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JobPro™ Technology User Guide

How to Use this Guide
This manual is designed as a reference for JobPro™ customers. It is not intended to be a

replacement for training. Information in this guide is divided into five sections:
e Chapter 1: Getting Started
e Chapter 2: Entities
e Chapter 3: Reports
e Chapter 4: Configuring the System

e Chapter 5: Advanced Topics
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Chapter 1: Getting Started

Introduction

Introduction to JobPro™

Dedicated to and designed by service providers for the service provider industry, JobPro™
Technology offers a unique web-based technology application. This robust web-based system
provides our current clients and future partners real-time access to critical, customer specific data

24/7.

JobPro™ Benefits

Generate and automate bids and quotes.

JobPro™ will provide a consistent format for bids and quotes.

e Professional and accurate proposal for every customer.
e No more "recreating the wheel" with every bid or quote.
e Track all bid revisions by customer.

Track and manage all your jobs.

JobPro™ gives you the ability to monitor multiple jobs for key specific information.

e  Work Otrders

e Change Orders

e Purchase Orders

¢ Scheduling Calendar

e Time Entry

e Employee Assignments

Generate invoices.

e Create invoices by job in JobPro™
e Export invoices to QuickBooks®

Track and monitor productivity.
JobPro™ can assist you to prioritize your most productive crew and employees. It provides you

analytics for job assignments, maximizing resources.

<o, JobPro
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Track actual time and product inventory per job.
Measures your productivity by specific job on a daily basis. JobPro™ will give you an accurate

understanding of time allocation and inventory needs.

Lead Tracking Tool.
Track your valuable leads by sales person and by office.

Your Past, Current and Future Customer and Company Database.
JobPro™ eliminates the need for hard copy files. You have instant access to critical, time sensitive

information and JobPro™ significantly reduces information search time.

Web based and Secure.
With internet access, there is no need to download software. Your information and data is 100%
secure at our fully-redundant data center where we deliver full-time security so your JobPro™

system is always functional.

Access 24/7.
Your company data is accessible wherever you have a computer and internet service. This one
benefit alone can give you flexibility with your schedule, saving you time and reducing transportation

costs.

JobPro !
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System Basics

Logging In

To login to your JobPro™ system visit
http://JobProtech.com/. Click on Client login at
the top of the screen and enter your login ID and
password. If you have forgotten login ID or
password, contact your system administrator.
System administrators should contact
support@]obProtech.com or call (704) 584-4015
for assistance.

Basic Navigation

In the upper right corner you will see four
buttons that will assist you while using the system:

-

Bl will refresh the page you are currently
viewing

will allow you to go back to a previous page

i,
"

will take you back to the home page and
executive dashboard

U

The Main Menu allows you to search and add
entities along with creating reports and
configuring your system.

will log you out

Global Searching

Global Search allows you to easily find any record
within your system. You can search based on the
name or phone number of a customer, supplier or
contact, ot based on the name or number of a
data sheet, bid, job or purchase order. Enter the
information into the text box located at the top of
the screen and click Search. Your results are
displayed by the type of record you have found
(bid, company, job, etc...), the name of that
record, and what criteria the record was matched
on (name, work phone, PO number, etc...). To
access the record, click on the Name.

JobPro

Nf
N TECHNOLOGBY

Back to Table of Contents

B ] R —
LY TEcHNOLOBY

AROUT US| PRODUCT INFD | PRICING TESTIWONIALS | CLIENT LONG BN b COVIAET US

[Logn |

Search Add Reports Entry Settings

Search (BidiJob #, Name, Phone): [ Search ]

Global Search Results

Page 1 of 2 remits page(s) 43 item(s) found Excel Print Refresh
Name i Matched On &
Bid: dan test Name
Company: Test Mame
8
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Executive Dashboard

The Executive Dashboard displays all bids, data
sheets, and jobs currently in your system. It
displays the status of each, how many are in the
system, and the total dollar amount of each. Click
on a row to view those entries.

Another feature you see is the Daily Alerts. Alerts
are generated when bids or data sheets assigned to
you have a next call date in the past or today.
They are generated at midnight each night. Click
on the Description to view that datasheet or bid.

Click the %€ to delete the alert.

Back to Table of Contents

Welcome to JobPro

Executive Dashboard

Type Status Bid Total # Entered
Bids Accepted $12,653.50 12
Bids In Development §6,752.12 5
DataSheets Closed 10
Jobs Active 4
Jobs New 3

Click on a row above to view detail

Daily Alerts A

Type Description
Follow-Up The bid 'Test 3' has a next call date of 10/01/2008. X

Click on an alert to view that datasheet or bid.
Use the red X to delete an alert.

Popup Blocker disabling

Several JobPro™ reports require pop-up windows
to function properly. In order to have
functionality of these reports you may have to add
a rule to allow pop-ups from your JobPro™
website.

To change the Pop-Up Blocker settings:

1. Open Internet Explorer

2. On the Tools menu, point to Pop-up
Blocker, and then click Pop-up Blocker
Settings

Add JobPro™ to the allowed sites:
1. Under Address of website to allow, type
http://JobProtech.com
2. Click Add
3. Click Close

JobPro
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(= JobPro Client Login - Windows Internet Explorer provided by Yahoo!

WG| JE Jobero Chert Log

K o [ bl poboectech.comfckentiogn. himd

Fle B ew Fgvorkes [RECTH Heb

Dielete Browsing Mstory. .
Yahoo! Seraces '

Turn OFf Pogrup Wocker L

Pateat ke " T

Manage Add-ons v
[J-IH'\.H! o8y

Pop-up Blocker Settings

Exceptions

Pop-ups are cunrently blacked. *You can allow pop-ups from specific
7! websites by adding the site ta the list below.

Address of website to allow:

hitp: /jobpratech.com Add

Alloved sites
“.jobpratech.com
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To add JobPro™ to your trusted sites:

1.

2.

vt

*

On the Tools menu, click on Internet
Options

Under the Security tab, click on Trusted
Sites

Under Security level for this zone, scroll
to Medium-Low

Click Sites

Under Add this website to the zone,
type http://JobProtech.com

Make sure the box next to Require
server verification (https:) for all sites
in this zone is unchecked

Click Add

Click Close

Click OK

Back to Table of Contents

Internet Options EJE|

| General | Security |Privacy || Content || Connections || Programs || Advanced|

Select a zone ko view or change security setkings.

