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1. Logging Out of Ascente
File / Exit
Click on the red 'X’ on the top-right corner

Click on the [Exit] button Hil
Be sure to close all forms first.

e DO NOT just close the rdp session or shutdown the workstation without logging out first.
2. View

e Check [Toolbar]

e Check Status Bar]

Favorites Commands Edit Window Help
Toolbar

Status Bar

Menu
Menu Style J
Ctrl+T
F3

Rename Titlebar
Refresh

3. Menus
e View/ Menu
e View/ Menu Style
o Standard Menu
o Explorer Menu

nmands E|::|it"‘.l"if.:«.vl.l Window Help

Toolbar
Status Bar

Menu

Menu Style L Standard Menu
Rename Titlebar Ctrl+T Explorer Menu

Refresh F5
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4. File / Change Payroll Year

e Must be set correctly before doing timecard processing

General

Login |sa

Change Payroll Year

FayrollYear |2013

2014
2015
2016
2017
2018

el

3262018 | 547 AM

5. Help Resources

o Help / Help Contents / [F1] from any program

2,
&

Hide Baclk

Contents 1 Index ] Search ] Favortes ]

o)

Home

Print  Options

@ Favorites Menu

@ Fricing Dverview
@ Flat Rate
@ GPs
@ Ireventory
@ Job Cost
@ Hobile
@ Motes Pro
@ FPaging
@ Payral
@ Purchase Order

@ Guokes
= m Service Dizpatch
= ln] Tranzachions

@ Timecard

@ Joumals
@ Peiodic
@ M airtenance

Agoente Introduction
@ Ascents Procedures
@ Command Buttons & Hotkeys

@ Crpstal Repoits Preview

Q Physical Inventary

@ Call Taking

@ Call Inguiry and Dispatcl

@ “Work Orders
@ A4 Irevoice
@ GAL Journal
@ Purchaze Order
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e Help/Index
£
< &

Hide Back Home Prnt  Options

Conterts  Indes Igearch] Fa\rori_tes] Ca“ Inquiry and m

Type in the keyword to find:

i Purpose

ch Call Inquiry & 5 0¢ is used to organize and view service
Eli_inaot;gePaging Field Maintenance wh.ich enables effective processing of service call
Entering Weekly Payroll into Bank Rec
E quipment . . . i
Esxpired Contracts Call Inquiry can view both service and maintenance calls. By
Expired Contracts Report
Eig ggggﬂ:{z EZ};Z?\I,ZHB After a callis entered, Call Inquiry is used to [y the cal
Filter Fequirements additional technicians to the jobsite, and close the call when
Filter R equirements Repaort
Farm Printers . . . .
Fringe Benefit at the End of the Vear There are three primary methods of displaying the service on
GL Joumnal your manpower requirements and technicians scheduled call
GL Reagister scheduling is based on the schedule dates and times that are

Group Maintenance
Inguirys [Menu Heading)

Irventary taJab Entry The following options are available by right clicking on a call
:Enggléé?rjob Register + Select Schedule - Displays the cutrent schedule record in
Invoice Print M aintenance s Delete Schedule (Only available if Schedule records exist:
:2:2:2:5;;!&9 Credit Card + Copy Schedule (Only available if Schedule records existfi

e Help/ Search
7

8 A=
Hide Home Print  Options

Cortents ] Index | Search l Favorites ]

Type in the word(s) to search for:
|dispatch j j
: ics | Display |

Select topic: Found: 59
Title | Location | Rat ~
Call Inquiry and Dispatch  Ascente OnLi.. 1
Options and Interfaces ... Ascente OnLi.. 2
FaQ Azcente On-Li.. 3
Technician Ascente On-Li.. 4
Service Order Status Agcente Onli.. 5
Call T aking Azcente On-Li.. B
Fringe/Burden Processi.. Ascente Onli.. 7 | =
Technician Log Timecard Agcente OnLi.. 8
Technician Log Timeca... Ascente OnLi.. 9
“Work Orders Azcente On-Li.. 10
Service Invoice Proces...  Ascente On-Li.. 11
Jobsite Azcente OnLi.. 12
Timecard Azcente OnLi.. 13
Serwire Crder Histam terenta Mad i 14

