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Introduction
Technical Support

Welcome to the instructional manual for the Tasks module within the Eagle Business
Management System (EBMS). In the sections following, explanations and examples of the
available features within the Tasks Module will be explained. If you need to reach our staff for
further help, contact us using the information below:

Vinas

Eagle Business Software
5351 Lincoln Highway, Suite 9
Gap, PA 17527
(717) 442-3247 x2
(717)-442-1096 fax

www.EaqgleBusinessSoftware.com

Email: Support@EagleBusinessSoftware.com

Manual Revision 7.1.000.00 August 2006



Tasks

Overview

The task module is useful in managing a variety of work orders, phone calls, contacts, and other

tasks.

These tasks are conveniently connected to customers, sales orders, serialized whole

goods, timecard detail, and/or jobs. The following examples will demonstrate some of the popular
uses for this module

Organizing, scheduling, and printing work orders: The task module can be used
to schedule work orders for almost any service business. The task work order system
is a power tool for electricians, vehicle repair centers, small engine repair, HVAC
companies, computer repair, and almost any other service or repair business.
Review the Using Tasks as Work Orders section for more details.

The task module is a powerful tool to track the time and materials for T&M jobs or track
the actual time spent on projects with an estimated time. Review the Time and Material
tasks vs. Contract Tasks section for details on using tasks to track time.

The multiple views can be configured by the user to group and query tasks in a wide
variety of combinations. Review the Creating Multiple Views, Creating Queries , and
Creating Task Groups for more details.

Evaluating the billable time for a service company: Managing a service company
or division requires affective tools to measure the efficiency of labor and employees.
Comparing billable time to the actual time is a powerful way to evaluate the profitability
of individual employees or an entire service department. The task module allows the
user to manage labor more effectively by quantifying the billable time using different
work codes within payroll. The management reports within EBMS allow the personnel
manager to base employee pay on his/her efficiency and performance. Review the
Billable Time section for more details.

Sales person’s contact manager: The task module is a useful tool for a sales
person to track customer information, sales contacts, and other customer relation
information. Review the Using Tasks as a Contact Manager section for more details.

Logging customer support contacts: The task module includes a number of
features to log, organize, and evaluate phone calls, service calls, and follow up
contacts. Review the Using Phone Tasks section for more details.

Recording events contained within a specific job: The powerful combination of the
optional EBMS task and job costing modules are great to track labor, material, and
billing processes within a construction, manufacturing, or other type of job or project.
Review the Using Tasks and Job Costing for more details.

Tracking details for service contracts: The task module can be used to track labor
that is related to a service agreement or annual contract.  Review the Using Tasks
and Job Costing for details.

Maintaining history regarding individual pieces of equipment or whole goods:
Logging contacts, service history, and other task detail is very valuable in managing
labor in a service business. Review the Reviewing Task History for more details.
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Creating Task Types and Defaults

Planning the type of tasks that will be used within the EBMS system and creating these types will
greatly simplify the task creation process. Task defaults and standard settings are created within
the task type in a similar manner as setting defaults within a customer or inventory folder.  To
view, change, or create task types go to Tasks > Options and click on the Task Types tab as
shown below:

Tasks Options §|

General | Task Types | Managers | Problem Descriptions

Type
Other

Rental Equipment Prep

Delete

; ; ; P hies...
Rental Equipment Repair or Service pepeis

Repair wark Order Edit Defaults...

Sales Contact

Sharpen Blades
Standard Service and 0il Change
Support Call

aranty Service

[ OF. H Cancel ]

A separate task type should be created if the base type is different (see base type explanation
below) or the default settings of the task (such as labor work codes, service codes, approval
processing) are different.

Select a task type and click the Properties button.

Edit Type E|

Twpe: |Rental Equipment Prep

Baze Type: | Contract Service w

] 4 ] [ Cancel

Creating a task type consists of 2 settings:
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1. The task Type is the ID that identifies the type of task.

2. The Base Type is a setting that identifies the format of the new task wizard and some
billing processes. The available Base Types are as follows:

a. The Phone type is used to log phone contacts such as support calls. A task
with a base type of Phone tracks the time immediately when the task wizard is
launched. The phone task is marked completed when the wizard is
completed. = The Phone task should not be used for sales calls or phone
tasks that are ongoing. Review the Using Phone Tasks section for an
example of the new task wizard with a base type of Phone.

b. The Sales base type allows the user to utilize the task module as a contact
manager. Review the Using Tasks as a Contract Manager section for more
details.

c. The Time and Materials Service type should be used for any work order or
project that is billed by the actual labor spent on the project rather than a fixed
rate or contract.  Use the Contract Service base type if the job is not billed
based on the actual time spent on the project. This includes fixed rate jobs,
contracts, or any other task that is not billed based on the total Actual Time
entered in the Time tab of the task. Review the Time and Material tasks vs.
Contract Tasks for more details.

d. Use the Warranty Service type for tasks that require time but are not billed
similar to the Sales base type.

Click OK to return to the task type list.

The small engine repair and rental center may use a list of task types as shown below:

Tasks Options §|

General | Task Types | Managers | Problem Descriptions

Type Hew

Rental Equipment Prep
Froperties. ..

Rental Equipment Repair or Service
R epair Work, Order
Salez Contact

Sharpen Blades

Standard Service and 0il Change

Support Call

arranty I

[ OF. ] [ Cancel

The following table lists the probable Base Type Setting as well as the default settings for each
task type.
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The Other task type was created to be used when no other task types are applicable.
This type will require the user to enter all the information for a task since the default
settings of the other types do not apply. The base type for this setting should be
Contract Service unless the miscellaneous task involves billing. Review the Billing a
Project or Task section for billing details.

Both Rental Equipment Prep and the Rental Equipment Repair or Service types
have a base type of Contract Service since rental equipment preparation task
contains no time & material labor fee. Review the Time and Material tasks vs.
Contract Tasks section for more details.

The Repair Work Order type was created for general repair tasks. This task type
should have a base type of Time and Materials Service if repair labor is billed based
on the amount of time that was spent by the repair technician.

The Sales Contact type was created for tasks created by the sales person to track
sales contacts. This type is configured with a base type of Sales since a sales
contact type is not billed to the customer. Review the Using Tasks as a Contact
Manager section for more details on using the Task module as a contact manager.

The Sharpen Blades and Standard Service and Oil Change types were created for
common tasks that are billed using a standard fee. A task with a set fee should have
the base type set to Contract Service. This allows the user to set the time and cost
allocated to a standard task such as sharpening blades or changing oil. Review the
Attaching a Task to a Service ltem section for more details about setting a fixed cost
and time to a task.

The Support Call task was configured to be used for support calls that are tracked for
history. The base type was set to Phone. Review the Using Phone Tasks for more
details.

The Warranty task was created for tasks that are not billed. The base type was set to
Warranty.

These types are only examples. A company’s task types will vary drastically based on the

way the Task module is used within the company.

The default values should be set for each task type in a similar manner as the default
customer settings within the customer folder list in Sales > Options. Complete the following

steps to set the default values:

Select a task type and click on the Edit Defaults button to open the following window:
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Task (Unassigned)

Customer: | ‘_J Employee: | =\1

General I-.é\d-vanc:ed.i'-:l"i.me _ -h'ié'te'ri-al-&

Dezcnption: : Ticket: | |
Serial Number: : _\_l
Scheduls ) ) Locatior: | In-House ‘V]
Due By HI Duration: J hours
5 = Priciity: I Marmal w |
Start Date: | E| Tirne: | ! ==
o =l T | E 4 [
End Date: I ﬂ Tirne: I _| | |

[ &ppaintment Confirmed [1Pending

Mate

Fopeod Tne: 000024+ || (o [ e J(_tew J[ Do ]_Ein~ |

Closed

The Task window appears very similar to the task entry window but is used only to enter default
values. Any data you enter into any of the entry fields will default the next time you create a new
task. Review the Creating an Open Task section for more details on individual fields.

Suggested Task Default Settings

General Tab

e Most of the Schedule entries should be kept blank. The Duration field can be set
if the average time spent on the selected task type is somewhat consistent.
Enable the Appointment Confirmed and Pending options only if a new task
should default to a confirmed or pending status.

e Set the default Location option to either In-House or On-Site based on the
standard location for this type of task.

o Set the standard Priority level. Set to Normal if there is no standard Priority level.
The remainder of the general tab fields can remain blank.

Advanced Tab
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Task (Lnassigned)

Customer: |_ | _ji Elpigyae. | —‘]J

___G“enerél.j Advanced i::l'.ime _.M;a.teri;ais.__

Tope: IFlentaI Equipment Prep Baze Type: E-D:untractéewic.:e [

S alesperzon: | _\ll Semice j|

h anager: [Kris v] Approved By: |

[] Customer Matified
[] Bonus Applied

CreationtModification [nformation

Created by | | on | E]
Last Modified By: g}iﬁﬁlﬁ'{éfﬁﬁﬁﬁ | on 06/20/2000 Tue |
Completed By: iﬁDMlNlSTHMDH | on [0B/20/2000Tue |
Opened &t 05:03 P -~ :
_E_lﬁES_Ed Timﬁj_‘?!@mﬂ? = JJJ [ 0k, ] [ Cancel ] [ Hew ] [ Delete ] Print =

Closed

Enter a customer ID in the Customer field. If the task does not relate directly to a customer
leave the field blank or enter a generic customer ID. For example, if the Rental Equipment
Prep tasks are not billed to a customer, the Customer ID could be set to a generic customer
or company name (example: QUAHAR — Quality Hardware). This allows the user to bypass
the required Customer ID entry when creating a new task.

The Manager setting should be set to the appropriate manger that approves or manages the
task. Review the Approving Tasks section for more details on approving tasks before billing.

The Service setting is the inventory item used to bill the task. This entry should be an
inventory item classified as Service. Keep this entry blank if the inventory item used to bill
the task is not consistent. Review the Billing a Project or Task section for more details on
this entry.

The Approved switch should be disabled unless this task type does not have an approval
step. Review the Approving Tasks section for more details on approving tasks.

The remainder of the fields on the Advanced tab should be kept blank or unchanged.

Time Tab
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Task [Unassigned) |:”E| El

Customer: | J Employee: J
General | Advanced | Time | Materials
Workeode: | Al [Ccompleted
Job: | q Stage: £
| Date Time Description
clpeed ine tooors « M 2| (3K _J[ sl )t J( Ddee ] _Ewmi~

The Work Code setting should contain the default work code used by the employee when
entering time into the task.  This setting should be populated since the work code should be
consistently associated with the task type.

The Job and Stage settings should only be populated if the task always relates to the same
Job. These entries will only appear if the job costing module is installed. Review the Job
Costing documentation for more details on job costing. These entries are blank within the
default settings under normal situations.

The remainder of the settings on the Time and Materials tabs should remain blank.
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Using Tasks as Work Orders

Using a task as a work order to schedule, track, and invoice service requests or projects is a
common

The following flow chart depicts the typical flow of information within the EBMS work order system
using tasks.

Status Settings

4|\\ A. Create B. Service
| Proposal > Installation Request Task Open
—/ Task

C. Schedule Tasks D. Hold the
Set schedule date and project by marking Pending
due date task as pending.
<4 L
E. Print Work Order F. Hold a task until Waiting on
prior to the the parts arrive Parts
appointment.

s

G. Record time and materials
used within a project and Completed
mark task completed

‘i
H. Approve Task Approved

o L

. Billing the Project or Update Accounting ;
Task @ and A/R Billed

-n;JL-s—
e

J. Closed tasl\: is used for Closad
service

A. A service task can be created from an inventory item that is entered within a sales order or
a proposal.  The user is prompted to create tasks when the Process > Create Sales
Order wizard is launched from the proposal menu if service inventory codes are contained
within the quote. The Enter tasks for this item option within an inventory service item
must be enabled to create tasks using the wizard. The user will be prompted to create
tasks within a sales order if a service inventory item containing a task type is entered
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within the SO.  Review the Attaching a Task to a Service Item and the Creating a Task
from a Proposal or Quote sections for more details.

A task work order can be created at the time of the service request and attached to a sales
order at the time the service is billed.  Review the Creating an Open Task section for
more details.

The task module contains scheduling tools that allow a company to schedule individual
technicians or crews.  Review the Scheduling Tasks sectionfor more details

A task can be put "on hold" by marking a task as Pending. This feature is used to hold a
service work order rather than scheduling or completing the task.

Technicians often use a printed work order when a computer is not convenient. The work
order can be used to track parts, record labor, and make notes. The work order also
includes a bar code that is useful if scanners are used. A variety of work order forms can
be generated from the task module. Review the Printing Tasks and Work Orders section
for printing options.

A task or work order may be put on hold if the technician is waiting on parts or materials to
complete the task.  Review the Waiting on Parts or Materials section for more details.

Record the time, parts, and details about the project. Mark the task completed when the
project is completed. Documenting a task is valuable for tracking parts, managing labor,
and maintaining a historical record about the project. Review the Recording Parts and
Materials section and Recording Labor and Completing the Task for more details.

The approval is an optional step used when a manager is required to review some or all
work orders before a task is billed. = Review the Approving Tasks section for more details.

Billing the project or task is done after a task is completed and approved. Review the
Billing a Project or Task section for more details.

Task history can be reviewed at any time supplying the user with maintenance history for a
customer, piece of equipment (serialized item), or job. Review the Reviewing Task
History section for more details.
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Creating Multiple Views

The task module includes some very flexible tools to view tasks or work orders. These views
allow the user to manage and schedule tasks quickly and efficiently. = The task windows can be
configured to list tasks in a variety of views including the following:

o List tasks by employee to manage a specific employee’s work orders

o List tasks by status to manage the task from start to finish

o List tasks by date to assist with scheduling

e List tasks that are pending or are waiting for parts

Tasks can be listed, queried, or grouped by any field within the system.

The main task view window is launched by selecting the Task option from the Task menu as
shown below:

Tasks
| Sehedhie prroved | Ready to be Biled|
Igifj Rename Yiew ... f T -
| | Delate View . Guery: ,_Dpen ‘work Orders V_-[M
Group: | Move Yiew g ¥ || Groups...
| = =3 all Tasks iR Customer | Emploves Description Due Date Start D ate Druration Actual Ho
E"g tnone) 2 KEMPAl  [KASJOH D eliver Lumber 04405/1933 1040541339 Moy 5.00| 250 |
-3 JEFMIK - oo ! ' T
& (1 KASIOH 5 DOEJ DH :SCH HD B. R x.a-palnt v.lnyl fencn.a -041-"02.-'11 993 F
-3 SCHROB B TEVAEAH :JEFMIK .S ervice One - Painting and Preaparing to pr4a"D1 #1999 T. | |
1000 DOEJOH  JEFMIK fw/arranty Repair [06/17/2000 5081572000 The 0.50
1002 DOEJOH Mower does not start 063072000 F
1004 ELMEEI \Service Honda Mower \06/28/2000 %
1005 ZURMIE Serivoe Chain Saw \06/24/2000 5
1008 MILIOH  KASJOH R epair mower exhaust 062242000 T06/20/2000 T
1009 MILJOH |E haine prablem on Maveer 06427 /2000 T06/22/2000 Thi
10 CHUCHR R epair tractor mower - Transmission is slipp/06/22/2000 TO0E/20/2000 Tu
1011 AMERET Repair Maowear Engitie 0642342000 F
{ 4 | ?

Each view can be labeled for specific purposes and each contains a user defined Query and
Group. Right click on the tab of an existing view to open the context menu as shown above.
Click on the New View to create a new tab view. Tabs can be moved by selecting the Move
View option dialog as shown below:

11
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Mowve "Schedule” View

X

() To first [left-rost) position
@) Befare view selected bslow Mew Mame for View Being Moved:
Schedule
) Ta last [right-most) position | |
Wig
Feady to be Billed
k. l [ Cancel

Click on the any of the View tabs listed to move the tab to the left of the selected View. Click on
the first or last option to move the tab to the far left or far right position of all the tabs.

Select the Delete View option to remove a view tab.  This option does not remove any
information from the system. The Delete View only removes the list configuration.

The benefit of creating multiple views is that it allows the user to switch from one view to another
quickly.  The software does not need to reload and group information each time a new view is
desired.

