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Overview 
This webinar will review the basics required to set up the tasking and items required to provide preventative 
maintenance service on a component covered by a maintenance contract.  
 
The components and the associated tasking and items can be printed on the Tasking Service Order and 
distributed to the technicians so that they know what tasks need to be completed and also the items required 
such as filters. The tasking will also be accessible using the Ascente Mobile Pro module.  
 

Objectives 
 Setup: 

o Labor Grades 
o Tasks 
o Equipment 
o Components 
o Component Tasking 
o Component Items (Filters) 

 Reporting: 
o Tasking Service Order 
o Filter Requirements 

 

Assumptions 
 You are licensed to use the Ascente – Service Dispatch, Maintenance and Tasking modules. 

 The jobsite and maintenance contract records have already been created and you know how to maintain 
them and add new records when necessary. 

 You have or will create a list of the common equipment that you will assign the tasking to. 

 You have or will create a checklist of tasks that are required for the components or equipment you 
maintain on your service contracts. 

 Tasking will only print on service orders that were created using the Create Maintenance Service Orders 
program. 

 

Terminology 
 

Component 
 This is an actual major piece of equipment associated with a jobsite that may have an installation date, 

warranty date, serial # or other information associated with it. This is also referred to as a ‘Unit’. All 
tasking references a component, therefore you must setup a component in order to assign tasking and 
items. 
o Examples: 

 2 Ton Trane Cooler 
 Condenser 
 HVAC Unit 
 Water Heater 

 

Equipment 
 Equipment records are generic types of equipment that tasking records are assigned to. It may help you 

to think of these as a tasking template. Where as a component record references a specific install date, 
warranty date and serial #, equipment only references tasking records.  

 When a component record is added, you can associate the component record to an equipment record. 
This will allow you to use all of the tasking records linked to the equipment record. If this were not done, 
you would have to manually attach every tasking record to the component.   
o Examples: 

 Air Compressor 
 Air Handler 
 Automation System 
 Boiler 
 Cooling Tower 
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Tasks 
 Think of tasks as a To-Do List for your technicians when they service a component covered by a 

maintenance contract.  
o Examples 

 Change Filter 
 Replace Belts 
 Check Oil 
 Note Pressure Reading 

 Do not confuse maintenance contract tasking with flatrate tasks. Contract tasking references 
maintenance contracts and flatrate tasks are groupings of items used to print a flatrate price book and to 
automate data entry. 

 

Item 
 These are inventory items that are defined in the Traverse Inventory module. You must setup your items 

in the Traverse / Inventory / Setup and Maintenance / Items before they can be applied to a component. 
You will predetermine the items and their quantity required to perform the scheduled maintenance on the 
covered component.  
o Examples: 

 R-22 Freon (5 lbs) 
 R-12 Freon (4 lbs) 
 26x20x1 Pleated Filter (2) 
 20 Inch Belt (1) 

 

Considerations 
 Compusource provides a default set of tasking and equipment records with each new company. After you 

have determined how you need your equipment and tasking records to be setup, you may want to delete 
the existing default tasking and equipment records so you can start new. Compusource can assist you 
with that. 

 The time required to complete the equipment and tasking setup is determined by how detailed your 
tasking is and by how many different types of equipment you service. 

 This will require an investment in time and planning to do this correctly.  
 

Recommendations 
 It has been our experience that every company should have one person that oversees how this is setup 

and implemented. This will assure better results and a more consistent look.   

 You might want to setup just a few tasking and equipment records and test with them before doing the 
rest of the setup.  
o See how the tasking looks on the Tasking Service Order form 
o Does it make sense to the technicians in the field? 

 

Setup Cycle 
 Labor Grades 

 Tasks 

 Equipment 

 Jobsite 
o Components 

 Tasking 
 Item List 
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Setup 
 
Labor Grades 
 Labor Grades are one-character codes, used to group technicians by area and skill level. These are used 

by the Maintenance Contract system to determine which technicians will perform certain Equipment 
Tasks or install certain Filters or other parts.  Maintenance Contracts are set up in the Jobsite file and 
each contract can be assigned one or more labor grade that is required to perform the service.  

