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Ascente — Service Dispatch
Service Order Workflow Register

Overview

The Service Order Workflow Register is intended to be
used by companies that have multiple people on staff
involved in the entry, verification of Service Orders
through the service invoicing processing cycle before
they are finalized and invoiced using Prebill Register
program.

The Service Order Workflow Register provides a
systematic method to assure that workflow steps are not
missed before the invoice is finalized.

This can be especially useful for those companies using
the Mobile Pro product.
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Ascente — Service Dispatch
Service Order Workflow Register

Overview

Using this tool, you can generate a report used for review
and verification that shows the Service Order information
and optionally the following additional information:

* Original Quote that was used to create the Service Order.
(Compare actuals to the quoted details)

e Payment Details
* Technician Log Summary Totals. (Auditing Labor Hours)

When a workflow is being used, after the Service Orders
and associated Work Orders have been reviewed and
approved for a workflow step, the [Update] button can be
used to change the Service Order or Work Order Status to
indicate they are ready advance the processing to the next
step in the workflow.

Z ASCENT=

Y
z ‘ HVAC Plumbing Software



Ascente — Service Dispatch
Service Order Workflow Register

Service Processing Cycle Requirements

Ascente using two status codes when processing service
orders and work orders. These status codes are:

Service Order Status

Starts with a Category of Open and must be Closed to be
selected to invoice using the Prebill Register Program. These
are the minimum required:

* Open
* Dispatched
* Closed
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Service Processing Cycle Requirements

Work Order Status
* Open
* Closed

Work Orders start with a category of Open and must be
manually set to Closed to indicate that the Work Order is
ready to be invoiced using the Prebill Register Program.

When both the Service Order and Work Order statuses have a
closed category and a few other requirements have been met,
the service order and work order considered ready to be
finalized using the Prebill Register and invoiced and updated.

The Service Order Workflow Register basically just uses
additional service order status codes for each processing
workflow step after the Closed service order status code.
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Ascente — Service Dispatch
Service Order Workflow Register

Service Processing Cycle Assumptions

Service Order invoice processing in Ascente requires that the
following must be entered and verified before the service
order and associated work orders are finalized and invoiced
using the Prebill Register:

* Timecards

* Purchase Orders applied and processed

* All parts with correct costs and sales

* Work Order Restock Register Processing

* All commissions must me entered and verified
* The work order description should be entered
 All payments should be received and processed

All these steps can be addressed systematically by using the
Service Order Workflow Register.
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Processing Cycle Requirements Planning

You will need to determine what your companies
processing cycle requirements are and develop the
required workflow for your required processing before
invoicing your service orders.
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Processing Workflow Example

1.
2.
3.

Jill verifies that payments are received.
Bill verifies that the timecards have been processed.

Jerry verifies that all PO’s have been entered,
received and optionally invoiced by the AP
department.

Mary verifies that pricing is correct, and all parts
have been entered and prints a Prebill Register for a
manager to review.

Greg does the manager review and approves the
service orders ready to be invoiced and sends back
the ones that are not ready.

JGennifer invoices the service orders approved by
reg.
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Ascente — Service Dispatch
Service Order Workflow Register

Service Invoice Processing Workflow

Single Operator

This is a typical processing cycle after the service order has
been serviced and ‘Closed’” when one operator is handling the
entry and verification for your workflow. Hopefully, no steps
are missed.

Process Verify

Process Process

Manager

Costs &
Pricing

Purchase

Orders Reviaw

Payments Timecards

Final
Prebill
Register &
Update
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Service Order Workflow Register

Service Invoice Processing Workflow

Multiple Operators

This is a typical processing cycle after the service order
has been serviced and ‘Closed’” when multiple operators
are handling the entry and verification for your workflow.
Hopefully, no steps are missed.

Process
Purchase
Orders
Jerry

Verify
Costs &
Pricing
Mary

Process Process
Payments Timecards

Manager

Review

Final Prebill
Register &
Update
Jennifer
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Service Invoice Processing Workflow

Multiple Operators w/ Workflow SO Status Codes

This is a typical processing cycle when multiple operators
are handling the entry and verification of their individual
step in your workflow utilizing the Service Order
Workflow Register. Note the assigned SO Status Code.