@ €« v O

Internet Local inkranst  Trusted sites  Restricked
sites

Trusted sites
J This zone contains websites that vou
b trust nat ko damage wour computer or
vour files,
You have websites in this zone,

Security level For this zone

Allowed levels For this zoney ;
Trustedsites

= - Medium-low

vou can add and remove websites From this zone. All websites in

e - Appropriate f J this zane wil Use the zane's sseurlty settings.
(inkranet)
2 - Most content | agd this website to the zone:

]

- - Unsigned Acti| | hetpisiioberotech.com ] [

- Same as Medi
ebsites:

[CIRequire server verification (https:) for all sites in this zone

http:ff* jobprotech.com Remove

Clase

O ] ’ Cancel Apphy

Business Flow Diagram

Data
Sheet

From the time a lead is created to when a job is
completed, there are three possible phases in
JobPro™. Each phase is not required but we
recommend using JobPro™ to track everything
from leads to bids to jobs.

A Data Sheet is the first phase of a
potential job. The Data Sheet should be
created when an incoming call arrives at
the office, a sales person identifies a new
lead, or if an existing customer indicates
they need additional work. See the Add
Data Sheet section to review how to
create a new Data Sheet.

S0 JobPro
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e A Bid is the next phase of a potential job.
Data Sheets should be converted to bids
when the sales person wishes to start
estimating the job. When a bid is created
from a Data Sheet, the Data Sheet will
automatically be closed. Bids can also be
created directly using the Add Bid Menu
option.

e Finally, when a bid is accepted, a bid
should be converted to a job. This is the
final phase in the JobPro™ work flow.
Jobs are used to schedule, assign, invoice,
and manage the work. Work Orders are
generated from the job and time is entered
to jobs. See the section on Jobs to review
this third phase.

JobPro
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Chapter 2: Entities

This section will explain adding, editing, searching
and deleting every type of object available in
JobPro™.,

Customers

Customers can be an individual or a company. Add Reports Entry Settings
When the customer is a company, contacts can be
used to enter names of people within the
organization. See next section for adding
contacts.

Adding a Customer

1. Point to Add on the main menu, and then
click Customer

2. TFill out the New Company Information: Information Request
a. Enter a company or customer
name NEW COMPANY:
Enter Company Name:
b. Choose a status for the customer. Status: Prospect v
Typical statuses include prospect Categons: v
Ofr customer. Billing Address
Address 1:
c. Choose a category for the TR
customer. Typical categories may city:
be builder, homeownet, or SEE ¥
. . Fip:
architect. To add or edit the >
. . Company Fax:
possible categories, see
configuring Company Categories. Contactinommaticn
- First Name:
3. Till out the Billing Address Last Name:
Title:
4. Fill out the Contact Information Work Phone:
Cell Phone:

5. Click Submit
*Note: Only Company name is required to move

forward. You will have an opportunity to fill the
other text boxes in.

JobPro 12
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Searching for a Customer Customer Search

1. Point to Search on the main toolbar, and Customer Name:
then click Customers. Customer Address:
Status: All w
2. You can search based on specific criteria, Category: T
ot leave the text boxes blank and click
: Find Customers § Quickbooks
Find Customers to show all. e —
3. To view a customer, click View in search
results
QuickBooks
4. Clicking the QuickBooks button will Rl Downiozd )
export your entire customer database into oot pen o soveth et
. . .. . Name: B_JobProCustlist_10_t4_2008.if
the native QuickBooks format (.iif) for -

From: stsrv2

download. Follow the instructions from
QuickBooks to import it into your
spreadsheet. You can export your Q SR
customer database as often as you like to —

keep your QuickBooks records in sync.

QuickBooks will update your existing

records if a match is found so no

duplicates are made.

Open | [ Save | [ Cancel

Editing a Customer

Company: Acoustic Distributors
[5ove ] &m oy oy

There are ten tabs that allow you tO edit “-.HIIMM Aadress Contacts el s Paymaents. Propeies Jobs Esds Duta Sheits Rotes Do umeents
information within a bid. —
Category:
1. Main — This tab contains the basic e
information about a customer. Click o
Change Customer Name to edit the —— =

organization’s name.

2. Address — Displays the mailing address of
the company.

3. Contacts — Displays contacts within the
company. Click Add Contact to fill out Company: Acoustic Distributors
new contact information. Refer to adding —

. | e R W so00 ois | owmsoets | dews | Ocuments
a4 contact. [Faaa payment § v

2 pansasmenis) lund Excel Print Refresn

A Typed (LT Joba Date & Payment Method & Chock #.4 Dabits Credita
View | Payment u iAo Chack (2] 5
View | isics 0ok | o3 ] 349500

JobPro 13
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4. Invoices/Payments — JobPro contains a
basic accounting module which can be
activated if desired. The module allows
you to enter payments for customers as
they are received and apply the payment
to any outstanding invoice(s). This tab
contains invoices and payments for a
customer. The transactions are listed in
general ledger format with the most recent
transactions appearing first. Click ‘View’
next to an invoice or payment to see detail
for the transaction. Click Add Payment
to make a payment. Refer to making a

[2&5[1’1’161’1'[.

5. Jobs — Displays all of the jobs associated
with this customer. Click View to view a
job.

6. Bids — Displays all of the bids associated R
with this customer. Click Add Bid to u | st | oo (ot e | oo [EESGI omse
view the add bid screen. Refer to adding a e T B

Bid Namse Dascription & Status & Office & Jobd Start DateTo A
A

bid. Click View to view a bid. o ——

7. Data Sheets — Displays all of the data
sheets associated with this customet.
Click the name of the data sheet to view
it.

Back to Table of Contents

8. Notes — Contains any additional notes
about customer. Notes are time stamped.
Click Add Notes to add additional notes.

9. Documents — Contains any uploaded
documents pertaining to customer. Click
Add Documents to upload a document.

When finished, click Save or Save and Return.

Deleting a Customer Company: Acoustic Distributors

savs ] Save and hsturn ] Cancor ] Delete Company |
Open the customer you want to delete and then

click Delete Company. A warning message will Windows Internet Explorer
be displayed asking if you are sure you want to
permanently delete this record. Click OK.

\_‘.:J Are you sure you wish ko permanently Delete this record?

[ Ok ] [ Cancel

JobPro 14
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Contacts

The Contacts feature allows you to have all of
your customer’s contact information stored and
accessible at anytime.

Adding a Contact

1.

3.
4.

*Note:

Point to Add on the main menu, and then
click Contact

Fill out the Contact Information:

a. If the contact belongs to a
company already in the system,

click the ye to insert it
Fill out the Mailing Address
Click Submit

Only First and Last Name are required to

move forward. You will have an opportunity to

fill the

other information in.

Searching for a Contact

1.

2.

3.

Nl A
ARy

Point to Search on the main toolbar, and
then click Contacts.

You can search based on specific criteria,
or leave the text boxes blank and click
Find Contacts to show all.