 

  
Figure 1: Labor Grade Maintenance 

 
 

Tasks 
 Tasks provide a convenient way to list and describe maintenance tasks. The Equipment program uses 

these tasks to create default task lists for specific equipment types. A list of tasks can be added to a 
component automatically or specific tasks can be added on a selective basis for tasking unique to a 
certain job site.  

 When Ascente was installed, you were given a default set of Equipment and Task records. You will need 
to decide if you want to use these, edit them to be the way you need them or have them deleted so that 
you can start from scratch. Compusource can assist you with deleting these records. 

Important Considerations 

 Tasks when printed on the Tasking Service order and other reports will always sort based on the task 
number. Be sure to assign the task numbers in the order you want them to sort. See the Task Listing on 
the next page. 

 It has proven useful to group tasks using the digit to the left of the decimal point and uses the decimals to 
the right if the decimal to sort the detail for the task. 
In this format example, each line is a task record: 
1.00 Heading Task 1 

1.01 Task Detail Line 1 
1.02 Task Detail Line 2 

2.00 Heading Task 2 
2.01 Task Detail Line 1 
2.02 Task Detail Line 2 

This field is for reference only.  
This can be used to determine 
labor costs for maintenance 
contracts. You would enter the 
general labor rate (fully burdened) 
for the labor grade entered. 
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 Ascente / Service Dispatch / Maintenance / Tasks 

  
Figure 2: Task Maintenance 

 
 
 
 
 

  
Figure 3: Sample Tasking List 

 
 

Note that dots were entered at the beginning of the 
description so that the technician could check off this 
task once it is done. 
 
The line after is for the technician to write in information. 
 
 

Sub Heading: Checking the Sub-Heading box 
indicates that this task is a detailed item that is part of 
a group of tasks.  This field is currently NOT being 
used by Ascente, but can be used by custom reports. 
 
Items without the box checked would be "Major 
Categories" and reports could be written to present 
these selections to the customer. 

This is the budget hours for this 
task. This does not update to the 
service order scheduling board. 

The task # is used for sorting on 
the Tasking Service Order and 
other reports. 
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Equipment 
 The Equipment program is used to categorize components into like kinds of equipment. This file also 

contains tasking information for this type of equipment. These associated task records can be imported to 
a component when setting up tasking for a jobsite. 

 Ascente / Service Dispatch / Maintenance / Equipment 

  
Figure 4: Equipment Maintenance 

 
 

These are the default months for the service to 
be done and the labor grade required to do the 
service. These can be edited once imported 
onto a jobsite 

These are all the Task records that 
you want this equipment . 
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Jobsite 
 You will need to select the jobsite and component to add the tasking to. You will need to add the jobsite 

and/or component if they do not already exist. 
 

Component 
 You will need to select the jobsite and component to add the tasking to. You will need to add the jobsite 

and/or component if they do not already exist. 

 Ascente / Service Dispatch / Maintenance / Jobsite [Component] tab / [General] tab 

  
Figure 5: Jobsite - Component [General] tab 

 

This is where you associate the Equipment 
record and its associated tasking to this 
Component record. 

This is where you can associate this 
Component to an existing maintenance 
contract. You must do this in order to import 
the tasking records. 
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Maintenance - Components 
 Once the components are added, you will need to verify the components that are covered on each 

maintenance contract. Only the covered components will have their tasking and items included on the 
Tasking Service Order. 

 Ascente / Service Dispatch / Maintenance / Jobsite [Maintenance] tab / [Maintenance] tab /[Components] 
tab 

 Covered: A checkbox is displayed for each component. If a component is covered under the currently 
selected contract the box will be checked. This box can be changed at this time to include or exclude 
components from the currently displayed maintenance contract. 