Each view needs to be configured to list and group information in the desired format.  There are
3 main options to set within each view. These 3 options can be activated by clicking on the
specific toolbar icon as shown below:

12
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,_S_QhEﬁUJE_I-Eendin.g Jobs | To be Approved || Ready to be Billed

db|

=l

Group: |Em|:u|u:|_l,lee B Due W

Search For Ticket: |‘

Al

Euemny: | Openwork, Order » Hllgeries...]

E—am T Custamer | Employes R
g (e 2 KEMP&l  [KASJOH  [Deliver Lumber
JEFMIK T
(3 kASIOH R DOEJOH  SCHROB Re-paint viryl b
[ SCHROE B EVaCaR  MEFMIK Service One - F

1000 DOEJOH  JEFRIK M arranty Repa o,
< »
4|

The Search icon is used to show the Search field. The user may click on a column within
the task list to identify the column that is being searched. A specific task can be located by
typing information into the Search field in a similar manner as other lookup lists.

[N - . . "
The Query icon |7 is used to limit the view to tasks that meet the query or filter condition.
Review the following section - Creating Queries for details on creating Queries.

Click on the Group icon |£ to group tasks in groups. If the Group option is enabled, the
system loads all the applicable tasks into memory. It is important to disable this option if a large
number of tasks are being listed.

These views are maintained for each user within the Windows Registry.
be set within each computer.

The view settings must

The following view combinations are common settings used in a variety of companies:

Group Label Query Setting Group Setting Comments
Schedule Open Work | By Employee and | This is an excellent view to use to
Orders Start Date schedule multiple technicians or
employees
My Tasks Employee & | Start Date (or Due | This is a good view to use for
Status Date) individual schedules
Waiting for | Pending & | None Review the Waiting for Parts or
Parts Waiting for Materials section for more details
Parts
Overdue Overdue (and Employee, Due | This view is an excellent method to
manager) Date, or Customer review tasks that are past due
quickly.

13
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To Be | To be | Customer (or task | Review the Approving Tasks

Approved Approved Type) section for more details on creating
this view.

My Query My Query (varies) This query is used to allow the user
to quickly change the query for
specific uses.

Status Customer Status This view is an excellent setting to

(Customer use in the task tab of the customer.

View) No Query if

used in

customer tab

14
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Using Phone Tasks

The phone task type is used for support or sales calls that are completed at the time the task is
created. The task time is metered at the time the task wizard is launched until the task wizard is
completed. This task type is to log phone calls with customers.  Complete the following steps
to create a phone task:

1. A phone task such as a support call log should have a Base Type of Phone. Go to
Task > Options > Task Types and click the New button.

o ks Option
Eeneral| Task Types | tanagers | Problem Dezcriptions
Tupe M
Repair wark Drder Edit Type f5_<|
Sales Contact
Sharpen Blades
Standard Service and Oilf Type: |Sup|:u:|rt Ll “ Fename l
Suppart Call
p— Baze Type: |F'h|:|ne V|
[ ]9 ] [ Cancel ]
I k. J l Cancel ]

2. Enter a brief task Type description of the task type and set the Base Type option to
Phone. Click the OK button to save.

3. Select the task type from the task type list and click on the Edit Defaults button. Set
all the appropriate defaults for the phone task type. = Some suggestions are listed
below:

a. General tab — Set the Location and Priority settings accordingly

b. Advanced tab — Set the Manager and Service item if applicable. Review the
Approving Tasks section for more details about the Manager option. Review
the Attaching a Task to a Service Item for more details on the Service item
settings.

c. Time tab — Set the default Work code for phone tasks. Enable the
Completed option if the task should be marked completed after the phone
call.

Click on the OK button to save the settings and options.

4. Launch the new task wizard from the task list. Review the Creating an Open Task
section for more details on launching the new task wizard.

15
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New Task - Type

Fleaze select the twpe of task vou want to create,

LR TS Lipport Call

¢ Back Mest > ][ Cancel

5. Select the phone task Type.

6. Click the Next button and enter the Customer information.

New Task - Arden’s Landscaping - (610]) 388-4490 E'

Cusztorner: | ARDLAN E.]|
Arden's Landzcaping
PO Box 130

Armway, PA 13320
[E10) 358-4490

kM anager: | tik.e

vl

Create Multiple Tazks [ Link Tazk To lnvoice

[ < Back ][ Mewt > ][ Cancel

7. Enable the Link Task To Invoice option if the phone support is invoiced. Click Next
to continue.

16
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Mew Task - Cash Customer -

Employes:

Dezcription:

Motes:

JEFMIK E]|

[Juestion reqarding enging trouble

Anzwered guestion about stalling problem

Elapsed Time: 0001:24 |

[ ¢ Back ][ Mest > ][ Cancel

8. Enter a brief Description of the phone call. Add any pertinent Notes. The Elapsed
Time is calculated from the time the task wizard is launched. Click the up or down

F.S

arrows ‘¥ to increase or decrease the timer. Click on the pause button

" to pause

the timer. Click on the Next button when the call is completed.

9. The Actual Time value is set to the time calculated from the new task wizard timer.

MNew Task - Cash Customer -

Actual Time: hours
Billable Tirme: hours

whork code: | ST E]|

.....................

[ < Back ][ Hest > ][ Cancel

10. Enter the Billable Time.
task type defaults.

details on sett

ing defaults.

The Work code should default to the code entered in the
Review the Creating Task Types and Defaults section for more

17
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11. Enable the View Task option to open the task after the wizard is completed. This
option should only be enabled if additional information is required on the task.

Enable the Completed option within the defaults settings of the task type to mark every task
as completed when the wizard is finished. Review the Creating Task Types and Defaults
section for more details about entering default values.

18
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Using Tasks as a Contact Manager

The task module within EBMS can be used to log contact details with a customer. This module
can be used in place of or in conjunction with software products such as MS Outlook, Act, or
Goldmine.

Setup a sales contact task type by completing the following steps:

1. Go to Tasks > Options and click on the Task Types tab.
Tasks Options [g|

General | Task Types | b anagers | Problem Descriptions

Type
Rental Equipment Prep Dielete
Rental Equiprment Repair ar Service —
R epair ‘Work, Order

Sharpen Blades

AL

Properties. ..

Edit Defaults. ..

1=
o
x

Standard Service and Qil Change
Suppart Call

arranty

CRENED

k. l [ Cancel

2. Click on the New button and create a sales contact type:
Edit Type @

Type: | Sales Contacts |

Baze Type:

3. Enter a Type ID to identify the sales contact type.

4. Change the Base Type setting to Sales or Phone. The Phone type should only be
used if most sales contacts are made via phone and the task timer should be active as
soon as the task wizard is launched. Review the Using Phone Tasks for more details.
Use the Sales base type to record sales contact other than phone calls.

19
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Tasks Options

X

General | Task Types | b anagers | Problem Descriptions

Type

Rental Equipment Prep Delete

Rental Equiprment Repair ar Service
R epair ‘Work, Order

34 |:: (n] I'ItEI |::t:5:

AL

Properties. ..

Edit Defaults. ..

1=
o
x

Sharpen Blades
Standard Service and Qil Change
Support Call

CRENED

k. l [ Cancel

5. Select the new sales contact type and click on the Edit Defaults button.

Task (Linassigned)

Customer: | E]i Employes: | E]

General I-.Ad_vanc:ed-ii-fi-rne i Il _h’-l;a-te;i_e-l_ls.!

Diescription: |Sales Contact with [main contact] | Ticket: |_

Senal Humber: i E‘”

;
Schedule . Lacation; | In-House i
Due By Durahion: J hourz

T, : Pricrity: l Marmal b |
Start Date: @| Timne: |

End Date: | @| Tirme: |

] Appaintment Confirmed [ Pending

| ir'—I

Mate

Contact person|

0 d At 0223 PM i
EEEQZEE”E 000532 v _L'J_J [ ak. ][ Cancel ”_ Hew H Delete ][ Frint = J

CJpen

6. Set the following default settings for a sales contact task:

a. General tab: Set the Location and Priority settings according to the most
common sales contact task. The user may wish to enter a default
description with prompts within parentheses. Enter any default notes or
labels for standard information.
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b. Advanced tab: Select the sales manager in the Manager setting. Enable the

Approved option unless sales contact tasks require approval. Review the
Approving Tasks section for more details on the manager setting and approval
option.

c. Time tab: Enter the sales work code setting if the work code used to record
sales time is consistent. Review the Recording Parts, Labor, and Completing
Task section for more details on the work code setting.

d. There are not default settings that should be set within the Materials tab

A new sales contact task can be launched from the main task window or from within a customer
record. Review the Scheduling Tasks section for more details on using the main task window
(Task > Tasks from EBMS menu) to schedule sales contacts. Open a customer record to
create or edit a sales contact task by going to the Tasks tab of the customer.

" CustomersiRetail\John Doe

[E] E] LCustamer: DaEJDH E]' Folder: Fiet;a'illl E] [E]@
__General I Termns I Advanced I birections 1 invoices F'ro_posals I Serialized Items: Tasks ._Jobs I S_pecial F'ricirju__::j Messa_g_n_as I W’ebsite_ 1 2000 I .1 993 {1
— 3
| =8 d4

Group: . Type & Service -v
= {3 All Tasks 7. = i Pricrity Employes Employes Mame Desci
- (1 Repair Work Order 5 Mormal SCHROBE Robert Schiller Re-paint winyl fence
i R ol Contacts 1000 High UEFMIK  Mike.Jef i ananty Fiepai ey
BB Warrarty |Hig ] Mike Jefro [wananty Fiepair o
1002 [Marmal Maower doss not start =
1008 [Mormal KasJoH John Kassler \Repair mower exhaus
1025 Mormal JOHHEI Heidi Johngon Repair Chain 5 aw
1028 Mormal KASJOH Wohn Fassler lInkerest in a chain sav
1< | >
[ ok l [ Cancel ] [ Hew ] ’ Delete H Frint = ]

The task tab within a customer can be configured to query and group the tasks according to the
needs of the user. These settings only affect the Windows profile of the local computer and does
not affect other computers. The sales person may wish to query the tasks in one of the
following ways:

e Select Status from the Query options. Select Open from the Status options to only
list the open tasks as shown above.

e Set the Query option to Manager and select the sales manager to list only the sales
contacts

e Disable the Query option so all the tasks for this customer are listed. The query
%
¥

option can be disabled by clicking on the icon above the group setting.

Some common Group options used within a customer record are as follows:
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« The Status option to list all tasks based on the status of a task. This option allows the
user to identify open or pending tasks quickly. Review the Using Tasks as Work
Orders for some status options or the Task Status Settings section for details about
status options.

« The Type option groups tasks based on the task type. See example listed above.
Complete the following steps to create a new sales contact task:
1. Click on the New button to the right of the task list within the tasks tab of a customer.

(Select Edit > New from the EBMS menu to launch the new task wizard within the
main task window)

New Task - Type

Fleasze zelect the type of task vou want to create,

MNest » ][ Cancel

2. Select the sales contact Type and click Next.

New Task - John Doe - (¥17) 123-4567

Customer: | DOEJOH E]|

John Doe
39 Pine 5t

willowdale, P4, 16633
[717) 123-4567

Manager: 3 V|

[ ] Create bultiple T azks [ Link Task Ta lnvaoice

[ ¢ Back ][ Mest > ][ Cancel
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3. The Customer ID will default if the new task wizard is launched from the task tab of
the customer. Otherwise the Customer must be selected. The Link Task To
Invoice option should be disabled. Click Next to continue.

New Task - John Doe - (¥17) 123-4567

Sernal Humber: | E.]|

Service: | E]|

Description: | Sales Contact about new mower

I ote:

Contact perzon: John

John iz looking for a replacement riding mower. He ownes aJoha
Deer module 1234 at this time]

< Back ][ MNest » ][ Cancel

4. The Serial Number and Service code can be ignored in a sales task. Enter Notes
about the sales contact and click Next.

New Task - John Doe - (¥17) 123-4567

Due By | 06./23/2000 Fri |

Divratian: | |

StatDate: |06/21/2000'wed (O

Pricrity: |Nnrmal v|
Employes: |.JIIIHHEI E]|
Location: |r'|-H|:|I_J:E:E=

Wiew Taszk

[ < Back ][ Einizh ][ Cancel

5. Set the appropriate Start Date and Due By dates. Review the Scheduling Tasks
section for more details on the task date settings. Change the Priority and
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Location setting if appropriate. Enter the sales person’s Employee ID. Employee
records should be created for all sales persons including those that are not on payroll.
None payroll sales people should be group in a separate employee folder group.
Review the payroll documentation for more details.

6. Enable the View Task option to record open the task after the wizard is completed.
Click the Finish button and the task will open. Click on the Time tab as shown
below:

Task - John Doe {John Kassler)

Cuztormer: i_DEIEJEIH E.]i ‘[J;h%?;;_ﬁs? EEpeeE: |w@ siifi

:_._.é.enerél-_'__p.ﬁ.civanc:ed_? Time '_M ;a.teri-ais. |

Wwiorkcode: [sAL E.]; [] Completed
Job: i E]| Stage: | E]—‘
Date - Time ) ) ~ Description -
0E/20,/2000 Tue 0.40 [Called Jahn and dizcuszed his needs.  He iz interested in pricing on a
4 ihew Kabota tractor,
*
Billable Time: Actual Time: [0.40 |

Opened &t 0344 PM - -
Elapsed Time: 00:02:43  + L) Lok J[ cancel |[ bew [ Deete J[ B+ |

Open

7. Enter the time that was spent on the sales contact and notes on the discussion.
Review the Recording Parts, Labor, and Completing Task section for more details on
the Time tab.

The time entered within the Time tab of the task will be recorded within the sales person’s
timecard. Review the payroll manual for more details.
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Creating an Open Task

A task can be created from any task list. Click on Edit > New if the main task window (Tasks >
Tasks) is in focus. Click on New button within the customer task tab (Sales > Customers >
Task tab) as shown below:

K] Customer: EDDEJDH E]: Folder: |Retail [ﬂ 3]
= a Al Tasks T [u] Froperties
(] Repair wiork 1 1 |Re-paint winyl fen
< | S ke Ay _New
g i, s T %
-3 warranty ! hwiarranty Repair
Maveer does nat <
|Repair mawer ext
< Back [ Mest » ] [ Cancel
A | Bj= >
[ aK ] [ Cancel ] [ Mew ] [ Delete ][ Frint = ]

1. Select the task Type from the first page of the new task wizard and click Next.
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New Task - John Doe - (¥17) 123-4567

Custarner: |DI:|E.JI:IH E]|

John Doe
99 Pine 5t

Willowdale, Pa 166833
[F17)123-4567

b anager: | b ik w |

[] Create Multiple T asks Link Tazk To lnvoice

[ < Back ][ Mewt > ][ Cancel

Select the Customer. Note that the customer defaults to the open customer if the new
task wizard is launched from the customer’s task tab.

Select a Manager. Review the Approving Tasks section for more details on the manager.

Enable the Create Multiple Tasks option to create multiple tasks for the same project.
This feature allows the user to duplicate information between tasks. See step Error!
Reference source not found. for entry details on creating multiple tasks at once.

Enable the Link Task To Invoice option if the task is to be linked to a new or existing
sales order or invoice. Disable this option for tasks that do not involve billing. Click Next
to continue.
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New Task - John Doe - (¥17) 123-4567

Senal Mumber: | 123

Service: |HEPL&B E]|

Description: | Engine stalls often

Moke:
Replace zpark plugs

< Back ][ Mewt > ][ Cancel

The Serial Number entry will only appear if the serialized item option is installed. Select
the Serial Number of the equipment being serviced, if applicable. This entry can be
ignored if the task or work order is not attached to a serialized item. Review the
Serialized Item documentation for more details on serialized items.

Enter the Service inventory item. This entry can be ignored if the task is not attached to a
sales order or invoice. Review the Attaching a Task to a Service ltem section for more
details on the Service inventory item.

Enter a brief Description of the task. Enter any detailed Notes about task or work order
and click Next.
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10.

1.
12.

Diue By: | 062342000 Fri @]|

Diuration: | 2.00 |

Start Date: | [EI]|

Priority: | Nomal v|
Employes: | ]
Location: | InHouse v|
[] Wiew Task
| <Back || Mews || Cancel

Enter the Due By date of the task or work order.

The Duration is an optional entry that is used to determine the amount of time that is
estimated to complete the task. = The Start Date and Employee entered can be kept
blank if the schedule is determined by another person. Review the Scheduling Tasks
section for more details on scheduling tasks.