To view a contact, click View in the
search results

JobPro

TECHNOLOGBY

Back to Table of Contents

Information Request

CONTACT INFORMATION

Does this contact belong to a company?
Company: No_n.e/-J

First Name:

Last Name:

Category: v

Title:

Work Phone:

Cell Phone:

Fax:

Nextel ID:

Email:

Mailing Address

Address 1:

Address 2:

City:

State: v
Zip:

Search Add
Customers

Data Sheets

Bids

Reports Entry Settings

Contact Search
First Name:
Last Name:

Company Name:

Supplier Name:

Work Phone:

Cell Phone:

Category: All %

“Find Contacts

15
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Editing a Contact

There are four tabs that allow you to edit
information within a bid.

1.

Main — Click the to add a company or a
supplier

Phone Numbers — Add additional contact
numbers

Mailing Address
Additional Notes

When finished, click Save or Save and Return.

Main

Back to Table of Contents

Contact: Jake Delhomme

["save | Save and Return Delete Contact

Phone Humbers | Mailing Address Notes

Deleting a Contact

Open the bid you want to delete and then click
Delete Contact. A warning message will be
displayed asking if you are sure you want to
permanently delete this contact. Click OK.

Resources

Resources can include your employees or your
equipment.

Adding a Resource

1. Point to Add on the main menu, and then
click Resource.

2. Fill out the Resource Information. Pay
Type can be Houtly, Salary, or
Subcontractor. If the resource belongs to
a company, click the # to insert the
company.

3. Click Submit.

~o JobPro
N TECHNOLOGBY

Company: pel

Supplier: -~

Frt tome:

Lastome: Damomme |

Contact Category:

Title: ‘ |

Email: [ =

Contact: Jake Delhomme
@ Save and Return Delete Contact
Windows Internet Explorer.
\_‘.:/ Are you sure you wish to permanently Delete this contact?
Ok ] [ Cancel
Information Request
RESOURCE INFORMATION:
First Name: I |
Last Name: [ |
Title: | |
offce:
Pay Type:
Company: None #~
Cell Phone: [ |
Nextel ID: [ |
Home Phone: [ |
Pager: [ |
Email: [ |
Csubmit)

16
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Searching for a Resource

1. Point to Search on the main toolbar, and Resource Search
then click Resources ome: el Phone:
' Office: | v Status: R
2. You can search based on specific criteria,
or leave the text boxes blank and click
Find Resources to show all.
3. To view a resource, click View in the
search results.
Editing a Resource _Resource: Tim Maltba
[ Save | [ Cancel ]
There are three tabs that allow you to edit Man | Phone Numbers | Home Adcress
information within a bid. (R o
Company:
. . Office: | pooresvile v
1. Main — Allows you to change the basic o —
information of a resource. Calendar EiheTE
. . . Last Name:
Color is the color this resource will be it
displayed on the Job Calendar. Statos:  ace v
Email:  Tim @Maltba .com =
2. Phone Numbers — Add resources phone Notes: Ty Ten
numbet.
More...
3. Home Address Cotendar Color |
When finished, click Save or Save and Return.
Deleting a Resource
Open the resource you want you to delete and Resource: Tim Maltba
then click Delete Resoutce. A warning message [ save | [ Cancel |

will be displayed asking if you are sure you want
to permanently delete this resource. Click OK.

JobPro 17
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Time Entry — Daily

This feature allows you to enter the time of your
resources day by day. Point to Entry and click
Time Entry — Daily. Click the T to select a day
to enter time. Click Submit. Under the Job tab
click the Hl to choose the job this resoutce
wotked on. Enter the hourts into the Hours field,
and the Rate at which they get paid. If you need
to add an additional job or pay for this day, click
Add Row next to that person’s name.

Time Entry — Weekly

This feature allows you to enter the time of your
resources by week. Point to Entry and click
Time Entry — Weekly. Click the M to select a
different week. Click Go. Click the day that you
want to enter time for. Click the Hl to choose the
job this resource worked on. Enter the hours into
the Hours field, and the Rate at which they get
paid. If you need to add an additional job or pay
for a resource for this week, click & next to that
person’s name. When finished click Close
Window in the upper right corner.

Suppliers

The Suppliers feature allows you to organize
which items belong to which suppliers so that you
are always able to order what you need when you
need it.

Adding a Supplier

1. Point to Add on the main menu, and then
click Supplier

2. Fill out the supplier’s name
3. Click Submit

JobPro
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Information Request
]

Enter the work date:

Time Entry for: 10/17/2008

Print Refresh
Job & Hours & Rate &
None E || ] [ [+

Last Name &  First Name &
Haynes Carl

Time Entry
4 week of 10/6/2008 P

Go To Week Of: (1062008 3 [S2)

Total & 3
Add Row

Chose Window

Chick & row o 8ciE. Changes will be saved automaticaly.

Tuesday

10,7/ 2008
Carl Haynes 0.00 Add 0,00 add add add ad
Jesus Rigl 0,00 Add 000 Add Add Add add

Add New Supplier

Name:

18
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Searching for a Supplier

1. Point to Search on the main toolbar, and
then click Suppliers.

2. You can search based on specific criteria,
ot leave the text boxes blank and click
Find Suppliers to show all.

3. To view a supplier, click View in search
results.

Editing a Supplier

There are four tabs that allow you to edit
information within a bid.

1.

2.

Nl A
ARy

Main -- This tab contains the basic
information about a supplier

a. Internal Supplier — Some
customers of JobPro™ use an
internal supplier for items that are
stocked in inventory.

Supplier Address — This tab contains the
mailing address of the supplier

Contacts — This tab lists all contacts
associated with the supplier. Click Add
Contact to add an additional contact

JobPro

TECHNOLOGBY

Main

Supplier Name:
Phone:
Category: All

Back to Table of Contents

Supplier Search
City:
Fax:

- Internal Supplier: Al (™

" Find Suppliers

Supplier: Austin Insulation
[“save I save anareturn | cancel | velete supplier |

Supplier Address Contacts items Purchase Orders

Active:
Category:
Quality Rating:
Internal Supplier:
Supplier Discount:
Fax:

Phone:

Website:

E-Mail:

Account No:

Tax ID No:
Terms:

1099 Type:

Notes:

Yes v

Austin Insulation %
v

No v

Trade Price Adjustment:

Phone 2:

None %

More...
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4. Ttems — This tab lists the cost of each item o G e
that this supplier provides. The default ammm T T
price and calculated markup is displayed R T s DomPiad | Mbems  Semead

for each item. Click Add Supplier Item
to link an additional item and set the
supplier cost

5. Purchase Orders — Displays current and
past purchase orders for this supplier.
The associated job is shown on the grid as
well.

When finished, click Save or Save and Return.

Deleting a Supplier Supplier: Austin Insulation

@ Save and Return ﬁ Delete Supplier

Open the supplier you want to delete and then
click Delete Supplier. A warning message will Windows Internet Explorer
be displayed asking if you are sure you want to
permanently delete this supplier. Click OK.

