slips to handle these visits. The Problem Code specified here will
appear on those Call Slips. You might create a single Problem Code to handle
all Inspection Call Slips, such as “INS” for “Inspections.” You could also create
different Problem Codes for different types of Contract. Remember that the
Problem Code is one of the most obvious aspects of each Call Slip as it appears
on the Dispatch Board. Problem Codes are created with Setup / Subsystems /
Problem Codes, and are discussed more fully in the Call Slips section, earlier in
this User Guide.

Auto Renew is a check box that sets the Contract up to renew automatically
after it expires. See the “Automatic Contract Renewal” chapter, below, for more
details about how this feature works.

Once you have completed the first screen of the Contract, click Save to save
your work. You'll also want to hit the Billing and Inspection screens of the
Contract, as described below. Remember that you can adjust things like the
Contract Amount or invoice text on the first screen, if the values set by the
Contract Type are not correct.

Click Save when you're finished with the first Contract screen.

Setting the billing schedule for the Contract: Proceed to the Billing
screen and click Edit. Pull down the Billing Interval menu and select the billing
schedule for this Contract. If the customer pays for the entire Contract at the

beginning, choose Annual. The calendar at the bottom of the screen will change
to reflect your choice of billing interval. Click Save when done.

Click the Billing button to proceed to the Billing Screen.

Click the Edit button to work on the Billing screen.

Pull down the Billing Interval menu and select

oy ot EEEERIGINN] v the appropriate billing schedule. The Billing
Texeble — o0 screen will change to reflect the billing interval
E:ﬂ::::ials e Tomene you have chosen. In this example, the Contract
T begins in March 2005, and we have selected
Ammually 1. Annual billing, so the full $159.00 price will be

(AR 3] W oCe

billed in March.
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Billing Site I | 01001-0001
Site Mame [Miller, Stephanie

Billing Interval |§ Amourit Adjustments Adjuzted Amt
15200 0.00 15300
Taxable
D Labar Amoum.Scheduled 152._00
[ materialz Dizcrepancy o.00
Tatal Amaourit 1E2.00
2005 - 2006
Amourt Irneaice Status Amiourit Inveice Status

Mar 15500 Sep [ 0.00

2pr [ 0.00 oct [ 0.00

May [ 0.00 Mo [ 000

June [] 0.00 Dec [ 0.00

July [] 0. 00 Jan [ 0.00

2ug [ 0. 00 Feh [] 0.00

Click the Save button when you have finished with the Billing screen.

Creating an invoice immediately (optional): After you've set the Billing
screen and clicked Save, you can click the Single Invoice button to create an
invoice immediately. This is handy in cases where the customer needs to be
billed right away, or perhaps has already paid for the Contract. A common
example of such a situation is when a technician sells a Contract while
completing a service call, and the customer pays the technician for the Contract
right away. You would want to set up the Contract and produce the invoice
immediately, so you could apply payment to the invoice. After you click the
Single Invoice button, select the month and year you're creating the invoice for,
and click the Create button.

You can click the Single Invoice button to create a Contract Invoice

immediately.
Create Individual Invoice Select the month you want to
Select which period from the contract. produce an inVOice for’ and C/I'Ck
Morth __ Vear __ amount |  Period [Har 2008 the Create button to generate an

2005 159.00

invoice immediately.

Inwaoice Date
03,01 /2005

[ cancel | [ create |

The invoice you have created will appear on the Invoices screen of the Contracts
File. From here, you can click Detail to see a detailed view. You can then print
the invoice, and post it to Accounts Receivable, immediately. If you created the
single invoice because the customer has already paid for the Contract, it would
make sense to post it to Accounts Receivable right away. Click Status Change,
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then click the Post Contract Invoice button. This is exactly the same as the
procedure for posting Call Slip invoices, which we reviewed in an earlier chapter.

Click the Invoices button to see the invoice you have just created.

Invoices Site ID (01001-0001
Site Mame Miller, Stephanie

Date Crested Invoice # Status Irvoice Date | Grand Tatal | #
03/14/Z005|C-1001 Printed 03/14/Z005 153.00

Your new invoice will appear on the Invoices screen.

Click the Detail button to view the invoice in detail.

Contract Invoice

Site D g1ool oonl Bill To |pioo1 Batch # Mark to Print
Site Mame [Miller, Stephanie Miller, Stephanie Setus |Printed Wark to Transter to AR
Contract Mo.|01001-0001-0002 Tax Region | DEFAULT Showr Date Ranges at Print
Taxable Distribution Cads [8RY AGHT
Inwaoice Mumber - 1001 Lakiar 142,10 LN one
Balancing Accourt (1100
Material 15.90 o
. Labor (4010
Invoice Date | 0371472005 Subtatal 155.00
. Material | 4015
Creation Date | 03/14/72008 Tax 0.00
o Tax |z600
Last Modified |03/14 /2005 Grand Total 155.00

Iredice Tesd | We at ACOWIN Sample Company wwould like to take this opportunity to say thank you for being & valued customer and for L
allowing ws to give you the best service and maintenance available in town.

Footer COMTRACT

This is the Invoice Detail screen. From here you can click the Print button to print
the invoice, or use the Status Change button to post it to Accounts Receivable.
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Status Change
Current Statuz | Printed

@B Sync complete Transfer to AR Flag

[ Post Contract Invaice ] [ Remove hark l

Add hlark

Ready to Print Flag

Click the Post Contract Invoice button on the
Status Change window to post the Contract
Invoice. If you use the Single Invoice tool to
create a Contract Invoice, you’ll probably
also want to post it right away.

[ Created ]

[ Remove hark l

[ Wark Printed ] [

kel Mark ]

Close

Later in this section, we’ll look at how you can use the Steps Menu to create,
print, and post the scheduled Contract billing for an entire month, all at once.

Scheduling Inspection visits: After you set the Billing cycle, and
possibly create an invoice with the Single Invoice button, you'll want to visit the
Inspections screen to adjust the Inspection calendar. The calendar on the left
side of the screen includes four “bins”, or weeks, per month. Check boxes
shaded in blue are not part of the current Contract period — for example, if you
begin a Contract in the third week of March, the first two weeks of March will be
shaded blue and unavailable. The bottom part of the screen contains Inspection
Instructions, which can appear on the printed Inspection Call Slips, to provide
your technicians with a written checklist of services to perform. Your standard
number of visits, the default calendar, and the standard Inspection Instructions
are determined by the Contract Type you chose on the first screen. As with
everything else set by the Contract Type, you can revise the settings on the

Inspections screen, if necessary.

Click the Inspections button to view the Inspections screen.

Inspections Site ID |01001-0001
— =ervice Calls —, Site Name |[Miller, Stephanie
I&a;_,mﬁ I Mot inclucted in this cantract. num. of vists [ 2 Mumm, of Techs ]
o [V Included, but still editable. TeatLezal
mar W [T T ¥ Dispstch record created.
Apr I- |- |- |- Dizpatch record assigned.
May T 0 Transferred to &R, Mot
wnC T editakle.
W IErErr 2 Ready to Prirt
ag DT ¥ missed Inspections Month []
sep P T T T “ist | Code Instruction Est. Time | Time | Guartityl Ext | MoBin
ot T T 0 |BLTA [Check Bett Alignment z[oo- 10 1[o0: L0
Me 7 7 2 T O |BLTT [Check Belt Tension =[go: 10 1|00 Lo
Dec T T 0 |CLNG [Clean Condensate 10]00: 20 1|o0-zo
Jan FEE T 0 |CONT|Check Contactors =[go: 10 1|00 Lo
Feh T IT T 0 |FANC|Check Fan Cycling s[o0: 10 1[a0: 10
war 7 7 7 0 |FILT [Change Fiter 5[oo: 10 1lo0: L0 v
272 Tatal Est. Time 140 [0z:z0
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If you want to make changes to the Inspections screen, click the Edit
button.

et Ty In this example, the check mark for the second inspection has

Year

2005-2006 been moved from September to November. You may find it

mar 2 7 convenient to use only the first check box for each month, which
::;F ,': ,':,': is technically Week #1, to keep things simple.

wn T
w O
pg OO
sep T
ot T
mow W T T
e T
Jan IO T
Feh T
(=00 I I

ZFE

Creating scheduled monthly invoices: As we've already seen, the
Single Invoice button on the Billing screen of the Contracts File can be used to
create a single invoice for a selected Contract. The other method of producing
Contract Invoices is the Contract Invoice Steps menu. If you have some
Contracts with monthly, quarterly, or bi-annual billing intervals, you can perform
the Contract Invoice Steps at the beginning of each month, to produce all of the
scheduled billing for the month. Pull down the Steps menu at the top of the
Acowin screen, then choose Contract Invoice, to see the menu pictured below.

STEPS: Contract Invoice
NGo i [N©

List Monthly Invoices Create Monthly
Contracts to Be Created Contract Invoices

Print Contract

Completed Invoice Transfer
Invoices Edit Report Invoices

Synchronize
Invoice Data

Some brief notes on each step of the procedure:

67



e Step #1, Set Up Contracts, simply takes you to the Contracts File, which
we've already reviewed. This step is on the Contract Invoice Steps Menu
to give you convenient access to the Contracts File if you need it.

e Step #2 lists the billing scheduled for the month. Use the Select 1 option
on the report screen to choose the month and year you will be billing for.

e Step #3 creates the Contract Invoices for the month. It produces no
printed output — step #5 will print the invoices. Be sure to choose the
correct month and year when you run Step #3.

e Step #4 lists the invoices that are ready to print, meaning all of the
invoices you created with Step #3. Many users feel Step #4 is redundant,
since it prints a list basically identical to the list from Step #2.

e Step #5 prints the Contract Invoices. Printing the invoices is optional.

e Step #6 gathers all of your new Contract Invoices into a “batch”. This is
equivalent to looking them up on the Invoices screen of the Contracts File
one at a time, clicking the Status Change button, and choosing Post Call
Slip. Obviously, running the Step #6 report to do them all at once is much,
much faster than looking them up for posting one at a time.

e Step #7 produces a final report of all the invoices, and flags them as ready
for export to your accounting software. This report should be printed and
saved for your records. If you're a QuickBooks SDK user (QuickBooks
2003 or higher), Step #7 is equivalent to the “Contract Invoice” box on the
QB Sync menu.

e Step #8 exports the invoices to your accounting software. If you are a
QuickBooks SDK user, this is the same thing as the “Synchronize” box on
the QB Sync menu. For those who use accounting software other than
QuickBooks, or QuickBooks 2002 or earlier, this step exports the invoice
credits and debits to your accounting program’s General Ledger. The
Acowin Help system has pages that describe the export process in more
detail, in the Accounting booklet of the Help system. We'll also look at the
export or synchronization procedure in a later section of the User Guide.

Creating scheduled monthly Inspections: There is also a Steps menu
for Inspections. Every month, you can run these Steps to produce Inspection
Call Slips for the month. These Call Slips will appear in the blue Unassigned
column of the Dispatch Board, on the specific schedule date you select when you
create them (it defaults to the first day of the target month.) As you contact each
customer and arrange an exact time for the Inspection visit, you’ll drag that Call
Slip out of the blue Unassigned column, and drop it on the date and technician
who will perform the work. When the first day of the month actually rolls around,
very few of the Call Slips should remain in the Unassigned column. The
Inspection Steps menu is pictured below:
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STEPS: Inspection Call Slips

© L

Create Inspection
Call Slips

@

T A
il ©, :
Inspection Call Slips @ @

To he Created

Inspection Call Slips
Created Report

® A
Missed Inspections @

From Prior Months

Print Inspection
Call Slips

Some notes about the Inspection Steps:

As with Step #1 of Contract Invoice Steps, the first Step of Inspection
Steps simply gives you easy access to the Contracts File. If you need to
make any revisions to the Inspection schedules, you can use Step #1 to
get into the Contracts File quickly.

Step #2 is a report that lists missed inspections from previous months.
Running this report is not mandatory, but it's a good way to ensure all of
the Inspection Call Slips from previous months are completed, before you
generate a new month’s Inspections.

Step #3 is a report that lists the Inspections that will be due in the
specified month. This report can give you an idea of how much technician
time you’ll need to fulfill your Inspection obligations.

Step #4 actually produces the Inspection Call Slips, and is the only truly
mandatory Step in the procedure. You'll be asked for a “work date”, to
control which date the Call Slips appear on the Dispatch Board. It defaults
to the first day of the target month. If you schedule inspections using
specific weeks, instead of using the first week for every Inspection, you
might want to use the first Monday of the target week as your work date.
Step #5 produces a list of the Call Slips you produced with Step #4. Since
Step #4 has no visible output and prints no report, you might want to use
Step #5 to verify that the correct, anticipated Call Slips were created.

Step #6 prints the Inspection Call Slips. Each Call Slip includes two
pages. The first page is the standard Call Slip printout, which lists the
Customer and Site information and has spaces for the technician to enter
parts used, labor hours, and notes. The second page presents the
Inspection Instructions, in checklist format.

69



Automatic Contract Renewal

As your Contracts expire, you'll want to contact the customers and encourage
them to renew. If the customers renew, you'll create a new Contract for the new
year in the Contracts File. The old Contract File entry remains as a historical
record, with all of its invoices and Call Slips available for review on its various
screens. The system can create these new Contracts for you automatically,
using the Auto Renew feature, which will be described in this chapter.

Acowin provides two handy tools for contacting the customers and encouraging
them to renew their Contracts:

e The Contract Expiration Report, found in the Contracts section of the
Reports menu. This is a report that includes the names, addresses, and
phone numbers of Contracts that expire during the selected date range.

e Mailing Labels, found in the Customer/Site section of Reports. The
Mailing Labels are run in a very similar fashion to the Contract Expiration
Report — one of the selection options is Contract Expiration Date. The
difference, of course, is the output. The Mailing Labels report will produce
three-across, ten-down mailing labels. You could use these labels to send
your Contract renewal customers a postcard or brochure, encouraging
them to renew.

,}, Report - Customer Mailing Labels

Primary Sort | Customer Mame v

Fiters | fddtional Sorts

Selection Criteris  (Make up to 4 selections)
Contract Expiration from 03/01 /2005 to 03/31/2005 -~

(%) Range (O Equals B

From | 03401 /2005 ]

Select For | Contract Expiration -

‘_ To|oastzo0s | H

Additional Report Selections

Exit [ Back I [ Run I

This is the Mailing Labels report screen. In this example, labels are being run for
all Contracts that will expire during the month of March 2005.
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Setting Up Automatic Contract Renewal: A Contract can be configured
for automatic renewal by clicking on the Auto Renew hyper-link, on the first
screen of the Contract File. The Auto Renew window will appear, as pictured
below:

At Renew

() Contract will renew with the price of 31g.00

C} Cantract will renewy bazed on the current value of the Cortract Type an the day of renewsal

() Contract will renesy based on an incresse of 0.00| % each reneywal. Mext Renewal $315.00
Contract Exported By Contract Reneswved As

Contract Exported On P Contract Renewed By

Contract Renesved On iof

Place a check mark in the Auto Renew box, then choose one of the three
methods for determining the price of next year's Contract.

e The first option will renew the Contract for a fixed price, which you can
enter in the field provided. It will default to the same price as the current
year.

e The second option will prompt the computer to look up the current price, at
the time of renewal, in the Contract Types file (Setup / Subsystems /
Contract Types.) This option would make it easy to increase or decrease
the price of all Contracts when they renew, by changing the price in the
Contract Type file.

e The third option allows you to specify a percentage increase in the
Contract price when it renews. For example, a $300.00 Contract with a
10% price increase will renew for $330.00.

After you make your Auto Renew choices, click the Hide button to close the Auto

Renew window. The main Contract screen will now indicate that Auto Renewal
has been set up, and will state the price for the renewed Contract.

Renewing a Single Contract: You can instantly renew a single Contract by
clicking on the Renew button in the Contract File, which is pictured below.

This button will allow you to renew a single Contract.

Clicking the Renew button will open a window that allows you to adjust the
starting date for the renewed Contract. This defaults to the day after the current
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Contract expires. Click the Create button to accept the new Contract starting
date and create the renewed Contract.

%~ Contract Auto Renew |:||§| E|

Bill To (01001 Site |01001-0001

[ritier, scephanie [Miller, srephemie

Griginal Contract # [01001-0001-0002 |

The newvy contract will be created based on the ariginal contract.

st Dt @

Claze

This is the window that appears when you click the Renew button.

Renewing All Contracts at Once: You can also process automatic
renewals for all the Contracts due to expire in a given month. Click the Utilities
button in the Customer section of the Acowin main menu, then select Mass
Contract Renewals from the Ultilities menu. The Mass Renewal screen is

pictured below.

% — -
<e=| Mass Renew Contracts |_- ||I:I||
Check A1 Merth Contract Type (optional)
Clear Al Year | zoog P Get List
|Chk Site Mame Site Address Cortract Mumber Exp Date Orig Contract Amt | New Contract 2mt| #
Harris, Steve 917 Cypress Court 0l0Z5-0001-0003 08/3170%8 159 00 1E9_00
Wet & Wild Power Spo(lé924 San Carleos Blwd |0l01Z-0001-00032 ag/21 /02 1zE.00 lzL.00
Bose, Charlene 29248 Sandpiper Ct QLloz27-000L1-0004 ag/s21 /02 149.95% 145,95
Madison, Paula 90288 Three Oaks Driwe |01034-0001-0003 0g/31/08 149.95 145_95
Gordon, Newton 1098 Hueva Awve 0lo40-0001-0003 08/31/08 145_95 145_95
Anderson, John 1021 West Mason St 0l0E7-0001-0005 08,315,088 145 55 145 35
o
o) (e
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Use the Month and Year pull-down menus to select the desired expiration month
and year, then click the Get List button. A list of all the Contracts due to expire
in the selected month and year, and which have been set up for Automatic
Renewal, will appear. You can also use the Contract Type pull-down menu to
limit this list to a single type of Contract, if you wish. When the list appears, you
can select individual Contracts by placing a check mark at the beginning of the
line, or you can use the Check All button to select them all at once.

The Export button will save a list of the selected Contracts as a Microsoft Excel
spreadsheet file, useful for research or marketing purposes. You could use this
spreadsheet file to send a notice about the renewed Contracts to the customers,

for example.