Set the Priority and Location if applicable.

Enable the View Task option to open the task when the wizard is complete.

The following wizard page will only appear if the Link Task To Invoice option was enabled on
the second page of the wizard.
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Mew Task E|
(il wartt to create a new invoice and link this task tait;  Invoice Number: 1333
() | want ta link this task to an existing invoice, Statuz: | Sales Order  w

[Fee... Date Total PO .. Drescription Statu
1309 |0EA5/2000 T hu 30 Gallon Trazh Bin Sales [ =

1328 [0BA5/2000 Thy 733258 Garden Eit Sales (2]

1330 0EA5/2000 Tha 92750 Honda Air Compressor Sales 5

1335 [06A15/2000 Thy 74200 Customized Portable Tool BotSales U

1336 0EA5/2000 Thay 24804 Thiz iz a lab test. thiz iz a testSales [E

< >

Wiew the invoice after linking. [—]"-.-"iEW Invoice...
< Back ] [ Mewt > ] [ Cancel

13. Select the first option to create a new sales order or invoice. Select the | want to link
this task to an existing invoice option to append the item to an existing sales order.
The second option allows the user to attach tasks to sales orders or processed invoices by
changing the Status query. The recommended Status query is the Sales Order option
since additional time can only be appended to sales orders. Click on an existing sales
order and click the View Invoice button to open an existing invoice or order.

14. Enable the View the invoice after linking option to open the invoice after the wizard is
completed. Review the Time and Material tasks vs. Contract Tasks section for more
details on connecting a sales order to a task. Click the Next or Finish button to continue.

The following wizard page will only appear if the Create Multiple Tasks option was enabled on
the second page of the wizard
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New Task - John Doe - (717) 123-4567

Employes Drescription Service Billable ... [tem Des
OHHEI E ngine stallz aften REPLAR Haonda Air Compresszor

E ngine ztallz often REPLAE H|:| nda Air Compreszo

45 *

< Back Einizh l [ Cancel

15. Enter additional Employees, Descriptions, Service codes, or other differences and the
system will create a task for each line on the task list. Click Finish to complete the
wizard.

The sales order or invoice linked to the task will be displayed at the end of the wizard if the View
the invoice after linking option is enabled.

New tasks are normally created with a status as Open. Review the Task Status Settings section
for details on changing the status of a task.
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Attaching a Task to a Service ltem

An inventory item classified as a Service item is an important component when associating the
task to a sales order or invoice. The service item is used to prompt the user to create a task
from an invoice or proposal. The service is also the link that translates the billable time to the
sales order or invoice. Complete the following steps to attach a task to a service item:

1. Open an existing inventory item that is classified as Service as shown below:

5, Inventory\Standard Service and Oil Change

[E] E] = ENG‘SEH E] Warehouse: _v Folder: EIH'\."EH}DL‘H Ej [E] [E]
General __F'riu:ing I Count i Advanced I Last Check Dates I "-.-\-"el:usite_' B )
Description = ErtyDate: [06/20/2000Tue (3] |
| Standard Service and Oil Change | invoice - =
: . E stimated Hours: | 2.50
EFu:ur zmall engines only i .
| Default Task Type: | Standard Service and %
UPC Code: | I
i ] :
Type:
[#] Taxable
\dah: i . Enter task for this item
Classification: |Service 1
Mote: |

I 0k l I Cancel H Hew ] [ Delete l[ Print - ]

Review the Inventory > Using the Inventory Module for Non-Inventory ltems > Using
Inventory ltems to Identify Service Items section within the main manual for more details
on creating a service inventory code.

2. The Estimated Hours entry is used as the ratio between the billable hours and the
sales order. A value of ‘1’ should be entered if the billable hours is to equal the
quantity within the sales order. For example, if a time and materials work order or task
is billed by the hour enter a value of 1 into the Estimated Hours entry. Each time the
time is changed in the task the quantity would be updated using the Estimated Hours
value.

e |f the task is created from the sales order the Billable Hours within the time tab =
Quantity in SO * Estimated Hours within the inventory item. Review the Creating
a Task from an Invoice section for more details.

o |If the sales order is created from the task the sales order quantity = Billable Hours
divided by the Estimated Hours value within the task. Review the Time and
Material tasks vs. Contract Tasks section for more details on creating sales orders
from tasks.
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3. Enable the Enter task for this item option to prompt the user to create a task when
this item is entered into an invoice or proposal. The prompt to create tasks will be
when the invoice is saved or a sales order is created from the proposal screen.

4. Select the Default Task Type. The new task wizard will default to the selected
Default Task Type.

The service items that have a task type attached will prompt the user to create tasks when a
sales order is created from a proposal or when the service item is inserted into a sales order.
Review the Creating a Task from a Proposal or Quote or Creating a Task from an Invoice for
more details.

Review the Inventory > Using the Inventory Module for Non-Inventory Items > Using Inventory

ltems to Identify Service Items section of the main EBMS manual, for more details on items
classified as service items.
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Creating a Task from an Invoice

Create Tasks Using a Service Inventory Item

An inventory item classified as a Service item can be flagged to create a task when it is entered
into a sales order or invoice. = The Enter task for this item option must be enabled within the
General tab of the inventory item. Review the previous Attaching a Task to a Service Item
section for details.

Enter the service item into a sales order as shown in the graphics below. The system will
prompt the user to create tasks when the invoice is saved. Click File > Save to activate the
create task dialog. The dialog will not appear if the task is not attached to the service item or if
the service item was entered previously and the dialog was canceled. Review the following
section to add, remove, or edit tasks associated with the sales order.

Create Tasks from the Invoice Task List

Tasks can be created directly from the sales order menu. Open a sales order and select View >
Tasks from the sales order menu as shown below:

i Sales Invoice Entry - John Doe

File  Edit Process | Yiew
_,iliuu & Customer Account.., Chrl+d
= ekl Payments... s R .
Custarmer ID:f Advanced Options. .. 1360} Ship To: | DOEJOH ' Date: | UB/20/2000 Tue @ flemo:
TR .- 1 Fauriient = ..._
Bill To |ShinTal  SalesT Chl+T ! Entry | 1
= Lt e axes. ! () Cash  (Chage (O COD. date: 5_05;20’}2000 @_]
Hera Do Inventory Links. .. ChrlHL 7
: Scan Entries F& Cash Account: _ Checks:
99 Fine 5t Chrl+k [D'I 000-000 - Cash on Hand v D’-\SH%
r Creating Proposal Tems : =
—_— Customer Signature  F2 [[None] E]:
|Willavedale E = B,
o Mema. .. [Cash E].
Sales person:  y Detais — . — . = :
brice e, Bl Ship via: v | Price Level | Retail v
r w Price Toal Bar ] i
Job Id: [ I T T
Ord.. | Shippe.. Irrventary Me... D escription Frice Amount | T, GALAC..
p| 1.00 1.00 [SHABLA |Sharpen Blades 33.00 | 38.00 |+ 51000010 |
%*
TaxTable:  Taw Freight: Dizcount: Finance Chg; 50, Totfal: Ml bt REHL
SR . ) . Z: Paid: $0.00 41234
:.Pﬁ | ;?2'34 L [l 1L | Balance: $41.34 >
Unprocessed

The task list dialog lists all tasks that are attached to the sales order.  Additional tasks can be
attached or created from this window.
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Billa... A Approved Ticket Pricrity Employes Dezcription
[ Q.40 W 1028 Mormnal KASJOH Interest in a chain saw
< | >
TotalBilable Tine: || Total Actual Time
] ] [ Cancel ] [ Wiew Task... ] [ Hew ] Egdd E:-:isting...§| [ Digaszociate ” Delete ]

Click the View Task button to view an existing task.

Click the New button to create a new task and attach it to the existing sales order. Review the
Creating an Open Task section for more details on the new task wizard.

Click on the Add Existing button to associate an existing task to the sales order.

Highlight a task and click the Disassociate button to remove the task from the sales order
without deleting the task.

Click on the Delete button to delete the task.

Click OK to return to the sales order.
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Creating a Task from a Proposal or Quote

Service inventory items within a proposal can prompt the user to create tasks when a sales order
is created from a proposal or quote. The service items must have a task type attached to the
item. Review the Attaching a Task to a Service Item section for details on creating a service

item.

The example below contains a service inventory item (SHABLA) that is connected to a task type.

" Proposals - John Doe

File Edit | Process Wiew

(e
|
(4[4 Creste ety Trensten T B 042000 Tue (| Deseription: | New Chain Saw | (0]
Close (Mot Accepted) —_— '
| Reoper O
Propasal | GeneralInfo | Contact Infa | Job Info | Nate | Autarsend Proposal]
Frice Level: lHetaiI v! “Warehousze: EGENEHAL VII
Cuantity Irventon Crescription Uit Amount T..| Gl A,  Jo
1.00 |STICHA IStikl Chainzaw B50.00 5000 |+ (51000-010
3 1.00 SHaBLA Sharpen Blades / Chaing ] < B1000-010
*
< | >
Iterns: 2000000  Hours: 0.75 Subtatal: $650.00 Cost: $330.00 [+] Shiow Cost
Taw Table: iP-‘*‘ | Weight: 0,00 Tax: $33.00 Total: $£29.00 Profit: $320.00 97.0%

Qpen

Create a sales order From this proposal

Launch the Create Sales Order wizard from the Process menu of the proposal. Review the
Proposals > Processing Proposals >Creating a Sales Order section of the proposal
documentation for more details on the Create Sales Order process. The following dialog will

appear after the sales order is created:

Eagle Business Management

Click on the Yes option to open the following Create Tasks dialog:
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M Create Tasks E|
Select the zervice items for which to create tasks
[uantity Service [tem D'escription Billable Time
| 1.000000 SHABLA Sharpen Blades / Chainz I:I.F"El
Mew Task ] [Create Tazk..| [ Close

The dialog will list the inventory items contained within the proposal that are classified as Service
and have the Enter task for this item option enabled within the general tab of the inventory item.

The tasks are created by clicking on each Service Items and clicking on the Create Task button.
The new task wizard must be run individually for each service item. Service items can be
combined by creating a task for one of the items, changing the billable time manually to total the
amount of the combination of the items, and then ignoring the other items.

The New Task button can be used to launch the new task wizard without copying information
from a service item.

Review the Proposal documentation for more details on creating and processing proposals.
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Scheduling Tasks

The task module of EBMS can be used to schedule tasks or work orders for employees or
departments. The date and time settings within the task are used to track the schedule date,
due date, and track the progress of the task. Complete the following steps to configure the main
task window to assist with scheduling tasks:

1. Open the main task window by selecting Task > Tasks from the main EBMS menu.

Taske BER

Task List1 |
= =
‘ﬁi_f‘ 4 Querny: | Status v |
Group: [Employee & Start Date v Groups... Status V.
Ticket Customer | Employes Description Due Date Start [ #
| 2 FEWNPAl  [KASJOH |Deliver Lurnber |04,/05/1939 |04/05.1¢
5 DOEJOH |SCHROB {Re-paint winyl fence 0440241353 |
5 E EVACAR  JEFMIK \Service One - Painting and Preaparing bo p04./01/1933
-7 SCHROB 1000 DOEJOH  JEFMIK Il arranty Fepair \0B/AE/2000 10815520 |
1002 DOEJOH [Mower does not start \DE./30/2000
1004 ELMKEl  JEFMIK |Service Honda Mower \0R/28/20007
1005 ZURMIE.  JEFMIK Senivoe Chain Saw \06/24,/2000
1007 MILIEM HOHHEI Interested in Commercial mover |06/22/2000 |06/22/20
1008 DOEJOH  KASJOH Repair mower exhaust \0B422/2000 0620, 20
1009 MILIOH fEngine problern an Maower (0642742000 I0B/22420
1010 CHUCHR Repair tractor mower - Transmission iz slipg06/22/2000 06/20,/20
1011 AMERET \Repair Mower Engine 0642342000
P P Timrans | | | bt
< ¥

2. Rename the main task list tab located in the upper left corner of the task list. The tab
may be labeled as Task List 1 as shown above. Right click on the list label and
rename the tab as Employee Schedule or other applicable label.

3. Set the Query setting to Status as shown above and select the Open Status option as
shown above. This will cause only the open tasks or work orders to be listed. An
additional query may be needed to only show open tasks for a specific manager if only
a specific group of open tasks are being scheduled. Review the Creating Queries
section for more details on query options.

4. Set the Group option to Employee & Start Date to group open tasks by employee and
scheduled start date. All open tasks that are not assigned will be grouped in the
(none) folder. Review the Creating Task Groups section for more details about
groups.

5. Create a second view to list tasks by due date.  Right click on the list tab as shown
below and select New View from the context menu.
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Sched
Rename.\hew Cueny: |Status vl[ﬂueries...]
Delete View
Group  Maove Yiew _ vl[Gmups...] Statug | Open vi
= {2 Al Tasks Ticket = Customer | Employes Description Due Date | Start [#
[ (none) 2 KEMPAl  KAGIOH  [Deliver Lumber T04/05/1 339 |04 /05/1%
_ﬂg jgm; [ 5 DOEJOH SCHROB  Re-paint vinyl fence 104/02/1993
- KASIOH B EVACAR  JEFMIK {Service One - Painting and Preaparing to (04401/1333
- SCHROB 1000 DOEJOH  UEFMIK  MwamartyRepar  |06/16/2000 [0B/15/20
i 1002 DOEJOH | Mower does not start 06/30/2000
1004 ELMKEI  UEFMIK  |Service Honda Mower 06/28/20001
i 1005 ZURMIK  JEFMIK  Serivee Chain Samw |0s/24/2000 |
1007 MILIAM  UOHHEL  [Interested in Commercial maver |De/22/2000 [DE/22/20
i 1008 DOEJOH  KASJOH  Repait mower eshaust |05/22/2000 0B/20/20
103 MILIOH | [Engine prablem on Mower D6/27 72000 DB /22720 —
T 1010 CHUCHR Riepait iactor mowe: - Transmission is slip08/22/2000 06/20/20
1011 AMERET |Repair Mower Engine  [0e/2asz000
= PP P TP 1 ; bt
i ' . B

6. Label the second tab Due and click OK to create the second tab.

Fleaze enter the new view name.

Overdue |

7. The second tab will open with the same Query and Group settings as the original tab.
Review the Creating Multiple Views section for more details on creating multiple tab
lists. Change the Group option to Due Date as shown below:

Schedule| Due |
=8|y
|§I_/| #A Quen: |Status V”Qgeries...]
Group: |Due [Date V“G_roups...] Statuz | Open Vl
= [ Al Tasks Ticket Customer  Employes Dezcription Due Date Start
ER==] Past 2 KENPAl  [KASJOH  Deliver Lumber 04,05,/1999 [04/05/1:
[ h
O4/01/1999 T
= 04::02;1999 Friu 5 DOEJOH |5CHROE Re-paint winyl fence 04/02/1999
(22 04/05/1999 Man B EVACAR  JEFMIK Service One - Painting and Preaparing to g04,/01/1933
3 Tomarrow
[C7 Future
[C1] Mo Due Date
4 t

8. The tasks are grouped by the due date within the task. The task groups can be
expanded to list tasks within each past due date.  Click on the All Tasks folder to list
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all open tasks. Click on the Past group to view only the tasks that are past due. Click
on the individual dates to view only the tasks within a specific date.

Folder groups will appear only if a task exists within that group or date.  Note the No
Due Date folder in the list above. This grouping is useful to identify tasks with no due
date.

Create additional tab views if additional lists such as pending tasks, tasks that are on hold waiting
for parts, or completed task are needed.

Open a task by double-clicking on the task. The Schedule entries are found within the General
tab of the task as shown below:

Task - James Miller (John Kassler)

. F 1 James Miller ol
Customer: | FILJAM Employes: |KASJOH John Kassler
- | 11231231234 i | |

General i_.ﬂ\dvanc:ed { :I'.irne { _M;aterialsc_

Dezcnption: :- Ticket: 4'
Serial Mumber: E-]

Scheduls S - Lgca[ign: ;_!n'HDuSE | V|

Due By | 06/23/2000 Fri @] Diuration: |{14.00 | hours _

= Priciity: ' Mormnal W

StatDate: [06/22/2000Thy  [F] Time: 0B00AM | e
EndDate: [06/22/2000 Thu [ Time: [1000PM | " 112 | Digassoiate |
Appointment Confirmed [ ]Pending Paid
Mate
-é.ii'nple A Frame

E_li;g:j_?_:m.g%?lj_gh;} : _'ﬂﬂ [ DK ][ Cancel _” New l“[ Dielete _][ Frint = ]

Open

The Schedule entry fields are used primarily to schedule the task. The Due By date should be
used if there is a deadline to complete the task. The Start Date and Time is to be used to
schedule the task or work order. The Duration field is an optional entry used to estimate the
amount of time required to complete the task. Populating the Duration entry will populate the
End Date and Time.