\_‘{/ Are you sure you wish to permanently Delete this record?

JobPro 20
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Items

Items are the products you have available in
inventory and are able to sell.

Adding an Item
1. Point to Add on the main menu, and then
click Item.
2. Fill out the Item Information B

a. Item Name — Must be unique to
each different item.

Template

Job

b. Description — Brief information
about the item.

c. Cost — Enter the default dollar
amount per unit that will be used
on the bid worksheet.

d. Category — Specify which category
this item belongs under (see

. . \ ) Information Request
information on configuring item

catego 7)' Item Hame:
e. Item Type — Specify which type Description:

this item belongs to (see Cost:

. . . . Category: Set ttems v
information on configuring item ftem Type: | mipoly v
ty pe) . Item Status: | ¥

Supplier: b

f. Item Status — Specify what status
the item is in (see information on [—
configuring item status).

g. Supplier — Set the default supplier
of this item.

3. Click Submit.

*Note: Only Item Name and Item Type are
required to move forward. You will have an
opportunity to fill the other information in.

JobPro 21
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Searching fOI’ an Item Search Add Reports Entry Settings

1. Point to Search on the main toolbar, and
then click Items.

2. You can search based on specific criteria,
or leave the text boxes blank and click
Find Items to show all.

Item Search
3. To view a customer, click View in search o Rance Description:
Category: Al v Status: All v
results. Supplier: Al v Office: Al -
Type: Al v
[ Find tems ] save |

Editing or Deleting an Item

To edit or delete an item, its cost, the category or
type it is listed under, follow these steps:

1. Search for the item. = ——
Category: AN ~ Status: Al
2. To edit an existing item, simply type over s
it or change the drop-down text boxes, = S
— — T e L M— N ——
then click Save. To delete an item, click P e B o T T el o [ D

thex, then click Save.

3. Ifa #is shown, the item is already in
use and unable to be deleted.

Inventory Entry

Inventory Entry allows you to easily track what
you have in inventory. When a shipment arrives,
you can open inventory entry to easily track what
you have received.

Options: Inventory Entry
[ Sive ed Brtirn | Cancel ]

mseraary frary
Hetiean

1. Point to Entry and then click Inventory - e .
Entry. o ’ R o

| 1 109 wiack vaif tnppeng worwms (rapoers) (master bes] —

2. All of you available items will be listed on
the left. Click on which items have
arrived to move them to the right, then
click the quantity you have received.

3. Click Done when finished.

4. If you need to remove and item, click
Remove next to the quantity.

When finished, click Save or Save and Return.

JobPro 22
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Templates

Templates are used to make the bid worksheet
easier to use by having preset items plugged in for
different types of jobs.

Adding a Template
1. Point to Add on the main menu, and then
click Template.
2. Fill out the Template Information
a. Template Name — Must be unique
to each template
b. Description — Brief information
about the template
c. Category — Specify which category
this item belongs under (see
information on configuring item
category)
3. Click Submit

*Note: Only the template name is required to
move forward. You will have an opportunity to
fill the other information in.

Searching for a Template

1.

2.

3.

Nl A
ARy

Point to Search on the main toolbar, and
then click Templates.

You can search based on specific criteria,
or leave the text boxes blank and click
Find Templates to show all.

To view a template, click View in search
results

JobPro

TECHNOLOGBY

Back to Table of Contents

Add Reports Entry

Information Request
TEMPLATE INFORMATION:

Enter Template Name:

Enter Description:

Category:

Template Search
Template #: |

Template Hame:

Description:

Category:

All v

" Find Templates

Settings
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Editing a Template

There are three tabs that allow you to edit
information displayed within the template.

1. General — Allows you to edit the basic
information about the template.

a. Starter Templates will appear on
the add bids screen and convert
datasheet to bid screen. This
allows the template to be selected
by default. When this field is set
to “no” the template must be
manually imported.

2. Template — Allows you to add or subtract
items included within the template.

a. Items you have entered are
displayed on the left. To add a
new item, click New Item and

refer to Adding an Item.

b. You can enter the default
measurements/quantity and
override the default price if
desired.

c. The items you have added to the
template are displayed on the
right. To remove an item, click

the %.

d. The Create Option button allows
you to.

3. Bids Using Template — Displays the bids
where this template is currently in use.

When finished, click Save or Save and Return.

Deleting a Template

Open the data sheet you want to delete and then
click Delete Template. A warning message will
be displayed asking if you are sure you want to
permanently delete this template. Click OK.

JobPro
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Back to Table of Contents

Template: Insulation template

General Tomplate Hids Using
Temglate

Mames  inquisten templats

Descriplor [ompeate used b insuabion bess
Mora...
Nobes:
Calegory: v
Starter Template: e
Template: Insulation template

More...

Template: Insulation template

@ save and Return @ Delete Template

Windows Internet Explorer

\_?/ Are you sure you wish to permanently Delete this template?
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Data Sheets

Data sheets are used to collect information about
a potential bid or job before it is created.

Adding a Data Sheet

1. Pqnt to Add on the main menu, and then Adl Raporis Forms Entry
click Data Sheet. Customer

Contact

2. Fill out the Data Sheet Information:

b. The Data Sheet Name should be
unique to each individual entry. A
good way to do this is by listing

the name of the job and the Information Request
address, i.e. Smith, John — 123 Submit
Second Street.
. A DATA SHEET INFORMATION:

c. If the customer already exists in Enter Data Sheet Hame:

your database you can Cth the Note: For new customers, complete the new customer section below.
Customer: No_ne.rJ

# o insert it. If they do not Priority: =
already exist, you can fill in the fg;mo: -
new customer form at the bottom Referral Source: 3
of the page.

d. Set the priority of the Job.

e. Select which office it pertains to.

f.  Assign a Salesperson.

g. Select a referral source.

3. Till out the Job Information wonmromaToN
h. The ﬁrst tCthOX aHOWS you to VINGLiS e Probiem of What d0es e Eustomer want?

explain what the job entails and
will be displayed on the Job and

Bid worksheets. s
i. The next textbox allows you to FRBLOCUTRY

communicate to the installer any sz

special instructions which are o %

displayed on the Job and Bid bt

wortksheets.

4. Fill out the Job Location

5. Fill out Customer Billing Information.

JobPro 25
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a. If the billing information is the
same as the job location from
above, select Copy from Job
Location.

b. Fill out the Contact Information.

6. Click Submit

*Note: Only Data Sheet Name is required to
move forward. You will have an opportunity to
fill the other text boxes in.

Searching for a Data Sheet

1. Point to Search on the main toolbar, and
then click Data Sheets.

2. You can search based on specific criteria,
or leave the text boxes blank and click
Find Data Sheets to show all. Refer to

Adding a Data Sheet for Add Data Sheet
button.