Click the Create button to generate new Contracts for the selected customers.
The new Contracts will begin the day after the old Contracts expire. You can
immediately use the Contract Invoice or Inspection Steps Menus to create
invoices or inspection Call Slips for the new Contracts. You would almost
certainly want to generate invoices for them, so the customers can pay for their

renewals.

Suggested Contract Renewal, Billing, and Inspection

Monthly Procedure

When Procedure Where to find it
Beginning of Run Contract Expiration Report Reports / Contract /
month for next month Contract Expiration

Report

Run Mailing Labels for Contracts
due to expire next month

Reports / Customer Site /
Mailing Labels

Run Contract Invoice Steps for
next month

Steps / Contract Invoice

Run Inspection Call Slips for
current month

Steps / Inspection

During month,
when customers
renew

Use Renewal button in the
Contracts File to generate new
Contract, then create invoice with
Single Invoice method, print
invoice to send to customer, post
invoice

Contracts File

(Renew button is at the
bottom left of all screens;
Single Invoice button is
on Billing screen, invoice
appears on Invoices
screen)

During month, as
customers buy

Create new Contract, create
invoice with Single Invoice

Contracts File

73




new Contracts

method, print invoice to send to
customer, post invoice

End of month

Use Mass Renewal screen to
renew all Contracts, if desired

Customer Utilities, Mass
Contract Renewal screen

Run Contract Expiration Report
for current month, make last-ditch
phone calls asking them to renew

Reports / Contract /
Contract Expiration
Report

“Dead” Contracts: Sometimes a Contract will need to be canceled before it
would normally have expired. Such canceled Contracts are known as “Dead”
Contracts. To declare a Contract “dead”, enter a Dead Date and Dead Reason
on the first screen of the Contracts File. The system will not produce any
invoices or Inspection Call Slips dated affer the Dead Date, so as of the Dead
Date, the Contract is effectively null and void. Some common reasons for using
the Dead Date include:

Customer canceled the Contract
Customer moved out of your service area
Customer’s home or business destroyed by a fire

A customer you set up with a five-year “always renews” Contract decided

not to renew after all
e Contract was entered by mistake and needs to be voided
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Loading Existing Contracts Into Acowin

When you first begin using Acowin, you'll probably have some Contracts that are
already “in progress.” The billing and Inspections for these Contracts may have
been partially, or even fully, completed for the current contract year. You can
add such existing Contracts to Acowin, following the procedures outlined above,
and then take these extra steps to handle billing and Inspections that have
already been completed.

If billing for a Contract is already partially or fully completed: on the Billing
screen, you can use the Adjustment field to enter the amount of the Contract that
has already been billed for the year, as a negative Adjustment. This will reduce
the Amount Due accordingly. If the entire Contract amount was billed for the
year, the Adjustment should reduce the Amount Due to zero. On the Billing
calendar, schedule only the invoices that still need to be generated for the
Contract. In other words, if the Contract was to have been billed in four quarterly
installments and two of them have already been taken care of, schedule only the
two remaining invoices on the calendar.

Here’s an example of a Contract that was to have been billed quarterly,
beginning in September 2005. Two of the quarterly billings have been
completed, accounting for half of the total $1200.00 price. An Adjustment of (-
600.00) has been entered to cover these two completed invoices, and only the
two outstanding invoices, for March and June 2006, have been scheduled on the
calendar.

m Billing Site ID |010028-0001
Site Mame |Dru's Pharmacy
Billing Interval | custon w Amourt Adustments  Adjusted Amt
1z00.00 -500.00 &00.00
Taxakle
Amaunt Scheduled a00._ 00
[] Lahor )
[] materiats Discrepancy 0.00
Total Amaourit 50000
2005 - 2006
Amount Invaice Status Amourt Invaice Status:
Sep [ 0.00 Mar 300.00
oct [ 000 apr [] 0.00
| 0.00 May [ 0.00
Dec [ 0.00 June 300.00
Jam [] 0.00 July [] 0.00
Feb [] 0.00 2ug [] 0.00

Criary E]
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If any of the Inspections for a Contract have already been completed: you
can use the Skip Inspections field, on the first screen of the Contracts file, to
make Acowin ignore any Inspections scheduled before the Skip Inspections date.
These Inspections will not be considered “missed” when you run the Missed
Inspections Report.

In the example below, the Contract was set up for four Inspections, beginning in
September 2005. The company has gone “live” with Acowin in December 2005,
so the September Inspection has already been completed. The Skip Inspections
date of 12/01/05 will cause the system to ignore any Inspection that would have
been scheduled before December 2005. This means Acowin will not consider
that September 05 Inspection to be “missed”, even though it was not generated
in Acowin.

ﬂ Contracts
Site D 01303 |- 2001 @ wehien invaice created Percentage
Contract Mo |01008-0001-0001 Mark to Prirt Lakar S0.000
Site Mame |Dru's Pharmacy Probletn Code | CC b Mark to Transfer to AR tdaterial zo_oaag
Bill To |olo08 @ Customer PO # [] Show Date Ranges Total 100._000
Dru's Pharmacy Distribution Code | DEFATILT b
Contract Type |COM
Tax Region | DEFAULT b Default Invoice Text Mumber of Inspections per yesar 1z
Originates | 02/01 /2005 {3 This is your quarterly invoice for Preventive Maintenance services, as outlined in your Team Air L
Start Date |02/01 2005 {3 Q:m.pany =ervice agrgemerrt. Plgase remit payment. no more .than thirty (30) days from recEeipj of this
PV invoice to ensure continued service. We st Team Air wwould like ta thank you for your cortinuing

relationzhip with us!

Expires |0&/317/2006 \s
Class | CON At 1Z00_00
Dead Date ;o {3 SkipInsp |1z /01 /2008 Adjustments -600.00 Amt Billed 0._00 Tatal Due
Dead Reazon - Total At 600.00| - Amt Paid o_o0| = &00.00
Due to Date 0.00
w

o) o (@] w] (7]
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Job Costing

The Job Costing module of Acowin can be used to handle 24
large projects that take a long time to complete. Each Job is %
broken down into Phases, and each Phase can be given a Project Managemant

detailed estimate of the labor and materials that will be

needed to complete the work. When you post the Job and officially begin work,
the system creates a Call Slip for each Phase. A Job with eight Phases would
produce eight Call Slips. The system will also produce Purchase Orders
automatically, to acquire parts from outside vendors, All billing for the Job will be
performed with Job Invoices, which are created from the Invoices screen of the
Job File. If there are any changes to the original Job agreement, such as
additional work or upgraded equipment requested by the customer, you can
create an Extra. Each Extra receives its own set of Phases, and produces a Call
Slip for each Phase, just as the main Job does. When all work and billing are
completed, the Job can be closed.

Job billing methods: There are three ways to bill a Job Costing project. Your
choice of billing method will have a substantial effect on your Job Invoices, and
several other aspects of the Job File behave differently, depending on the billing
method you have chosen.

e Time and Material (T&M) Jobs are billed according to a Rate Type, which
sets an hourly price for labor, plus markups for material costs. The actual
hours worked, and parts used, are billed to produce a sale price for each
Call Slip. Each Job Invoice then bills one or more of the Call Slips
associated with the Job.

e Contract Jobs are given a fixed sale price at the outset. Each invoice bills
some portion of the overall price, until the Job is 100% billed. You can
produce any number of invoices, and each of them can handle any portion
of the total Job sale price. In a Contract Job, the invoices have no direct
relationship with the Call Slips — you call bill through Invoices at any time,
and you can apply costs through Call Slips at any time.

o Departmental Jobs are a fusion of the other two methods. A fixed sale
price is established at the beginning of the project. Each Call Slip bills a
portion of the total sale price. A Job Invoice bills one or more of the Call
Slips. The major differences between Departmental and Contract Jobs
are that the billing takes place at roughly the same pace as the work is
completed (since each Call Slip provides a fraction of the total billing).
Also, since each Call Slip can have its own Distribution Code, the income
from a Departmental Job can be divided between many different General
Ledger accounts and profit centers (or “classes”, as they are called in
QuickBooks.)
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To create a new Job: Go to the Job Costing File, and click the New button
on the Toolbar. A pop-up window will appear, asking for some crucial
information about the new Job.

i
Project Managemant /ick the Job Cost button on the main menu to access the Job
File.

Click the New button on the Toolbar to add a new Job.

Job # (optional)

Job Name | Corcoran new home install

Work Site|01006-0001 Corcoran, Carol
Address1|752Z1 W. Vista Del Mar
Address2

City/St/Zip| East Bayshore, CR 98727

Base new job on:

Job Type E|

@ Previous Job |1

Include Extraz
Copy Detail Bill To
Base Extas
Material ] @ Customer of Work Site
Labor v Customer of Original Job
Misc W

| Ok | | Cancel |

This window will appear, giving you an opportunity to define the basics of the
new Job.

You can click on the Work Site hyper-link to select the Site for your new Job.
You must also assign a Job Name, which should give the viewer some idea of
what kind of work the Job will entail, as in the example above. The Job Number
can be left blank, if you want the system to assign one.

Finally, you may either choose a Job Type, or you can copy from an existing Job.
Job Types are very important, as they determine a number of basic attributes of
the Job. Among the Job settings determined by the Job Type are the billing
method (T&M, Contract, or Departmental), the default list of Phases, text options
for printed invoices, the mark —up percentages that will be used to compute a
suggested sale price, and the overhead percentages. Overhead represents the
“‘intangible” extra expenses associated with material and labor costs. For
instance, material overhead would include the cost of renting your warehouse, air
conditioning it, and paying the warehouse staff. Your list of Job Types comes
from Setup / Subsystems / Job Types. The setup screen is pictured below:
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m Job Type

Shiowy On Imvaice

Code |NEW A/C (0] pati 1 Ad Conditi i Installati
ode escription ew Air Conditioning Installation Cortract Invaics Defautts
Job Mame Cortract Amaourt
Biling Type |[Eez v Overhead % (@O Markup () Margin Motes Amourt Previously Billed
Rate Type =T Z0. 0000 % Markuphdargin % Work Complete
Lak 1E. 0000 Wit 40, 0000
i TaxahbleMonTaxable Breakdown
Misc| & o000 L [ 35 0000 ]
iz 40. 0000 D TEER (e
Detautt Phases T Invoice Detfautts
Job Maime TM Header text
- -
Phasze De=cription Extra Nites CalSlp #s
¥ RoUcH Bough & Trim ] - )
= = Inclivicual CallSlip Text
INSTALL Unit Installation ]
START Start 4 Test D Individual Call=lip Amourts
CLEALNUT Clean-Tp [1 & TaxahleMonTaxable Breakdown
Tax Amount

If you decide to copy from a Previous Job, use the Search button to select the
existing Job Number. The system will copy all Phases from the existing Job into
the new project, including the detailed estimates of Labor and Materials required.
This powerful feature allows you to create a new, detailed Job Estimate very
quickly. You might find it useful to create some “template” Jobs that are never
actually posted and completed, but instead serve as models to be copied into
new Jobs. The Copy Job feature can also copy Extras from the original Job, if
you check off the Include Extras box. You may also un-check the options to
copy Material, Labor, or Miscellaneous details from the existing Job, if you want
to prevent the system from copying the full detailed estimates. There is also an
option to change the Customer for the new Job to the same Customer who paid
for the existing Job — handy if you're performing a series of similar Jobs at
different locations for a general contractor.

After you've filled out the pop-up window for a new Job, you can click OK. The
main screen of the Job File will appear, with most of the fields completed, based
on your choice of Job type in the initial pop-up window. There are some fields
left to complete on the main Job screen, including:

e Notes, to more fully describe the work that will be performed

e A Supervisor, who will be in charge of the Job’s completion

e A projected commission percentage, which can be split between one or
two salespeople.

e Mark-up percentages (Contract and Departmental Jobs) or a Rate Type
(T&M Jobs) for computing a suggested sale price for the Job.

e Tax Regions for use or sales tax. Use Tax is paid by your company to the
government, based on costs. Sales Tax is paid by the customer, collected
by your company and remitted to the government. Very few Jobs have
both sales AND use tax.
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e Afinal Actual Sell price. You can complete the Job estimates on the

Breakdown screen, then come back later to see the computer’s suggested
sale price. You do NOT have to agree with the computer’s suggested

price — you can ignore it and set any sale price you want.

Jok ¥ Type |MEW &4/C

Job Mame |Godfrey New A4/C Installation

Work Site |0101&-0001 Godfrey, Clifford

Address! | 19281 3an Carlos Blwd

Address2 |Unit 54

City/StiZip |[Ft. Myers Beach, FL 33931
CortactPhone [Clifford Godfrel| (233)463-Z1Z1

Cust PO #:

Eill To #: 010168 Godfrey, Clifford

Address! | L9Z81 Zan Carlos Blwd

Address2 |Unit 5d

City/StiZip | Ft. Myers Beach, FL 239231
ContactPhone | Clifford Godfre| (233)463-2Z1Z21

Maotes

Estimate| £ f
Lost| & f

Open LA
Closed L
Warranty Exp £

Job Cost Base Setup

Supervizar | ALAI ha

Salespersons

Comm Baze % 15

'@' Gross ONet lC‘Sale

Cverhead %

st 20,
Lab 15.
Misc 5.

Estimates

hat
Lahk
isc
Tatal

Use Tax

#1 PAULINE

#2 []

Rate Type | Bes
000 Dist Code | THSTALL
ooo Plans Location
ano
G} Markup C}Margin
Cost
o0.oo 40.000
o0.oo 55._000
a.a0a 40.000
0.00 —
0.00 0.000
Crwverheand

Estimated Sell Less Commizion

Estimated Commision

1125,

W

MrkUpiarss  Mrkupiard
.

oo

o.oo
o.oo
o.
o
u]
o

# Extraz
Status

% Alocate
100,000

0000

Tax Region

Sales | DEFAULT

Use

Actual Sel
Adiustment |
Add Sales
Tat Contract
At Inviced
To Be Billed
Min Gross Yo

Ezt MetP §
Est MetP %

a

Billing Type
Ctr b

7800

7800

7800
o

TEOO.00
10000

Here is an example of the first Job screen, with most of the fields completed.

Click Save when you’re finished working on the first screen of the Job File.

Preparing a list of Phases and a detailed estimate: Every Job must
be given at least one Phase. You can build a default list of Phases into every
Job Type. The Phases can the be adjusted on individual Jobs. The Phases for

each Job can be found on the Breakdown screen of the Job File.

Click the Breakdown button to see the Breakdown screen.
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Job Cost Base Breakdown

Job #|0E02-0008 Status [Estimate
Jab Mame |Godfrey New A/C Installation Base Jobh
[] Base Phases L
Phaze Description Mt Est Mat Act Lak Est Lak Act Hr= Est | Hrs Act Mizc Est Mizc Act ML K A
Rough & Trim 0.0 Q.00 0.00 Q.00 0.00 0.00 Q.00 Q.00
INSTALL Lnit Installstion 000 000 000 [iun] 0.00 0.00 [iun] noo |10
START Start & Tast 000 000 000 [iun] 0.00 0.00 [iun] noo |17
CLEANUP Clean-Up 0.00 0.00 0.00 0.00 0.00 0.00 0.00 000 [

W

Detail

The list of Phases associated with your chosen Job Type will appear here by
default. You can add or remove phases from individual Jobs if desired.

You can edit the Breakdown screen, then use the Add and Delete buttons
beneath the grid to add or delete Phases from this Job.

Click the Edit button to make changes on the Breakdown screen.

Use the Add and Delete buttons to add or delete Phases from the
Job.

You can select a Phase and click the Detail button to prepare a detailed
estimate. The Phase Detail screen allows you to specify material items, and the
vendor or warehouse location that will supply each. You can also estimate hours
of labor needed from the five possible technician categories: Helper1, Helper2,
Tech1, Tech2, and Supervisor. The cost for each type of labor comes from
Setup / Job Cost Labor Defaults. A single Phase can include labor, materials,
or both on its estimate.

Select a Phase and click the Detail button to prepare an estimate.
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Job # [0503-0008 Phase Detail Base/ExiraBase Combine PO

Mame |Godfrey Mew AFC Installation Description Pough & Trim
Show Phase on Estimate fli==s| ROUCH b
Material Breakdown Show Material on Estimate Categary M,
Type “endorhH Key Code Description Cty | Actibvg Cost List Cost Src Sell Price Extension Used |
I |MAIN ELTOOL V-belt, ctype 778 17/2 1 4. 1500 341500 | R 106,72 106. 72
v o1 FILLOL filter, res furnace ai 1 44. 5000 44.8000| R 140,00 140,00
Mz |1 Z-ton AC install kit 1 5. 2800 SE.9E00|R 130. 53 130.53
v
Labor Breakdown Summary -m -m
RT Hours RT Cost OT Hours OT Cost Estimste JTD “Yariance % Complete
Techi 4.00 z53.00 0.00 43 E0 Hours &_ 0000 0.0000 &.0000 a.oao
0.00 0.00
TR o.0o o. 0o Tt 134.90 o.oo 12435000 000
IRERET 4.00 £l.00 n.00 #1.50 Lab zon. oo .00 200.0000 o.0o
Helper2 o.oo 0.0 o.0o0 o.00 Wi 0.00 7.08 7.0 2.0
Supervisar 0.o0 L0758 0.o0 TE.1E
Total 334,90 0.00 334.5000 0.00
Uze Tax Calculate Estimate | Rate Type | Res s Techs Type | A Task Code | &
o) et [ | remBreakdown o p e ode [ InsTALL || e T [roucH |
©)  Lab [ R Sched Date [0a/18/z00s | Ty [EFF H
() Mise [] Lab v v

This is the Phase Detail screen. In this example, a full estimate has been
prepared, including a few items of material, plus some hours in the Tech1 and
Helper1 categories.