Enable the Appointment Confirmed option if applicable. This enabled option will cause the
task to show using a green color on the schedule list.

Tasks can be temporarily moved to a pending or waiting for parts list by changing the status.
Review the Task Status Settings for more details on the status of the task.
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Creating Multiple Views

The task module includes some very flexible tools to view tasks or work orders. These views
allow the user to manage and schedule tasks quickly and efficiently. The task windows can be
configured to list tasks in a variety of views including the following:

o List tasks by employee to manage a specific employee’s work orders
e List tasks by status to manage the task from start to finish

o List tasks by date to assist with scheduling

e List tasks that are pending or are waiting for parts

Tasks can be listed, queried, or grouped by any field within the system.

The main task view window is launched by selecting the Task option from the Task menu as
shown below:

proved | Ready to be Billed|
B_gig E:::::‘i::w f Queny: ._Dpen Wwork Orders v__; Queries...
Group: Mave Yiew _ v_
| = =3 all Tasks nr Customer | Emploves Description Due Date Start D ate Druration Actual Ho
£ 2 KENFAl  FASJOH  Deliver Lumber 104/05,/1993 104/05/1393 Mo 500 | Z50]
&3] KASIOH 5 DOEJOH :SEI—_IBDB Fe-paint vinyl fence 04/02/1933 F [ [
-3 SCHROB E EVACAR  JEFMIK Semvice One - Painting and Preaparing to pi04.401,/1993 T
1000 DOEJOH  WEFMIK  MWanmanty Repai 0E417/2000 506/15/2000 Thi | 050
1002 DOEJOH | Mawer doss not start bE/30/2000 F ) '
1004 ELMKEl | 5ervice Honda Mower DE/28/2000
1005 ZURMIK. | Serives Chain Saw ng 2472000 5
1008 MILJOH  KASJOH  Repair mower exkaust 0&/22/2000 TI06/20/2000 Tul
1009 MILIOH ~ [Engine problem on Maver 0§/27/2000 T06/22,/2000 Thi
1010 CHUCHR | [Riepair tractor mower - Transmission is slipp|06/22/2000 T 06/20/2000 Tul
1011 AMERET | Repait Mower Engine ©Des232000F
< | ¥

Each view can be labeled for specific purposes and each contains a user defined Query and
Group. Right click on the tab of an existing view to open the context menu as shown above.
Click on the New View to create a new tab view. Tabs can be moved by selecting the Move
View option dialog as shown below:
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Mowve "Schedule” View

X

() To first [left-rost) position
@) Befare view selected bslow Mew Mame for View Being Moved:
Schedule
) Ta last [right-most) position | |
Wig
Feady to be Billed
k. l [ Cancel

Click on the any of the View tabs listed to move the tab to the left of the selected View. Click on
the first or last option to move the tab to the far left or far right position of all the tabs.

Select the Delete View option to remove a view tab.  This option does not remove any
information from the system. The Delete View only removes the list configuration.

The benefit of creating multiple views is that it allows the user to switch from one view to another
quickly.  The software does not need to reload and group information each time a new view is
desired.

Each view needs to be configured to list and group information in the desired format.  There are
3 main options to set within each view. These 3 options can be activated by clicking on the
specific toolbar icon as shown below:
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S[(=/9

,_S_QhEﬁUJE_I-Eendin.g Jobs | To be Approved || Ready to be Billed
o8| | ||

Group: |Em|:u|u:|_l,lee B Due W

Search For Ticket: |‘

db|

=l

Euemny: | Openwork, Order » Hllgeries...]

E—am T Custamer | Employes R
g (e 2 KEMP&l  [KASJOH  [Deliver Lumber
JEFMIK T
(3 kASIOH R DOEJOH  SCHROB Re-paint viryl b
[ SCHROE B EVaCaR  MEFMIK Service One - F

1000 DOEJOH  JEFRIK M arranty Repa o,
< »
4|

The Search icon is used to show the Search field. The user may click on a column within
the task list to identify the column that is being searched. A specific task can be located by
typing information into the Search field in a similar manner as other lookup lists.

[N - . . "
The Query icon | “! is used to limit the view to tasks that meet the query or filter condition.
Review the following section - Creating Queries for details on creating Queries.

Click on the Group icon |£ to group tasks in groups. If the Group option is enabled, the
system loads all the applicable tasks into memory. It is important to disable this option if a large
number of tasks are being listed.

These views are maintained for each user within the Windows Registry.
be set within each computer.

The view settings must

The following view combinations are common settings used in a variety of companies:

Group Label Query Setting Group Setting Comments
Schedule Open Work | By Employee and | This is an excellent view to use to
Orders Start Date schedule multiple technicians or
employees
My Tasks Employee & | Start Date (or Due | This is a good view to use for
Status Date) individual schedules
Waiting for | Pending & | None Review the Waiting for Parts or
Parts Waiting for Materials section for more details
Parts
Overdue Overdue (and Employee, Due | This view is an excellent method to
manager) Date, or Customer review tasks that are past due
quickly.
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To Be | To be | Customer (or task | Review the Approving Tasks

Approved Approved Type) section for more details on creating
this view.

My Query My Query (varies) This query is used to allow the user
to quickly change the query for
specific uses.

Status Customer Status This view is an excellent setting to

(Customer use in the task tab of the customer.

View) No Query if

used in

customer tab
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Creating Queries

A Query or filter is used to limit the tasks or records that are shown on the list. For example, a
Query would limit the view list to only show open tasks. A defined or limiting query can reduce
the amount of time required to load a list of tasks.

L7 EBMS - Quality Hardware - Tasks - [Tasks]

'::| File Edit Generalledger Expenses Sales Inwentory  Pawroll  Job Costing  Tasks  Depreciation
Window  Help |
Schedule | Pending Jobs | To be Appraved | Fieady to be Billd|
=8| | | k|
!ﬁl_fl !ﬂ' Clueny: !Elpen Work Orders V![E!geries...|
Group: | Emploves & Due Date » |[G[Dups...]
Search For Ticket: |‘ i
= id All Tasks T Custormer | Employes D'ezcription b
. g St 2 KENPAL  KASJOH  [Deliver Lumber e
[+ JEFMIE, T T iy I ;
(] KASIOH . a :DEIE.JEIH :SEHHDB .He-palnt wiryl fence :I:I.i =
(] SCHROB BEMICER JERMIK.  Seivicelie- Fritliog ad Pissndiglopl
1000 DOEJOH  UEFMIE Mfarranty Flepair {0
1002 :DEIE.JEIH b owwer does not start ;EIE
1004 [ELMEEI Service Honda bower {0E
T e e |= P — [
i | e
IReady

Click on the Queries button to set, create, and change the Query setting as shown below. Click

T
on the query icon |_"| if the Query option and button do not show.

Cluery ~ Cloze
M odified Past 3 Months
b odified Today
Open twiark Orders
Fending & "W aiting on Parts
Status
To be Approved

.

Select a query and click on the Close button to change the query.

Click on the New button to open the Queries Properties dialog window as shown below:
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B

Querny Properties

Descriphion: | R8T N {al=lE

[ Include anly tasks for this customer

[ Include anly tazks an thiz zales order or invoice
[ Inelude only tasks for this job

[ Inelude anly tasks for this job stage

[ Include only this emplayes's tasks

[ Inelude anly tasks with this service jtem

[ Include only tazks scheduled between

[ Include anly tazks with this status

Include anly thiz manager's tasks Mike * | [[] Choose when viewing

Include only tazks that | hawe not w | been completed [ ] Choose when viewing
[ Inelude anly tasks that |
[ Include only tasks that were created by

[ Inelude anly tasks for this salesperson

[] sdvanced querny
Ok, ] [ Cancel

Enter a Description of the query.

A list of some of the most common query options are shown on the Query Properties window.
Click on one or more of the query options by clicking on the desired options.

In the example above the user wishes to list all the work orders in the service department. Since
all work orders are organized under a single manager, Mike, the Include only this manager’s
tasks query is enabled. The Include only tasks that have not been completed query is
selected to list only the open work orders. The have or have not options are part of the query.

The system allows the user to choose an option such as employee, manager, status, etc from the
view screen instead of setting the employee ID, manger, or other value with the query. Enable
the option by clicking on the Choose when viewing option to the right of the option. For
example the user can add the Employee and Completion options to the header of the task view
window as shown below:
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ek it |
|EI§| 4 Lluen: |Em|:u|u:u_l,lee & Statug hd ”Ggeries...]
Group: | Start Date w HG_roups...l Employee: | JEFMIK j
Comnpletion: |Incomplete Tazks v|
(= {23 Al Tasks Ticket Customer Employee Description Due Date Start Date

[ Past B EVACAR  JEFMIK

Service One - Painting and Preaparing o p04./01.,/1553

1000 DOEJOH  JEFMIK

|~

warranty Repair

06/17/2000 |06/15/2000°
| >

See the Query Properties settings below:

Query Properties E

Description: Ern 1l

[ Include anly tazks for this customer ‘

| Choogze when viewing

[]Include anly tasks on this sales order or invoice |

| Chooze when vigwing

[ Inelude anly tasks for this job |

Chooze when viewing

[ Inelude only tazks for this job stage ‘

| Chooze when vigwing

Include only this employee's tasks ‘

| Chooze when viewing

[ Include only tazks with this service jem |

| Chooze when viewing

[ Include anly tasks scheduled between |

| | Chooze when viewing

[]Include only tasks with this status

[ Include anly this manager's tasks

Include only tazks that
[ Inelude only tasks that |

[ Include anly tasks that were created by

Chooze when viewing

Chooze when viewing

Choogze when vigwing
Chooze when wiewing

Choose when viewing

[ Include only tazks for thiz salesperson |

‘ Chooze when viewing

Advanced queny Set Query | [ ] Choose when viewing

[ ak ] [ Cancel

This query also includes an Advanced query setting. Click on the Set Query button to view the

advanced query dialog as shown below:
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M Set Query [Z|
Databaze ... Cperator Y alue And/Or
LS TATUS v|is not equal to Clozed ar
*

[]Uze Advanced Farmula k. ] [ Cancel

The Advanced query setting can be used independently or in conjunction with the other query
options. Review the Features > Advanced Query Options section within the main
documentation for more details on the advanced query.

Click OK on properties button to return to the query option list.

Click on the Properties button to make changes to an existing query.
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Creating Task Groups

The task group feature within the task module is a powerful tool to organize tasks and work

orders in a convenient manner. Click on the |£ icon to enable the group option. Disable this
option to enhance performance if the query includes a large number of records. The group
feature requires the system to load all records into memory before displaying the information. A
virtual list is utilized if the group option is disabled. Records within a virtual list are not loaded
into RAM memory until the information is displayed.

The task module groups information within multiple user-defined levels. This feature gives the
user many display options within a specific view tab. For example, the Group option in the task
list below was selected to schedule an employee. The Employee & Due Date setting groups the
task by Employee ID, Past/Today/Future setting, and Date.

EBX

Task List 1 |
=i
|§I_‘/| b Huen: |D|:uean:urk Orders V”Dgerie&...]
Group: | Erployee & Due Date ~ HG[nups...l
= [ Al Tasks Ticket Customer | Emplovee Description Due Date
g {none) B EVACAR  JEFMIK Service One - Painting and Preaparing to g04,/01./1953
= JEFT‘-"III:Z -
L] Past 1000 DOEJOH  JEFMIK " arranty R epair 0E/AE/2000 0
3 Tomarrow 1004 ELMKEl  JEFMIK Service Honda Mower 0B/28/2000°
[C1 Today 1005 ZURMIE.  JEFMIK Serivce Chain Saw 0&/24/2000
=2 Future
(L] o&/z4/z000
(L] os/z8/z000
[ kasI0H
[ SCHROE
3 | sl | >

Click on the Groups button to change or edit a group setting.

Groups

[Eroup Cloze

[F

B,

FProperties

I e

Employee & Due Date

Emplopes & Start Date Delete...
Ernploves & T azk tupe

Ermployes & ‘Wesak

Ernployes, Lacation, & Start D ate

b anager, Emploves, & Due Date

Start D ate

Status =

Type & Service

£
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Select a new group and click the Close button to select a new group.

Click on the Properties button to view or edit the group settings as shown below:

Group Properties §|

Drezcription: Employee & Due Date
Default Querny: W

Level 1 | Level 2 | Level 3| Lewel 4

Select the fields to group by,

Select Field R
JOB_ID
JOBSTG_ID
W EMP_ID
START_DATE
START_TIME v
[] Advanced
] l [ Cancel

The group Description describes the grouping.
The Default Query setting allows the user to associate a query setting to the group. This option
is left blank if the Group and Query settings are independent of one another. Review the
Creating Queries section for more details on queries.
The Employee & Due Date example contains three levels:

e Level 1 — Employee

e Level 2 - Past/Today/Future

e Level 3-Date

e Level 4is extra

Check one or more of the options within the list to identify a field within the first level of the group.
The selected field - EMP_ID in the example shown above, groups the first level of the task view
by the employee id. Review the Features > Advanced Query Options section in the main
manual for details on identifying a field name.

Click on the Level 2 tab as shown below:
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Group Properties

X

Drezcription: Erl'l loyee & Due Date |

Default Querny: | W |

Lewvel 1| Level 2 |Le~.-'e|3 Level 4

Enter an expresion to group by,

iiff FEMDIMG. o WAIT_PART, "Fending W aiting
Partz"iif{dtos(DUE_BY)=" " "Mo Due Date ",
ifOUE_BY<Date(), " Pazt " if
[DUE_BY=Date(] + 1. " Tormarrow " iif
[DUE_BY»Date(]+1,"Future " " Today

Il

Advanced

] l [ Cancel

The Level 2 grouping option is using Advanced code to group the second level. The second
level is not identified by a single field or two but is created using programming code. The
Advanced option is enabled to change the grouping option from a field list to programming code.
This code is similar to the advanced query code explained in the Features > Advanced Query
Options section of the main manual.

Click on the Level 3 tab as shown below:
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Group Properties

X

Drezcription: Erl'l loyee & Due Date

Default Querny: |

Level 1| Level 2| Level3 |Leve|4

Select the fields to group by,

Select Field
COMPLETED
SERIAL_MO

v [DUE_BY
wWORKCODE
BILLABLE

|3

[

[] Advanced

1]8

l [ Cancel

Configure the Level 3 tab of the group by selecting the DUE_BY field. You may need to scroll to
find the selected field within the group since the task record consists of a large number of fields.

The last level (Level 4 in example above) always contains a list with no selections.
unselected level will appear each time fields are selected within the "last" tab.
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Task Status Settings

The Status setting is a common task setting used to group or query tasks and work orders. The
status of a task is displayed on the lower right corner of the task.

Task - James Miller (John Kassler)

o | James Miller i
Cuish T MIL Ak Empl - KASJOH John Kassler
S e 123123123 TRANEE |

| General i._.-’:'l.ci\-'anced Time _-Mé'teriéix__

Descrption: 5 eil Ticket: | 4|
Serial Humber: I E-]|

[7 |

Schedule B - ) Lacation; ._In-HausE i |

DueBy |06/23/2000Fi [ Durafion |14.00 | hours —_—

Pricrity: i Mormal bt |

StatDate: |0B/22/2000Thu (5| Time: 0800AM |

ErdDate: |05/22/2000 Thu [ Time: [1G00PM |

Ihvoice

Appaintrment Confirmed [ Pending

Mate

Simple & Frame |

EEEZES?LEES?BE"SE S [ ok [ concel J[ Mew [ Deete |[ Pt~ |

[ |

The status value is not changed directly by the user but is set based on the conditions of various
information within the task.