3. To view a data sheet, click View in search
results.

Editing a Data Sheet

There are six tabs that allow you to edit
information displayed within the data sheet.

1. Main — Allows you to create a bid or a
job. Click Create Bid to continue to the
bid screen, or click Create Job to begin
filling out the job sheet. You can also
Print Data Sheet or Change Data Sheet
Name from this tab.

a. Next Call Date — When a date is
entered here, the salesperson will
receive an alert notifying them to
follow-up on this datasheet. A
notification alert is sent via email
along with an alert displayed on
your JobPro™ homepage.

b. Bid — The bid name will be
displayed here once you have
created it.

SL JobPro

TECHNOLOGBY

Back to Table of Contents

NEW CUSTOMER:
Enter Company Hame:
Company Phone:
Company Fax:
Category: -

CUSTOMER BILLING INFORMATION: _
Copy From Job Location

Address 1:
Address 2:
City:
State: b
Zip:
Contact Information
First Name:

Last Name:

Title:
Work Phone:
Cell Phone:

Search Add Reports Forms Entry Settings
Customers

Contacts

Bids

Data Sheet Search

iata Shost Name: Custnmers Hame:

Offiea: a1 - Status: an L
Aasignod To: Al w Prody: &1 v

Diate Enbered: 1o 3 Referrel Sowrce: g w

Diate Modtio: 1o = Nt Call Dt Bro li:]

Hatas:

Find Bala Sheets | Add Data Sheet |

Data Sheet: TEST123

o) (oot )

Main Contacts Job Information Notes Documents Reports History
Customer: pe
Assigned To: v
Status: v
Referral Source: v
Office: -
Priority: v
Priority Notes:

More...
Next Call Date: iz
Bid:
Job:
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c. Job —The job name will be
displayed here once you have
created it.

2. Contacts — Allows you to view contacts

associated with this data sheet.

d. Add New Contacts — (Sce
information about adding a
contact).

e. Add Existing Contacts — Allows
you to add a contact already listed
under this customer.

f. Add Outside Contacts — Allows
you to add a contact listed under a
different customer.

3. Job Information — Allows you to add any
special notes or instructions regarding the
job.

a. 'The field labels that appear are
configurable using the Configure
System Settings page.

4. Notes — (See notes tab).

5. Documents — (See documents tab).

6. Reports History — Displays all reports that

are generated from this datasheet. Use x
to delete a report from the history.

When finished, click Save or Save and Return.

Deleting a Data Sheet

Open the data sheet you want to delete and then

click Delete Data Sheet. A warning message will

be displayed asking if you are sure you want to
permanently delete this record. Click OK.

JobPro
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Data Sheet: Test
oo T ove ani oturn L Concel | eleio Data shoet ]

Main Lontacts Job nformaticn Hotes Documents Heports History
400 Existing Contocts | 494 Outsids Contacts
Print Rafrasn
A Company A Last Name A First Name A Tile A  Work Phone & Emall &
View | Acoustc Distributors Delhomme Juke 555) 5551234

Print Refresh

Data Sheet: Test
save ] save and Return | cancel ] belete Data sheet |

Main Contacts «Job Information Notes Documents

Problem or Result: New Insulation

More...

Data Sheet: Test
o]

[ Comscts | o idrmation s Cocuments | Heports Hstery

Data Sheet: Test
[sove X save and rowurn | ocicte bato sheet |

Windows Internet Explorer

\_‘.:/ Are you sure you wish ko permanently Delete this record?

I Ok l [ Cancel
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Bids

The Bid worksheet allows you to begin proposing
an offer of services to your customer.

Adding a Bid

1. Point to Add on the main menu, and then
click Bid.

Back to Table of Contents

2. Fill out the Bid Information:

a.

The Bid Name should be unique
to each individual entry. A good
way to do this is by listing the
name of the job and the address,
i.e. Smith, John — 123 Second
Street.

Enter an Estimated Job Start Date
by clicking the H and choosing a
date on the calendar.

Select which office it pertains to.

Select a Template* to begin with.

If the customer already exists in
your database you can click the

> to insert it. If they do not
already exist, you can fill in the
new customer form below.

Add New Bid
Submit
BID INFORMATION:
Enter Bid Name:
Estimated Job Start Date: ]|
Office: Mooresvile | v

Select Starting Template:

Note: For new customers, skip fo the new customer section.

Customer: HNone +~
NEW CUSTOMER:
Enter Company Name:
Category: v
Contact Information

First Name:
Last Name:
Title:
Work Phone:
Cell Phone:
CUSTOMER BILLING INFORMATION:
Address 1:
Address 2:

f.  TFill out the Customer Billing
Information.

3. Click Submit.

* Note: Only Bid Name is required to move
forward. You will an opportunity to fill the other
text boxes in later.

Searching for a Bid

1. Point to Search on the main toolbar, and
then click Bids.

2. You can search based on specific criteria,
or leave the text boxes blank and click
Find Bids to show all.

3. To view a bid, click View in search results

JobPro
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Ccity:
State:
Zip:

Company Phone:
Company Fax:
Bid Search
Bid Name: Customer Name:
Bid #: Next Call Dates
Date Entered: =] Type: All
Estimated Job Start Date: =] Priority: Al
Entered By: All v Office: Al
Notes: Sales Person/Assigned To: All
Status: A
In Development
Quoted b

Hold "Gt to make multipls salections.
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Editing a Bid

There are seven tabs that allow you to edit
information within a bid.

1. Bid Information — Click Create Job to
begin filling out the job sheet. To make a
revision to the bid, click Revise Bid. To
create a change order, click Create

Change Order Job. To create a services
bid, click Create Service Bid.

a. Status —i.e. In development,
Accepted, Rejected

b. Priority — i.e. Normal, High,
Emergency

c. Referral Source — How your
customer heard about you

d. Estimated Duration — Set an
estimated length for job

e. Date Submitted — Date the bid
was submitted to the customer

f. Estimated Job Start Date —
Expected job start date

g. Next Call Date — When a date is
entered here, the salesperson will
receive an alert notifying them to
follow-up on this datasheet. . A
notification alert is sent via email
along with an alert displayed on
your JobPro™ homepage.

2. Contacts — (See information about
contacts tab)

JobPro
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Bid: Test
[“Seve ] sove and heturn ] Concel ] velete bid ]
Bid Number:

Bid Information Contacts Bid Worksheet Notes Documents Related Bids Reports History

Create Job | Change Bid Name Create Change Order Job i Create Services Bid

Customer: P
Office: v
Status: v
Type: -
Priority: v
Assigned To/Sales Person: -
Referral Source: -
Job Location:
More...
Estimated Duration:
Job:
Data Sheet:
Date Submitted: =l (Date bid was submitted to Customer)
Estimated Job Start Date: = (expected Job Start Date)
Next Call Date: i)
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Bid Worksheet

This tab allows you to add any items that will be
included in the job.