To add materials to the estimate, click the Add button beneath the Material
Breakdown grid. The first column, “Type”, lets you choose between four overall
types of material item. The four choices are displayed right on the screen as you
add each new line. They are:
e | = Inventory item from warehouse, a part from Inventory that has a Key
Code and will be taken from one of your company warehouses
e 1= Free Key item from a warehouse, meaning an item that does not have
a Key Code but will be supplied from one of your company warehouses
e V = Inventory item from vendor, the item has a Key Code but you will
acquire it from a supply house or other outside vendor source
e 2 =Free Key from vendor, the item does not have a Key Code in your
Inventory system, and you plan to obtain it from an outside vendor

The Vendor/Warehouse column contains either the warehouse for inventory
items (type “I” or “1”) or the vendor number for items procured from outside
sources (type “V” or “2”). If you're adding an item that has a Key Code in your
Inventory database, enter the Key Code — otherwise, skip to the Description
column and enter a verbal description of the item. Finally, indicate the quantity
that will be required on the Job. For non-Inventory items, you’ll also need to
specify the Actual Cost that you'll pay for each unit.
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Type  “endorisH Key Code Description Gy Actidvg Cost

I MATH ELTOOL1 V-belt, ctype 758 17731 1 24 .1500
w 1 FIL1O1 filter, res furnace ai 1 44 2000
Mz 1 Z-ton AC install kit 1 EE.3&00

Here’s a closer look at the materials listed in our example. The first item, a belt,
will come from the Main warehouse. The second item, a filter, has a Key Code in
our Inventory database, but on this Job we’ll get it from Vendor #1. The third
item, an install kit, will also come from Vendor #1, but it has no Key Code and is
nowhere to be found in our Inventory database. We had to provide the full
Description, plus the $55.95 unit cost, of this item when we added it to the
Material Breakdown.

Labor Breakdown Here’s a closer look at the
RT Hours RTCost  OT Hours OT Cost Lat?or breakdown. We've
o 4 00 - 0 oo 43 £0 eftm;atzd;oug;vozrs f?ra
Tech?z o.ao o.oo o.on o.oa standaar ec ’ p.US our
hours of Helper1 time. The
Relpert 400 £1-00 500 21-°9 helper is considerably
Helper2 0.00 0.00 o.480 0-0991 cheaper than the
Supetvizar 0.00 E0.7E 0.o0 76.12|  technician.

At the bottom of the Phase Detail screen is some miscellaneous information,
most importantly the Schedule Date, list of Technicians to work on the Phase,
and Task Code. The Schedule Date and technicians are optional, but if you
provide them, the Call Slip generated for this Phase will automatically appear on
the given date and beneath the specified technicians, instead of appearing in the
blue Unassigned column. The Task Code will appear as the Problem Code on
the Call Slip for this Phase. If you indicate more than one Task Code, the first
one is considered to be the “primary” code, and will be visible on the Dispatch
Board. You could create a single Task Code for use on all your Job Costing Call
Slips, like “STL” for “Installation”, or you could make Task Codes specifically for
each Phase. Your Task Codes are created in Setup / Subsystems / Task
Codes. The Task Code setup screen is essentially identical to the one for
Problem Codes. Task Codes are for Job Costing Call Slips, Problem Codes are
for service calls.

The Call Slip for this Phase

Rate Type | Res v Techs Type  ~| will appear on March 15",
Dizt Code | INSTALL w || [MIKE T 2005, in the Dispatch Board
Sched Date |03 /15 /2005 @ JEFF H1 columns for Mike and Jeff.
¥| Mike with serve as the
technician, while Jeff will be
the helper.
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Task code | This Task Code, “ROUGH?”, will appear as the Problem Code on
the Call Slip created for the Phase. The dispatchers will easily
be able to tell that the Call Slip is meant to handle the Rough
+ | Phase on a Job Costing project.

Click OK when you’re finished working with the Phase Detail screen.

Job Cost Base Breakdown

Job # | 0503-0006 Ctatuz |Estimate

Job Mame | Godfrey New A/C Installation Base Joh
[] Base Phases L
Phaze Description Mzt Est Mt Act Lah Est Lak Act Hrz Est | Hrz Act Mizc Est Mizc &ct ML K A
Rough & Trim 0.00 0.o0 .00 0.0 0.00 0.00 | |

INETALL Unit Inztallation .00 0.00 000 000 0.00 000 0.00 oo |
START Start & Test 0.00 0.00 0.00 000 0.00 0.00 0.00 oo |10
CLE&RNUP Clean-Up 0.00 0.00 0.00 0.00 0.00 0.00 0.00 ooo I 1[]

W

(=
Back on the Breakdown screen, you can see the estimated costs from the Phase
Detail screen have appeared in the Material and Labor Estimate columns, plus
Hours Estimate, for the first Phase (“ROUGH”).

Posting the Job and beginning work: When the customer agrees to
purchase the work, and you’re ready to begin adding costs and billing, it's time to
post the Job. You can do this by clicking the Status Change button on the
Breakdown screen. Provide an Open Date, then click the Post button.

Base Job The Status Change button is in the upper-
' I right section of the Breakdown screen.
Status Change Enter an Open Date, then click the Post

Stetus | button, to post the Job and begin work. The

- Job is now “Open”, meaning “in progress.

orenDste [03715 72005 €3

Warranty Exp L @
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As mentioned above, when you post a Job, the system creates a Call Slip for
each Phase. These Call Slips will appear on the Dispatch Board for the
scheduled date you provided for each Phase, and in the columns for each
technician you named in the Phase Detail screen. If you didn’t enter a schedule
date or choose any technicians on the Phase Detail screen, the Call Slips appear
in the blue Unassigned column on today’s Dispatch Board — you can drag-and-
drop them to schedule them later.

| Dispatch Board

4 Tuesday, March 15, 2005 e
g JEFF MIKE Fea B ["_‘_';;,
| = = - =1 - . =T - . =1 - . (=T
2
GODEREY. CLIFEORD GODEREY. CLIFFORD
ROUGH ROLGH
@ St e | |€
ﬁ | | | | &&
(2
| | | |
(s)e)
| | | | e
A
5% | | | |
I | I | @

Here’s the Call Slip for the ROUGH Phase, which we used as an example of
preparing a detailed estimate. You may recall that we chose a schedule date of
March 15" 2005 for that Phase, and selected Jeff and Mike as the technicians.
The Task Code for that Phase was “ROUGH”. Here you can see the Call Slip for
that Phase has appeared in Jeff and Mike’s columns on March 15", 2005, and
you can see the “/ROUGH” Task Code.

Job Cost Purchase Orders: Posting a Job also causes the system to
produce Purchase Orders automatically. Each Phase that includes materials
from outside vendors will produce a Purchase Order, which is tied to the Call Slip
for that Phase. By default, all Vendors are grouped onto a single Purchase
Order for each Phase. You can configure Acowin to produce a separate
Purchase Order for each vendor, if you prefer. This is done through Setup /
Settings / Miscellaneous, with the “Create Separate PO Per Vendor” check
box. With this option selected, a Phase that includes materials from four different
Vendors would produce four different Purchase Orders. You can see all of the
Purchase Orders for a Job on the Purchase Order screen. Select a Purchase
Order in the top part of the screen, then click the Detail button, to see the full
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Purchase Order File entry, where you can print, modify, or receive items on the
P.O.

Click the PQO'’s button to see the Purchase Order screen of the Job File.

Job Cost - PO List
Job ¥ | 0E0Z-0008 Baze [Exira | Entire Job %

Job Mame | Godirey New A/C Installation Description |Entire Job

Amaunt

/2005 1lao.7500

Posted

Detail

B Extra#  Call Slip # “Yendor Name Phaze s

1029 Grainger ROUCGH

Dietail

The Purchase Order screen lists all Purchase Orders attached to the Job. When
you click a Purchase Order in the top grid, the bottom grid shows you all of the
Call Slips linked to that Purchase Order, and tells you which Phase each Call Slip
belongs to.

You can click the Detail button beneath the upper grid to see the full

Purchase Order File entry for a P.O.

[Multiple Diztritbwtions) Purchase Order

PO Mum | & Status |UNPOSTED Last Diate Changed |03 /1572005
Date Crested |03/15/72005 Last Date Posted £F
Default | None Default Wendor |none &
KeyCode Description “Yendor Crdered Act Cost List Cost Ext Total Rovd Ret to Yendor
FIL1O1 filter, res furnace |Grainger 1 44 3000 44 2000 44 3000 0 o
Z-ton AC install kifGrainger 1 L5_S500 SL_2500 L5_S500 0 o
w
I« >
Type Loc City Crdered Received Ship To Type Ship To Ref # -
Type Legend J O503-000& 1 O|Callslip Site CS#E1029
I Inventory PO Total
C Call=lip 100. 7500
J  JobCost
v

EE Post
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The Purchase Order File was discussed earlier in the User Guide. Notice that
Job Cost Purchase Orders list both the Job and Call Slip number in the
distribution table (the bottom grid).

Job Cost Picking Slips: In addition to creating Purchase Orders for
parts from outside vendors, a posted Job will create a Picking Slip for materials
from Inventory. The Picking Slip is like a “purchase order” to your own company
warehouse. To access it, click the Picking Slip button on the Breakdown screen
of the Job File.

Click the Breakdown button to see the Breakdown screen.

Base Job [Staus Charge| [ Pickinaoip | Qlick the, Picking Slip button in the upper-
. 1 right portion of the screen.

The Picking Slip screen lists all materials from warehouses and trucks that were
part of the Phase estimates on the Job. The quantity “picked” is the quantity
actually used so far. Estimated quantity, minus amount “picked”, equals
outstanding units. The Outstanding column will be colored red if any units are
still outstanding, or green when the outstanding number of units reaches zero.

Picking Slip
Job # |0412z-0003 BaseExtra Base
Mame Hamlin New A/C Install Description
Material Breakdown Grid
Key Code Description Warehouse Crodered | Prev Picked Picked  Outstanding Donel Phase CallSlip g
MAIROOL AfC, WeatherMaker Z8TDE JIMAIHN 1 a D-:| INSTALL 1013
FLTOOL filter, pleated, léxzO0xz |MAIN 4 4 o CI INSTALL l0lz
TSTOOS Tstat, pom, l1-24 hour MAIN 1 1 o ofv] |mmsTaLL 1013
w

In this example, the bottom two items — 2 units of a filter, and 1 unit of a
thermostat — have already been “picked”, meaning they were taken out of the
warehouse and used on the Job. The first item, an air conditioning unit, has not
been “picked” yet, so it’s still outstanding.

To indicate that items have been “picked”, edit the Picking Slip screen, and enter
the number of units taken from the warehouse in the Picked column. If these are
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the last units of the item that will be needed for the Job, put a check mark in the
Done column. You can check the Done column even if there are still units

Outstanding — that would mean you weren’t going to need all the units you
originally estimated.

Click the Edit button to access the Picking Slip screen.

Material Breakdown Grid

Key Code Dezcription Waarehouse Ordered | Prev Picked Picked | Outstanding Done Phase CallSlip &
MAIROOL ASC, WeatherMaker ZETDE JMAIN 1 u] 1 o+ INSTALL 101z
FLTOOL filter, pleated, lexEZ0xZ|MAIN Z Z u} u} z‘ INSTALL 101z
TSTOO0Z Tstat, pgm, l1-£4 hour MAIN L 1 o o|v] |ImsTALL 1013

Enter the number of units to be taken out of the warehouse, and used on the Job,
in the Picked column. In this example, the 1 unit of the air conditioner has been
picked. Notice how the Outstanding column turns green when no more units are

outstanding. If no further units of the item will be needed on the Job, check off
the Done column.
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Picked [171 If you pick an item of
Chk Serial Mo Received FloorPlan # | FloorPlan Exp Cost i Se”allzed Inventory;

Ml |1o00z34 03/20/2002 i 1z00] this screen will appear,
[ | |1o00267 03/20/2002 ;S 1z00 asking you to indicate
1000283 09/20/2002 i 1zo0 ) .

_% 1000235 09/20/2002 i 1200 exactly which serial
number will be used

on the Job.

[ Cancel l [ Ok ]

Click the Save button when you’re finished editing the Picking Slip.

Click the Post button to apply the Picking Slip and update Inventory.

Job Costing Call Slips: Aside from the Picking Slip, most of the process of
completing a Job is simply the process of completing its Call Slips. Remember
that every Phase gets its own Call Slip when you post the Job. Each of these
Call Slips is completed exactly the same way a normal service call would be: you
schedule them on the Dispatch Board, and dispatch technicians to enter their
actual times for Dispatched, Arrived, and Completed. You can even add
additional materials used on the Job to the Materials screens of its Call Slips, if
you need to use some items that weren'’t on the original estimate. A Job Costing
Call Slip is, for the most part, a normal Call Slip, and a Job is simply the sum of
its Call Slips. You can refer to the earlier sections of this User Guide to review
use of the Dispatch Board, and Call Slip completion.

The one thing that’s significantly different about Job Cost Call Slips is the Call
Slip Invoice screen. Job Cost billing is handled through Job Invoices, so the
Invoice screen of the Call Slips looks different — most of the fields normally found
on the Call Slip Invoice screen have been removed, since they are not needed.
The exact appearance of the Call Slip Invoice screen depends on which billing
type you selected for the Job: Contract, Time & Materials, or Departmental.

For a Contract Job, the Call Slip Invoice screen is almost entirely redundant. All
billing for Contract Jobs is done through Job Cost Invoices, and those invoices
have no direct connection to the Call Slips. The only field you can change if you
edit the Invoice screen of a Contract Job Call Slip is the Distribution Code, which
controls the cost-of-goods accounts for labor and materials. This is what the
Invoice screen of a Contract Job looks like:
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m This Call Slip is sttached to a Job that will be hiled under Contract
rules. The Invoice screen of the Call Slip is not used for Job Cost

Site # |01017-0001 | CallSlip # 1012 Statuz |LAE - S : "
kiling. To prepare an invoice for this Job, use the Invoice screen
Site Mame | Haulin, John Batch # of the Jok File. Click the Detail button for invoice detail, then click the
Job # [Da1z-000= Mesy button on the Toolbar to creste & new invoice.
Distribution Code Txn Date
EAL L L Click for details about Job Cost Invoicing

For a Time and Material Job, the Call Slip Invoice screen is still important. Each
T&M Job Invoice combines one or more Call Slips together for billing, and each
Call Slip computes billing separately. On the Invoice screen of a T&M Job Call
Slip, you can set a fixed “As Agreed” price to over-ride the Time & Material price
calculation, you can no-charge labor or materials, and you can prepare invoice
text — the Job Invoice will include all the text from every Call Slip associated with
it. You can also change the Distribution Code. The Invoice screen of a T&M Job
Call Slip looks like this:

m JC-T/M Invoice Preparation This Call Slip is attached ta & Job that will be biled under Time &
. ) Material rules. The Invoice screen of the Call Slip can be used to set
Site #01013-0001 | CallSlip # 1017  Status |IHV a price for this call Slip, plus select invoice text. Invoices are crested
Site Mame | Martin, Dale Batch # through the Invoice screenin Job Costing. VWhen you creste an
invoice, you will select one or mare Call Slips to be included. The

Job# | e system will combine billing from the selected Call Slips to produce an

Distrioution Code RateTyne Txn Date e : : -
TNETALL nes ;o7 Click for detailz about Job Cost Inwvoicing
~
Usze As Agreed
Az Agreed ZE0.00
Taxable Exempt Mo Charge

Lakar Q.00

taterizl Z50.00

dizcellanecus Q.00

Sub Tatal Z50.00
v

[ Text | [ctear Text | [Spel check]

For a Departmental Job, the Call Slip Invoice screen is similar to the Time &
Materials Job version, because Departmental Job Call Slips are directly linked to
the Job Invoices. The major difference is the lack of invoice text for
Departmental Job Call Slips — all invoice text is handled from the Job Invoice
screen. Here is what the Invoice screen of a Departmental Job Call Slip looks
like:
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M JIC - Departmental Breakdown This Call Slip i attached to a Job that will be biled under Time &
Material rules. The Invoice screen of the Call Slip can be uzed to set
a price for this call Ship, plus select invoice text. Invoices are crested
Site: Mame | Turpin, Roger Batch # through the Invoice screen in Job Costing. When you create an
_ invoice, vou will select one or more Call Slips to be included. The
dob | R system will combine hiling from the selected Call Slips to produce an
Distribution Cade RateTvpe Txn Date IMolee. : : -
IHSTALL Les ;s Click for detailz about Job Cost Invaicing

Site # |0L0E3-0001 Call3lip # l0z4 Status | UNECHD

Use &=z Agreed

Az Agreed 0.00
Taxahle Exempt Mo Charge
Lakar 0.00
Material .00
Miscelansous 0.00
Sub Tatal 0.00

The Job Costing File includes a Call Slip screen that allows you to easily locate
and review all of the Call Slips associated with the Job. You can select a Call
Slip and use the Detail button on this screen to access the Call Slip directly. You
can also click Add to create a new Call Slip for the Job, if one should be required.
Each Phase of a Job gets its own Call Slip automatically, but you might need to
add more Call Slips for a big Job - especially if you're using Time & Material or
Departmental billing, since billing these Call Slips through the Job Cost Invoices
closes them out. If you plan to issue more than one invoice for a particular
Phase of a T&M or Departmental Job, you're going to need more than one Call
Slip for that Phase.

In the Job File, you can click the Call Slips button to access the Call
Slips screen.

Joh Cost - Call Slips
Job #|0503-0008 Basze [Exita | Entire Job (%

Job Mame |Godfrey New A/C Installation Description |Entire Job

Txn Date 0371672005

UnPasted To Be Posted Posted
BiX| Exdra# | CallSlip# | Type A Bi Extrad | CallSip# | A BiX | Exrad @ CallSipg | A
E 1030(C
E 1031cC
E 103z |C
e e b’
[ac_] (oot |

The Call Slips screen lists all of the Call Slips associated with the Job.
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You can click the Add button to add a new Call Slip to the Job.

Select a Call Slip and click the Detail button to access the full Call Slip
File entry.

On a Contract Job, the Call Slips screen serves an additional purpose: you can
edit the screen and move Call Slips into the “To Be Posted” column to post them,
meaning close them out. When you post a Call Slip, it's considered “finished”
and can no longer be changed. You should post a Call Slip when all labor and
material costs have been applied to it. Only Contract Jobs use the Call Slips
screen to post their Call Slips — on Time and Material or Departmental Jobs, the
Call Slips are posted when you add them to Job Invoices and bill them, as we will
discuss next.

If you’re working on a Contract Job, you can click the Edit button on the
Call Slips screen to post some of the Call Slips.

Select a Call Slip in the “Un-Posted” column and click the right-arrow
button to move it to the “To Be Posted” column.