The standard tasks status options are as follows:

Status Condition

Open Time > Completed is disabled

Pending Time > Completed is disabled and General > Pending is
enabled

Waiting for | Time > Completed is disabled and Materials > Waiting on

Parts Parts is enabled

Completed Time > Completed is enabled

Approved Advanced > Approved By is populated and Time > Completed
is enabled

Billed Time > Completed is enabled and the attached invoice is
processed
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Closed Completed is enabled, Approved By is populated, and (
Attached invoice status is paid OR (No invoice is attached and
the Time > Billable is zero ))

The system evaluates each condition according to the sort order of the records. The sort order is
extremely important because the status is set when the first condition is TRUE. Additional
status settings and conditions can be added to the EBMS task system by adding records within
the TAStatus.DBF file.

Review the Using Tasks as Work Orders section for a status diagram when using a task as a
work order.
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Printing Tasks and Work Orders

Tasks or work orders can be printed to facilitate the flow of information from the time the task is
created until it is completed and billed or it can be a tag that is printed and attached to a piece of
equipment.

The following dual column work order is one of the work order forms available to give to a
technician in the shop or other location:

E Quality Hardware Work Order
MMain Smesr
Quallty P.0. Box 100 Tazk Scheduled Date | Schedulad Time | Page
- Lancaster, PA 17603 7 6/15/2000 1
Hardware B 2 £ Fhone (610) 233-3766
e E-Mail
B A HARA
Salesperzon: ADMINISTRATOR Employee: Jobn Eazsler
rdere e Tatenal
100 TACHAM - Tack Hapmer Directions:
017 - caze Elmer's Wood Glus The directions to thus customer are here. Any customer-specific directions ars
500 AL - Gallon of Valspar Premum Gloss Pait Lere The directions to this cwstomer are here. Any customer-specific directons ars
10,00 200z Can of Spray Paot Lere The directions to this cwstomer are here. Any customer-specific directons ars
5.00 AR. - Wheelbamow bers.
100 HALWEE - 22 12 in Wrench Task Notes:
EXS] E T - Birdoath Task notes here, These notes are in the task. Task notes bere, These notes
0.58 ) - case Elmer's Wood Glue are in the task. Task notes here. These notes are i the task. Task notes here
100 These notes are o the rask, Task notes here. These motes are in the rask. Taszk
300 notes bere. These notes are in the task. Task notes here These motes are in the
300 tazk. Task notes here These notes are in the task,
400 __ . Labor Amount
- . e Tnts ki
E; — ;.;;;*f;,’:iimi . case Labor Subtotal - 390.00
100 e Head
100 Garden Hose
EX
5.00 - Mushroom - 5 Ib basket
300 Barana - 2000 case
1m Garden Hose 1350 2050
Materials Subtotal - $861.41
otal Material o
O complated O meomplets Tﬂ:_l..Is.em.I - - B
Time Mileage | Total Material
Step Tax
Customer Signature: Date: Start
Total
Tech: Signature: Diate: Total

e The materials list printed on the left page of the work order are entered within the sales
order connected to the task or work order. The shipped quantity will not show on the
work order.

e The contact information printed in the center of the form header and the directions are
derived from the customer record. The directions section will not show if no directions
exist within the directions tab of the customer.
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The task notes are found on the general tab of the task or work order. The notes
section will not exist if the directions are blank on the customer and the task note is blank.

The parts that are used should be noted by writing the quantity in the shipped column.
The subtotal should be crossed out if not all the parts are used. Additional parts should
be noted on the materials list and totaled at the bottom — Total Material. The Total
Material value should be copied to the lower left work order total area in the value box
with the same label.

Notes about the work that was performed should be noted in the labor section.
Additional costs should be totaled in the Total Labor box on the lower right side of the
form.

The task work order should not be used to generate a complete invoice.  The task notes
should be imported into the sales order and then the dual column sales invoice should be
printed. Review the Billing a Project or Task section for more details on generating an
invoice.
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Recording Parts and Materials

An important step in managing a work order or task is to properly record parts and labor notes
within a task.  This information can be entered directly into the task window if the repair
personnel have access to a computer. Bar code scanners or touch screen project stations can
also be used to record time and materials. The technician can record time and parts information
on a printed repair order and then be entered into the EBMS task system by a secretary. Review
the Printing Tasks and Work Orders section for details on hard copy work order options.

Click on the Materials tab of the task as shown below:

Task - John Doe {Heidi Johnson)

21 1 Jaohn Doe =11 idi
Customer: |DOEJOH Employee: [JOHHEI Heidi J
= ; | 717y 1234567 —EEEE | B
_ General | Advanced | Time Materials |
1S how only items that are not shipped []'waiting For Parts
Ordered Shipped Ireeentory Dezcription Frice A
k 300 | 1.00 PGALFLYAL  |Gallon of Yalzpar Flat Paint [ 2795 | 2795
1.00 PBRLUSH4 4 inch Paint Bruzsh 12.95
1.00 PERUSH3 3 inch Paint Bruzsh 12,50
4.00 PRALPGEWAL  |Gallon of Yalzpar Premium Glozs Paint 3295
1.00 1.00 Special paint Tint
£ >
Add Item.. H Delete ltem ] Tatal M atenals: §2?95 .
Opened &t 0237 P A -
elapee Tine on0nte. « M2 [0k ][ Concel ][ e || Deiste [ print -
Open

The Materials tab will list the items within the entire invoice with some exceptions.
The following items will show on the list:

o All inventory items that are classified as Track Count, No Count, Serialized Items, and
other track count classifications. (All classifications except Service)

« All invoice lines with no inventory item that have an Ordered or Shipped quantity that is
non-zero.

The following items will not show:
« Allinventory items that are classified as Service will NOT show.

« Allinvoice lines that do not contain an inventory item and do not have a value entered into
the Ordered or Shipped columns.
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The line items that have been fully shipped can be hidden by enabling the Show only items that
are not shipped option as shown below:

Task - John Doe (Heidi Johnson)

o 1 John Doe sl ] idi
Customer. |DOEJOH Employes: |JOHHEI HeidiIohnizon
= | (7171234567 R B
[ General | Advanced | Time Material:
(EShnw only ikems that are not shipped ] -"r [C]'waiting For Parts |
Urdered Shipped Ineentary Description Frice Amnount Taxable
» 300 1.00 PGALFLVAL  |Gallon of Valspar Flat Paint | 27.95 2795 7
1.00 PBRUSH4 4 irich Paint Brush 1295 v
1.00 PERUJSH3 3 irch Paint Brush 12.50 e
4.00 PRALPGYAL  |Gallon of Yalspar Premium Glozs Paint 32.95 v
< >
[ Add ltem... ] [ Delete ltem ] Tatal Materials: |$é?_95
Opened Ak 0357 PM ~ -
 Elapsed Time: 000027 ¥ ] =] [ ok J[ cancel || mew || Delte || Print~ |
Qpen

The Ordered column should reflect the parts and materials that were ordered for a task or
project. The user should populate the Shipped column when the items are pulled from
inventory or used on the project. Populating the Shipped column will affect the On-Hand value
within the inventory system.

Use the Add Item button to add parts or the Delete Item button to remove parts from the work
order. These buttons are disabled in the following situations:

« The Base Type found in the Advanced tab is not Time and Materials Service. Review
the Time and Material tasks vs. Contract Tasks for more details on T&M tasks.

« The sales order has been processed into an invoice.

Review the Waiting for Parts or Materials section for details on the Waiting For Parts option on
the Materials tab.
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Waiting for Parts or Materials

The Waiting for Parts option is located on the Materials tab of the task as show below:

Task - John Doe (Heidi Johnson)

o 1 Johe Doe sl = idi
Customer. |DOEJOH Emplovee; | JOHHEI 1|l HeidiJohnson
= | 7171234567 R &
_ General | Advanced | Time Materials | - :
[C1iShaw only items that are not shipped ( [1'waiting For Parts ]|
Ordered Shipped Irentary Dezcription Price Armnount Taxable
] 3.00 | 1.00 PGALFLVAL  |Gallon of Valspar Flat Paint | 27.95 ﬂ 2795
1.00 PERUSH4 4 inch Paint Bruzh e
1.00 PERLISH3 3 inch Paint Bruzh W
4.00 PGALPGYAL  |Gallon of Valspar Premium Gloss Paint 295 v
1.00 1.00 PERUSH3 3 irch Paint Brush 12.50 1280
1.00 1.00 PCAMSPY10 (10 Dz can of spray paint 325 3.25 v
£ >
’ e T —
Add ltem... ‘ l Delete ltem ] Total Materialz: | $43.70
Opened &b 03:57 PM A =
 Elapsed Time: 002334+ ] =] Lok J[ Cocel J[ new J[ Deete |[ Pt~ |
Jpen

This option is used to manage tasks that are delayed or pending because of missing parts
needed to complete the task. The Waiting for Parts option can be enabled immediately after
the task is created if the project is pending because of parts or tasks that are delayed because of
missing parts.

The status of the task will change to Waiting for Parts when this option is enabled. Create a
task view within the main task window to display the pending task. Complete the following
steps to create this view:

1. Go to Tasks > Tasks to open the main task window.

2. Create a Waiting for Parts tab as shown below:

59



Tasks

Schedule | Walting for Parts | Diue

=8| %/ #

Query: | Pending & ‘Waiting on Parts A |[I3gelies...]

T.. Customer  Employee Description Start Date Duration Actual Hours
1004 ELMKElI  JEFMIK Service Honda Mower 2.05
1008 DOEJOH  |KASJOH Repair mower exhast 0E/22/2000 |06/20/2000 T 1.75
1025 DOEJOH  JOHHEI Repair Chain Saw 0E/23/2000 |06/20/2000 T

Review the Creating Multiple Views section for detailed instructions on creating a new view.

3. Set the Query option to the Pending & Waiting on Parts query option. Create this
query if it does not exist by completing the following steps:

a. Click on the Queries button to open the query list.
b. Click on the New button to create a new query.
c. Enter a query label - Pending & Waiting on Parts within the Description field.

d. Enable the Advanced Query option and click on the Set Query button.
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Dezcriptian: |F'ending & W aiting on Partz

[JInehude only tasks for this customer | | Chonze whien vigwing

[ ]Inelude only tasks on this sales order of invoice | | Chooze when wewing

(T )

1A
[ atabasze Field Operator Walue -« AndA0r
Clin 3 ,.-h,T|_|E; q;is exacty [Pending Lol
i STATUS iz enactly Waiting for Parts |and
*
AL
R
[1Use &dvanced Formula (] ] l Cancel Check Formula

in
[ Include only basks that | ave ool beerr completed Chaosewhen Yieing
[ Include only tasks that | have ool been approved by (ADMINISTRATOE Choosewhen viewing

nclude only tasks that were create Ll Ehooss =R
[ Include ori tasks th d by
[ Include only tasks for thiz zalesperson | | Chooes wher Yigming

Advanced quen Set Query | [ ] Choose when viewing

[ ok, ][ Cancel J

e. Set the Database Field, Operator, and Value settings as shown above. The
And/Or setting of the first line must be set to OR to include both status settings.
The And/Or setting on the second line is not used since the settings on line 3 are
blank. Click OK to save advanced query settings.

The query settings within this dialog will query all tasks that have a Status that is
exactly equal to Pending or Waiting for Parts. A query based on a single status
could be set within the main query option list rather than using the Advanced query
option. For a single status query, enable the Include only tasks with this status
option and set the status setting to Waiting for Parts.

Review the Creating Queries section for more details about queries.

4. Disable the group option within the list since the number of tasks in this query will be

minimal. Review the Creating Task Groups section for more details on the group options.

This view is useful to manage tasks that are pending.

Continue with the following steps to review the tasks as parts are received.
normally managed by the receiving department.

These steps are

5. Open the purchase order screen when parts are received. Review the Expenses >
Purchase Orders > View and Edit Purchase Orders section within the main EBMS manual

for more details on purchase orders.
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6. Right click on each individual items as shown below:

== Expense Invoice Entry - John's Lawn and Garden

Fil=  Process  Wiew
Vendar | Ship To | Pay To P | Diate: EMi
Vendor Id: |JOHLAW | Payment-— .
| Entr

e e 2 : (&) Martwal O Charge () Uigent date}: !05322”1999 ]

(R A NG S AKe | Bank Account: Check #:

383 Landsend Park | | 01100-000 - Checking Account v | 237

7 Tems
| | . IU_S'&i! |[None] E]l
| Cedartan HT(Y |r5c|115 | :
L | Met 30 days E]l
P.O. #: Ship via: Dezcription: i
| 133 | || Totsl [$10.31300 |
Ordered  Received Inwentong Description Unit Cost Amount [P, £
50.00 | 50.00 SLEHAMTO 101k, Sledge Hammer | 28.00  1.400.00
000 | BO.00 ADWHRE A djustable Wrench 12.00 72000
100.00 | 100.00 MAGLITS M aglite: 4-Cell B attery | 1800 1,800.00
_l Delate Row H4 4 ich Paint Bruzh 530 530,00
Insert Row P20 |20 0z. Can of Spray Paint | 225 | 225.00
Expart List. .. ] [Elmer's Wiood Glue 1.80 360,00
3 ShowHide Colurmns vl | ¥ 1 &
_5 Unfulfilled Sales Crders, .. J %

I ] L : . F.0. Total: $10,313.00 Subtatal: $10,313.00
RGO Gl e Weight 10000 Totat $10,313.00
| Lieprecianle 4558, .. | | ~||$5,DDDDD | Balance: $5‘31 EDD

Purchases - Paint Unprocessed

7. The Unfulfilled Sales Orders option will only show if unfulfilled sales orders exist. The
following list will open if the Unfulfilled Sales Orders is selected:

41, Sales Orders

Irwoice Customer Irwoice Date Dezcription W arehouze Frice Mot Allocated

Tatal Ordered: | 1.000000 Tatal Shipped: I:I

[ Cloze H Source... l

8. Select the sales order and click the Source button to open the sales order.
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i’ Sales Invoice Entry - John Doe

File Edit Process | iew

|;g @ Customer Account,,, CErlHA
e . Payments.., — e e,
Customer ID; | DOEd  Advanced Options. .. | Ship Te: | DOEJOH [ Date: | 0842042000 Tue (o) Meme:
Bil To iShi To| Sales T CHT Payment Enty [—oimns =
_é i axes. ! (5)Cash  JCharge (JCOD.  date i__UE"’zu"I2E|UU E]i
[ahnDoa Inventary Links. .. Chrl+L :
C—— ScanEnkries F& Sl P Check #:
!r99 Fire St 101 000-000 - Cash on Hand Vv | | EASH|
I Creating Proposal T erms - —
———————————  Customer Signature  F9 [Maone) E]!
fillodals
| e Memo... Cash E]I
Selesperson:  y Details —— ——— -
Price Type... @]l ship via: v | Piice Level !@
w Price Tool Bar i
Job Id: ™ Ty

| Ord.. | Shippe... Irveenton Me... Dezcription Price amount | T, GALAc.. %
b 300 1.00 PGALFLVAL | \Gallan of Walzpar Flat Paint | 2795 | 27.95 |+ [51000-020 |
1.00 FERUSH4 4 inch Paint Brush 1295 ¢ W 51000020
1.00 FERUSHZ 3 inch Paint Brush 1250 | " 151000-020 _
| 4m]| |PGALPGYAL | Gallon of Valspar Premium Gloss Paint | 3295 | |~ 51000020
| 1| 1o0REPLeE Fiepair Labor ' ' |/ 51000010 |
L ey I L I S e v
Tax Table:  Tax Freight: Dlizcount; Finance Chg; L Totgl: Setaeh et dneely
v L : ! Paid: $0.00 46 32
[PA | [$2'82 | | | | | | | Balance: $46.32 :
Unprocessed

9. Open all the tasks by selecting View > Tasks from the purchase order menu.

Ac... Ticket Friciity Employes Description Tupe Statug
3 1031 |Marmal JOHHEI Paint kini Shed General Service ' aititig for Parts

| #

| >

Tatal Billable Tire: |:| Total Actusl Time: |:|

I 0k l l Cancel l l Wiew Tazk... l l Hew l l&dd Er:isting...l l Dizaszociate ” Lelete l

10. Open the task from the task list by highlighting the task and clicking the View Task button.
Change the task status from Waiting for Parts to Open by disabling the Waiting for
Parts option within the Materials tab. This step will cause the task to show on the
technician’s task list again.