The Bid Total is displayed at the top of the
screen. Also along the top of the screen are six
buttons that you may need to use:

Import Template — You can import a new
template of items for different kinds of jobs.

Refer to Adding a Template.
New Item — Refer to Adding an Item.

Customer Proposal — Generates the custom
proposal created for your organization.

Print Detailed Proposal — Puts the items and total
costs into a printable PDF.

To add an item to the bid, select it from the
Available Items pane on the left side of the
screen. You can also search for a specific item in
the list or filter by Item Category.

Once you have chosen an item it will appear to
the right on the worksheet. Enter the amount of
each item you will need for the job. The
calculations for total cost and volume, if
applicable, will be done for you. Included in the
Total Cost is any applicable tax or markup. You
can enter information into the Bid Details
textbox, which will be displayed on the
customer’s bid proposal, or enter information
under Job Details, which will show up on the Job
Work Order. Click Edit to show a larger textbox
that can be edited. Click 2 to delete an item
from the worksheet.

The View pane to the lower left allows you to
look at the price breakdown. You can highlight
an item to view how the items are being priced
together.

Along the bottom you can add Additional Specs
and include a Tax Rate Override or a Markup
Opverride for the items. For an 8% Tax Rate you
would input 0.08. For a 20% Markup, enter 1.20.
The factors supersede any tax or markup you may
have previously entered.

JobPro
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i information Contacts v Worksheet Motes. Documents Related Bids | Reports History

[ T=wort Temotate ) B Totak: $0.00 [ Print Ostailed Proposst ]
Bave
Largan X Wimn CostSg Pt Totel Coat [ B Detwis O Job Detats O
(5 1" Coar Gnsn 1x 1zl ooe [
Gosety
i xa Pywost ; s 245 [
froe
17 Consutnion 1 woo  s00s (= [
L -, [ w00 800s [
15 ratataton 1 500 7508 B
Mg X # Rounctrgs
12 Winage 1 o4a]f [ B X
Tax (T.50%) [ [17]
Total Base [ 050
Template View | Category View [
ome -1200.50 =
Dans 6]
| S RL TR L)
Tax Rate Cverride: (o Entar 0.080 for w 0% tax rate) Markup Override: e Enter 1.20 for 8 0% markag)
More...
Available Ttems
Item:
Category: | Al b
Page 1 of 1results page(s) 9 items found
1" Clear Glass
8 x 4 Plywood
Consultation
Drawings
Inotallatinn

Template View | Category View Update
Total Cost
Glass 20.00
Hardware 52450
Labor & Misc 524500
Grand Total $269.50
Bid Total: $0.00
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3. Notes — (See information about notes

tab).

4. Documents — (See information about
documents tab).

5. Related Bids — Bids attached to this file

6. Reports History — (See information about
reports history tab)
When finished, click Save or Save and Return.

. ] Bid: Test
Deleting a Bid “save | save and return ] Cancel ] Delete bid

Open the bid you want to delete and then click

Delete Bid. A warning message will be displayed
asking if you are sure you want to permanen‘dy \_‘.:/' Aire you sure you wish ko permanently Delete this Bid?
delete this bid. Click OK.

Windows Internet Explorer

[ Ok ] [ Cancel

JobPro 31
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Jobs

The Job worksheet allows you to track all of the
completed work on a project.

Adding a Job

1. Point to Add on the main menu, and then
click Job.

2. Fill out the Job Information:

a.

h.

The Job Name should be unique
to each individual entry. A good
way to do this is by listing the
name of the job and the address,
i.e. Smith, John — 123 Second
Street.

Select the Job Type from the drop
down list.

Enter an Estimated Job Start Date
by clicking the [ and choosing a
date on the calendar.

Enter a Promised Job Start Date
by clicking the [ and choosing a

date on the calendar.

Select which office the job will be
tracked by.

Select the primary and secondary
salesperson in charge.

If the customer already exists in
your database you can click the

# 1o insert it. If they do not
already exist, you can fill in the
new customet form below and
their contact information.

Click the #” to insert the bid.

3. Click Submit

* Note: Only Job Name is required to move
forward. You will an opportunity to fill the other
text boxes in later.

JobPro
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Search Add Reports Entry Settings

sou
Purch
Suppl

Information Request

Submit

JOB INFORMATION:
Enter Job Name:
JobType: -
Priority: 1-Emergency
Start Date: |
Date Promised: |
Office: Hooresvile v
Assigned To:
Primary: Haynes, Carl %
Secondary: Haynes, Carl %
Note: For new customers, skip to the new customer section.
Customer: Hone
Bid: Hone
NEW CUSTOMER:
Enter Company Name:
Category: v
Contact Information
First Name:
Last Name:
Title:
Work Phone:
Cell Phone:
St
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Searching for a Job P
. . Job Bumber: Job Type: Al v ‘[aomated Start Date: = 3
1. Point to Search on the main toolbar, and et e Contome o Achs Str Dot = -
. Priority: a - Bid Sales Perso | oy v EsBnatod End Date: - -
thel’l Cth JObS. ?hlm A o Notes: Actasl End Date: = =
. . . Stwbr: I
2. You can search based on specific criteria, B e e e enpcs 3

ks THT 2 gy e et

or leave the text boxes blank and click

Find Jobs to show all. —_—

3. To view a job, click View in search results

Editing a Job

Job: Insulation RJ2
[ seveand Wetur ] Cancet ]

There are seven tabs that allow you to edit
information within a job.

Coutnamyon | o | Dociemts | apura butry

1. Job Information — Basic information oy
about job displayed. ol o
2. Contacts — (See information about i i
contacts tab). et o
3. Assigned To — Assign which resources il = »
will be working on this job. e =
4. Job Processing — (See information about
creating an invoice). D G D
5. Change Orders — A change order is used Ciocamiasin
to adjust the material priced for on a bid. O i
Click Add Change Order Bid and refer O e
to editing a bid. O e
6. Purchase Orders — (See information about
adding a purchase order)
7. Scheduling — Include estimated and actual
start and end dates. Click the ] to insert
d t Job Information Contacts Assigned To | Job Processing | Change Orders Pgrzhaﬁe Scheduling | LostAnalysis
a a e. rders
Refresh
. . Quoted Sets:| _5.000| Actual Sets Used:| 3.00000 Sets +i 2.00000|
8~ COSt Ana1y51s - AHOWS you to VleW [Category Quoted Price Quoted Price/Set Projected Commission Actual Price/Set Actual Ci
projected and actual costs of a job. Freriass iz70 B mem PP 253
{Job Grand Total $ 13,000.00 $1,000.00 $700.00

9. Notes — (See information about notes

tab).