UnPosted To Be Posted In this example, Call
B Extra# | CalSlip# | Type & BrY| Extrat# = CalSip# |~ Slip 1030 has been
E 10za|c E 1020 moved into the To

E lozl|cC

Be Posted column.
This Call Slip is
completely finished
and ready to be
closed out.

i

2l

w W

When you click Save, any Call Slips in the To Be Posted column will be
posted, and moved to the Posted column.
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Job Cost Invoices: Jobs are billed through Job Cost Invoices. The details
vary slightly for the three Job billing methods (Contract, Time and Material, or
Departmental) but in each case, the first step is to go to the Job Cost Invoices
screen, click the Detail button for invoice detail, and then click New on the
Toolbar to create a new invoice.

Click the Invoices button for the Job Cost Invoices screen.

Job Cost hwoices

Job #|0503-0006 Baze [Exira | Entire Job W
Job Mame |Godfrey New A/C Installation Description |Entire Job
B/ Extra # Invoice # Diate Billed Amt Posted |
v

The Invoices screen lists any invoices already issued for this Job. In this
example, no invoices have been produced for this Job yet.

Click the Detail button to see the Invoice Detail screen.
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Job Cost Invoice Detail
Job ® (0503-0006 Base /Extra | Base

Job Mame | Godfrey MNew A/C Installation Req # 1]
Irweoice Text Digtribution Code | INSTALL

Tax Region | DEFAULT

Cust PO #
Status
Batch #
Imvoice Date fF (3:,
Invoice # J-
v
Mark to Transfer to AR Footer
Femaining 0.00
. Taxahle Mon-Taxakle
Shaowy on Invoice
TaxMlon Taxable Breakdown Lakar 0.00 0.o00 0.00
Tax Amourt taterial o.00 0.00 0.00
Subtatal 0.00
Sales Tax 0.00
Grand Total 0.00
Status Change

The Invoice Detail screen will look slightly different for Contract, Time & Material,
or Departmental jobs. This is what the screen looks like for a Contract Job.

Click the New button to create a new invoice.

The procedure for creating a new invoice varies depending on the billing type.
For a Contract Job, you enter a sale price for the invoice in the Taxable and/or
Non-Taxable columns. The system reminds you how much of the Job’s total
price remains to be billed, in the “Remaining” field. You can click on the Build
Text button to create body text for the invoice, if you plan to print it out. The
default text menu choices come from the Job Type, but you can change them on
individual invoices if desired.

In this example, we’ll bill $1000.00 of

Tazahle Mon-Taxakle

Letis; 5. 00 100000 woo.0a| Non-taxable labor, plus $500.00 of
Material 500.00 0.00 son.on| taxable materials.
Subtotal 1500.00
Sales Tax 30.00
Grand Tatal 1530.00

You can click the Build Text button to see a menu of choices for
invoice body text.
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Text Options The default text options are set by
your Job Type, but you can change

v| Job Mame v | Cortract Amount : ;
them if you want. Click OK to produce
ez amaurt Previously Biled — bodly text with the selected options.
% Wiark Complete
Job Cost nwoice Detail
Joh # [0E03-0008 =Y Base fExtra | Base v
Job Mame |Godfrey MNew AfC Installation Ren # a
Invoice Text Distribution Code | INSTALL b
. i ”~
Tau Region | DEFAULT = Job Name: Godfrey New A/C Installation
Cust PO # Billed To: Godfrey, Clifford Service At: 19281 Sam Carlos Elwd
Status
Batch # Install Z-ton residential A/C unit and standard controls package
Irvoice Date P {3
Fase/Extra Contract Amoumnt: 7E00._00
Invoice # J—
Mork % Completed To Date: 17 % 1Ea0.00 el
Mark to Transfer to AR [Buid Text | [Clear Text | Footer |JoBCOST
Remaining 7500, 00
) Taxahle Man-Taxahle
Shove on Invaice
Tas/lon Taxable Breakdown [ Lakbar D@y 1008.00 0, (11
Tax Smount [ Material 500.00 0.o0 500,00
Subtotal LEOO. 00
Sales Tax 3000
Grand Total 1530.00

Here’s a completed Contract Job Invoice, with invoice amounts set and body text
selected.

The Invoice screen for Time and Material or Departmental Jobs is a little
different. It does not allow you to set the taxable and non-taxable sale amounts
directly. Instead, a new section called “Associated Call Slips” is provided. Click
the Add/Remove button at the top of this table to add Call Slips to the invoice.
The total billing from all selected Call Slips becomes the total price of the invoice.

nenomi Calsipe B e The Associated Call Slips section is unique to
allsin # Phase sied amt | ~| 1 &M and Departmental Jobs. It lists all the Call

¥ 1017|ROUGH 250. 00 Slips that will contribute to the Job Invoice. Total
billing from the Call Slips becomes the Job Invoice
total.

Click the Add/Remove button to add Call Slips to the Job Invoice.

95



Text Options When you use the Build Text button to create
Jok Mame Time and Material Header invoice text for a T&M or Departmenta/ Job,

Notes CallSlip #s there are options to include the text and billing
i dh amounts from each individual Call Slip.
Inclivicual CallShip Amounts
Job Cost Invoice Detail
Job # [0503-0002 =Y Baze /Extra | Basze
Job Mame |Martin Changeout — TsM Job Req # 1
Invoice Text Distribution Code | INSTALL b
Tax Region | DEFATLT = Job Hame: Martin Changeout - TaM Job -
Cust PO # Billed To: Martin, Dale Serwice At: l44E0 Grande Cay Cir

Status |Created

Batch # Time and Material Eilling

Invoice Date |03 /08 /2005 {3
Call®lip# 1017

Invaice # J—

v

Mark ta Transfer to AR [Build Text | [Clear Text | Footer [qoBCOST

Remaining 0.oo0
Associated Calslips -E Taxahle Man-Taxakle
Showy on Invoice B

TaxMon Taxahle Breakdown Calslip #  Phase Billed Amt Lakor 0.00 0.00 0,00
Tax Amount W 1017 ROUGH 250,00 Material 250.00 0.00 0.00
hlisc 0.00 0.0o0 oo
Sultotal Z50.00
Sales Tax 1E. 00

v
Granel Tatal Z65.00

Here’s a completed Time & Material Job Invoice, billing a single Call Slip for
$250.00 plus $15.00 tax.

Under any of the three Job Cost billing methods, you can set an Invoice Date and
Invoice Number on the right side of the screen. You can click the Clock button to
use today’s date as the Invoice Date. If you don’t assign an Invoice Number, the
system will assign one automatically, when you print or post the invoice. After
you click Save to save your new invoice, you can use the Printer button on the
Toolbar to printit. To post the invoice and finish it off, click the Status Change
button, then click Add Mark under “Transfer to A/R Flag”. Click the Post Job
Cost Invoice button when it lights up. Job Cost invoices are exported or
synchronized to your accounting system just like any other invoices would be, as
discussed in the final section of the User Guide.

Click the Save button to save your new Job Invoice.

Click the Printer button if you want a hardcopy of the invoice.

Click the Status Change button to complete your invoice by
posting it to Accounts Receivable.
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Status Change On the Status Change window, click Add Mark

Current Status | Tnwoiced under “Transfer to A/R Flag”, then click Post
QB Sync complete Transter to AR Flag Job Cost Invoice when it llghts up. This is the
[ PostuskCastivaice | | Remvemark | S@ame as the procedure for posting Call Slip and

Contract Invoices.

Ready to Print Flag

Claze

Job Extras: Sometimes it will be necessary to alter the original Job agreement
while the Job is in progress. The customer might request additional work, or ask
for more expensive, upgraded equipment. The customer might also ask for a
negative alteration to the original Job, canceling some of the work originally
requested. These changes to a Job in progress are known as “Extras”. Other
common terms for Extras include “change orders” or “add-on sales.”

A single Job can have any number of Extras. Each Extra is like a little Job in its
own right, with its own set of Phases, its own sale price, and its own Call Slips
and invoices. Traditionally, an Extra is simpler than the base contract of the Job,
with fewer Phases and a lower sale price, but this is not a firm rule — there’s no
reason you couldn’t have a million-dollar Extra on a $50,000 Job. If the Extra
reduces the original sale price and cancels part of the agreement, you should
give it a negative sale price.

To create an Extra, go to the Extras screen of the Job File. Click Edit to work on
the screen, then click the Add button beneath the Extras list (the top grid on the
screen.) A screen of general information will appear, very similar to the General
screen of the Job File. Most of these fields are automatically filled out with the
same information as the Job File — for example, the Site Name of the Job will
automatically be in place, and the same Salespersons who were listed for the
Job will be listed for the Extra. You can revise any of this information, if
necessary. The most important fields to address are the Description and Actual
Sell Price of the Extra.

J Click the Extras button to view the Extras Screen of the Job File.

Click the Edit button to work on the screen.
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m Job Cost Extras Breakdown

Job # | 0EDZ-0006 Status |Open
Job hame | Godfrey New A/C Installation
Extra
[] Extras L 1
Extra # Description Adj Sell JTD Sell Est Cost Act Cost Pst A
v
Extra Phases
Phaze Description Mt Est Mat Act Lah Est Lah &ct Hrz Est = Hrs Act Mizc Est Mizc Act ML M A
-
The Job Cost Extras screen looks like this.
Click the Add button beneath the Extras grid to add a new Extra.
Job Cost Extra Setup
Job #(0g0z-0008 Type NEW A/C Exra# |1 Status
Job MName | godfrey New A/C Installation Supervizor | ALAN Descriphion |Upgraded Control System
Work Ste|0lole-0001 Godfrey, Clifford Salespersons % Allocate Billing Type
i EEES % 15. 0000 DAULINE 1o0. 000 | [[E
Address1 19281 San Carlos Elwd # - iE1E L
Address? |Tmit &d @ Grozs (OMet () Sale 42 0000
CityiStiZin ([ Fe. Mo Eeach, FL 33931
i ForE oeE Overhead % Rate Type | Res Tax Region
CortactPhone |Clifford Godfre| (239)463-21F1
e Z0-000 Dist Code | THSTALL v Sales| DEFAULT v
Cust PO #:
Lty 15000 | plans Location Lise w
Bill To #: {0101e Godfrey, Clifford Misc 5.000
Address] |19281 San Carlos Elwd
Address2|Tnit Sd Estimates @ Markup O Margin Actual Sell 350
CityiStiZin | Fe. Myers Beach, FL 33931 Cost Mtk Marss  MekupMars Adjustment a
CortactPhone |11 fford Godfre] 239 463-2121 Mat 0.00 40. 000 0.00 Add Sales o
Motes: ”~ Lab 0.o0 55.000 o.ao Tat Contract 2ED
Misc 0.00 40000 000 At Invoiced o
Total 0.00 — 0.00 To Be Billed 350
A Lse Tax 0.00 0. 000 0.00 ||| pin Gross % 1]
Estimate |02/1&6/Z005 Cpen £ Overhead 0.00
5 . Est MetP § ZE0.00
Lozt F Closed P Estimated Sell Less Commision 0.00
’ . Est NetP % 100.00
Estitnated Commision EZ.850

The Extra Setup detail screen will appear. Most of the screen will already be

filled out, based on the Job File information. The most important fields to
address are the Extra Description at the top-right corner of the screen, and the
Actual Sell price of the Extra. You can set the Sell Price later, after you've
created a detailed Estimate, the same way you set the Sell Price of the Job.

Click the OK button to save your work and create the new Extra.
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After you create an Extra, you should click Add button beneath the bottom grid to
assign at least one Phase. The bottom grid lists the Phases for the Extra you
have selected in the top grid. Every Extra must have at least one Phase.

Click the Add button beneath the bottom grid to assign a Phase.

Phase Detail

Joh # |0503-0005 Baze/Extra|Extra £ 1 Combine PO
Mame Godfrey New A/C Installation Dezcription| Install Upgraded Controls
Show Phase on Estimate =t TNSTALL i
Material Breakdown Show Material on Estimate Catagary n
Type  WendorivH Hey Code Description Gty Actfivg Cost List Cost Src Sell Price Extension Used | #
I MATH TETOO3 Tstat, pom, 1-Z4 hour 1 41_2000 41 5000 (R 130,63 130. 63
w
Labor Breakdown Summary -m -m
RT Hours RT Cost OT Hours OT Cost Estimate JTD “ariance % Complete
Tech 1 2900 u] 42 50 Hours 1.0000 0. o000 1 o.oo
a a.ao
== o 5.0o M=t 41. 20 0.o0 418000 g.oo0
GElzey u Z1.00 o #1-50 Lah z5_00 0. oo 25.00 T
IREpEr2 o 5.0o o n-0m Misc 000 .00 .00 .00
Supervisar [u} E0.78 0 7E.1E
Taotal FO.s0 0.o0 F0.s000 g.oo0
Use Tax Calculate Estimate | Rate Type | Res v Techs Type | A Task Code |4
) mat [ from Breakdovn Dist Code | THSTALL -
L Lsk [ Mt Sched Date | 7 @
) mise [ Lak v v

The Phase Detail screen will appear. It’s exactly the same as the detail screen
for Phases of the Base Contract. Select a Phase code at the top of the screen,
and enter a Description — these fields are mandatory. You can use the rest of
the screen to prepare a detailed estimate for the Phase.

Click the OK button when you’re finished working on the new Phase.

9
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EI Job Cost Extras Breakdown
Job # | 0503-0008 Status |Open

Job Mame |Godfrey New A/C Installation
Extra
I

[ Extras
xtra # Description

JTD Sell Est Cost Act Cost Pst| #

2E0.00 0.00 70.80 0.00

1l Upgraded Control Systew —  ZEO._0OO

Adj Sell

w
Detai
Extra Phases
Phaze Description M=t Est Mat Act Lak Est Lah Act Hrz Est | Hrs Act Mizc Est Mizc Act M L X A
Inztall Upgraded Controls 0.00 28.00 0.00 1.00 0.00 0.00 0.00 | |
W

The new Phase and its estimated costs appear in the bottom grid on the Extras
screen. Continue to add Phases until the Extra has been fully constructed and

estimated.

To post an Extra and begin work, click the Status Change button on the Extras
screen, enter an Open Date, and click the Post button. The Extra will create
Purchase Orders, a Picking Slip, and a Call Slip for each Phase, exactly as the
base contract of the Job did. Extras are also billed through Job Invoices, the
same way the base contract is billed.

Extra
- 1 Click the Status Change button to post an Extra.

Status Change Provide an Open Date, then click the Post
Status |Estimate Edra # 1 button. The Extra will generate Call Slips,
— Purchase Orders, and a Picking Slip when
you Post it.
Open Date [02/16/Z005 {?’

_ You can review the Picking Slip for an Extra
Bxtra [Stetus Change ] [ Fickina Sie ) py clicking the Picking Slip button on the
Extras screen.

Base fExtra | {Extra. f1 v When you create a Job Invoice,
you can use the Base / Extra
pull-down menu to bill an Extra.

Descrigtion | Upgraded Control System
Distribution Code | THSTALL W
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Closing a Job: When all of the work is completed on a Job, all of its Call Slips
have been posted, and all billing on the base contract and Extras has been
completed, it’s time to close the Job. Once a Job has been closed, no more cost
or billing can be applied to it. The various Job reports can be run for open or
closed jobs only, and sometimes it would only be reasonable to run them for the
closed jobs — for example, you probably would not pay commissions on a Job
until it was closed, and its profitability is “set in stone”.

Base Job [Ststus Change | [ PickingSip |  To close a Job, click the Status Change
: ' button on the Breakdown screen.

Status Change Click the Close button to close out the Job
Stetus | SN and declare it completed. You can change
the status back to Open later, if you change

your mind or discover more cost needs to

OpenDate [ # ) be applied to the Job.
warrarty Bxp |4 4| (D)

Job Warranties: After you have closed a Job, you can set up Warranty
coverage. Provide a Warranty Expiration Date, then click the Warranty status
button.

As long as a Job has the Warranty status, you can create new Call Slips to
handle warranty expenses. Every time you add a new Call Slip for the work site,
from the Dispatch Board or the Call Slips file, the system will ask if you want to
use the new Call Slip for Job Costing or Service. This option is pictured below:

This site has one or more jobs that are currently
in a VWarranty status. What type of Call Slip wil
this be?

|J|:|b Cost | | Service |

If you choose Job Cost, you will then be asked to select Base Contract or Extra,
and select a Phase. If you plan to use Job Cost warranties, it might be helpful to
add a Phase especially for warranty costs to every Job. The offer to choose
between Job Cost and Service will stop appearing when the warranty expires.
You can also create new Call Slips with the Add button on the Call Slips screen
of Job Costing, for as long as the warranty is valid.

101



The Customer Utilities menu includes an option called Close Expired Warranty
Jobs, which will push every expired warranty back to the Closed status. To use
this utility, simply click the Process button, as seen in the image below:

& Close Expired Warranty Jobs o || S

This utility will change the status of jobs from Warranty te Closed if the warranty has expired.

Results

Process

Jobs Changed: 0O

After the process is complete, the screen will display how many Jobs were
changed to the Closed status. Also, a blue hyperlink to View Results will appear.
Clicking this hyperlink will create an Excel spreadsheet file, containing a list of
the Jobs that were just changed from Warranty to Closed status. Note that
running the Close Expired Warranty Jobs utility does not change the Warranty
expiration date, so you can still run accurate reports based on the date warranty
coverage expired.

Job Profitability: The Profitability screen of the Job File gives you a detailed
analysis of the overall Job cost, income, and profitability. Both estimated and
job-to-date figures are provided, and the variance between estimated and job-to-
date is calculated. You can use the pull-down menu at the top of the screen to
limit the display to only the base contract, or only a single Extra, but by default it
shows the overall profitability of the entire Job. The Acowin on-line Help system
includes a detailed discussion of every field on the Profitability screen, and where
the numbers come from.