Process
PO’s

Verify
Costs &
Pricing

Mary

Closed-3-

PO OK

Manager

9
Review Register &

Update
Jennifer
Closed-5-
MGR OK

WO Status

RASCENT=
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Timecards
Bill
Closed-1-
PMT OK

Process
Payments
Jill
Closed

Jerry
Closed-2-
TC OK

Greg
Closed-4-
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Required Setup — Service Order Status Codes

Status Category Mobile - Download Status
Closed Closed True 5 Service Order Status Maintenance |E||E|.
Closed-1-PMT Review Closed False dul@ Wl [n B @|%]2] BIOS 2]
Closed-2-TC Review Closed False Status [Closed-6-Ready Bl Q|

. General
Closed-3-PO Review Closed False B s—
Closed-4-Price Check Closed False Dispatch Board Sequence No 393

. Category | Closed

Closed-5-MGR Review Closed False il o
Closed-6-Ready Bill Closed False sendMessage T

Show lcons [
Allows Move in Dispatch [
Security Required [

Download Status [~

-~

Changed: za B/9/20019 5:30:20 PM

B/10/2019 | 11:37 AM
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Processing — SO Status Code Sequence

T C QTR

Ascente — Service Dispatch
Service Order Workflow Register

Service Order
Status Code

Closed

Closed-1-PMT Review
Closed-2-TC Review
Closed-3-PO Review
Closed-4-Price Check
Closed-5-MGR Review
Closed-6-Ready Bill

Action

Verify Payments Receipts
Timecard Verification

PO Verification

Pricing Verification
Manager Review

Ready to be Invoiced

Prebill & Final Update

Work Order
Status Code

Open
Open
Open
Open
Open
Open
Closed

Service Order Workflow Register [=]=]E= Service Order Workflow Register =[x
glaR(¢| o Blw 7 gleRl| o Blw e
Select Report Values Select Report Values :
Range Selection Begister [ Range Selection Register |
Sorl by Beginning Ending N Soit by Beginning Ending ~
Branch. [] (Beginning) [Ending) 4l Branch| [  [Beginning) (Ending) —
Department, [}  (Beginning) [Ending) Department. []  (Beginning) (Ending)
Supervisor, [  (Beginning) [Ending) - Supervisor, [ ] [Beginning) (Ending) =
Tech W (Beginning) [Ending) Tech W [Beginning) (Ending)
Service Order| [ CA1800133 CA1800133 Service Order  [1  CA1800133 CA1800133
Service Order Status.  []  Closed-6-Ready Bil Closed-6-Ready Bill Service Order Status| [ Closed-6-Ready Bil Closed-6-Feady Bil
‘Work Order Status| [  (Beginning) [Ending) Work .Uldt.al Status, [] B eginning] [Ending]
Mabile Line Date, [ | [Ending) v Mobile Line Date] [} (Beginning) Service Order Workflow Update
Field Selections Options Fiekd Selections Service Order Status I[Leave unchanged) L]
Report Neme ['E‘-EI‘HIIZE Order Workllow Register J g E:::::nls Report Name I‘Selvu:.e Order Workflow Register _I Wkl OieStem =
Password [ [¥ Tech Log Information Password I
0K Cancel
6/14/2019 | 1:22PM S 6/14/2019 | 1:25PM
14
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Workflow Processing Cycle

Print SOWF Report for
15t SO Status in
Workflow

Closed

e

Perform Entry &

Verification for

Workflow Step
Closed

Update SO Status to
the Next SO Status in
Workflow
Closed-1-PMT-Review

Print SOWF Report for
2d SO Status in

Workflow

\ 4

Closed-1-PMT-Closed

Aie——

Perform Entry &

Verification for

Workflow Step
Closed-1-PMT-Closed

Update SO Status to
the Next SO Status in
Workflow
Closed-2-TC-Review

Print SOWF Report for
Next Workflow

Processing Step

A 4

Closed-2-TC-Review

R

Complete the SOWF
Processing steps as
detailed above until
completed and then set
WO Status to Closed
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Ascente — Service Dispatch
Service Order Workflow Register

Report

The report will always include the following information
that prints on the Prebill Register plus the following
information:

* Payroll timecard summary total (Unposted or Posted)
* Work Order Detail records (parts and other work order lines)
* Problem and Work Order Description information

Problem Complaint: CA00102 approved on 6/10/2019 WO Desc WO CA1800133: Remove and installnew 5 ton unit ACC-020

Replace AC Unit on the first floor
Total: §6,200.

Replaced AC unit on the first floor along with filters.