10. Documents — (See information about
documents tab).

11. Reports History — (See information about
reports history tab).
When finished, click Save or Save and Return.

JobPro 33

Nf
N TECHNOLOGBY



JobPro™ Technology User Guide

Deleting a Job

Open the job you want to delete and then click
Delete Job. A warning message will be displayed
asking if you are sure you want to permanently
delete this record. Click OK.

Quick Jobs

Quick Jobs entry allows you to create a job and
invoice it immediately. This is useful if customers
visit your showroom or warehouse and buy
products directly. Quick Jobs can be viewed as a
Point of Sale system that allow you to simply pick
what items are being purchased and generate an
invoice/receipt. Start by entering the Job Name
and Location. The Job Name can be just the
customer’s name and maybe the current date.
Then specify whether this job is with a new
customer or one that already exists in your
system. Now add the items that the job requires
and fill out the information in the Selected Items
pane. Click ‘Show Help’ on the screen for
additional instructions on how to use Quick Jobs.
Click Submit Job and Generate Invoice. Refer
to Editing an Invoice.

JobPro
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Job: Insulation R12
[save | save and Roturn ] Cancel ] Delete 30b ]

Windows Internet Explorer.

\_‘.:/ Are you sure you wish ko permanently Delete this record?

Quick Job Entry

Show Hilp

Job Hami: Tesl12345 + Customen Erew O Emsting Offica:  Wevada %
Job Locasor: 123 0ak fustomes tame:
fCustomer Catngon: Hosscrner »
[Customer Markup: (Enter 1.2 for 3 20% Maskug)
fcontact First Nama:
Akdrbonal This is a Test
Specifications: i s A T fCortact Last Name:
fContact Titke:
fContact Work Proes:
Avodable Hems  Add New ltem Sebected Hems
== :
e A 2 e 1 043 ] z
14" bk wall Laopng screw (Tasers) 4 <
fupper: | a1 o = 1 ) 1
Page 1 of 4 reauts pageis) 107 tema foung > ap| [V M T 1 0z [
18 48 20 gage | 1 184 blnck wiood {pointers 1 bax 1 %) T *
1858 25 page
1114 bisck seif 13p0n3 (13pgens )t box
R —
1/16 9 T Tew KLTI0 Tax:$ 0.00
1518 g & Toe L7342 -
[ ‘Sudanil Jobs ard Gerses ke bnvorcn | Job Total:§ 84.71
Click an item sbove to add to the job.
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Purchase Ordets

Purchase Orders allow you to keep track of what
items you have bought from your suppliers.

Adding a Pufchase Order Search Add Entry Settings

1. Point to Add on the main menu, then :
click Purchase Order

2. Fill out the Purchase Order Information

a. Job — Click the # to insert the
corresponding job

Supplier

b. Supplier — Click the # 1o insert Information Request

the corresponding supplier
PURCHASE ORDER INFORMATION

c. FOB — Freight on Board, shipping

’ doi ) Job: HNone
point or destination Supplier: None 5
d. VIA — Insert Shipping Method ros |
ViA:
e. Terms — Conditions or Terms for Terms:
Date Required: e
purchase order.
[“Submit |

f.  Date Required — The date

materials are required to arrive.

3. Click Submit

Searching for a Purchase Order
Purchase Order Search

1. Point to Search on the main toolbar, and Pos: | Joo Name:
then click Purchase Orders. Supplier lams: b Location
Date: Ordered By:
. . . Office: All v Status: Al
2. You can search based on specific criteria, PO Types: —

or leave the text boxes blank and click
Find Purchase Order to show all.

" Find Purchase Orders

3. To view a purchase order, click View in
search results.

JobPro 35
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Editing a Purchase Order

There are five tabs that allow you to edit
information within a job.

1.

Main — Allows you to Print Purchase
Order

a. Invoice Number — Corresponding
number to purchase order

b. See Adding a Purchase Order for
last half

Items — Displays purchased items. To
add another item to the order, click Add
Purchase Order Item

a. 'To delete an item from purchase,

click the &
Notes — (See information about notes tab)

Documents — (See information about
documents tab)

Reports History — (See information about

reports history tab)

When finished, click Save or Save and Return.

Back to Table of Contents

Purchase Order: Hogan Residence
[sove ] sove and return | [ocicte purchose order ]

Main Items Notes Documents Reports History
PO Number: 75335
Name: Hogan Residence
mcemoer: —
meico bt —
Date: 9/8/2008 =
ot
Supplier: Austin Insulation
Job: Hogan Residence
st
Purchase Order Type:
FOB: |

|
ViA: | |
|

Terms:

Deleting a Purchase Order

Open the job you want to delete and then click
Delete Purchase Order. A warning message will
be displayed asking if you are sure you want to
permanently delete this purchase order. Click

OK.

Nl A
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Purchase Order: Hogan Residence

ﬁ Save and Return @ Delete Purchase Order

Windows Internet Explorer

\_?/ Are you sure you wish to permanently Delete this purchase order?
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More..
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Invoices

The Invoice feature allows you to set up a bill for
your customers, clearly showing the products,
quantities and prices previously agreed on.

Creating an Invoice

Locate the job you wish to create an invoice for
by Searching for a Job. Once on the jobs main
page, click the Job Processing tab. You can
choose to invoice part or all of the items assigned
to the job. After choosing which items click
Complete Checked Items. An invoice will be
generated under the Job Invoices tab. Click View
to be redirected to the invoices main screen and
refer to Editing an Invoice.

Searching for an Invoice

1. Point to Search on the main toolbar, and
then click Invoices.

2. You can search based on specific criteria,
or leave the text boxes blank and click
Find Invoices to show all.

3. To view an invoice, click View in search
results.

JobPro
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Job Information Contacts Assigned To Job Processing | Change Orders | Purchase Orders

Create New Invoice Create Return Job Link Job

Linked/Return
Jobs

Job Materials

[[] check Aluncheck Al Quoted
Matorial Job Details

O 8 x4 Plywood

" | 8 x 4 Plywood

m RP40338-dummy

Complete Checked Items Create Purchase Order Link Job

Linked/Return
Jobs

Job Materials Job Invoices

Actual End Date: EH

Invoices
Print
Invoice #  Invoice Date | Status Due Date Date Paid  Invoice Amt | Amt Paid

View 10069 10/20/2008 New 275
Invoice Search
Inv. No: Job Name:
PO No: Pricing: Al w
Customer: Status: Al v
Invoice Date: Jic] Invoice Due Date: ]
Inv. Amt. From: To: Greated By,
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Editing an Invoice

There are three tabs that allow you to edit
information within a job.