Baze /iExtra | Entire Job W

Description |Entire Job

You can use the pull-down menu at the top of the screen to select only the base
contract, or only a single Extra.
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Job # | 0412-0003

Job Cost - Profit

Job Mame | Hamlin New A/C Install

Base fExtra

Entire Job hd

Description |Entire Job

B Extra#  Call Slip # Prob Code Phaze Status Mat Cost Lah Cost Mizc Cost Sell Amt Sales Tax | Sell Total A&
E 1013 INSTALL SCHED 303.10 a.0o0 0.00 a.0o0 a.00 0.00
E 1014 START SCHED 0.00 0.00 0.00 0.00 0.00 0.00
E 1015 CLELNUP SCHED 0.00 0.00 0.00 0.00 0.00 0.00 %
Est Cost JTD Wariance % Complete Estimated Actual
Mzt 1503.10 303,10 1z00.00 20.18 Grosz Profit § 1z50.13 24._40
Lab z10.00 17z.50 37.50 8z.14 Gross Profit % 39.686 0.048
Mizc 5.00 0.00 ] 0.o0 et Profit § 20136 -50_50
Total 1712.10 475,60 124z 50 z7.68 Met Profit % Z8.633 -0.101
Extras 23.74 0.o0 833.74 0.00
Use Tax 98.03 Min Gross %
Overhead 345.17|| 2650/ | 26167/ | 24.84| | | Overlnd § /% Compiete | -331.45]| | z6.39
Commis=ion -23s.62 -11.50 -224.12 0.00] Sales Tax Billed 6.50
Billed 2300.00 00,00 2400.00 17.24 Biling Adi 200
Billed Extras z50.00 0.00 zE0.00 0.00 At Paic Paid % | .00/ 0.00]

The Profitability screen gives you the “big picture” of the Job’s cost, income, and
profit. The variance between Estimated and Job-to-Date (JTD) tells you how

close the Job is to completion.
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Job Costing Quick Review

Action

When to perform

How to do it

Create Job

When you start a project

Go to Job File, click New

Create an estimate

If you want to make a
detailed estimate of labor
and materials required

Job File, Breakdown
screen, select Phase,
click Detail

Post the Job

When you're ready to
begin work or billing

Job File, Breakdown
screen, click Status
Change, provide Open
Date, click Post

Receive parts from
outside vendors

Items you ordered from
outside vendors are
delivered or picked up

Job File, Purchase
Orders screen, click
Detail, go to Receiving

Use parts from inventory
that were part of estimate

When warehouse
inventory is used on Job

Job File, Breakdown
Screen, Picking Slip

Use parts from inventory
that were not on the
original estimate

When you use parts you
didn’t include in the
estimate

Call Slips, Materials
screen (you can get there
from Call Slips screen of
Job File)

Apply labor cost

Technicians actually
complete the work on the
Job

Call Slips, Times screen,
or you can use the
Dispatch Board

Create an Extra

Customer asks for
additional work, or
cancels part of the Job

Job File, Extras screen,
click Add under top grid —
must also add at least
one Phase to bottom grid

Post an Extra

Work begins on Extra

Job File, Extras screen,
select Extra, click Status
Change, provide Open
Date, click Post

Use inventory parts from
estimate on an Extra

When parts are taken
from Inventory for Extra

Extras screen, select
Extra, click Picking Slip

Create an invoice

When you're ready to bill
for part of the Job

Job File, Invoices screen,
click Detail, click New

Close the Job

Job is totally complete

Job File, Breakdown
screen, Status Change,
choose Closed
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A Basic Inventory Primer

The Inventory system is discussed in detail in the Inventory chapter of the
Acowin Help system. Following is a summary of the basic steps needed to set
up Inventory items, move them between warehouses and trucks, order them on
Purchase Orders, and sell them on Call Slips.

Creating Inventory Items: To create a new Inventory item, click the
Inventory button on the Acowin Main Menu, then click New. The essential fields
on the Inventory screen are:

e Key Code (your company’s part number for the item)

e User Description

e Average Unit Cost

All other fields on the Inventory screen are optional. Here is an example of a
very well-constructed Inventory item, with all of the optional specifications filled
out, in addition to the mandatory Key Code, User Description, and Average Unit
Cost fields.

A5 Inve ntory

e Inventory Prirt Receiving Slip Labels
S VDL E | [] Shovee an Jok Cost Estimate
User Desc |Tstat, pom Sday/Zday white -
e Serialized ftem
Manufacturer Desc
Part # | T ST 20 Location »
—— Details | 1 stage cool, 1 stage heat, 4 0T
Model # | 1F80261 | tetmpiday, 2 AL batteries
Primary Yendor | Grainger W | | recjuired
Wendor Part # | 1pC4E | vl
Bl THITE |
Manutacturer L ) J Category | CONT b
LastUnitCost|  59.0000] Type | VHEAT ]
A Unit Cost | 550000 | L] b
Available Committec
Main YWarehouse Gty | E|| 0 | ListCost| o_oo|[]
Cther Warshouse Gty | 1 _D
Tatal in-Truck G| 2| o
o

Note on Average vs. List Cost: The Average Unit Cost of an item is crucial. It
represents the true value of the item, and is used for costing purposes on Call
Slips and Jobs. Average Cost is recalculated every time you receive units into
Inventory, based on both the unit cost and quantity of the incoming items and
existing stock. For example, if you have 100 units of an item in stock, with an
Average Cost of $1.00, and you receive 1 unit for a cost of $1.10, the Average
Cost will change very little — a single unit at $1.10 is swallowed up by a huge
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supply of units worth one dollar. On the other hand, receiving 50 units at $1.25
would produce a substantial change in Average Unit Cost.

The List Cost is used for only one purpose: calculating the unit sale price. On
Time & Material invoices, the system marks up the List Cost according to the
customer’s Rate Type, producing a unit sale price. The List Cost is usually set to
the standard “catalog” wholesale price of the item, which is often a bit higher than
Average Unit Cost, since your company (hopefully!) receives special bulk pricing
and discounts. For example, suppose you had an item with a current Average
Unit Cost of $9.15, and a List Cost of $10.00. You sell this item on a Time &
Material invoice to a residential customer. Your residential Rate Type specifies a
markup of 2.500 times for items between $5.00 and $24.99 in cost. The $10.00
List Cost would be marked up by 2.500 times, producing a sell price of $25.00.
For profitability analysis and General Ledger purposes, the cost of this item
remains $9.15, which is the Average Unit Cost.

You may set a fixed Unit Sell Price for some, or all, of your Inventory items. This
is done on the Stock Count screen. The fixed Unit Sell Price could be higher, or
lower, than your Rate Type markup would normally indicate. If you change the
List Cost of an item with a fixed Unit Sale Price, the system will ask if you want to
change the Unit Sale Price as well, keeping the same effective markup, or if you
would rather keep the Unit Sale Price the same and adjust the markup
automatically.

It's important to remember that List Cost is used only for Time & Material billing.
The other billing methods — Flat Rate, As Agreed, and No-Charge — ignore the
List Cost completely. Flat Rate billing accumulates a fixed sale price for each
repair procedure, covering all the materials used in each repair. As Agreed
billing involves setting an arbitrary sale price that covers the entire invoice,
including all materials used. No-Charge, of course, sets the sale price of all
materials to a total of $0.00.

Adding New Items to Locations: After you fill in the item’s specifications,
you should select the Locations that could carry the item in the grid at the right.
The Main warehouse is always checked by default. You should check off any
other warehouses or trucks that could carry the item at the moment. There are
Check All Trucks and Check All Warehouses buttons for your convenience.
Even if you don’t check a particular location at first, you can still transfer the item
into that location later. Here is an example of what the grid might look like for a
new item that could be stored in all of our company’s warehouses or trucks.

106



A Location -

D WMarehouse: MAIN

WMarehouse: north

WMarehouse: Eranch

Truck: TROOL

Truch: TRODZ

Truch: TRODS

Truch: TROD4

Truch: TRODS

Truch: TRODE

Truck: TR3S

Truck: TRO1E hd

Entering the Initial Quantity in Stock: After you click Save to save your
new Inventory item, proceed to the Stock Count screen and click Edit. Click on
each warehouse and truck location listed in the grid at the right, and provide the
following quantity and re-order information:

e Quantity in Stock = number of units currently stored in the location

e Min Qty = smallest number of units you ever want to have in the location

e Optimum Qty = idea stock level for the location

If you would not normally carry the item in a particular location, the Minimum and
Optimum Quantity for that location can be zero. You can run the ReStock
Inventory Report based on either Minimum or Optimum Quantity.

%l Inventory |Z| |E| El

EI Inventory
KeyCode | TSTOLZ |

Location Quantty | A
MATH

U=ser Desc | Tstat, pgm Sdays/Zday white I Warehouse:

Patt # l Warehouse: north i
List CDST'—D_DU Truck: TEOOL u]
Truck: TROOE o
Yo e Truck: TROOZ a
Unit Sell| Floor | Truck: TROO4 1
harkug | Aisle | Truck: TLOOS o
Cuantity in Stock [ £ | Shelf | Truck: TEOOE o
Total Gty 7 l Bin i Truck: TRIS o
= -
Min Gty €|
Optimum Gy _1__?:

Creating Inventory Warehouse and Truck Locations: You can
create a new Inventory location by clicking the Inventory Utilities icon from the
Acowin Main Menu. The Inventory Utilities menu has separate options for
creating new Warehouses and Trucks.
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i{ Inventory Utilities E| |§|E|

Transfer [mventory
hove Inventory
Swap Inventory

Mass Change
Add Warehouse

Add Truck
i_opy Location

Warehouses ask for only a name and address, while trucks need only a name.

EI Warehouse

Code | MaIN
hame | Main Warehouse

Address! 123 Big Mountain Pass

Address2 |BEldgs 104-112

CitydST/ZIp | Fort Myers FL || 33908-
fane “

E' Trucks

Code | TROOL

Transferring Inventory Between Locations: The Inventory Utilities
menu has a Transfer Inventory option, which can be used to move items
between any two locations. To use this screen, click Edit, then use the pull-down
menus to select a Source and a Destination. Select each item you wish to move,
click the Right-Arrow button to move it to the right-hand column, and enter the
Quantity you wish to move. Below is an example of the Transfer screen, in which
one thermostat will be moved from the Main warehouse to truck TR002. The
transfer will take place when you click the Save button on the Toolbar.
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-:‘J Inventory Processes

Transfer ltems

Source :Iﬂ'arehouse: MAIN Destination | Track: TROOZ bt
Saurce Destination
Current | 5 ] |
Optimum |12 |o

Difference | -7 | o

Search |t

| HeyCode Mame - [E HeyiCode Mame Current Gty | Gty to Move Mew Amount #
SHUO01 Switch, £0a three-pole Tstat, pom Sday /(0 1 [
| |zmmrooz Switch, dial plus EZ-swi [
TETOOL tstat, prneum 3xZxl univ @
| |TaTooz T=stat, low wolt mercury
TETOO3 Tstat, pgm, 1-Z4 hour [j
|WISTOLZ Tstat, pgm Sday/Zday wh
b w

D The gold double-arrow button is the Restock to Optimum button. If you

click this button, the Destination will be automatically restocked up to its
Optimum Quantity levels for all items, assuming sufficient quantities are available
in the Source location. If you take the time to set Optimum Quantity levels for
your trucks, the Restock to Optimum button will help you quickly and easily
restock the trucks when they come into the warehouse for resupply.

There are also Inventory Utilities options for Moving and Swapping inventory,
which are not used as frequently as the Transfer screen. The Move screen is
almost identical to the Transfer screen. The difference is that it moves all units
of the selected items from the Source to the Destination. For instance, if you use
the Move Inventory screen to move item ABC123 from Truck TR002 to Truck
TROO06, then all units of item ABC123 will be taken out of truck TR002 and placed
in truck TRO06. The Swap screen allows you to trade all items between any two
locations. Most daily restocking situations will call for the Transfer screen - you'll
probably find yourself using the Move and Swap screens much less often.

Ordering Parts for Inventory on Purchase Orders: To supply
warehouses and trucks, you can create Purchase Orders and choose the
Inventory Default option. Any warehouse or truck can be specified as the default
location. It is possible to use the Distribution Table at the bottom of the Purchase
Order screen to divide an order between several different Inventory locations. In
this example, eight belts are being ordered for the Main warehouse.
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Purchase Order

PO Mum Status Lazt Date Changed | 7 ¢
Diate Crested i Last Date Posted | /£ &
Default | Inventory w | Location |MaTw & Default Yendor [Grainger &
KeyCode Description “endar Ordered Aot Cost List Cost Ext Total Rowd Ret to Wendor #
BLTOO2 belt, 3Wd{ 3/8 5716 dGrainger =) 17.3500 17.3500| 138_82000
w
< >
Tepe Loc ity Ordered Received Shipy Ta Type Ship To Ref # -
Type Legend HI MAIN 2 Warehouse |[MAIN
I Inventory PO Total
C CallSlip 125 s000
7 JobCost
W

Selling Inventory Items on Call Slips: When you add an Inventory item
to the Materials screen of a Call Slip, you'll select the warehouse or truck

Location that provided the item. In the example below, one air handler is being
sold out of the Main warehouse, and one filter is being sold out of truck TR001.

i call Stip (=13

(i Call Slip Material
Site # |0l019-0001 | CallSlip # 10851 |
Site Namezi‘lartin, Dal"e Detail =
| PORIFR Location KeyCode Mame Gty List Cost Source  Sell Price Mo Cir Ext Sl
MAIN ATROOL A/C, WeatherMaker 38T[ 1| 1zoo.oooo|m z400. 00| 2400.00
TROOL FILlOL filter, res furnace ai 1 44.8000 140.00[ | 140.00
1 bt |
I« >

Rate Type | Bes v Calculsted Amourt 2540.00_-_5

Billed Amourt | zE40.00 |
Az Agreed

FlatRate

' @B

Running the ReStock Inventory Report: You can click Reports /
Inventory / ReStock Inventory for a handy report that lists the items needed in
each warehouse and truck Location. The report can be based on either
Optimum or Minimum Quantity, which is the difference between parts you should

110



order, and parts you absolutely must order. In this example, the ReStock report
will be sorted by Key Code, and is being run for the Main warehouse only, based
on Optimum Quantity.

%iReport - ReStock Inventory

Primary Sort |Kendde ~ |

Fitters | Adeitional Sarts
| L

- Selection Criteria  (Make up to 4 selections)
|| Select For | Location A
Location = MAN Al |

() Range (&) Equals E
Fram | MAIN

Additional Report Selections

[“lishowe Oy tems less than Optimum Guartity }
|:| Combine Locstions

DShUW Only tems less than Minimum

Exit [ Back ] [ Run ]

The resulting report shows us the items we need to order, to bring the Main
warehouse back up to its Optimum stock level. We can create Purchase Orders
to obtain these items from vendors.

1

OEELA0S 1246 pm N A R Page 1of 1
Inventory ReStock Report
O Cowbine Locations
Lecation== MAIN AND Location <= MAIN @ Ttems Less than Optinum

Location 1 O Items Less than Mirisum
EepClode J Description ] Mamfachurer Jéoal Cost J Cuartity ) Mivimun § Optinoen J Short 1
MATH
EIFO0L Tipe, b ircn W0 street el 1S 6595 1 1 5 4
EIFG pipe, blk irom tee 18 1645 4 1 & 2
ELTOOL Vohelt, ctype T8 1732 100.2 DATTON 3415 10 3 % 26
FLTOOL filter, pleated, 12 550 1 12 12
TETO0G Tstat, pem, 1-24 bour 4150 1 1 4 3
TSTOIZ Tstat, pem Say2ay white LT 5 3 12 7

]
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Exporting to Your Accounting Software

Acowin was designed to work with a number of popular accounting software
programs. The way Acowin shares information with your accounting program
depends on the program you use.

If you are a QuickBooks user, and have the Pro, Premier, or Enterprise editions,
version 2003 or higher, you can use the QuickBooks SDK system. This feature
of QuickBooks allows Acowin to send invoices to QuickBooks, forming a kind of
“seamless integration” between the two programs. Acowin invoices become
QuickBooks invoices. Payments are applied through QuickBooks, and the
various Accounts Receivable reports, such as statements and aging reports, are
produced in QuickBooks. This method is known as synchronizing. If you're a
QuickBooks SDK user, you will have linked Acowin to QuickBooks using a
special process called the QB Setup Wizard, which is described in the Acowin
Installation Guide.

If you use an earlier version of QuickBooks, or another accounting program such
as Peachtree or MYOB, you will export your accounting data as a set of General
Ledger credits and debits. The individual invoices are not shared with the
accounting program; instead, the total credits to various income accounts, and
the total debits to Accounts Receivable Acowin will be used to create payments
and prepare customer statements and aging reports.

Posting your invoices: Only invoices you have posted to Accounts
Receivable are eligible to be synchronized or exported. The method for posting
each type of invoice was already discussed in the earlier sections of the User
guide, but here is a brief review:

e Call Slips = click the Status Change button on the Call Slip, click Add Mark
under Transfer to A/R Flag, then click Post Call Slip button when it
becomes available

e Contract Invoices (one at a time) = locate the invoice on the Invoices
screen of the Contracts File, then click Detail. On the Detail screen, click
Status Change, choose Add Mark under Transfer to A/R Flag. Click Post
Contract Invoice when it becomes available.

e Contract Invoices (all scheduled billing for a month) = complete Step #6 on
the Contract Invoice Steps Menu

e Job Invoices = locate the invoice on the Invoices screen of the Job File,
click Detail. On the Job Invoice Detail screen, click Status Change, then
choose Add Mark under Transfer to A/R Flag. Click Post Job Cost
Invoice when it becomes available.

Synchronizing Invoices with QuickBooks: The QuickBooks SDK

method of linking Acowin and QuickBooks has proven to be the most popular
way for Acowin users to handle their accounting needs. Before you can
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synchronize invoices with QuickBooks, you must complete the QB Wizard, which
is discussed in the Acowin Installation Guide. This will put the “QB Sync” menu
at the top of your Acowin screen.

Once per day (or more frequently if you prefer), you can synchronize your posted
invoices with QuickBooks. Pull down the QB Sync menu, pictured below:

ACOWI N Step One: Post Your Invoices

~ Service Contract | Job Cost
Invoices Invoices | Invoices

Select the button in the top row that corresponds with the type of invoices you
want to synchronize. Service Invoices are the most common type, and will
probably be completed daily. Contract Invoices tend to be created at odd
intervals, when people buy new Contracts, plus a large number of scheduled
Contract billing at the beginning or end of the month. Job Cost Invoices will be
produced when you bill for your large Job Costing projects, perhaps weekly.
When you click a button in the top row, the Transfer Invoices screen appears:

= . [l [ I
\ Transfer Call Slip Invoices to A/R |_- || | |r'$_<|
Transfer Batches of CallSlip Inveices to AR
Selected Batch Mumber Batch Owener | Batch Date | Batch Status| #
Il DEMAR-16 JOHN 03/31/2006 |Created
Il DEMAT-18 JOHN 0E/31/2006 |[Created
1 DEJUH-13 JOHN 0&/30/2006 |[Created
1 06JUL-21 JOHM 07/31/2006 |[Created
1 DGATG-22 JOHM 08/31/2006 |[Created
o
Posting Report men ’ Reset ] [ Process ]
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All of the invoices you have posted today will appear in a “batch”. The Batch
Number includes the month it is part of, based on the date it was created. If you
have more than one batch for the same month, you can select them all at once.
Place a check mark next to the batches you want to transfer, then click the
Process button.