The Sales Order Containing Items received report can also be used to print a list of sales
orders that contain items that are listed on the purchase order. Attach the following report to
the purchase order print menu for easy access.
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M Reports

= I:l Reporks
I:l Depreciation
= I:l Expenses
(L Bank Accounts
I:I Forms
(L &/L Transactions
i | Invoices/Purchase Orders
(L7 Labels
[ vendars
(21 General Ledger
I:l Inventary
(£ Job Costing
I:l Management
[C71 Miscellaneous

[

Report Hame
Accaunts Pavable Adging
Check Fayment Report
[rvaice Expense
[rvoice List [Wendor]
Irvaice Payment Repart
[rvoices by Date
[rvaices by Enty D ate

Prepayment List

Purchaze Orders by Yendar

b Ell

ez Order Containing items received

Select
Cloze
Add Repaort
Save az File
Propertiesz

Remove Report

HE

Add Falder
Rename Folder

Review the Expenses > Purchase Orders > Receive ltems against a Purchase Order section of

the main manual for more details about purchase orders and unfulfilled sales orders.
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Recording Labor and Completing the Task

An important step in managing a work order or task is to properly record labor and notes within a
task. This information can be entered directly into the task window if the repair personnel have
access to a computer. A secretary can enter time after the job is completed if the technician
records his time on a printed work order. Review the Printing Tasks and Work Orders section for
details on hard copy work order options.

Entering Time

The amount of time and a description of the project should be recorded within the Time tab of the
task as shown below:

Task - James Miller (John Kassler) M=

. James Miller .
Customer. | MILJAM Emploves: |KASJOH John K
el (123]123-1234 fpioyee |

General a'l'l.dvanc:ed| Time |Materials

Wiorkcode: |GEN E]‘ [] Completed
Jok: | E.]‘ Stage: E]‘
Date Time Descrption
¥ 04./05/1999 Tue un—-rul:l-—-j playset
*
Billable Time: Actual Time:

Opened &t 11:35 AM A -
Elapsed Time: O0:0005 ﬂﬂ | ok || cancel || mMew || Delete |[ Pint~ |

Open

The Date will default to today’s date. This date should reflect the date the work was performed.

Enter the amount of Time spent on the job. The Time can be derived from the task timer. This
timer is located at the bottom of the task dialog as show below:

Opened At 17:19 Abkd ~
Elapsed Time: 00:04:33 | o

The stop button ﬂ will copy the Elapsed Time to the Time entry within Time tab. The
pause button ﬂ will cause the timer to pause until the play button = ﬂ is clicked.
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e

Use the directional arrows '* to add or reduce minutes within the timer. The task
timer starts when a task is opened with the exception of tasks with a base type of Phone.
Review the Creating Task Types and Defaults section for more details on the phone type.

The Actual Time value is derived from the total of the Time column.

The Actual Time value within the time tab of a task may affect the Billable Time which may
adjust values on the billing invoice. Review the Time and Material tasks vs. Contract Tasks
section for more details on how the Billable Time is affected by the Actual Time.

Completing a task

A task is marked completed by enabling the Completed option within the Time tab as shown
below:

Task - James Miller (John Kassler)

il | James Miller 2l
Customer. | MILJAM Employee; |KASJOH John K
SRR et | omisaie i |

Date = Time Description Billable

ilable Time: |.00 | Actual Time: 450 |

Opened &t: 17:35 AM - -
clopscd Tineroiop0n « =8| ok ) concel [ New ][ pelee ][ Ein~ Jj

Open

The completed option affects the status of the task. Review the Task Status Settings section
for more details on task status options.

The completed switch is frequently enabled by the technician or the secretary that is entering the

technicians’ time. A separate approval step is recommended if a manager reviews the total time
spent on a task before the billing occurs. Review the Approving Tasks section for more details.
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Approving Tasks

The approval process within the EBMS task module is an optional step that is used by a
manager. This process is useful in the following situations:

« The manager reviews and approves each task or work order before the task is invoiced.
« A manager is required to review all tasks when tasks are completed.

o The approval step is required to verify that the billable time is properly set for employee
bonus or commission payments.

« A manager wishes to review all work orders that are completed for a larger project or are
specific to individual employees.

The approval process consists of two features; the manager settings and the approval process.
Review both sections to properly implement the approval process.

Manager Settings

The EBMS task module allows the user to setup managers to review and approve groups of
tasks. The manager settings can be used to group tasks even if the approval process is not
implemented.

Select Tasks > Options from the main EBMS menu and select the Managers tab as shown
below:

Tasks Options §|

General | Task Types | Manaders | Problem Descriptions

M anager Active Add...
b Kz
.
7

k. ] I Cancel

Click on the Add button to create a new manager. The Active option must be enabled to use
the manager within a new task.

Complete the following steps to set the proper manager within each task type:

1. Click on the Task Types tab
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2. Select atype

3. Click on the Edit Defaults button

4. Click on the Advanced tab

5. Set the appropriate Manager for the task type
Repeat steps 2 through 5 for each task type.

Tasks can be grouped based on manager for scheduling, approval, or general management
purposes.

Approving Tasks

The first stop in implementing the approval step within the EBMS task system is to enable the
Force Task Approval option. Select the Tasks > Options from the main EBMS menu and click
on the General tab.

Tasks Opiions

Leneral | Task¥ ypes || Managers | Problem Descriptions

WV

[ [«]iForce T ask Approvat ]

Check Billable Time Total: Before Processing lnvoices

Set billable time ta equal actual time within time & material taghs.

MNest Ticket Mumber: 1032

[ ]9 H Cancel ]

Create a task list view within the main task widow (Tasks > Tasks) labeled To be Approved as
shown below:
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G ohediile | wWating fod Pale| T beappsnasd | Qo

n§|'t_¢' L] Doy | Tin b dnpparisd | o |
Gwmgr | Cispbores W |I,'-_q:-1:n I Honaged | Wks o

= ‘2 Al Tk Tcksl Curtorssr  Enplcpsa Canrapton O D ada Sragt Diatm st Arhs
. —'fx’i“ TNLIN  OHHE] o) be bakdew) Fawes T 139 ]
- BOOEKH SCHAOR  Aepstvimdfene 14T/191 A
1002 DOENDH  JEFAI Whora s it ol Lt kL] ot
1070 DOENH  0HHE] R Chgn Bra 05 N NESNLCTON T e ]
4 ¥

Review the Creating Queries section for more details on creating an additional view.

Set the Query option to the To be Approved setting as shown above.

Complete the following steps to create the To be Approved Query if it does not exist.

1.
2.

Click on the Queries button.
Click on the New button

Enable the Include only this manager’s tasks and enable the Choose when
viewing option.

Enable the Include only tasks that ... option and select the have been completed
option.

Enable the Include only tasks that | [have not] been approved by [any user] option
and set the appropriate settings to match the options below.

Enable the Advanced Query option and click on the Set Query button. Set the Set
Query option as shown below.
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% Query Properties

B Set Query
Desi
[ atabase Field Operator Walue Andd0r
[ (S TATUS a |C|DES ot contai Clozed and |
E | |
[
O .
[] Use Advanced Formula [_ (] ] l Cancel ] Chieck Foimula
[ Include only tazks with this serdice item | | Ehonse whanwviewing
[T Irclude only tazks scheduled between | | ard | | Chooses when vigwing
[ Include only tasks with this status Approied Eheose when viewing
Include only this manager's tazks ktiz Chooze when viewing
Include only tasks that | have w | been completed  [] Choose when viswing
Include only tasks that | | have not + | been approved by Iany Lzl w | [] Choose when viewing
[ Include only tasks that were created by &S00 IS TRATIR Choozewhen wewing
[ Include only tasks for thiz zalesperson | ‘ Chooge wheh viswing
Advanced quen Set Query | [ Choose when viewing
[ ] J [ Cancel ]

The combination of these settings will show all complete tasks that are completed and have the
proper manager settings. Tasks that have been closed or have already been approved will be
excluded.

The manager will individually open each task, review the details, and enable the Approved
option as shown below:
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Task - John Doe {Robert Schiller) M=1(E3]
' Employee: [SCHAOB | Robert Schiler
Type: iﬁ;ha.l_l;:@ipmenﬁepairnrS-éRfice V! Basze Type: E-Contract Servics !
S alezperzan: | . E]' Service: 552 E]!
Manager |Mike % v Spproved By: [ADMINISTRATOR |
[] Bonus &pplied
Creationh\Modification Infarmation
Created by |ADMINISTRATOR | on [oesmgsaThe G
Last Modified By: | ADMINISTRATOR | on [DE/20/2000Tue |
Completed By: EADMlNISTHATDH | on |UB.-"2D.-"EUUU Tue |
Opened Ak 0731 P - -
Elapsed Time: 000119 (v JJ:J [ dk H Cancel ” Hew ” Delete l[ Print - ]_
Completed

A task can not be approved if the task contains billable Time and no invoice is attached.
Review the Billing a Project or Task section for more details on attaching an invoice and billing a
project.

The user that enabled the Approved option is recorded in the Approved By entry.

Pre-approving tasks

There may be a group of tasks that do not need approval.  Complete the following steps to
bypass the approval process.

1. Select the Tasks > Options from the main EBMS menu.

2. Open the Task Types tab.

3. Select the task type that does not require approval.

4. Click on the Edit Defaults button

5. Click on the Advanced tab and enable the Approved option.

This step will enable the Approved option when a task is created.  This will cause the task
status to ignore the approved status when a task is completed.
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Billing a Project or Task

Many tasks such as sales tasks, internal projects, or support calls are not invoiced or billed.
Normally, customers will only be invoiced for the tasks that contain billable time. Complete the
following steps to invoice a customer for a task:

1. Click on the General tab of the task to identify the Invoice or sales order setting.

Task - John Miller (John Kassler)

Customer: | FRIEE ! Jabin Miller Erployee: [k45)0H John Kassler
: M O 177123 mpeet [RAROH |
General I-ﬁi—\d—vanced-i'-fi-me _ ateriaks |
Description: irl_:i-egair mower exhatist | Ticket: | 'rUUS_i
Senal Number: : E-]_|
i
Schedule Location: | InHouse V]
Due By | 06/22/2000 Thu @]| Duration: Jhours
P ——— & Pricrity: HNormaI V|
Stark D ate: IDE£2D£2DDD Tue @l Tirne: _! Iwnice
I i i I = IS
End Date: ! [_@_! Tirne: ! _| i' “_ﬁelect... |
] Appointment Confirmed I Pending
= /
Haz leak
Opened At 01:57 PM ~ -
Elapsed Time: 00.00:21 o) Lok J{ Cancel J[ Mew ][ Delete J[ Eintv |
Open

2. If the task has not been associated to a sales order or invoice the Invoice entry will
be blank. Proceed to step 7 if the task is already attached to an invoice or sales

order.

3. Click on the Select button on the general tab of a task to link an invoice to the task
as shown above. The Link to Invoice dialog will open as shown below:
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Link To Invoice

(#) want to create a new invoice and link this task toit;  Invoice Mumber: 1347
() | want ta link this task to an existing invoice. Status: | Sales Order W
[Fwe... Date Tatal F.O. M. Dezcription Status
1309 |06A5/2000 Thu 30 Gallon Trash Bin Sales Order
1328 06AM5A2000 Thy  733.58 Garden Kit Sales Order %
1330 [06M5/2000 Thy 92750 Haonda Air Compressor Sales Oider  —
"iew the invoice after linking. [M
[ ]9 l [ Cancel ]

4. Select the first option to create a new sales order or invoice.  Select the | want to
link this task to an existing invoice option to append the item to an existing sales
order.

The second option allows the user to attach tasks to sales orders or processed
invoices by changing the Status query. The recommended Status query is the
Sales Order option since additional time can only be appended to sales orders.
Click on an existing sales order and click the View Invoice button to open an existing
invoice or order.

5. Click on the OK button and the following dialog will open if a Service inventory item
is attached:

Add a service line &|

Do pou want bo create an invoice entry for the service on thig task?

Service: |EMGSER E]

Yex ] Eé:-:isting Line | [ Ha

6. Click on the Yes button to create a new line on the sales order, Existing Line to
add the time to an existing line with the same Service inventory item, or No to
manually enter the service code line.

The invoice will open after the wizard is completed if the View the invoice after
linking option found on the invoice list page was enabled.

The quantity of the service time that is inserted within the invoice is calculated using
the Estimated Hours contained within the service items general tab.  The billing
items must be manually inserted into the invoice or sales order if the Service Item
found within the Advanced tab of the task is blank. Review the Attaching a Task to
a Service Item section for more details about the service item.

73




Tasks

Tasks can also be attached directly from a sales order or when a proposal is used
to create a sales order. Review the Creating a Task from a Proposal or Quote or
Creating a Task from an Invoice sections respectively for more details.

7. Right click on the sales order or invoice number and select View Invoice to open
the attached order. Click on the Disassociate button to remove the sales order
from the task. Disassociating an invoice from the task will NOT delete or remove
the sales order.

[Fvoice

L 1345 ” Digassociate

Sales Order

8. The invoice containing tasks is processed in a similar manner as any standard
invoice. Review the Sales > Invoices > Processing a Sales Invoice section of
the main manual for more details on processing an invoice.

9. The following dialog may appear if the Billable Time within the labor tab of the
task does not match the billable time within the sales invoice. The billable time
within the sales invoice is calculated by multiplying the quantity Shipped from the
service time with the Estimated Hours found on the general tab of the service
item.

TG
Customer [0 MILJAM | Inveice: | 1975/ Ship To: (MILIM [ Dater |06/20/2000 Tue [ Meme:
F i S Papment o
Bil To | Shin Tal ! Entry T
| | . S @ Cash (O Charge JCOD. date {06/20/2000
|James Hliller | Cash Account: Check #:
1512 West Rose Ave, UL 100000 - Cash e Hand e CASH|
[Usa ; €
| e E]|
: : I (s =]
|Philadelphia |[PA |13
Sales parsor: PO #
| I | | ] The billable time on the tasks does not equal the billable time for the service items
s . ) an thiz invoice.
Job 1d: | [ warehou Invoice: 2,00 hours
- Tasks: 3.00 hours
Ordered Shippe... Inwe
» 2.00 | 2.00 LABOR Do pou want to view the tasks for this invoice now?
bl
[ Do rt display this message again
[ Yez ] [ Mo
Taw Table:  Taw Freight: Discount; Finance Cho: ol Totfal: dudn Subiol) s
AR B i Paid: $0.00 95.40
|PA | |$5.40 | | || | | | Balance: $95.40 :
I{Readv Unprocessed

Click on the Yes button to continue or click on the No button to change the billable time
within the task. This billable hour’s comparison dialog will only appear if the Check
Billable Time Totals Before Processing Invoices option is enabled. This option is
found in Tasks > Options — General tab.
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General | Task Tvpes | Managers | Problem Descriptions

[J¥Force Task dpprovat

Check. Billable Tirme Totalz Eefore Proceszing Invoices

Set hbillable time to equal actual time within time & material tagks.

Mest Tickst Mumber: 1n32|

1]8

] [ Cancel

X

Managing Tasks

Review the Billable Time section for more information on reporting and analyzing the billable

hours of the company or individual service personnel.

Tasks with billable time can be applied to a job instead of being invoiced.

Tasks and Job Costing section for more details on tasks within a job.

Review the Using
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Billable Time

Billable time is the amount of time that has been invoiced or billed to a customer. Labor such
as sales, warranty, unbilled support, service department cleanup, driving time that is not
reimbursed, and other overhead labor, is not invoiced or billed. This unbilled labor must be kept
to a minimum to make a service

Managing a service company or division requires affective tools to measure the efficiency of labor
and employees. Comparing billable time to the actual time is a powerful way to evaluate the
profitability of individual employees or an entire service department. The task module of EBMS
can help answer some of the following questions:

o What percentage of an employee’s time is being billed?

e |s a sufficient amount of time allocated to a task to cover overhead labor costs such as
scheduling, driving (for on site projects), management, and other labor that is not
billed.

¢ |s the employee completing enough of tasks to be profitable?

The following types of businesses find that labor management is very important element in
managing the profitability of the company.

e General services that are labor intensive
e Repairs and maintenance

e Professional services

e Time & Material (T&M) services

e Smaller custom manufacturing tasks (The job Costing option of EBMS is a tool that
can be used to manage labor within individual larger projects)

The following settings are important settings when tracking billable time.