Recommended maintenance contract

Condenser Pad
Material 204 Lin (PF25X18X1 PLEATED FILTER25X 16 X 1 1.00 2.50 2.50 10.00 10.00 1. 75.0%
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Report

The report will can optionally print the following
information based on the runtime options selected:

* Quote Details Opions
v Quotes

* Payments Collected W Payments

¥ TechLog Informatior

* Technician Log Summary Totals

Quote
FR Task ACC-020 20 TOMN 12 SEER AIC 1.00 Rili} 68,200.00 G, 200.00
CONDEMNSER ONLY
M atzrial G5 X130241 GSX¥13024 GOODMAN 2.0T 13 1.00 GE3.00 BE3.00 Lili]
SEERAC
M aterial R410A R-4104 12.00 12.00 144.00 i}
FR Task 18935 PSCPZ4242 Zx24x74 1.00 15.00 15.00 1]
Condenser Pad
Labar L Labor G.50 60.00 350.00 Lili]
Payments
Check Fmt: Check 5,000.00
Tech Log
Mark A 81072015 1:45:00 FM Wrk: 4 Drw: 0.25 Idle: 0.25
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Service Order Workflow Register

Operatlons Service Order Workflow Register

Service Order Workflow Register E@.
‘ﬂ S|kt o &7
Select Report Walues -
R ange Selection Beqister
Sart by| Beginning Ending ” Update
Branch) []  [Beginning) [Ending] =
Department| L1 [Beginning] [Ending] Service Order Status: Enter )
Supervizor, [|  [Beginning) [Ending] = .
Tech Beginring] (Ending] the Se;wcl;e OrcliertStdat_IL_/; code
Service Order| []  CA1800133 CA1800133 range to be selected. the
Service Order Status| [ Clozed-1-PMT Review Clozed-1-PMIRamianl = - Service Order Status code will
“Wark Order Statuz) [ [Beginning) (Ending) reference a workflow cycle
Mobile Line Date) [ [Beginning) [Ending) w step to be revifwed. /
Field Sele Options \

Quote: Display the Quote
approved for this service order
to compare the actuals against
the work order to the quote.

J [v [uote

v Fayments
[ Tech Log Information

art Hame |5&rvice Order Yworkflow Register

Pazzwiord |

v

Payments: Display payments
collected at the time of
service. Use this to manage
payment receipt deposits.

61

T .

Tech Log Information: Display
summary drive and work time
spent on this service order for
auditing timecard entries.

/Mobile Line Date: Enter the
range of Mobile Line Dates to
be selected. Use this to review
entries form previous dates.
This is the date that the

mobile line from the Mobile [//

Pro software in the field was HSCENT_

Qoosted to the server. / = ‘ HVAC Plumbing Software 18
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Operatlons Service Order Workflow Register

‘ﬂ%l&# | D& 7

Select Report Walues

Range Selection

Service Order Workflow Register

=[=]E

Register

Figld Selectia

/

Work Date: Enter starting
and ending Work Date to
report. This is the Work Date
assigned that the mobile line
from the Mobile Pro software
in the field was posted to the

\server.

Sort by| Beginning Ending -
Supervizar, [ [Beginning) [Ending]
Tech [B eqginming) [Ending]
Service Order| []  CA1800133 CA1800133
Service Order Statuz| [ iClosed-1-PMT Beview %SEEH PMT Beview
“Work Order Statuz| [ [Beginning) nding] =
Mobile Line Date| []  [Beginning) [Ending]
( ‘work Date [1  [Begirning) [Ending]
Jobsite) [] [Beginning) [Ending] W
O ptiohs
M ame |Servin:e Order ‘orkflow Fegister J :z E:E:;ts

/

[v Tech Log Information
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Qour workflow.

change all Service Order
and/or Work Order Statuses
for the records selected. This
would be used to update the
Service Order Status to the
next Service Order Status for
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Service Order Workflow Register

Operations: Service Order Workflow Register

ekt o 22

Select Report Yalues
Fange Selection

Service Order Workflow Register

[=]=]]

Beaqister

Superizor
Tech
Service Order

Service Order Statuz
Whark, Order Statuz

kaobile Line D ate
whark D ate
Jobzite

Sart by Beginning

oo EO

[Beqginning]
[Beqginning]
CA1800133
Clozed-1-PMT Rewview
[Beqginning]
[Beginning]
[Beginning]
[Beginning]

Service Order Workflow Update

Service Order Status ({0 DR R F =0T
ork. Order Status |[Leave unchanged) ﬂ
/Update: Select the new Ok | Cancel |
Service Order Status code 1 EA1/72019 | 1113 4M

and/or Work Order Status
code to be assigned for the
records selected on the
Service Order Workflow
Register. Use this to advance
kthe workflow progress.