After you’'ve completed the Transfer procedure, you can click the Synchronize
button in the lower half of the QB Sync menu. The Synchronize program is very
simple — just click Synchronize again to begin the process, and watch the status
messages to see if QuickBooks rejects any of your invoices. Note that you must
have QuickBooks running on the Acowin server, open to the correct “live
company”, and the Acowin License Manager program must be “connected to QB”
before you can synchronize invoices successfully.

+ QB Sync = 10] ]

g | | | Q’u'ick'.'Eh:u:l-l«:é®

¥ Customer ! Site [V JohCost Invaice
¥ Contract Inwoice - ¥ JohCost CallSlips
[¥  callSlip Invoice

Synchronize ey Detail ! . o

Assuming the Synchronize process runs successfully, the invoices will appear in
QuickBooks, distinguished by the “Acowin Invoice” name on each line item.
Acowin invoices always have numbers that begin with “S” (service invoices, or
Call Slips), “C” (Contract Invoices), or “J” (Job Cost Invoices.) If you synchronize
an invoice for a customer who didn’t exist in QuickBooks yet, the customer will be
added to the QuickBooks Customer List automatically. Payments, customer
statements, late charges, and aging reports should be handled in QuickBooks.

Exporting invoice data (non-QuickBooks SDK users): If you use an
accounting software program other than QuickBooks, you have QuickBooks
2002 or earlier, or you just don’t want to use the SDK method of integrating
Acowin and QuickBooks, you can export your invoice data instead of
synchronizing. Exporting will produce a small text file that contains credits and
debits — credits to various income accounts, your Sales Tax liability account, and
your Inventory asset account, plus debits to Accounts Receivable and your
material cost of goods account. The inventory and cost of goods activity only
occurs when you use Inventory materials on Call Slips. The exported text file
must be imported by your accounting system, where it will become a journal
document applied to your General Ledger. Please note that when you export
invoice data, the individual invoices are not sent to your accounting program.
Only the General Ledger activity — credits and debits — goes to your accounting
system.
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The procedure for posting and exporting invoices is contained in the Service
Invoice Steps menu. You can access it by pulling down the Steps menu from the
top of the main Acowin window, or by clicking the Utilities button in the Work
Orders section of the Acowin Main Menu.

i Service Invoices

STEPS: Service Invoice

SINGLE INVOICE

WVV

@ \ i
a Post the Call Slip

Complete
the Call Slip

®

Process

Completed $

Invoices

List Invoices
| to Print

MULTIPLE INVOICES

If you post your Call Slip invoices one at a time, using the Post Call Slips button
on the Status Change menu, you can proceed directly to Step #5, “Process
Completed Invoices.” If you mark your Call Slip invoices for transfer to A/R, but
don’t post them individually, you can post them all together as a group with Step
#4, “Invoice Edit Report.” The main reason to consider posting the invoices as a
group is that Step #4 generates a printed Edit Report, summarizing all the
invoices in the batch, which you might find useful to keep for your records. After
Step #4 is done, you can continue to Step #5.

Step #5 lists the batches ready for processing. There’s usually only one batch
listed here at a time, but if there are several, you can process all the batches for
a single month at once. Step #5 produces no printed report - it will simply inform
you when processing is complete, so you can move along to Step #6.
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\ Transfer Call Slip Invoices to A/R

Transfer Batches of CallSlip Inveices to AR
Selected Batch Rumber Batch Owner Batch Date | Batch Status| #
W] O6MAR-16 JOHN 03/31/2006 |Created
W] O6MAY-185 JOHN 05731 /2006 |Created
W] 06 JN-19 JOHN 0E/30/2006 |Created
W] 06JUL-Z1 JOHN 07/31 /2006 |Created
[ ] DEAUG-Z2 JOHN 08/3L/2006 |Created
v
Posting Report menu I Reset ] ’ Process l

Step #6, “Sync Invoice Data”, opens a screen that lets you select one or more
posted batches, then Export them to your accounting software.

\| Export Batches of Journal Entries

(¥) Mon Exported Batches Biatch Type | CallSlip w |
O Previously Exported Batches

Current Batches Selected Batches
Type Biatch # Batch Date User & Type Biatch # Batch Date | A
05T -4 0626 /2005 | JTOHN |

cs  [OEOCT-14 10212005 | JTOHN
cs [06JAN-13 01/31/2006 | JOHN
cs [0BAPR-17 04 /302006 | TOHN
cs  [O&TTL-Z0 0773172006 | JTOHN

cs  [OEOCT-1Z 107262005 | TOHN E

b w

Expart Type | PeachTres

Select the batch you’re ready to export, and use the right-arrow button to move it
to the “Selected Batches” column. If you have more than one batch for the same
month, you can do them all at once. When you have moved some batches to the
Selected Batches column, the Export button will light up. Click this button to
generate the export text file. The standard Windows explorer will appear, so you
can choose a destination for your new export file. It's highly recommended that
you create a folder expressly for these export files, perhaps called “TMS” or
“Acowin Exports”.
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! Select Directory 3l In this example, we have chosen to place
our exported text file in a folder called

P “TMS”, on the root directory of local hard
= ~ drive C:. It’s important to remember where
St you put these export files, so you can find
Q0 demoshield extras them when you’re ready to import them to
£ documents and settings .
 drivers your accounting software!
Ci3E
Cioki's help
0 my music
o program files
Elpsp
T windows
-
Diriwe;
== w

After you export activity from Acowin, you should import it to your accounting
software. Each accounting program is different, but most of them have a fairly
obvious “Import” option under the File or Tools menus. Consult your accounting
software’s user guide if you need help with this function.

Applying Payments in Acowin (non-SDK users only): If you don't
use the QuickBooks SDK system, you'll want to apply payments for your invoices
in Acowin. This is done with the A/R button in the Work Orders section of the
Acowin Main Menu. You can also click the Accounts Receivable button in the
Accounting section of the Main Menu, then choose Cash Receipts from the sub-
menu that appears - it access the same file. There is also a Payment Steps
menu that contains the Payments file, plus all of the posting, transfer, and export
processes.

To create a Payment, click the A/R button on the Acowin main menu.

:} You can also access payments with the Cash
\ Receipts button in the Accounts Receivables
Accounts Recsivables  Cash Receipts Sub-menu.
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i Payments

[[] Mon Customer Ertry (¥-Check) Payment Batch # | | Status | |
Custamer | | @ [revoice Payment Type (&) Check () Cash (O Credit Card
Check # I:I Check Date @
Payment Date @ Card Type |
Paymertt Amt Credit Card # |
Coshacet[ 1010 v Epbde| s |
Auth # | |
Comment | |
Source Site 1D Invvoice Mum GL Acct # Orig Iny Amt | Outstanding Payment  Adj Amount Adj Detail Balance | A
e
| B3 ¥
Total Payments 0.00
Unapplied Amount 0.00

This is the Payment screen, as it appears when you add a new payment.

If you have the exact invoice number you want to apply payment to, click the
Invoice button, then enter that invoice number. Otherwise, click the Magnifying
Glass button next to the Customer space, and look up the correct Customer.
You will then be able to use the Add/Remove button, at the bottom of the screen,
to select the invoices for payment.

If you have an invoice number to apply payment against, click the
Invoice button and enter the invoice number.

customer || If you don’t have an exact invoice number, you can click
the Magnifying Glass and look up the Customer.

Once you have selected the Customer, you can click the
Add/Remove button to see a list of their open invoices.

Select Invoices

[ Check Al ] [Remm-'e Al ]

Chik At Site # Site Mame Invaice Mum Invaice Date Orig Inw At Balance e
MY 01015-0001 (Furlow, Anne MaridsS-1001 03/117Z008 15.00 15.00

On the Add/Remove window, put a check mark next to the invoices that will be
paid, then click OK.
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: Payments

hon Customer Entry (¥-Check) Payment Biatch # | | Status | |
D Iﬁi Payment Type (&) Check () Cash () Credit Card
Check # |—| Check Date IT' @
Payment Date !m‘ {3 Card Type |
Paymert &mt|  lgs.on Credit Card # l
Cashicct| 1010 | ExpDate | s |
Auth # | |
Comtnert | |
Source Site D Ireeaice Mum L Acct # Crig Inw Amt | Outstanding Payment  Adj Amount Adj Detail  Balance |
MContract |01013-0001 |C-1010 1100 1E5.00 1E5.00 153,00 [ J 0.00 ]
v
| B3 | ¥
’Add J’Removel lPre-Payment ] Tmél Fayments | ISR
Unapplied Amort m
|

The Payment screen will now include a Customer Number, and one or more
invoices will appear in the body of the screen for payment.

After you've selected a Customer and one or more invoices, enter the customer’s
total payment amount in the Payment Amount field. This would be the total of
the check, credit card, or cash payment made by the customer. You can use the
top-right portion of the screen to specify the payment method, and fill out the
relevant information, such as providing a check number if the customer paid by
check. In the body of the Payment screen, use the Payment column to divide the
customer’s total payment between the selected invoices. You can divide the total
payment any way you want, as long as the total payment from all line items
equals the overall Payment Amount you have specified. The handy “Unapplied
Amount” field at the bottom of the screen will compute any variance — this field
should contain 0.00 when the total payment has been correctly distributed.

Pavimert Dete @ Here we see that a total Payment Amount of
i 22 $159.00 has been entered.

Paymert At
Cash Acct| 1010 v |

Payment Type (3)Check () Cash (i credt Card  The Payment Type has been

Check # 60021 | Check Date (08 /2z/2008 | (13 Set to “Check”. A check

| number and date have been

Card T
Cre;rca:edp: I | entered. The customer has
given us check number 60021,
b etz |__f | dated 08/22/2006, for a total
A of $159.00.
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Source Site 1D Inwaice Mum

GL Acct #

Orrig Imy At

Balance

|2

outstanding Payment | Adj Amourt Al Detail

MContract (01015-0001 (C-1010

1100

153_00

155_00 15900 I J 0.00

I«

|

invoice, which will reduce its balance to 0.00.

In the body of the Payment, the entire $159.00 was applied to the sole open

o&

: Payments
Mon Customer Ertry (4-Check) Payment Biatch # | | Stetus | |
Customer Payment Type (3 Check () Cash () Credit Card
Check # Check Date 0,22 /2006 | (T}
Payment Date {3 Card Type |
Payment Amt 15300 Credit Card # |
Coshacet{ 1010 v Bdste| /|
Auth # | |
Commert | |
Source Site 1D Invoice Mum GL Acct # Orig Iy Amt - Outstanding Payment  Adj Amount Adj Detail Balance | A
MContract [01015-0001 [C-1010 1100 1E5._00 1E5._00 15300 [ i a.00
s
I« | >
’Add J’Removel lPre-Payment Vi = L5500
Unapplied Amourt 0_00
wE @

The Payment is now complete, with nothing left over in the Unapplied Amount
field.

After you enter all of your Payments for the day, you should post them, transfer
them to A/R, and export them to your accounting software. You can do all of
these things right from the Payment Steps menu — just follow the Steps in order.
The transfer and export screens look and function exactly like the screens for

invoices, reviewed earlier in this section.

STEPS: Payments

Payment Transfer
Edit Report

® B,

Apply
Payments

Process Completed
Payments
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Using Acowin Without Exporting to Accounting: It's possible to use
Acowin without exporting any accounting data at all. Simply refrain from running
the “export” or “synchronize” steps, always the last steps on the Steps menus.
You can still obtain accurate aging reports and customer balances from Acowin,
even if you don’t export any accounting data.
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Accounts Payable

Acowin has the ability to produce Accounts Payable invoices from your Purchase
Orders. These A/P Invoices can be synchronized with QuickBooks, where
payments can be applied to them. Before you can synchronize A/P invoices, you
must complete the QB Wizard for A/P. This program can be run from the Acowin
Quick Launch menu, Start / Programs / Acowin / Quick Launch on the server,
and is discussed in the Acowin Installation Guide. The Installation Guide also
discusses the Import Vendors utility, which you can use to link existing Acowin
Vendor File entries with the corresponding entries on the QuickBooks Vendor
List, and also bring new vendors from QuickBooks into Acowin.

Entering Accounts Payable Invoices: When you receive invoices from
your vendors, click the Accounts Payable icon on the Acowin Main Menu.

When you click the A/P icon, a wizard will appear, asking you to
& specify some basic information about the invoice you want to
enter. This includes the vendor name, Invoice Date, Invoice
Number, amount of tax paid to the vendor, and the total amount
of the vendor’s bill (including tax.) All of this information should be readily
available by reading the vendor’s invoice.

Accounts Payabla

You can also make a choice between attaching the Accounts Payable invoice to
a Purchase Order, or to a specific Receiving Slip. Linking A/P invoices to
Receiving Slips is useful if you're only being billed for items that have actually
been delivered to you, rather than all the items ordered on a Purchase Order.

The first screen of the Accounts Payable “new invoice wizard” is pictured below.
Note that you can click Cancel to abort the wizard if you want to look at existing
A/P invoices, rather than enter new ones.

Vendor Bill Wizard
Select Wendor | Imperial Plumbing Parts &4 Supply b

() Create Bill from Receiving Slip = Bill
(%) Create Bill from Purchase Order ) Credit

Invaice Date | 12 f0z fz00E gg

Imvoice # 254125
Enter Tax Amount 1.97
Enter Taotal Amourt of Bil 3E.30

Cancel
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When you click the Next button, the wizard will ask you to choose the exact
Purchase Order Number or Receiving Slip for this Accounts Payable invoice.
The second screen of the wizard looks like this:

Vendor Bill Wizard

Vendor | Imperial Plumbing Pa
Enter PO # ||

| Chk  RovSlipd & |Find Receiving Slips |

Detail

You can type the Purchase Order number in the space provided, or click the
blue Enter PO# hyper-link to search for the Purchase Order, using the standard
Search tool. If you're tying the A/P invoice to a Receiving Slip, the Find
Receiving Slips button will bring up a list of Receiving Slips, after you've
selected the Purchase Order number. When you click Finish, you'll see the
Accounts Payable invoice screen. This screen lists each line from the Purchase
Order, and displays the General Ledger accounts that will be used when the A/P
invoice is transferred to QuickBooks. The system has default General Ledger
accounts that should usually be correct, provided you set the system up correctly
when you ran the QB Wizard for Accounts Payable and created your Distribution
Codes. The system obtains default General Ledger accounts for A/P as follows:

e Accounts Payable - a Liability account you specified when you ran the QB
Wizard for A/P. It can be changed in Accounting / Setup / Default Setup.

e Tax Account - a Cost of Goods or Expense account you specified when
you ran the QB Wizard for A/P. It can also be changed in Accounting /
Setup / Default Setup. Tax paid to the vendor is debited to this account.

e Offset Account - a Liability account that is used when the vendor’s invoice
total does not agree with the original total of the Purchase Order. You
specify this account when you run the QB Wizard for A/P, and can revise it
in Accounting / Setup / Default Setup if desired.

e Debit account for Inventory Purchases - this will be your Inventory Asset
account, which was set up when you first created your Acowin “live”
company with the Company Setup wizard. It can be revised in Accounting
| Setup / Default Setup, if necessary.
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e Debit account for Call Slip Purchases - the Cost of Goods account for
materials from each Call Slip is used for this purpose. This account
comes from the Call Slip’s Distribution Code, which you can see on the
Invoice screen of the Call Slip. You can review or adjust Distribution
Codes with Accounting / Setup / Distribution Codes.

In most cases, you won’t need to make any changes to the Accounts Payable
Invoice screen. You can just click the Save button to save your invoice, click
Status Change to post it (see below), then click New if you want to add another
invoice to the system. The A/P Invoice screen is pictured below.

Vendor Bill | [=11E3

Vendor Bill @ Bil O Credit
Vendor |Imperial Plumbing Invaice Date |1z /02 /2008 Status s
PO Mum |4 Invaice Mumber 554125 hark to Transter to AR e
Terms v Bill Tatal 3z.90 Hol [] v

Keycode Description Yend Part # Gty Cost Extended Detail |
ballcock assy for toilet 5 6.58 az. 90 ]

Subtatal 3z.890
AP Account | 2000
Tax Account | 4200 b
Cifzet Accourt | zoz0 hd

Tax ] 1=8%7
Offset n.00| [ ]calculste Offset

Grand Total 3487

Entering Offset Amounts: If the vendor’s invoice total is not the same as
the original Purchase Order total, the difference is called an offset amount. You
can put a check mark in the “Calculate Offset” box to have Acowin compute this
difference and enter it as an offset amount. The offset amount will be credited to
your Offset Account, instead of Accounts Payable, making such discrepancies
with vendor invoices easy to track. You may wish to dispute the offset amount
with the vendor, and if you’re successful, the vendor will most likely issue you a
credit to wipe out the offset amount. You can enter this credit as a Credit
Invoice, as described below. Here is an example of an Accounts Payable invoice
that has an offset amount. The original Purchase Order amount was $179.88,
but the vendor sent an invoice for $195.85, leaving an offset amount of $15.97.
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Vendor Bill =13

Vendor Bill (=) Bill ) Credit
Wendor |Amhience Hitchen | Irvoice Date _11;é§;édds | | Status _§<fer A/D | lioies)
PO Mum |3 | Inwoice Mumber 47222 Mark to Transfer to SJR 4
Terms L | Bill Total 138 _8E w

Keycode Description “Wend Part # City Cost Extended Detail | # |
granite, desert gold, sq fy 1z 14_99 179._.88 I

Sl

Subtotal 179.88
AP Account | 2000 Tax 0.00|
Tax Account l
(2200 Offsst | 15.57
Offset Account | 2020 - -
) Grand Tatal | 135.85|

Status Change

Ll 2 ] )]

Adjusting the General Ledger Accounts for an A/P Invoice: If you
want to revise the General Ledger accounts for a specific Accounts Payable
invoice, you can change the Tax and Offset Accounts right on the main screen,
using the pull-down menus. The debit accounts for each line item can be
reviewed or adjusted by clicking the Detail button at the end of each line. Here is
an example of the Detail screen for an Inventory purchase, which would debit the
Inventory asset account by default:

Gty |5AS
. . Pres GL Accourt A
Ry Slip # Location Biiled Gty Mumber
KF Hain Warshouse u} Ellz00
w

Posting and Synchronizing A/P Invoices: After you've clicked Save to
save a new invoice, you can click the Status Change button to post it.