A. The Billable Time setting within the work code record should be set accordingly. Select
Payroll > Work Codes from the main EBMS menu to open the work code dialog as shown
below:
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= Work Code - Service Wages

(W 4] Wark code: |5WE () ()

General Ledger Account |BE100-200 E] [ Inactive
imecard GAL account: | Ilze work code G/L account w |
Diescription: |5&rvice Wages |
Workman'sComp. Classification: | [Uze Employes Clasz) w |
Wage Tupe: | Standard 't age w |
Azzocifted [rventony [kem: E]

M aote:

[ Billable Time ] Eorus Amourt; | |

[ )4 l[ Cancel ” Hew ][ Delete ” Print =

Enable the Billable Time option for all labor that is invoiced. All service labor including time
and materials (T&M) or labor done based on a contact should have this option enabled.

Payroll work codes such as clerical, sales, cleanup, or other overhead work codes should
have the Billable Time disabled.

B. The Billable Time found within the Time tab of the task is an important entry to properly
evaluate billable time.
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Task - Keith Elmer (Mike Jefro) =13

Customer. | ELMKE| Keith Elmer Emploves: | JEFMIE, Mike J
whomer, [ELMKEL | (610] 2335766 mpiyes: |

:_Ij-enere-ll-! .B.I:I_vancecii Time |Maten_a_|$'

whork code: |5"-"|: E.]| [] Complated

Job: i E]! Stage: | E:;.ﬂ

Date = Time Description Billable
B  1.75 Changed oil and replaced spe1 k. pluig g

0B/21/2000Wed | 0.30 rtalled new fiter %

OE/20 2000 Tue

[ Eillable Tirne: |250 | (-’-‘«ctuaITime: 205 J]

EIEZQ:_;%SED:S;BEEEB :__'_!J_!_J [ Ok ” Cancel H Hew ][ Delete ][ Print = ]

Open

The Actual Time is calculated from the time entered into the Time tab. Review the
Time and Material tasks vs. Contract Tasks section for an overview on how billable time
is recorded.

A variety of reports are available to evaluate billable time within the EBMS software. Select File
> Reports from the main EBMS menu. Select Tasks > Billable Time from the menu.
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I Reports
= [ Reports Feport Name Frint...
(L Depreciation Eonus by Billed T asks |
[ Expenses — T Close
(21 General Ledger mpiny&e Bilahle Rours
[ Inventary Invoice and T ask. billable hours £dd Report
(23 J0b Costing Pay Periad Billable hours by Custonmer

[C3 Management
(£ Miscellaneous
(23 Payral
L3 Rental
[ sales
(23 Swstem Folders
[ Tasks
e |E
(L3 Custamer

[C Farms
(2 schedule

[+

o8-8

illable Tirne

T azk Surmmarny by Employes

Timecard Billable Hours

Fay Period Billable hours by Employes

Save az File
Froperties
Remove Report

Add Folder

T

The Employee Billable Hours report appears as follows:

- T 20, 2000
I- | Employee Billable Howr's I N rg:52 pm
Quality
) Emnployees from KASICOH to SCHROB
Ha rdware Dates fror 4/1/2000 to 6302000
Yiork Code Actual Hours Eillah k= Hours % Billah ke NonT ask Hrs.
KASIOH - John Kassler
Billable BLD 13.17 o.oa 0% 13.17
SHL 040 onoo 0% oo
sVC 175 0rs 43% 0.00
Subtotal: 1532 075 5% 1317
Mon-Billahle HDW 458 46 0.00 0% 458 46
Subtotal: 458 46 onoo 0% 458 48
Total: 473.78 075 0% 471.63
SCHROB - Robert Schiller
Mon-Billahle PNT 505.52 0.00 0% 505 .52
Subtotal: 50552 onoo 0% 50552
Total: 505.52 0.00 0% 505.52
Grand Tetak: Billahle 15.32 0.75 50
Non-Billahle 263.98 0.00 0%
Total 97050 0.75 0%
Total Non-Task Hrs: 97715

The following report compares hours for each invoice:
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Quality |

Hardware
Imoice Date Iwvoice
A1 52000 1328
AlAM2000 1348
Af2002000 1360
AlAM2000 1362
Af2002000 1364
AlAM2000 1375

Customer Id
DOEIOH
ELMIKEIL
DOEIOH
DOEIOH
DOEIOH
WL A0

TA Invoice and Task billable hours I 1“2?5210.;3000
5140 pm
Test Data Page: 1
Begin Invoice Date-6/172000, End Invoice Date- /3002000
E stimabed Billah ke Avctual
Cusiromer Name Hours Hours Hours
John Doe 0.00 0.0o 0.00
Keith Elmer 000 250 205
John Doe 0.5 0.0o 0.40
JohnDioe 075 0713 0.oo
John Doe 1.00 0.0o 0.00
James Idiller 200 300 200
4.50 §.25 10,45

There are many additional reports that allow the manager to evaluate billable time.
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Managing Tasks

Reviewing Task History

Tasks can be viewed and edited from a variety of sources besides the main task view window
(Tasks > Tasks).

Some additional views are listed below:

« Tasks by Customer - Click on the Tasks tab of the customer record as shown below:

" Customers\Retail\John Doe

CIRE]] Lustomer: IDaEJDH

=8 ¢4
Group: | Status, Employee, & Customer
=1 =3 All Tasks W T v Pricrity Employes Emplopes Mame Drezcription
) % Clomplleted 5 [Marmal SCHROE |Robert Schiller Re-paint viryl fence T
[+ ] Close x s 2 e
-3 open 1000 :H igh ?JEFMIK :Mlke Jefra _Warranty Fepair e
- [0 Waiting For Parts 1002 Mormal JEFMIE. IMike Jefro Mower does not start
1008 Mormal kASJOH Uahn K assler R epair mower exhaust
1025 Mormal JOHHEI Heidi Johnzon Repair Chain S aw
1028 Mormal k&5J0H Uohn Kassler Interest in a chain saw
1029 [Marmal JOHHEI Heidi Jahtsan 15ales Contact sbout new mower
1030 Mormal |Sharpen Blades / Chains
1031 Mormal JOHHEI Heidi Johhson (Paint Mini Shed
| %

Folder: Retail E]| CCl]

General | Terms I Advanced Directions Irvoices i.:'ro__p_osalé | Serialized Itemsi Tasks i_Jahs -S_pec.;i.;l F‘ricir]gi || Meszages | ‘website | 2000 | 1933

[ ak. ][ Cancel ][ Hew ][ Qelét;a ][ Frint »

|

This view is useful when evaluating tasks for a specific customer. Review the Creating Task

Groups and Creating Queries sections for more details on grouping and querying tasks.

« A task by Serialized ltems — This view is used to see the service history for specific pieces
of equipment. The user needs the optional Serialized Items module installed to use this
option.  Alls tasks will be listed for a serialized item entered on the general tab of the task.
See Serial Number field below:
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Task - Mike Zurich [Mike Jefro)

Customer: [ZURMIK ] E;‘*g}ggﬂm Employes: [JEFMIK Mike J

General I-ad_vanc:ed- Time (I _h-iaalais:

=13

D escription: |Seriw:e Chair Sawm |

Schedule
[ue By |

@]l Diuration: | hours

Start Date: | @i Time: | |

End Date: | Tirne: |

[] &ppointment Confirmed []Pending

Mote

Ticket:

Serial Wumber: !31 21-431 21 E,]| Stihl Chainzaw  Senalized lter: STICHA  Sold On: 0BA15/00

Location: | InHouse

Priority: | Maormal

Irvoice

"
[

Change ail,
Change zpark plugs,
Clean engine

Dpenedt DB3PM &
clopscd Time 000031« M8 [0k ][ cancel J[_ Wew ][ Dele ][ Fim~ ]

Open

Click on the Tasks tab of the serialized item to list tasks as shown below:



Managing Tasks

44, Serialized Item - 3121-43121

Serial Mo.: |31 21-43121 | Description: | Stihl Chainsav

Ireeentary: | STICHA | Change Iter...

General | Costs | Tasks |Wel:usite || Images|
of ' ¢4

Ticket Cuztomer Employes Dezcription [rate Created Froperties
1030 DOEJOH Sharpen Bladesz / Chaing 06/20/2000 Tue e
1005 ZURMIE, JEFMIE. Serivce Chain Sam 0E/20/2000 Tue =

[elete

Copy

Refresh

| e

.

[ OF. ] [ Cancel Depreciable Asset...

Tasks by Job — Click on the Tasks tab of a job

o el rap remsing e Ao dilesERRS EE
EE v Foldet | By o G i
Geredy | Adverced | Jbob Boges | Budoel | TeR | Irwenkap Trovaless | Lobos | Mamieckaed liers: | EBMS
=5 M
A | St Enplopss & Dughores w |l.'--:-i.'-- |
= L Al Tamka T. = Pty Emnplc D szcriplan OatmCastad Do Crgh = | Propedies I

f —IE'""’I o] T Mond HOGDA Edssliwoae-Send el sbout TN /247200 Fri g Hare

: j.;\“., . BT Hewsd  HOGDHA,  Dussbores - Fnamos chass: T 7200 T -

# || Panding dEET Hiowsd  STOREL M Gohsd Fegnimis wveth M sksvinks Lisis TRl TR W ] IEI

H | Pmakyba B2 Howsd  STOREL!  Peoedd Mg v, Panenl Matin DAL 2T el i | Copp |
EOTUD Howsd  DESKRM  Dorguss Gabss Tom kor bluiphs Aisis: 250 el et Fefsh
E18M Hiwsd ESHGBLE  Cisbarss Hikorp - 0o Famrsst edd i e ek D0 2472000 Thii ]
FIBEE Howsd DESNGM  bgnd ke Ship'1s opdord - dud g anlate opbio (2232000 M on i
ESETE Howwd REFTIRT  Mews Popunt AR Pragrssnd Pasospt D220 N o Diges
B0 Howsd  DESNEN  fedidiess of Ouiskaes TR0 Fr ]
EEZ00 Howsd  ESHGLE  MgrResbees Fabss Tod Trarasotions nid ohasndin DE" 552000 T hii i
EEZTS Howd  WADFSR  Fosbsp lrwuine - Dirigared o wlhy boobiadess DB /2008 Tha ]
sl Tl n el e —— e — = =~

4 * |4 ¥
[ oe || Cwwd || Mea. || Daem. || P~

Review the Using Tasks and Job Costing for more details on tasks and job costing.
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All these task views can be configured to group tasks in a convenient manner. Review the
Creating Task Groups and Creating Queries sections for more details on grouping and
querying tasks.
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Using Tasks and Job Costing

The task module can be an excellent enhancement to the option EBMS job costing module.
Tasks can be used to schedule and track labor within a construction or manufacturing job.
Tasks can also be used to track labor within a job that manages a contract such as an annual

service contract.

A task tab will appear for each job that allows the user to view the tasks within a task.

Managing Tasks

FA [y Modses & 1]
Gerewd | Adverwed | Jbob Stages | Budged | Teskt | Irwenbop Travafess | Labos | Mamiachaed lissse | EBMS
o M
G | Sishe Enplopss b Dusboes ¥ @
= i Al Tk T Prcstp Ergls Dazagpén CswCamstad Du Cagh, # Privpedtie I
# | Cloand 04 Mowsd  HOGCHA S AR '
5 (5] Complaiac] PR - 3 g el abaadl El'll ol LE] s | Hare I
5 5 Opan SERAT Hiowsd HOBCHS,  Cisdkoress - Faramis Db D 7T T e II'
5 (5] Parsding 4EESD Howssl  STORELL M Guobss Puspumts vath M mbevisds Lists TMATLZO0L M o) pen —
# | _] Ak ka - WZ2 Howsd  STOREL  Pesvend bagsn v Patend Makin DN T Wl ] | Copp I
BOCUD Howsd  DESKAM  Donfguss ke T bor b idighs Ao /262000 el Do o
100 Hiwsd ESHELE  Cidbaes Hedbrp - Dok Pagresnt fedd i pedr ook DG 2452008 Thii ]
E16E: Howsd  DESNEN Mgl ke 5 hin Wl opdosd - dikd 5 keeplte: optios (0232100 M on ]
ECETE Howsd REFTIAT  Mewt Pt AR st Pt D210 N o O
E2G Hiowsd  DESNGM b of iishes Tl 2T Fri ]
BN Hiwsd ESHGELE MR s Tos Trarmgotions rod ohedsn D61 /2000 Thii ]
BB Howsd  WIDFER  Segbsi lrwuind - Ovigered ok sl babiedess DB /2008 Thii e
% ¥ |4
[ oo || Cwwd [ mms || D T

The tab allows the user to group or query the tasks within the tab.

The Job and Stage information is recorded within a Time tab of the task as shown below:

85



Tasks

Task - Keith Elmer. (Mike Jefro) =13
Acrmeer . = EethElmer ! | :
Customer: | ELMEKE Employes: |JEFMIK Mike Jefra

wtomer: |ELMKEL [ (610) 2335765 EARE &
| General | Advanced | Time |Matenals
Waorkcods: | SYE _E ] Completed
Job: (381211 [l Stage: | 0200L ®
Date = Time Dezcription Billable v Date
06/20/2000 Tue | 7.60 |nstall Windows [ || omime
p 0E/21/2000 W ed E.75 [Complete "indow Installation | v’ Description
* . . . - Workeode
) ) ) Pay Period
v FBillable
Skark Time
Stop Time
Job
Job Stage
Bilable Time: |14.25 | ctusl Time: [14.25 |
Opened At: 08:06 PM ~ -
Elapsed Time: 00:01:23 * _ILJ:_I [ 0K H LCancel ” Mew H Delete H_ Print = ]
Cpen

The Job and Stage can be set per employee time line by displaying the Job and Job Stage
columns as shown above. Review the Recording Labor and Completing the Task section for

more details on entering data.

Billable time can be applied to a job rather than billed to a customer. The Select button on the
General tab can be used to apply the time to a job. The This task applies to the progress-
billing of the job option will only appear if a job is entered in the Time tab of the task.
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Link To Invoice

Managing Tasks

()| weant to link this tas

§ an existing invoice.

()| want to create a ndw invaice and link this task to it.

( (3T hiz task appliez to the progresz-biling of the iub.é]

Inwoice Mumber:

1376
Sales Order  »

Status:

Irwe... Date Total PO .. Drezcription Statuz

1288  0BA5/2000 Th td azonn Labor Sales Order |

1293 06/15/2000 Thy td g0t Labaor Sales Order

1344 0BS20/2000 Tug 10494 Standard Service and Oil Change Sales Order

1345 0BS20/2000 Tue 20988 Standard Service and Oil Change Sales Order

1348 06/20/2000 Tue wiooden Handle Sales Order

1351 0B/20/2000 Tue Sales Order

Wigw Inyoice. .
I Ok, ] [ Cancel ]

Review the Billing a Project or Task section for more details on this invoice wizard.

Review the Job Costing manual for more details on job costing.