/

Ending -
[Endina)

[Endina)

CA1800133
Clozed-1-PMT Review
[Endina)

[Endirg)

[Endirg)

[Endirg) w

Options
[ Cluotes
[w Papments
[ Tech Log Information

Upif
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and/or Work Order Statuses
for the records selected. This
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Service Order Status to the
next Service Order Status for
your workflow.
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gins 4.2 Test Company Pags 10f2
== em Service Order Workflow Register

Tech: Mark A
Service Order CA1800133 Status Closed-1-PMT Revi Invice# CA1800133

Jobsle Name Jennifer Yang gBranch California Tagn Mark A Inwokes Matheg FP - 58,200.00
Jobsie alpha 135 Ontaric Rd. Departmsnt Service invoics Print Print D etail IC Prics Lewel Regular

customar Austin Cox Tax Group LA summariza Mo Summary maint pricing Billable

Terms 10 T Air Conditioning JPR status Extra/Emer

Work Order SEtus Tech Mark A

BENT0E Locaibn Kemn Descrintion QuanE Unt Cost Exl Cosl UniE Price Ext Prica Tax Frof S
Payments
Check Pmt: Check 5,000.00

Payroll (Unposted)

Labor REG Mark A 6/10/2015 4.00 20.00 80.00 Lili] [}
Qu ote
FRTask ACC-020 20TON13 SEERAIC 1.00 Lili} 8,200.00 G,200.00 O, 100.0%
CONDEMSER ONLY
M aterizl G5X130241 GSX13024 GOODMAMN 2.0T 13 1.00 883.00 GG63 .00 L] [+]
SEERAC
M aterial R410A R-4104 12.00 12.00 144 00 00 1]
FR Task 18935 PESCP24747 ?x24x74 1.00 15.00 15.00 JLili] [1]
Condenser Pad
Labor L Labor 8.50 60.00 350 00 Lili] [i1]
Tech Log
Mark A 6102015 1:45:00 PM Wrk: 4 Drv: 0.25 Idle: D.25
Problem Complzaint: CAD0T02 spproved on 102013 WO Desc WO CAT800133: Remove and installnew 5 fon unit ACC-020

Replace AC Unit on the first loor.
Total: 56,200

Replaced AC vnit on the first loor along with filiers.

Recommended m aintenance contract.

Work Order  CA1800133 61013 thtus Open Remeove and install new 5 ton unit # Tech Mark A
ENlTvoe Locatbn Rem Descriofion Quanthy Unt Cost Ext Cosl Unk Prios Ext Prics Tax Sroit
Work Order
MonStocke 1 Califorr Complaint: CADD102Z 1.00 il 6,200.00 G, 200.00 0 100.0%
FRTas 1 Califorr ACC-020 20TON12SEERAIC 1.00 Lilil i) [4]
CONDEMNSER ONLY
M aterial 1 Califorr G5X130241 G5X13024 GOODMAN 2.0T 12 1.00 883.00 GG3.00 i)
SEERAC
M aterial Califorr R410A R-4104 12.00 12.00 144 .00 Rili]
FR Task Califorr 185935 PSCP24242 2x24%24 1.00 15.00 15.00 Lili] [i]
Condenser Pad
Material 204 Lin PF25X168X1 PLEATED FILTER 25 X 16 X 1 1.00 2.50 2.50 10.00 10000 1 78.0%
Problem Complaint: CADOT02 approved on BA10/2019 WO Dese WO CAT300133: Remowve and installnew 5 fon unit ACC-020

Replsce AC Unit on the first floor.
Total: $6.200.

Replaced AG wnit on the first floor along with filiers.

Recomm ended m aintenance contfract.

= Hon Tazabie OeeTana e
Total Service Order salac Taxsbls Salss Sales Tax Ealac Uss Tax Totl Cost Profit 3 Pay mants In vl s Totsl \\

CA1800133 B.200.00 00 00 3.047.50 10323 BZ4 50 B6.70% 5 ,000.00 B.200.00 J
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Conclusions

The Service Order Workflow Register process | have detailed is
beneficial when your service invoicing process involves many
operators and processes.

You need to review the workflow and make sure that there is no
processing or verification that is being skipped. You do not want to
have to create credit memos to reverse service invoicing errors.

Most companies have a daily or weekly schedule that they try to
maintain for the processing of the workflow processes.

All operators responsible for their processing in the workflow, need
to understand what is expected.

If the process is followed, you should have a better control of the
processing cycle for the invoicing of your service invoices.
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Thank You!

We thank you for attending this webinar or
watching this video and for choosing Ascente.

Please let us know If you have any guestions or

world like a follow-up call to discuss this in more
detalil.

More training videos like this are available on
our website WWW.COMPUSOUrce.com

http://www.servicecontractorsoftware.com/
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