¢ Website Resources
o http://www.compusource.com/
o http://www.compusource.com/Support/index.php
o Webinars
o These are free and typically offer a few every month.
o This like will get you to the current scheduled webinars and you can register from there.
http://www.compusource.com/Support/Training/webinar-schedule-Ascente.php

o \Website Training Videos
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o This link will get you to the library of recorded training videos:
http://servicecontractorsoftware.com/client-support/training-videos/
o Year End Processing Procedures

http://servicecontractorsoftware.com/client-support/year-end-procedures-ascente/
6. Changing Ascente Modules

e ltis important you be in the correct module so that you can get to the program you need to use.
File Transactions Journals Periedic  Maintenance  Inguiries  Report

@ﬁ|| L | b 4 ||E| % |ServiceDispatch j
Service Dizpatch -
Job Cost

Payroll

[Quotes

Irventam
Purchaze Order
Phwsical Inventory
Paging h

o Most companies limit user's menu access. If there is a menu or menu item you do not have access to,
you will need to let your company’s security administrator know.

7. How many users can run Ascente at the same time?
¢ Every company has a limited number of Ascente licenses. The license count determines how many
concurrent users can be running Ascente at one time.
e System / Inquiry / User Inquiry
o See the total user licenses your company has
o See the active users running Ascente
o Optionally delete active users processes (Use with caution).

Ascente - Test Company On New Sem
File Maintenance Repor‘ts Favorites  Commands  Edit  View Window Help
< IR Locked Transaction -

User Inquiry

User Inquiry [=][=]5]
Blo| &l mw|?

User License: 1000 Active Users: 4

CPU Time Dizk 10

ASCEMTESWR |3 b | 3 3

ASCENTESVR 3, 43438M 3 18 £:02: 13 12
RepartSerer GEMERALNA! ASCEMTESYR  3/26/20M18 602354 3/26/2018 £:03:35 AM 52 Report Server ] 0
FeportServer GEMERALNA ASCENTESYR  3/26/2018 6:00:35AM  3/26/2018 6:00:35 AM 54 Report Server 0 0

8. How do | determine what my current default printer is?
e When ever you print standard reports, the windows standard Print dialog box will be displayed.
o You can see the selected printer there.
o You can change your printer there

o You can set a new default printer there by right-clicking on a displayed printer and selecting ‘Set
as Default’.

AW
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L] Technician Maintenance

BlalolaR| 1]« [n] e[| BlEElw]| e
Technician l—g

General I Tech Log I ﬁcheduhng|
i

Technician Maintenance Listing Range

- Gi |
Beginning T echnician IBlIIy B. g enes |

Erding Techrician [Bily B. g| - Select Printer
gSend To OneMote 2016 (redirected 111) |

SHARP MX-3110N PCLE on eastwin (redirected 111)

oK Cancel

ﬂl @WebEx Document Loader (redirected 111)
Supervisor I [<] [ m B

Page Protacol Status: Ready I~ Frinttofile Preferences |

Phaone Murber Location:

o Find Printer... |
Emai — Page Range

Mokl & A Number of copies: [1__ =1
Mobile User [ Vendor Class ' Selection ¢ Curert Page

Mext PO Mumber I © Pages: I

Email Timezard To

Cell Carrier

9. Lookups

Throughout Ascente, lookups are available from most programs and there are different types of lookups:

dalelsz w | m rlolael BOB] 2w e Z| 2y |7 5|3 e]£]