 Other Components: Only components that are currently covered by a different contract for this jobsite are 
displayed in this grid. 

 Component: Components that are covered under a different contract will be displayed here. They can  be 
moved to the currently selected maintenance contract by doing one of the following:  
o Bring up the contract which includes this component. Uncheck the box to change the status to not 

covered. Open the desired contract and check that component as covered. 
o Go to the Components tab, General sub-tab, and select the component from Lookup. Change the 

maintenance contract for this component to the desired contract. 

 Contract: Displays the maintenance contract covering the other components 
 

  
Figure 6: Jobsite - Maintenance - Components is used to determine the components covered on 
the maintenance contract. 

These are components for this jobsite that 
are covered on a different maintenance 
contract.. 

If a component is covered under the currently 
selected contract, the box should be checked. This 
box can be changed at this time to include or exclude 
components from the currently displayed 
maintenance contract. Tasking will only print on the 
Tasking Service Order for the components that are 
checked. 
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Tasking 
 You will need to click on the [Tasking] tab enter the tasking records for a Jobsite Component  

 Ascente / Service Dispatch / Maintenance / Jobsite [Component] tab / [Tasking] tab 

  
Figure 7: Jobsite - Component [Tasking] tab 

 

  
Figure 8: Jobsite - Component [Tasking] tab - [Auto Create] tasking button 

 

This is where you manually select tasking 
records for this component. 

You can also click on the [Auto Create] 
button to automatically add all of the 
tasking records associated with the 
Equipment record entered on the [General] 
tab or any other Equipment record. 

You can click on the OK] button to 
automatically add all of the tasking records 
associated with displayed Equipment 
record or another Equipment record. 
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Figure 9: Jobsite - Component [Tasking] tab with tasking records 

 

  
Figure 10: Jobsite - Maintenance [Service] tab prior to clicking on the [Recalc] button 

 

You can delete all tasking records for this 
component by clicking on the [Trash Can] 
button. 

You can use either of these buttons 
to adjust the service months to the 
left or right. 

You can delete or edit any 
task record on this screen. 

By clicking on the [Recalc] button, the 
service schedule by labor grade will be 
updated based on all of the tasking and 
item records associated with this 
maintenance contract. 
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Figure 11: Jobsite - Maintenance [Service] tab after clicking on the [Recalc] button 

 

  
Figure 12: Call Taking [Billing] tab. Maintenance Contract Information. 

Note that after clicking on the [Recalc] 
button, the schedule lines up with the 
tasking and item records for the 
component. 

Note that a labor grade line exists for all 
Labor Grades used on the Tasking and 
Item List records.. 

You can view the maintenance contract 
information here on the Call Taking [Billing] 
tab.  

This button indicates if the jobsite on this 
service order has a maintenance contract and 
its status. Green flag indicates there are active 
maintenance contracts. A red flag indicates 
there are expired contracts. In either case this 
will display all contracts assigned to the jobsite. 
If there are no contracts the button is disabled. 

This button indicates if component 
records exist for this jobsite. Click to 
view them.  

You can use the Cust Level to invoke 
a special pricing scheme for 
maintenance jobsites.  
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 Item List 
The items entered on the Jobsite Components [Item List] tab are used on the Tasking Service Order and the 
Filter Requirements Report 
 

 You will need to click on the [Item List] tab to enter the item records required to perform the scheduled 
maintenance for this Jobsite Component. 

 You will enter the item(s), quantities and the months and labor grade required.  

 Ascente / Service Dispatch / Maintenance / Jobsite [Component] tab / [Item List] tab 

  
Figure 13: Jobsite - Component [Item List] tab 

 

Important Considerations 

 Only items setup in the Traverse –Inventory module can be entered. 

 You need to make sure that the months entered align with the months on the service schedule. For 
example; if the service was scheduled for February, the Tasking Service Order would not indicate that 
any of the above items are required, because there are no entries for February above. You can click on 
the [Recalc] button on the Maintenance [Service] tab to realign the labor grades and months. 