87






Index

A
Active option .......oooiiiis 66
Actual Time......ccccooveeeennen. 5,13,17,64,74
Add button ... 66
Add EXisting......cooovviiiiiiiiieee e 34
Add Item button ... 57
Additonal ... 79
Advanced
iNCludeS ... 45
Advanced option..........ccccceiiiiiiiiis 49
Advanced Tab................ 5,17,21,57,66, 70
AffeCt. ..o 13, 21, 57, 64
Billable Time...................ol. 64
WiNAOWS.......uuuiiiiiiiiiaes 21
All classifications............ccocceeviiiiiiiiinenee 57
AllTASKS ..o 38
Appointment Confirmed............cccceeeevinnnne. 5
Appointment Confirmed option.................. 38
Approved ........cccceeennen. 5,11, 21, 41, 53, 66
Enable............... 21
Approved By .......ooiiii 53, 66
Attaching a Task to a. Service Item........... 32
B
B 5,11,17,21,59, 74
Base Type.......cccoeveeennen. 5,13, 17,21, 57,64
Change.......cooovcciiieeiie e 21
Phone ... 17
S e 17
Base Type Setting .......cccoocveiiiiiiiiieee 5
Be Approved........cooooiiiiiiiieeiieeeeee 41
Billable 13, 17, 32, 36, 53, 64, 66, 70, 74, 83
Billable Hours..........coovvvveeeeieien. 13,32, 74
sales order ..o 32

Billable Time13, 17, 32, 36, 64, 66, 70, 74,
83

AffECE ..uueii s 64
Enter.....ooo 17
Billing cooeeeeieeee e 70
Project.....ooei 70

o

C5,11,17,21,59
Changeb5, 13, 21, 27, 36, 38, 41, 45, 49, 53,
59,70

Base Type ..o, 21
No button.......ccooeeiiiiii 70
Priority .....oooeeeee 21
Classifications...........cceeeveeiiiiiiicieeeeeeeeeee, 57
Close button..........ooeveeeeeiiiiiiieeeee 45,49
Completed option..........ccccooeieieiiiiiis 17, 64

Completing.....ccoooeeiiiiciiiieeie 17, 53, 64
Enable ......coooooeeeeee e, 17
€Nabling......cccoeeviiiiii 64
TasK. .o, 64

Completion ..., 45

Contact Manager .......cccoccveveeiiiiiieeen. 5,21

Contract Service ..........ccccoeeeiiiii, 5
SO 5
137/ 0L 5
USE i 5

1070] o)V T U PR 13, 55, 57, 64
Elapsed Time ......cccccoiiiiiiiins 64

CoUNt e 57

Create Multiple.........cccoooiiiiiie 27

Create Sales Order................ccol. 11

Create Sales Order process ........ccccceeev.... 36

Create Tasks dialog...........cccoovveeeiiiiinencnne 36

Creating .....cccvveeeeen. 5,27, 36, 41, 49, 59, 66
Multiple VIEWS ........ccoeiias 41
Open TasK.....occoveveeiiccciiiiieee e, 27
Task Groups......ccccevveeeiecciiieeeee e 49
Task TYPES...covvvviiieiieiieieeeeeeeeeeeeeeeee e 5
Waiting ..ooovvvveeeeiieeeeeeeeeeeeeeeeee e 59

Creating a Task from a Proposal or Quote 36

Creating a Task from an Invoice......... 32,34

Creating an Open TasK........cccocceevriieenen. 27

Creating Multiple Views ..........cccccevieeeen. 41

Creating QUeries.........cccovvveeiiiiiiee e 45

Creating Task Types and Defaults ............. 5

Customer5, 11, 17, 21, 27, 41, 55, 70, 74,
79, 83
ENEEN 17

Customerld .......cccooeeiiii 5,21

Customer View..........cccceeeeeeei, 41

D

D 5,11, 21,59

Database Field............ooooveeeeiiiiiiiiee 59

Date ...ccoeeenn, 21, 27, 38, 41, 49, 64

Default Notes..... .., 21

Default QUery........ccoceeeviieeeiiee e 49

Default Settings........cccevveveiiiiiiiiieeee e 5

Defaults............. 5,17, 21, 27, 32, 49, 64, 66

Delete button..........cocooviiiiiiiiiin. 34

Delete Item button............cccoooiiiiiiiieeen. 57

Delete VIieW..........eeeieiiiiiiieeeeee. 41
SeleCt ... 41

Description............ 17, 21, 27, 45, 49, 59, 64

Disable............... 5,21,27,41,53, 57,59, 74
QUETY ..ottt 21

Disassociate button....................... 13,34, 70

DUE e 38



Tasks

DUEBY ..o, 21,27, 38
Due Date........coccoeeeeviiieeeiiee e, 38,41, 49
DUE_BY .. 49
SeleCting ..o 49
Duration ........ccoeeiiiiiiiieieeeeeeee. 5,27, 38
E
E 11,59
Eagle Business Management System......... 1
Eagle Business Software...........cccccceeveeeenn. 1
EBMSH1, 2, 5, 11, 13, 21, 32, 38, 53, 57, 59,
66, 74, 83
EBMS menu.......ccccoeeevereenneen. 21, 38, 66, 74
Edit.eeeeecee e 27
Edit Defaults button ................... 5,17, 21, 66
Elapsed Time....................l. 17, 64
COPY etrereeteeee e e ettt e e e e e s e e e e 64
Email............ 1
EMP_ID i 49

Employee5, 13, 21, 27, 38, 41, 45, 49, 66,
74,83

Employee completing ...................oooo 74

Employee Id................cce 21, 45, 49

Enable5, 11, 13, 17, 21, 27, 32, 34, 36, 38,
41, 45, 53, 57, 59, 64, 66, 70, 74

Appointment Confirmed ................cc......... 5
APProved.......coeiiieeiiiiiieee e 21
Completed.......coovvvviiviiiiiiiiiiiiiiieiieees 17, 64
Link Task To Invoice .......ccccceeviiiiiinneenn. 17
View TasK......oooveeriiiiieeiiieee e 17, 21
Enbled......ccoovii e 49

Enter5, 11, 13, 17, 21, 27, 32, 34, 36, 45,
55, 57, 59, 64, 70, 74, 79, 83

Billable Time.......cccccooiiiiee, 17
Preif ..o 17
breif Description ... 17
Customer.......ooovviiiiiiiieeieeeeeeeeeeeeeeeeeeeee 17
TIME e 64
TYPE oo 21
EnterNotes................ 21
Equal.....oooi e 59
Pending......cccoooeeiiii 59
Estimated Hours ..........cccccceeeiiiiiiiieen. 32,70
Evaluate..........cccoceeeiviiennns 2,13,53,74,79
profitablity.........cccceeeeiiiii 2
Existing .....ooooeeeee 13,70
LiN€ e 13,70
F
F 11
Finish ..oooe e 27
Finish button .........ccccoiii 21,27
Force Task Approval option...................... 66
G
G 11

90

General5, 13, 17, 21, 34, 36, 38, 53, 55, 66,
70,74,79, 83

General Tabb, 13, 17, 21, 34, 36, 38, 55, 66,
70,79, 83

Group.............. 13, 21, 38, 41, 49, 59, 66, 79
Group Label ..., 41
Groups button ... 49
I
ID5, 21
1Aentify ..veeeeeeeeec 70
INVOICE ... 70
INdentify .....occoeeeiii e, 21
INdentifying........coocveiiiiii e, 49
INVOICE.....vveieeeeeeeeeee e 17,21,27,70
identify ..o, 70
INVOICE ...vvviiiiiiiieiiii s 70
Link TasK ....ccoveeriiiiiiieee 17, 21, 27
Invoice dialog .......c.ceeeveveeiiieiiiiiiiieeeeeeeeeeee, 70
LiNK e 70
INVOICE QroUP ceevveeeeeeeeeeeeeeeeeeeeeeeeeeeee e 13
Invoice Task List......cccccoviiiiiiiiiiiiiiiine 34
J
J 11
Job 5,11,13,64,70,74,79, 83
Job Costing ......ccceveeeeiiinne 5,13,74,79, 83
REVIEW.....eviiiiiiiiiiiie e 5
L
Labor........... 5,11, 13, 55, 57, 64, 70, 74, 83
Recording .....occueeeeiiiiieiiiiecec e 64
Labor including time...........ccoccoceiiiinenen 74
LaUNCh ... 36
Create.....oooeeee 36
Level .o 49
LiNe oo 70
EXIStiNG ..uuuei 70
LiNK e 70
Invoice dialog ..........eeveverernreiniiiiiiiiiinnnns 70
Link TasK.......ccooeeeviieeeeniiee e, 17, 21, 27
INVOICE ..o 17, 21, 27
Link Task To Invoice..................... 17, 21, 27
Enable ..., 17
Location .........coevvveeeeeeeneennn. 5,17, 21, 27, 55
Setl i 17, 21
M

Sl e 17
Manager Settings.........cccoeviiiiieiiiieeee 66
Materials 5, 11, 13, 21, 32, 53, 55, 57, 59, 74
Materials Service ..ol 5,13, 57
MEasUre .........ooeveeeieeeeeiceee e, 2,74

effeCiency .....ccooveevveeiiic 2



MS OUtlooK .......cooeeeeeeiiii 21
N
New................ 17,21, 27, 34, 36, 49, 59, 70
New button............ 17, 21, 27, 34, 45, 59, 66
Next button ...........oooveveiiiiiieee e, 17
Normal .......cooveeiiiiic e, 5
S e 5
NOLES ..., 17
(0]
On-Hand .......c.oooveiimiiieeiie e, 57
(O] B | (Y 5
OPEN .o 27, 38, 59
Open Task ... 27
Creating......cooovcciiieeeie e 27
Open Work Orders.........ccccveeveeeeeiiciiienenn. 41
Option allows ............cccecuvvnneeen. 13,21,27,70

Options5, 11, 13, 17, 21, 27, 32, 34, 36, 38,
41, 45, 49, 53, 57, 59, 64, 66, 70, 74, 79,
83

OptioNSs VIEW ......eeiiieiiiiieee e 13
(O] o [ SR 36, 57
OVEIVIEW ..., 2,74
P
Parts ....cccooeeveenne 11, 38, 41, 53, 55, 57, 59
Waiting ...ooeeeviiieeeeee, 41, 53, 59
Past.....coooii 38
Past/Today/Future ...........ccoceeiiiiiiiiiiieennne 49
Pending.......cccocoveviiiiiii 5,11, 53, 59
€QUAN e 59
Pending options..........ccooviiiiiiiiiieee 5
Perenthesis.......ccccooviiiii e 21
Phone ..o 5,17, 21,64
Base Type ..o, 17
Sl e 5
BYPE e 5,64
Populate.............ccccc 38, 57
ENd .. 38
Shipped.....cooiieeeee e 57
Printing......coeeiii e 55
facilate ... 55
TaSKS. . 55
Priority......oooe 5,17, 21, 27
Change.......ccoceiiiiiieiiee 21
Process....... 5,11, 13, 27, 36, 53, 57, 66, 70
Profitablity .........covveeeiiiiiieeee e 2
evaluate.......cccoooiiiiii e 2
Project......oooiii 70
BilliNg..eeeeeiiiieeeee e 70
Properties ... 45
Properties button ............................. 5,45, 49
Properties dialog window.............cccceuveeeen. 45
Proposal.......ccccoeiiiiii e 13

Index

Q
Quantity......ooooiiie e 13
Query13, 21, 27, 38, 41, 45, 49, 53, 59, 66,
70,79
Disable ... 21
Sel 21
Query inCludes ........ccceeeeeeeiieeiiieeceee 49
Query Properties window...............ccccu.... 45
R
ReCOrding.....ccuveeiiiiiieiiiiiec e 64
Labor ... 64
REPOMS .. 74

Review5, 11, 13, 17, 21, 27, 32, 34, 36, 38,
41, 45, 49, 53, 55, 57, 59, 64, 66, 70, 74,
79, 83

Job Costing .....ovvvvveeiiiiiie e, 5

manager WiShes ........ccccceeeeeeeiiiiccccnnnnns 66

Task History ......oovvvevveeeiviiieieiiieeeieeeeee, 79
S

Salesb, 11, 13, 17, 21, 27, 32, 34, 36, 55,
57,59,70,74

187/ 0L PN 5
USEB . 21
Sales callS.....cccoooeeiiiieiiiiieiiieeee e, 5
Sales Contact..........ocevvveeeiiiiiiiiiiieeeee, 5,21
Sales order.................. 11,13, 27,32, 34,70
Billable Hours .......cooovveiiiiiieeeee 32
BASK e 13
Sales Order Containing ltems................... 59
Sales Order option....................... 13,27, 70
Schedule5, 11, 21, 27, 38, 41, 49, 66, 74, 83
SearCh.....coooviieei e, 41
SNOW ..o 41
Search iCoON ......ceeviiiiiiieeee e 41
See Serial Number........cccoooooiiiiiiiiienenn. 79
Select button..........coovvvveeeiiiininnnn. 13,70, 83
Select Edit........oeviiiiiiiiiiiie e 21
SeleCt File ...oovveeeiiiiieieee e 74
Select Open ....oooooiiiiiie e 21
Select Payroll.........ccooeviiieiiiieee 74
Select Status......ccooovveiiiie e, 21
Selecting ......coevvviiiiii 38, 49, 59
Delete VIEW ......ooueeeiieeiiiieeeeeeeee 41
DUE_BY oot 49
MoVE VIEW......ooeveeeeieeeeeeeeeeee 41
OPEN..coie e 38
VIBW ...t 59
Serial NUMber..........ooovvveeeiiiiiiiiiiinnn. 21,27
Serialized Items ........cccoeeee. 11, 27,57, 79

Serviced, 11, 13, 17, 21, 27, 32, 34, 36, 45,
57,70,74,79, 83

Service Inventory Iltem ..........cocoeeiiieene 34

Service item .......... 11,13, 17, 32, 34, 36, 70
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Service ltem Ratio .........cccceeeveiiiiiiiiiene. 13

Service requestS.........coccciieieii i 11

Set5, 17, 21, 27, 38, 41, 45, 49, 53, 59, 66,
70, 74, 83

Base TYPE .....cooviiiiiiiieiee e 17
Contract Service .......ccoeeeeveveeeiieeeieeeeeeen, 5
(I oTor=Y i o] o F 17, 21
Manager ........ccoocueeeeiiiieiee e 17
Normal.......oooveeeeiieee e, 5
Phone......oooviiiei e 5
QUETY .t 21
Warranty........coeeeceeeeeei e 5
Setting allows........cooeeeiiiiiiiiiiiiie e, 49
SNOW ..o 57
SO e 11,13, 32
Source button .........ccoeeiiiii e, 59
StaAge .o 5, 83
Standard Service .......coooevviiiiiiiieeeeeeee, 5
Start Date........ccooovvvveeeeeeenennn. 21, 27, 38, 41

Status5, 11, 13, 21, 27, 38, 41, 45, 53, 59,
64, 66, 70

Status Settings.....ccccccoovevvviieeneenn. 11, 53, 59
Suggested Task Default Settings ................ 5
Support Call.......ccceeeveeiiiiiieeee e, 5,17
Support@EagleBusinessSoftware.com ...... 1
T
T&M oo 2,13,57,74
Task > Tasks ....cceveeeeeieeeiieiieeeeeeeeeee 21,79
Task creating ........ccccevveeeeinieieiiinnnes 13
Task Groups ......ccccvveeeeeeeiecciieeeee e 49
Creating......ccoovcciiieeeie e 49
Task History.......ccooceeeeeeeneniiiiinnnes 11,79
Reviewing.......cccccoeiii 79
Task List ...cooveiiiiiiiii e 38
Task module allows ..o 66
Task Status Settings.........cccoecveviiiiinennen 53

Task Types5, 11, 13, 17, 21, 27, 32, 36, 41,
66
Creating......cceeeeiiee 5

Task window........... 5,21, 27, 38, 57, 59, 64

Tasks1, 5, 11, 13, 17, 21, 27, 32, 34, 36, 38,
41, 45, 49, 53, 55, 57, 59, 64, 66, 70, 74,

79, 83
ClICK et 79
Completing......ccooveeeveeiiiiiee e 64
Printing .....ocvveei 55
sales order ... 13
time allocated...........cccceeiiiiiii 74
Tasks according........cccoecueeveiniieeeiniienee 21
Tasks Module1, 5, 11, 21, 38, 41, 49, 66,
74,83
TAStatus.DBF file ........cccooveviiiiiieee 53
Technical SUPPOIt..........ccovveciiiiiieeeee i, 1

Time5, 11, 13, 17, 21, 27, 32, 38, 41, 45, 49,
53, 55, 57, 64, 70, 74, 83
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Billable Time reflects........ccccoeeeuunnnnnnee. 13
ENtering ..o 64
total....coo 64
By P e 5
Time > Completed ... 53
Time allocated...........c..ccoeeeeeeiiiiiieeieeeee, 74
1 €= 11 R 74
Time supplying......cccooceeiiiiie e, 11
Time Tab........... 5,13,17,21, 32,64, 74, 83
[ o) - I 5,13, 36, 55, 64, 70
TIME e 64
Total Labor........coooovveiciiiiiiiiiiiee e, 55
Total Material ...........ccccooeiiiiiiiiii s 55
Totals Before Processing Invoices option 70
TracK.....ooeeeeeeeeeeeennn, 2,5,11, 38,57, 74, 83
acutal........eeeeiiiiiiee e, 2
Track Count .........ooovvviiiiiiiiiiicee e 57
TYPE .o 5,13,17,21, 41, 64, 66, 74
Contract Service.........ceeeeeieiiiiiieeeee. 5
1] (= 21
[ 10 o1 5, 64
Sales ..o 5
TIME e 5
U
UNDilled .......eeee 74
Unbilled 1abor.........ccooovvveieiiiiii 74
Unfulfilled Sales Orders..........cccoevvveuennnn.... 59
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