Service Order I[New] Call Taken By: sa Date |3/26/2018 j Time|05:09 AM :I'
Gereral I Billing I ln\-’oicel TechlLog I Schedul [F2] Standard Lookup Becalc Pricing | Recalc Tages
r Trouble
Trauble I[None] LI T_l,lpel LI Comments -~
|
Problem ~
|~
A | -] Terms [COD COD Du_v]
Fesl *New Jobsite= W Update Jobsite JE Price Lewvel IHeguIar ;I Tax Group 1D ILA La County 'l
Jobzita || & Branch I ;I Deptl ;I
Ham | [ W 1 I
Address 1 | @, [F2] Extended Lookup with multiple lookup options by
Addiess 7 | I right-clicking on the ‘+ button.
Cit Riegion Schedulin = Jabsil - ol
ﬂ Y I ? I Techniciar? Job *New Jobsite™ ¥ Update Jobsite j icell=iel| Reg
Postal Code o oL ' Jobsite || EBranch I__
Namel Jobsite ‘
Q. [F2] Extended Lookup that you can use wildcard Address 1 | Phone
E searches on. R T Towirina TR
123 will list all jobsites with the characters ‘Main’ in the /252018 -
oo beginning of the address field. hryptime = ] j [ j
%main will list all jobsites with the characters ‘Main’

New| anywherein the address field. [ FEMant [3/26/2018 | E12aM

123 %main will list all jobsites with the characters 123 at
the beginning and ‘Main’ anywhere in the address field.

Last Mot / L8
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ﬁeneral] Billing ] lnvoicel Tech Log] ﬁchedulingl
Trouble

& Call Taking
dlles] ulrn] rmesEm B0wEw 2
Service Order |[Hew] g@ Call Taken By za

Service Order

==/

Date[3/26/2m8 | Time[0B:09AM

Recalc Pricing | Recalc Taxes

Trouble |[N0ne] j T_',lpel Comrmests -
Problem w
b | =] Teims |COD COD Du_v
Jaobsite i ﬂ Tax Group ID |L& La County «
Job =~ [F4] Dropdown Lookup - Dept | ~|
. . . hd PO
Nal  Seed the lookup by typing the first few characters in order |
addies;  too narrow down the selected records and to locate the g Age
Address record quickly - Type [Inwoics ~]
ﬂ City | Region | Scheduling
Postal Cade ligﬂ County l—_lv Technician |[Una33|gned] ﬂ Status |Upen ﬂ
Email | Friarity |Flegular ﬂ
Zone | ﬂ
Type Phone Humber | Extension Contact
Est. Houwrs 1.00 Sch. Hours: 0.00
Prom Date [3/26/2018 |
. - =1 =1
Contacts Prom Time |An_l,lt|me | =l | =
Call First | Caller | Scheduled:
Mew Record FE Maint |3/26/2018 | 612 Ak

10. Use the [Tab] Key

This will assure that all the required fields are entered.

11. Tab Stops [F3]

Use the [F3] key to toggle the tab stop setting for any field so that is always stops at the required fields and

does not stop at the nonrequired fields.
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12. Call Inquiry Recommendations
e Set and Save your Call Inquiry Options
o These can be unique for every user and company. These are dome general recommendations:

5l Call Inquiry and Dispatch (===
Blu)8e| @[ |s] 7 |2l#] x| |5]2] o<

Set this to 2 minutes.

Inquiry  Optiores I Promise Data|Through j | J Through |3»’25»’201E j
Options elected Zones Selected Statuses
Branch Include Incluc ~
. Riverside Wacation
Supervisor Sah Diego Arived /
Technician Mo Service C5-Cloged Service | S - It is recommended that
ocz Clozed -
Auto Refresh ’72 Los Angeles Progress Bill | P the X-Cancel and
OnlyHot 50 [ Orange County H-Lancel _I O Closed status codes are
, Imperial Yalley Quit ha NOT checked, so they
Uity LB | San Francisco ill h he Call
Selectall | Clearal will not show n the Ca
Dizpatch Board Display Allarta ﬁ ﬁ Inauirv.
Row 1 ’—_lJUbS\lB Name - Selected Types \
Include
Row? |Stas d Air Conditioning
Fow 3 - Heating
taint - Billing
Maintenance
7 Plurnbing
. g I
These three fields determine el “
what displays on the Dispatch
RAard Select Al | Clear Al SelectAll | Clear &l