125



Status Change
Current Status [ Inveoiced

2B Sync complete Transzfer ta AF Flag
Post Wendar Gil ] [ Remowve hark ]

Cloze

Click the Add Mark button under “Transfer to A/P Flag” first. This will cause the
Post Vendor Bill button to light up. Click Post Vendor Bill to post your invoice.
Note that unlike Accounts Receivable invoices, A/P invoices don’t have edit or
transfer reports - as soon as you click Post Vendor Bill, the invoice is ready for
QuickBooks, and will be sent over the next time you run the QB Sync program.
Accounts Payable invoices from Acowin look like this when they appear in
QuickBooks:

« Enter Bills Type a help question V How Do 1?

& previous [ Next a Find Eth Histary
@6l O credt Bill Received
Vendor SNCINETIEY v Date 11/17/2005
Bil Due 12/17/2005
Discourt Date amount Due 81,92
Terms Mek30 w Ref, Mo, 0054
Memo
Expenses $2.52 | Items $79.40
Ikemn Descripkion o] 5 Cosk Armounk Customer:Jab E Class
Acowin Tker toalset, hvac skd z 19.85 39,70 s
Acowin Tter toalset, hvac std z 19,85 39,70
v
Select PO
[ Clear Splits ] [ Recalculate ] [ Save & Close ] [ Save & Mew ] [ Rewvert

Entering Credit Invoices: If a vendor sends you a credit invoice, you can
enter it as an Accounts Payable invoice with a negative amount. The most
common reason a vendor would issue a credit is because you disputed the
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difference between a Purchase Order total and the vendor’s invoice amount.
The Credit Invoice will automatically place the credit amount into the Offset field,
if the original invoice had an Offset amount. When you post the credit and send
it to QuickBooks, it will wipe out the Offset amount, leaving only the correct
Purchase Order total in Accounts Payable. Here is an example of a Credit
Invoice, in which the vendor has issued a (-15.97) credit to wipe out a previous
offset of $15.97:

Vendor Bill |-_||E|f‘5__<|
Vendor Bill O il ® Credit
Vendor |Ambience Ritchen | Invaice Date [11/28/2005 | | Status [Creaced ifioe
PO MHum |32 Invoice Mumber |CR47EZ2 Mark to Transfer to &R -+
Terms | Bill Tatsl | 1587 v
Heycode Description “Yend Part # ity Cost Extended Detail | A
MGRANOOL granite, desert gold, sqg fi i} 14_93 o. ool
b
Subtetal | .00
AP Account (2000 Tax | 0 DDl
Tax Account r ]
2200 Offset | -15.37
Offzet Accourt | z020 = —
Grand Total | -15.57 |
Statuz Change
I NI EY

Un-Posting Accounts Payable Invoices: Itis possible to “un-post” an
A/P invoice, provided the invoice has been deleted from QuickBooks. Once an
invoice is un-posted, you can revise or delete it. To un-post an invoice, click
Status Change, then click the UnPost Vendor Bill button.

UnPost Yendaor Bill ]
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Using Attachments

The Attachments feature allows you to import files from almost any type of
program, including spreadsheets, graphic images, photographs, and word
processing programs, and save them in various important locations throughout
Acowin, including Customers, Sites, Contracts, and Jobs. Clicking the
Attachments button shows you a list of the files attached to a selected record,
and if you choose to view one of the attached files, the correct associated
application will be launched automatically. For example, if you choose to view a
spreadsheet file, it will be opened with Microsoft Excel (or whatever spreadsheet
program you have chosen to install on your system.) Acowin Attachments allow
you to store important information from outside programs, such as scanned
images of crucial documents or digital photos of your work sites, for easy
reference. Attaching these items to Acowin is much easier than having to search
through extensive hard drive directories or physical filing cabinets!

Setting Up the Attachment Drive: The first step to using the Acowin
Attachments is to create a mapped network drive to store the attached files. This
is very similar to the procedure for linking the various workstations to the shared
Acowin data folder, when you install your workstations. The Attachment files will
be kept in a different shared folder, to keep them from being mixed in with the
Acowin data files.

The Attachments folder could be on any storage device that can be accessed
from your Acowin server, including one of the server’s internal hard disks, a hard
disk on a different network computer, or an external mass storage device. Be
sure to allow plenty of space for the Attachments folder - if you attach a lot of
graphic images and large word-processing documents, the Attachments folder
could become quite large. Also, you should make some arrangements to have
the Attachments folder backed up periodically. You could add it to the list of
folders backed up by an automatic unattended tape backup, or you could
periodically copy the Attachments folder onto a tape, memory stick, CD, or data
DVD. Note: the Acowin Backup utility does not back up the Attachments folder!
It only backs up the Acowin data.

To create the Attachments folder, open the My Computer icon on whichever
computer you have chosen to contain your attachments. Navigate to the folder
where you want to keep the attachments, then pull down the File menu and
choose New >> Folder. Name the new folder Attachments. In the example
pictured below, the Attachments folder has been added to drive C: of the Acowin
server computer.
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+ Local Disk (C:) (=13
. File Edit Wew Favortes Tools  Help ':!r'

Q@ sack -
System Tasks ®| ’_J __J \ij ___J ’__J __J

T B s FYALLTE. VG acowin ACowin Corel DELL Dremnoshisd
3t e Tutorial Test Extras

»

Address (s O, V| Go

1>

P

(LY Add or remove

prostans ¢ B B B B B @ &

4 Search for files or

e Documents DRIVERS  Exparts From filed 1386 John's Help Iy Music
and Settings Acowin
File and Folder Tasks R __J ’_J ___J __J ’J ’_J __J
‘iﬂ Rename this Folder Qukput pdfoas Program Files psp TEMP ™S TMSTruck,
v

The Attachments folder must be shared to allow network access. To activate
sharing, right-click on the Attachments folder, then choose Sharing and Security.
Select the option to share the folder on your network, and be sure to also allow
network users to change the contents of the folder. In the “simple file sharing”
mode of Windows XP, the ability to change the contents of the folder is granted
with a simple check box, as pictured below. In the more complex Windows file
sharing system, there will be a Permissions button that you can click to grant
different levels of access to different groups of users. You would want to ensure
that all groups of users have full read and write access to the Attachments folder.

Attachments Properties

General| Sharing |Customize

Local sharing and security

- T share this folder with other users of thiz computer
only, drag it to the Shared Documents falder,

To make thiz folder and itz subfolders private zo that
only you have access, select the following check bows.

Metwark sharing and security

] To share thiz folder with both network users and other
ugers of thiz computer, select the first check box below
and type a zhare name.

Share this folder on the network

Share name: |.f-‘n.ttachments

[¥]itllow network users b change my files

Leam more about sharing and security.

jr) Windows Fireweall iz configured to allow thiz folder to be shared
with other computers on the netwark.

Wiew pour Windows Firewal settings

QK ][ Cancel ” Lpply

With the Attachments folder shared, your final task is to create a mapped
network drive on each workstation. Only the Acowin workstations need such a
mapped network drive — you don't have to make one on the server computer. On
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each workstation, open the My Documents icon, then pull down the Tools menu
and choose Map Network Drive. You can select any drive letter you wish for the
mapped drive. Set the target folder to the shared Attachments folder. In the
example below, the network drive mapped to the Attachments folder is drive
letter Y, which you can see at the bottom of the screen, under Network Drives.

¥ My Computer |Z”E”z|
© File Edit Wiew Favorites Tools  Help ﬁ.

: ¥»
@ Back ~ ; Address | J My Computer v| a8

Files Stored on This Computer

System Tasks

o, — [

Wiew system information _ | shared Documents ’J John's Documents
:7 Add or remaove prograns S {

[}- Change a setting
Hard Disk Drives

Other Places

l:-;;a Local Disk (1)

&J ry Network Places
My Docurments

[ Shared Documents Devices with Removable Storage
3 control Panel

__ CD-Rd Drivee (D) CD-R Drive (E1)

-

Details .
My Computer Network Drives
System Folder

"5-,_-_- Attachments on 'Hayvjohn "5-,_-_- tms_public on Samba Server

{(Hayjohn)' {¥:) {teammgt)' (2:)

Once you have created the mapped network drive for the Attachments folder, go
to Setup / Settings / Miscellaneous in the Acowin program.

Miscellaneous Settings

Service Flat Rate Default Invioice Footer Text
(%) Place new notes at the TOP of history files. )
Shaw Flat Rate Tax Call Slip

() Place new notes at the BOTTOM af histary files.
Calculste Flat Rate Tax Contract | cCONTRACT Ew3

Service Charges | SRV CHRG
Print Cust ID J Site 10 on Invoices

Job Cost | JOECOST

Jokb Costing S Purchaze Crders Diary Setup
ithi Avtomatic Remind
[#] Trars=ter quartity when posting receiving sfip (Pl S A L DMETIE REMmINGers _
[]Creste seperate PO per vendor Motity status within days Cantract Inspections Ijl [1-25)
[]Show Freekey item= on Proposal Contract Invoices Ijl (1-28)

Gwick Credit Call Slip

Problem Codle Attachmert Drive

Resolution Code Attachment UMC |\ YHayjohn' Attachments |

l Save ] [Cancel ]
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Set the Attachment Drive letter to the letter you chose when you created the
mapped network drives on the workstations. The Attachment UNC should be
the network path to the shared Attachments folder, in the format \\server\share,
where “server” is the name of the computer holding the Attachment drive, and
“share” is the share name. This is the same path you used when creating the
mapped network drives. The Attachment UNC entry is used by the Acowin
server computer to locate the attachments, and also by the AcoTruck remote
technician computers, if your system includes this option. Click Save to save
your changes after you enter the Attachment Drive information. The Attachments
system is now set up and ready to use.

Attaching Files to Acowin Entries: You can attach files to any of the
following locations in Acowin:
Customers

Sites

Contracts

Project Management
Purchase Orders
Receiving Slips
Vendor File

Vendor Bills

Inventory

Each of these files has an Attachments button, which contains the image of a
folder, as pictured below.

When you click the Attachments button, you'll see a list of all the files that have
already been attached to the selected record. Remember that Customers and
Sites have different lists of Attachments, even though they’re two sides of the
same Customer/Site File. Different types of Attachment would make sense in the
different locations of Acowin. For example, a spreadsheet listing precise
structural measurements could be attached to a Site, printed invoices from a
vendor could be scanned and attached to Vendor Bills, and specification sheets
for complex items could be attached to Inventory.
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Attachments

Ref Type | Customer |

Ref # |01002 | Descriptionll.ee Coast Enterprises

Description Attached Lzer File Mame A
Hella fram TS 040706 JOHM wrorkfile doc
Irvertory Impart File 040706 GOODIMNYVENTORYFILEZ TAT
Graphic mage 0407 106 JOHR 1.JPG

b

Show [ openrie | [ sdaFie | [ DeeteFie |

You can select one of the existing attached files and click the Open File button to
view it. The application associated with the chosen file will launch automatically.

You can click the Add File button to select a new file and turn it into an
Attachment. The standard Windows file selection window will appear, allowing
you to locate the file you wish to attach. The file can be stored anywhere you
can access from your computer, including a CD, memory stick, or other
removable media. Virtually any type of file can be made into an Acowin
attachment.

Qpen @
Loak jn: |lﬂ Images v| 3 ¥ e M-
5 [CS)EKGRMDS
i :} [CHBUTTONS
My Recent E acowin.mainmenu, bmp

Documents E Default_logo,brmp
= E generic_globe_logo.bmp
|_ @ImiIIenniaIvisionsZDDl_xmen-storm.jpg

Desktop @tms.logo.jpg

My Documents

dy Computer

File hamne: || A | [ ak l

Iy Net.work Filez of type: |Bitrnap v| [ Cancel ]
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After you locate and select the file you wish to attach, you'll be asked to provide a
short description of the file. Click the OK button when done. The file will be
added to the list of Attachments for the chosen Customer, Site, Contract, or Job.

Aftached (04710/2006
User | zomm File Mame |DEFAULT_LOGO . BMP

Deszcription |Les Coast Enterprises Logo Image

Click CK, or your attachment will not he saved.

If you want to remove a file from the list of Attachments, select the file and click
the Delete File button.
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Merging Acowin Data With Microsoft Word

Acowin has the ability to merge Customer, Site, Contract, or Job data with
standard “form letters” created with Microsoft Word. To take advantage of this
feature, you can create a set of Master Documents, which are like “templates”
that include designated locations for customer names, addresses, phone
numbers, Job numbers, or other important information. When you create a
merge document, Acowin will automatically replace these “place holder” marks
with the correct information. You must have Microsoft Word installed on your
system to take advantage of this feature.

Creating Master Documents: To create Master Documents, go to Setup /
Settings / Master Document Setup. You'll see a list of all the Master
Documents you've already created. The Select Type pull-down menu will allow
you to review the four different types of Master Document: Customer, Site,
Contract, and Job. These are totally separate document types, since each one
has different fields available for use in creating the Master Documents. The
example pictured below is a list of the Master Documents that are suitable for
use with Customers.

Masters Setup

Select Type | Customer ™ Select SubType | Genetic hd

De=scription Attached User A
Hello Letter 040706 JOHM
Customer Satiztfaction Survey 04,41 0006 JCHM

b

Show | Show Active % [ openFie | [ adaFie | [ DeleteFie |

To create a new Master Document, click the Add File button. This will launch
Microsoft Word. You'll see that a special pull-down menu called Insert Merge
Field. Clicking this pull-down menu gives you a list of the fields available from
Acowin, and drops a “place holder” at the current position of your cursor. For
example, selecting the Customer City, State, and Zip field inserts a merge field
called ((custcsz)) in the Master Document, setting the space where the
customer’s city, state, and zip code will go, each time you create a merge
document. You can use as many of these merge fields in your Master Document
as you want, and you can use the same merge field several different times at
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different locations in the document. Here’s an example of a Master Document for
the Customer data, designed to serve as a customer satisfaction survey:

28 master, doc - Microsoft Word [Z”Elgl
File Edit Wiew Insert Format Tools Table Window Help ﬂ
DEda &Y B o & 7| Marmal + TimeshewRoman + 12 » | B F U |EE == (ST EiE | [~ & - 7

Insert Merge Field » | Insert Word Field = | €7 4 4 1 L} E/ 9@ ?’5 Merge... ﬁ -

Lg"'l"'l"""2"'I"'3‘“I"'4"'I"‘5"'I Al 7o %

Team Air Customer Satisfaction Survey

Customer MName: wlastnames, «firstnames
Customer Address:  gaddressls
gaddressZy
gcustcazi
Phone aphonex
E-mail: gemaily

Dear Mr. Or Mrs. «lastnames,

e at Team Air would like to take a moment to thank you for your business. In order to
help us reach our goal of 100% customer satisfaction, we hope vou will take a few
moments to complete the attached survey and return it to us at your earliest convenience.
Flease be sure to contact us if you have any additional questions or concerns

Please select one of the following ratings: | Poor Fair Good Exzcellent

Speed of technician response

Cuality of service

Walue for money

Technician friendliness and conduct

-
Meatness and cleanliness z
Phone center customer service j
BEEIER »
DLaka AgtoShapesv\\DO‘@ &-iv&vE_ﬁ.e,
Page 1 Sec 1 111 At 3.8" Ln 14 Col 83 554

Notice how the merge fields have been used to set up the customer’s name,
address, phone number, and e-mail in the upper part of the page, plus the
salutation to “Mr. Or Mrs. ((lastname))”.

When you're finished with the Master Document, be sure to save it, by pulling
down the File menu of Microsoft Word and choosing Save, or clicking the Save
button on the Microsoft Word toolbar. You can then close or minimize Microsoft
Word. You'll see a window from Acowin, requesting that you give the new
Master Document a description, then click OK to save it.

Aftached (0471072006
User | Jomm

Description |Cu5t.0mer fatisfaction Survey

Befare you click OK to close this Attachment screen, you MUST save your wotk and close the
external application contzining the sttached document. This includes Microsoft Waord, Excel,
Motepad, or any other programs you are using to vwork on attached documents.

Cloze your external application first, then click the Ol on this =creen., or your changes will be lost.
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Creating Merge Documents: Once you've created some Master
Documents, you can produce merge documents by clicking the button that looks
like the Microsoft Word symbol. This button is found right next to the Attachment
button, in the Customer/Site File, Contract File, and Job File.

W

When you click the Merge button, you will be asked to give a Description to your
new merge document, and then click Next.

Generate Document

Fef Type |[Customer

Fef# 01001 Description |Miller, Stephanie

Thiz feature will allove you to uze a Master Documert, plus the selected Customer, Site, Contract, or Job
information, to produce a newy letter, renewval notice, proposal, or other document with Microsoft Wiord. The
Mazter Documerts are prepared in SetupdSettingzMaster Document Setup, which launches Word with a special
toalkbar that lets you insert "merge fields" that will be replaced by Acowin data. Use the DESCRIPTION field
below to describe the nevy document vou are about to create, for example "Mew 202 System Proposal. Then
click Mext, and choose from the list of Master Documents you have prepared. After you choose a Master
Document, Microzoft Word will be launched, and a new final document will be created, with all the merge fieldz
instantly filed by data from the Customer, Site, Contract, or Job you have selected.

Enter a description for the new document and click next Attached (053072008

User | JTOHM

Description |Customer Satisfaction Letter

You will see a list of Master Documents available for the type of merge you're
performing. Remember there are different types of Merge Document for
Customers, Sites, Contracts, and Jobs. Select a Master Document and click
Next.
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Generate Document

Ref Type |Customer

Ref# o100l Description |Miller, Stephanie

Select the Maszter document and click ne:xt

Description Sub Type

Hello Letter Generic
Customer Satisfaction Survey Generic

The system will launch Microsoft Word, then use the information from your
selected Customer, Site, Contract, or Job to fill out all the fields in the Master
Document you have chosen. The result will be a document personalized for the
customer or project you're working with. The example below uses the
“Customer Satisfaction Survey” that was used as an example for creating a
Master Document, above. Note how all the merge fields have now been
replaced by the information for the specific Customer that was selected for this
merge document.