 You need to make sure that if a tech is assigned to this maintenance contract on the Maintenance 
[Service] tab, is assigned labor grade in his Technician record is the same as the labor grade entered for 
the items above. 

 

Enter the items required for this 
components maintenance service. 

Enter quantity 
required for the item. 

Enter the months the item is needed for 
and the labor grade required to install this 
item. Be sure this labor grade 
corresponds to the labor grade and 
months assigned in the Maintenance 
[Service] tab. Otherwise you will need to 
[Recalc] the Service records. 
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Reporting 
 
Tasking Service Order 
 The Tasking Service Order is intended to be printer and given to the technicians that will be doing the 

service on the maintenance service orders. The tasking service order will include the components, 
tasking and items as setup for the maintenance contract. 

 Only service orders created by the Create Maintenance Service Orders program will include the 
components, tasking and items information. 

 You can use any of the selection criteria when printing service orders. These are the often used criteria 
when printing the ‘Tasking Service Order’s’. 

 Ascente / Service Dispatch / Reports / Service Order Print 

Runtime Options 

 

   
Figure 14: Service Order Print 

 

 After printing the Tasking Service Order, you can go back edit the items or tasking and then reprint the 
Tasking Service Order again and see those changes. 

You will need to determine and 
enter the range of maintenance 
service orders to print. 

You can optionally select to print 
only maintenance service 
orders. 

You can use the Service Order 
Status to filter out and closed 
service orders. 

Select the ‘Tasking Service Order’ to print the 
components, tasking and items setup for this 
maintenance service order. 
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Figure 15: Tasking Service Order - This is for the (J)ourneyman coded tasks and items 

 

  
Figure 16: Tasking Service Order - This is for the same maintenance contract as above, but this is 
for the (F)ilter Changer coded tasks and items 

 
 

Note that only tasks and items 
for the labor grade ‘J’ are listed. 

Note that only tasks and items 

for the labor grade ‘F’ are listed. 
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Filter Requirements Report 
The Filter Requirements report shows all items required to complete maintenance service orders for a given 
month. This report is not just for filters. It is for any items that have been setup as Component – Item List 
records. This is a useful tool to plan purchases of filters with the various suppliers. It may be possible to 
arrange a volume discount if a month’s worth of filters is purchased at the start of a month. This report selects 
only items that are within the maintenance date range. Repair service orders do not contain filter information. 
 
Note: Only Maintenance service orders appear on this report. Repair service orders are ignored. 
 
The report can be run based on either: 

 Jobsite  
o Use this if you need the report before the maintenance service orders have been created.  

 Service Order 
o This selects existing service orders created by the Create Maintenance Service Orders program. 

 
There are three versions of the Filter Requirements Report that can be selected: 

 Filters by Item 
o This is beneficial for ordering items. 

 Filters by Jobsite 
o This is beneficial for delivering items to jobsites. 

 Filters by Tech 
o This is beneficial for distributing items to technicians. 

Runtime Criteria 

 Starting and ending Branch 

 Starting and ending Maintenance Date 

 Starting and ending Item Number 

  
Figure 17: Filter Requirements Report 

Item Selection 

Item records are selected from Item List requirements for all components that will be serviced by this 
maintenance service order. The labor grade for the month of service for each item that prints on this report 
must match the labor grade for the maintenance service order.  
 

 

This is determined by either the 
service order or Jobsite-
Maintenance- Service record.  

Enter an item ranger or return for 
all items.  

Your choices are Service Order 
or Jobsite.  

These three options select the 
same records, they are just 
sorted differently.  
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Filters by Item 

  
Figure 18: Filter Requirements Report by Item 
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Filters by Jobsite 

  
Figure 19: Filter Requirements Report - Filters by Jobsite 
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Filters by Tech 

  
Figure 20: Filter Requirements Report - Filters by Tech 
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Flowcharts 
 
Maintenance Contracts 
 

 
 
 

 