o After toy make these changes to the Call Inquiry & Dispatch [Options], be sure to:
o Click on the [Inquiry] tab

o Click on the Save Settings Button I

g Call Inquiry and Dispatch E@.
9 8le| Blo|w e |£|#] || S]] o | &
Inquiry I Dgtiuns\\\ Promise D ate | Through - J Through |3/26/2018 j

~
T
Displ
e Sl tard (" Schedule Board -
Dispatch T
Service Order B B Status
!—‘/ \J [
— You must click on this @ button to save - r
3 3 . r
Promis Dt your s_elected [Options] settings. Other\le_e, bt Prommiss Dore
you will have to reenter the options nexttime ™ .
— you run the program.
ina Hector Ruiz ICE CUBE John Connor John Doe John RES
Uniassigned \T T et T TrrrErE e ot Angeles Allanta Loz Angeles Loz Angeles San Francizco River| 2
Smith, Jog Jane Smith Austin Cox EMR Test Mary Hwang Austin Cox Fisher, Debra Dale Johnson Jennifer Tang Benric
& Opertap @ OpenMappec CQuit @ Operrtdap Open @ Opertappec @ Operdiothdap @ OpercNothap @ Open Dispat
5424 2428 2/26 9:06 | 340 3726 3415 8 811 2423 245 8117
S P, . - — - —— fr—
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13. Exporting Ascente Reports
e To export any Ascente report, you must:

e Preview the Ascente report and click on the Et button

|3ﬂ1|m, -1

2/28ns Test Company On New Server Page 10f3
11:27 am "
Ad Analysis Report
Invoice Date: 1/1/2016 through 12/31/2016
California
Total Calls Money Cancelled Average § % Branch % Total
Ad ID Description Calls Calls Total § Per Call Sales Sales
AdventVisual Advent Visuals 2 2 0 3,497.79 1,748.90 18.70%  2.98%
Advertisinghetwora dv ertising Netwo 2 1 0 53.29 53.29 28% 05%
Existing CustomelExisting Customer 2 2 0 1,626.06 813.03 B.69%  1.38%
MarketConsult  Market Consulting 1 1 0 13,530.82 13,530.82  72.33%  11.51%
Radiog40 Radio Station KFI 1 0 0 .00 .00 .00% .00%
Totals for: California 8 6 0 18,707.96 3,117.99  100.00%  15.91%
Sales by Ad by Branch

For California

[dvam\ﬁsllal

Format:

= N Adobe Acrobat (PDF)| J

g [ ]
Destination: Cancel

|= ok fie -

e Select the Format:
o There are many formats. Typically, Adobe (PDF), Excel, Word or Text are selected.

Format:

|= adobe Agobat (POF)

|=JAdobe Acrobat (PDF)

=) Microsoft Excel 97-2000 (XLS)
&3 Microsoft Excel 97-2000 - Data only (XLS)
&3 Microsoft Word (RTF)

& Microsoft Werd - Editable (RTF)

&) ODBC

o) Co .
e Select the destination:
o Disk File will allow you to save the exported file. Be sure to note where it is saved it and what

the file name is.

e Select the Destination:

Format:

&) Adobe Acrobat (PDF)

Destination:

= Disk file
= application

=

&3 Exchange Folder
= Lotus Domina
&) Lotus Domino Mail
&) MAPL

o Typically, Disk File is selected. You can select Application if there is an application installed to
view the exported file.
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o This will:
= Save the exported file
= Tryto load that exported file in the program associated with the file extension.
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