Team Air Customer Satisfaction Survey

Customer MName: Miller, Stephanie

Customer Address: 93710 Cypress Lake Drive
Fort Myers, FL 33307

Phone: (233437-3030

E-mail: smiller0383@acl.com

Dear Mr. Or Mrs. Miller,

TWe at Team Air would like to take a moment to thank you for your business. In order to
help us reach our goal of 100% customer satisfaction, we hope you will take a few
moments to complete the attached survey and return it to us at vour earliest convenience.
Please be sure to contact us if you have any additional questions or concerns.

Please select one of the following ratings: | Poor Far Good Ezcellent

Speed of technician response

Cuality of service

WValue for money

Technician friendliness and conduct

Neatness and cleanliness

Phone center customer service
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The Acowin Diary

The Diary system allows you to schedule reminders for important events. The

master Diary window will display color-coded alerts as Diary events approach.

Events you mark as “Done” will disappear from the alert window, but remain as
part of the accumulated Diary history.

Diary Locations: There are several Diaries located throughout the Acowin
system. They all function exactly the same way. The only difference is the type
of follow-up action that would typically be scheduled - for example, a reminder to
order parts for a Job would ideally be entered in the Job Diary, while a collections
call for delinquent invoices would be scheduled in the Customer Diary. There are
Diaries associated with the following files:

e Customer/Site File (separate Diary screens for Customers and Sites)
Contract File
Job File (aka Project Management)
Company Diary (located on the Company Utilities menu)
Dispatch Diary (accessed from the Dispatch Detail screen of the Dispatch
Board)

Creating a Diary Note: To create a Diary note, click the Diary button on any
of the five screens mentioned above.

oiary| 11€ Diary button appears on the Customer/Site, Contract, Job Costing,
and Dispatch Detail screens.

To access the Company Diary, click the Utilities button in the Company
section of the Main Menu, then choose Company Diary.

Utilities

-}J Diary
Diary
Ref Type | Customer
Fef# |o10o00 Description |Abe's Lock & Hey
Ertered Uszer Days | Follove Up Code Subject Dane #
B W
|:| Shaowe "Done” entries at bottom of grid
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To create a new Diary note, click the Add button at the bottom of the Diary
screen. The window pictured below will appear. Fill out the fields and click OK
to create your new Diary note.

& Diary

Diary
Fef Type |Customer
Ret# |o1ooo Description |ibe's Lock & Hey

Entered |05/25 /2007 [] Done

User | 7ol
Days Follow g
&| |0Es30/2007 Wednesday May 30, 2007
Coge Subject |Check in the mail
Message @

Customer iz sending check for $3200 to cover outstanding balance due -

o

Follow-up Days or Date: Enter a number of days to wait before following up, or
enter a specific date. When you fill in either of these fields, the computer will fill
out the other one automatically. You can click the Calendar button to set your
follow-up date with a calendar. The day and date of the follow-up action will be
displayed next to the calendar, after you make your choice.

Code: You can create Diary Codes in advance, for common follow-up actions.

This is done in Setup / Subsystems / Diary Codes. Selecting a Code will fill out
the Subject and Message areas automatically. Using Diary Codes is optional -
you can enter the Subject and Message text manually, as in this example.

Subject: A short summary of the Diary event, which will appear in the Diary
window.

Message: This area provides an unlimited amount of space to expand on your
Diary entry and provide additional details. You can leave the Message area
blank, if you think the Subject line requires no further elaboration. If you would
like to insert today’s date and the current time into the message text, you can
click the Clock button.

OK: click the OK button to create your new Diary entry.
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Your completed entry will appear in the Diary window, as pictured below. You
can click the Detail button to review the entry in full, at any time.

Al Diary
Diary
Fef Type |Cu.stomer |
Ref# (01000 | Descrigtion [abe's Lock & ey |
Entered User Days | Follow Lp Code Subject Done &

0572552007 JOHM 5 0573072007

Check in the mail

b

|:| Showy "Done” entries at bottom of grid

The Diary Alert Window: This small window appears to the right of the
Main Menu. If you close the Diary Alert window, you can re-open it by pulling
down the Forms menu and choosing Diary. The Diary Alert window reads the
various Diaries and looks for upcoming events when you first log into Acowin. If
you want to force the Alert window to read all the Diaries immediately and update
itself, click the blue Refresh hyper-link. Diary events within 5 days of their
scheduled follow-up date will appear as a number in the Alert window, as seen
below.

% s — Tt
‘a=i Diary |__| |_ | E|
(®) Wiews My Ertries Refresh
() Wiewr Everyones Ertries

D JobCast (0)

1 Contract ()
+- [ Customer (1)

[ site ()

[ company ()

Close
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Here we see 1 impending event in the Customer Diary. Double-clicking on a
Diary folder, or clicking the “+” symbol next to it, will open the folder to reveal the
individual alerts.

55 Diary

(%) Wiews My Entries Refresh

() Wiewr Everyones Entries

-7 Customer (1)
& 01000
[ Site (0
[ Company (D

Close

The number next to the event is the Customer, Site, Contract, or Job number that
produced it. Diary events are color-coded to indicate their urgency. You can
change the Notify and Alert intervals in Setup / Settings / Miscellaneous. The
default number of days for Notify and Alert status are given below.
e Between 2 and 5 days from the event, it will be displayed with the “Notify”
symbol, a green happy face.
e Less than 2 days from the event, the symbol will change to the “Alert”
symbol, a yellow concerned face.
e Beyond the follow-up date, the symbol changes to the “Missed” symbol, a
red angry face.

Note that the Diary Alert window initially displays only Diary reminders created
under your user name. However, you can toggle the window to “View
Everyone’s Entries” to see alerts created by all users.

Modifying and Completing Diary Actions: You can double-click an
event in the Diary Alert window to open the corresponding Diary screen. Here
you can see the Subject line of the Diary note. Select the note and click the
Detail button to see the full Diary entry.

From the Detail window, you can read the full message text for the diary entry, or
modify its Follow-Up Date. If the event described in the Diary entry has been
taken care of, you can place a check mark in the “Done” box. Events marked
“‘Done” will no longer appear in the Diary Alert window, but you can still see them
on the Customer, Site, Job, Contract, or Company Diary screens. This allows
you to build up a “history” of Diary actions. For example, if you look at the Diary
for a particular Customer and see many cases where your company had to make
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special phone calls to collect overdue balances, you know you’re dealing with a
customer who has a spotty payment history.

Below is an example of the Detail window for a Diary entry that has been marked
“‘Done.” Presumably, the customer mailed in his check, and cleared up his
balance due.

& Diary
Diary
Ref Type |Customer |
Ref# (01000 | Descrigtion [abe's Lock & Rey
Entered |05/25/2007 Done
User | yom
Days Foallavy L
[ 5| oss30/2007 | YWednesday May 30, 2007
Code | | Subject |check in the mail
Meszage @

Customer iz sending check for $500 to cover outstanding balance due

[

v

The Company Diary: This special Diary can be used to record reminders
about company activities, such as important meetings, appointments with
consultants, monthly or quarterly maintenance activities, and other business
tasks. To access the Company Diary, click the Utilities icon in the Company
section of the Main Menu, then choose Company Diary from the Utilities menu.

+ Company Utilities |Z| |:| E|

Import Flat Rate
Company Diary

Litilities

You can create manual entries in the Company Diary, the same way you can use
all the other Diaries, as described above. The system can also be configured to
automatically create two special Company Diary reminder notes, each month:
one reminder to create monthly Contract Invoices, and another to create monthly
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Contract Inspection Call Slips. These automatic reminder notes are controlled
from the Setup / Settings / Miscellaneous screen.

Automstic Reminders This is the section of the
Contract Inspections 1]01-28) Miscellaneous Setup screen that
Contract Invoices 15| (1-28) controls automatic Company Diary
notes.

If you set the Automatic Reminder fields to a number between 1 and 28, the
system will schedule the reminder notes for that day of each month. In the
example pictured above, reminders for Contract Inspections will be created on
the 1st day of each month, while reminders for Contract Invoices will be
produced for the 15th day of each month. Remember that Diary alerts begin
appearing in the Alert window a few days before the scheduled diary date - by
default, the green “happy face” Notify symbol appears five days before the
scheduled diary date, while the yellow “concerned face” Alert symbol appears
two days before.

You can disable the automatic Company Diary reminder notes for Contract
Inspections or Contract Invoices by setting the Automatic Reminder fields to “0”.

The Dispatch Diary: Another special diary is the Dispatch Diary, which you
can access by right-clicking a Call Slip on the Dispatch Board. This opens the
Dispatch Detail window. There is a Diary button in the lower-right corner of the
Dispatch Detail window. The Dispatch Diary would contain alerts and reminders
pertaining to specific service calls. You can manually create entries in this diary,
the same as all the others, but it also has a special purpose: If your system
includes the AcoTruck option for technicians to complete their own service calls,
using remote tablet PCs in the field, the technicians can place “needs attention”
notes into the Dispatch Diary. This way, the Acowin dispatchers will see the
Diary alerts and read the notes, which could explain why certain Call Slips are
incomplete, ask for the dispatchers to issue Purchase Orders for needed items,
or contain other important messages from the technicians to the dispatchers.

Adjusting Diary Alert Windows: You can adjust the number of days the
Notify and Alert symbols appear before scheduled events. This is done on the
Setup / Settings / Miscellaneous screen. The fields that control the Notify and
Alert windows are pictured below.

Diary Setup These are the fields that control the Alert and Notify
Alert status within | 2 | days intervals for Diary events. All of the Diaries use the
Motify status within | 5 | davs same Alert and Notify intervals.
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The Alert status is represented by a yellow “concerned face” in the Diary Alert
window, while the Notify status uses a green “happy face.” In the example
pictured above, the green happy face will appear 5 days before the scheduled
Diary date, then change to the yellow “concerned face” 2 days before the Diary
date. If you pass the scheduled Diary date without marking the event as “Done”,
the alert symbol will always change to the red “angry face.”
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Quick Quotes

The Quick Quote system allows you to prepare a simple estimate for work to be
performed. If the customer agrees to purchase the work, you can post the Quick
Quote to produce a Call Slip. Quick Quotes are much simpler than the Job
Costing module, with important differences including:

Quick Quotes do not allow multiple Phases, as Job Costing does.

They do not support installment billing.

They only produce a single Call Slip when they are posted.

Quick Quotes don’t provide for Extras.

They don’t produce Purchase Orders automatically.

Quick Quotes assume all estimated materials are taken from Inventory.

Creating a Quick Quote: Select the Quick Quote file from the Acowin Main
Menu, then click the New button on the Toolbar to create a new Quote.

>

wik ot This js the Quick Quote button on the Acowin Main Menu.

&"QuickQuote EI = @
Site: Status: RateType E|
Name: Cuote #: Problem Cade [=]
Address: Call Slip #:
e et Distribution Code [=]
Salesperson E|
Wole
Bill To: Motes Source (=]
Mame: 0
Contact:
Phone: |( ) - . 1
Labor Advanced Info
Tech Helper  Super Estimate Discount EstwiDiscount
Haours 0.00 0.00 0.00 0.00 0.00 0.00 @) Use Labor and Material
Enter Amount Manualty
Material Use Flat Rate
Lo cation KeyCode Name Qty List Cost  Src Sell Price Extended -
As Agreed 0.00
Misc 0.00
Sub Total 0.00
Tax 0.00
N Grand Total 0.00
I )
g X Estimate Discount Estw/Discount EstGP $ 0.00
0.00 0.00 0.00 EstGP % 5
Status Change
\ﬂj (=] \E 2] Quote Details

This is the initial appearance of a new Quick Quote.
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Your first important task is to click the blue Site hyperlink, and select the proper
work Site for the new Quote. After you choose the site, you may click the blue
Bill To hyperlink, if changing the Customer who will pay for the work is
necessary.

Site: 001012-0001 4, The name and address of the work Site will appear in this

Mame: Hermann, Jennifer
Aderene. 73210 Sum Valley Rd area, after you have selected one.

Middlefield, CA 94482

Bill To: 001012 Q You can adjust the Contact name or Phone number if
Name: Hermann, Jennifer desired, using the fields beneath the Bill To
Contact: | Jennifer infOrmation.

Phone: |(415)555-4685.

On the right side of the screen, you will see a set of pull-down menus for Rate
Type, Problem Code, Distribution Code, Salesperson, and Source. The Rate
Type should default based on the chosen work Site. You will need to select a
Problem Code and Distribution Code for your new Quote — the system will
remind you, if you accidentally leave these fields blank. The Salesperson and
Source fields are optional.

rateType| DEFAULT  [+] The Rate Type, Problem Code, and Distribution Code
Problem Code ACRUN [«  pull-down choices are mandatory, while Salesperson and

Distribution Code | RESNEW  [«|  Source are optional.
Salesperson | JOHM E|
Source [ VAN El

The center of the screen includes a Notes field, where you may enter additional
notes describing the type of work to be performed, or special instructions for the
project.

Entering Estimated Labor: The Labor fields can be used to enter the
estimated hours of Technician, Helper, and Supervisor labor that will be required
to complete the work. The system will then use the Rate Type selected for the
Quick Quote to compute a suggested sale price for the labor, including any
discounts that have been set up for the customer.

Labor
Tech Helper  Super Estimate Discount Estw/Discount

Hours 8.00 8.00 0.00 800.00 0.00 800.00

The Estimated Labor fields, filled in with 8 hours each for Tech and Helper labor.

Entering a List of Estimated Materials: Click the Add button beneath the
Material grid to add material items to your Quick Quote. You will be asked to
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specify the Inventory location that will provide each item. You can use either Key
Code or Name to look the items up, with Key Code serving as the preferred
method. If you touch ENTER to pass through the next few fields after entering a
Quantity, the system will create a new line with the same Location automatically,
saving you the trouble of clicking the Add button again.

Material
Location KeyCode Name Qty  List Cost  Src Sell Price Extended -
MAIN DCOoMoo2 Disc, Concrete, 6" x 37 1 85.00(R 212.50 212.50
MAIN FILOO01 Fitter, 35H pleated 2 2.54|R 12.70 2540
# MAIN PKP0O21 irrigation pump 1 145.00|R 32625 326.25|
I 4 3
g ¥ Estimate Discount Estw/Discount

564.15 0.00 564.15

This example shows three items added to the Material grid. Note the total
estimated sale price of the materials, including discount, computed at the bottom
of the screen.

Advanced Quick Quote Information: The Advanced button opens a
window of additional, optional information, pictured below. The Schedule fields,
in the upper left corner, can be used to select a tech, date, and time for the new

Call Slip that will be created when the Quick Quote is posted. You can click the
Hide button to close this window.

Schedule

Default Site Information

Tech [=] clear Tax Region |CountyA (=] -

SITELLED | Material Discount % 0.00 S

2] Labor Discount % 0.00 Misc[¥

Default Customer Information

Email Address |jhermann@samplename.com
Additional Information

PO#
Hide

Setting a Sale Price for the Quote: The Quick Quote offers three options
for determining a sale price, as seen on the right side of the screen.

@) Use Labor and Material
Enter Amount Manualy

{se retfate These are the sale price options for the Quick Quote.
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The first option, Use Labor and Material, is also known as “Time and Material”
billing. The system will total the sale price of the estimated labor, and each
material item, as determined by the Rate Type you chose for the Quote.

The second option, Enter Amount Manually, causes the As Agreed field to
become editable. You can enter any sale price you wish for the Quote.

The third option, Use Flat Rate, changes the screen to include a blue Flat Rate
hyperlink. Click on this link to open a window of Flat Rate price codes. Click the
Add button beneath this table to add one or more Flat Rate codes, selecting from
up to six prices associated with each code. When you are finished, click the Hide
button to return to the main Quick Quote screen, where your Flat Rate prices will
be totaled to obtain an overall sale price for the Quote.

Flat Rate Codes
Repair Description Qiy EstTime Unit Sell Extended Tax -
ANVLO10005 Install Up to 5/2” Line Tap Walve 1(00:20 29750 277.50 0.0000
BHTOM 0015 Replace & S/8" to " Air Tube 1101:30 162.22 162.22 0.0000
BHT010020 Replace Air Tube with Head 1]01:30 174.43 174 .43 0.0000
#BLWO10025 Replace 1/2 HP 1075 RPM 230V 3 Speed Blower Moto 1101:00 39504 39504 0.0000| E
oE X Totals: |04:20 1009.19 0.0000
Hide

This is the Flat Rate pop-up window. A Quote can be priced using any nhumber
of Flat Rate codes, which will be totaled by the system.

Under any of the billing methods, you can click the blue Misc hyperlink to add
Miscellaneous Charges to the quote, if desired. These can be surcharges for
any number of additional services, such as a fuel charge, special order freight
charge, or diagnostic fee.

Additional Quick Quote Tools: The Quick Quote system includes a Diary,
Attachments, and the Microsoft Word Merge feature. The Merge feature is
especially helpful for preparing proposal letters, and other correspondence
related to the sale or completion of your project.

Copying a Quick Quote: You can copy an existing Quick Quote - including
all of its estimated labor, materials, and billing — by creating a new Quote, then
clicking the Copy Quote button in the lower left corner of the screen.
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@ This is the Copy Quote button.

A pop-up window will appear. Click the blue Original Quote hyperlink, then
locate and select the Quote you wish to copy.

The pop-up window also allows you to choose between using the material prices
from the source quote, or updating prices based on the current List Cost from
Inventory, marked up according to the Rate Type you selected on the new
Quote.

If the original quote was billed under Flat Rate rules, you can use the original
Flat Rate prices, or you can price the new Quote according to the current prices
associated with the Flat Rate billing codes.

Copy Quote

Mote: The sell price of the new quote will
#10 ) ) i

be automatically recalculated, using the

tax region, discounts, and rate type from

the new Site. These settings, and the

total sale price, can be adjusted on the

new quote if desired.

Qriginal Quote:

Inventory Prices
Use prices from scurce guote

‘@ Update prices from inventory based on current rate type

Flat Rate Prices
Use prices from source guote

‘@ Update prices using current flat rate prices

Cancel Copy

This is the Copy Quote screen. After you select the original quote, and set the
options for updating prices, click the Copy button to complete the process.

After your quote has been copied, you can make any desired changes to the
labor or material estimates, or revise the sale price.
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