1. Main — Displays the invoice amount, how
much has been paid, and what is due. It
also includes all of the pertinent dates,
shipping address and shipping method.

2. Items — Displays purchased items. To
add another item to the order, click Add
Purchase Order Item.

a. To delete an item from purchase,

click the €

3. Reports History — (See information about
reports history tab).

When finished, click Save or Save and Return.

Deleting an Invoice

Open the invoice you want to delete and then
click Delete Invoice. A warning message will be
displayed asking if you are sure you want to
permanently delete this invoice. Click OK.

JobPro
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Invoice: 10054
[ Save ] | cancel ] Delete fnvoice |

Main Hams Raparts History

dob: Testd
Lustomer, Acoustic istnbutors
Invoice Amount 455  Paid  Due: 145
Status: |
Ivoice Date: 3072008 |2 pye Date: O Date Pait: =
PO No:
ShinTe: | aczustic Distibutors

37648 Verona Trail
Salem. VA 24018

Payment Terms:

Notes:

Invoice: 10054
o =

3 b (o Pt [
Tem s ava et Amoust & Taxa Teasl Amesnt &

Invoice: 10054
[“Save | save and Return ] Cancel ] Delete tvoice |

Windows Internet Explorer

\_‘.:/ Are you sure you wish to permanently delete this invoice?

I [o]4 l [ Cancel
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Payments

The Payments function allows you to keep track
of what and how much your customers have paid.

Making a Payment

The first step to making a payment is choosing
which customer you want to pay. From that
customet’s main screen, choose the
Invoices/Payments tab.

1. To add a payment, click Add Payment
2. The Add Payment Screen will appear

Enter the date received and the
date listed on the check (if it is a
check)

a.

Choose the payment method from
the drop down list

Enter the check number
Enter the Payment Amount

1. You can enter part or all
of the total amount that is
listed on the invoice

After entering the
Payment Amount, click
Auto Apply to evenly
distribute the payment, or
click inside the Apply
Amt text box next to the
payment you’d like it to be
placed by

Click Submit. A warning screen
will appear asking if you are sure
you want to add this payment.
Click OK

Your payment has been added.
Click the close window to return

3. The payment will be displayed as a credit

When finished, click Save or Save and Return.

JobPro
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Basance:

Back to Table of Contents

Company: Acoustic Distributors
mwm Lol v

Main Address Conacts Ioice s Payments Progerties Jotrs Bads Data Sheets Hotes Documents
7 varaacienis) lound Excel Prist Rufrosn
A Typed DA Jobd Dated Paymeat Method & Check @4  Dabitd Crodid Tntored Ty 4
View  Invoioe 10054 Test ¥ TR $495.00 BNICHOLS
Add Payment
Customer: Acoustic Distributors Balance:  495.00
Date Received: [ Check Date: H Notes:
Payment Method: Check w
Check Num:
Payment Amount:
Qutstanding Invoices
iInvoice # Job Invoice Date Amt Paid Due Apply Amt|
10054 Test3 10712008 485.00
Unapplied Amount Remaining:
Payment Amount: 395 Auto Apply
‘Outstanding Invoices
Invoice # Job Invoice Date Amt Paid Due Apply Amt|
10054 Test3 10/7/2008 485.00 495.00 395.00
Unapplied Amount Remaining: 0.00
Submit

iew
herw

Payment Method &

Chock # 4 Dabits Crodith Eetered Iy &
Cheax P

12 . p—
545400 BCHOLS
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Searching for a Payment
Payment Search
1. Point to Search on the main toolbar, and Payment. Ho: — Job Name:

—
- o e L S—
then click Payments. Pomenttecovet: | |5 @ mrom [ e ]

. . . Check #: l:l Payment Method: Al v
2. You can search based on specific criteria,
. Find Payments
or leave the text boxes blank and click -
Find Payments to show all.
3. To view a payment, click View in search
results.
Editing a Payment
To edit a payment, either search for the specific
payment, or go to the customer it pertains to,
choose the Invoices/Payments tab, and click — el
View next to the payment you want to edit. There ] Pt imices
are two tabs to guide you: e e
. Mothod  Choeck
1. General — Allows you to edit the data S
. Dato Recolve® 100142008 |3 Chock Date: 10122008 |3
entered when making the payment (- 3 oot eposnet 3
Notes:
a. Date Cleared -- Enter the date the
check cleared
b. Date Deposited — Enter the date
the check was deposited
2. Related Invoices — Shows the invoice this X e » — e X
payment pertains to and the balance i ——

remaining

Deleting a Payment

Open the payment you want to delete and then Payment: 24

click Delete Payment. A warning message will [ Save |

be displayed asking if you are sure you want to

permanently delete this purchase order. Click Windoes Intesret aplorer

OK. ) s - e e e

*Note: Invoices that were paid with the deleted
payment will be reopened the customer balance
will be recalculated

JobPro 40
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Chapter 3: Reports

Time Summal’y Report Information Request

The Time Summary Report helps you to keep Date Begin &
track of how many hours your resources have Date End =@
worked. Point to Reports and click Time

Summary Report. Enter a beginning and ending

date by clicking the TE Then click Submit. A
PDF file will be opened and display which Time Summary Report
resource has worked, the job name, and the total 10112008 Through  10/31/2008
. Work Date Job Name Rate Type Hours TotslMours Rate  Total Pay
pay for their hours. Pttt :
10062008  Test! Regular 4 4 25 $100 00
4 $10
Totals 4 4 $100.00

Employee Assignments

Information Request
Employee Assignments allows you to quickly

search when and where resources are being used. e

Point to Reports and click Employee e M-

Assignments. You can search on any or all of R I

the data options available. When you have — “
finished filling out the desired information, click oo st S s

Submit. A PDF file will be opened displaying the ete Crentarrom e et s -
results and. e eatetion st eosn -

Job Schedule

The Job Schedule helps you better assess and wain
keep track of where your time is being spent. It
helps project managers better allot their
employees time when working on multiple jobs.
Clicking Redraw Schedule will organize it so
the first project will be shown at the top. Click |
Full screen View to have a pop-up window Erofet

show all of your results. Click Printable View |

for a printer friendly display.

Job Schedule

Scale: | Week v

First day of week: | Sunday v
Actual Dates —
Estimated Dates [0

From: [;-Ej to: [Pﬂ

Status: | Al v

Sort: Date (earliest first) ¥

Redraw Schedule §" Fullscreen Yiew | Printable Yiew

3/9 3M6 3/23 330 46 4113 420 427 514 5M1 | 5118 525 61 | 68 615
—

Insulation RJ2 CO B RJ1 “:'
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Job Calendar

The Job Calendar displays when and where
resources are being used and which jobs they are
scheduled to perform. This calendar has color
coded information to help you keep track of your
resources, making sure resources are available
when you need them. Point to Reports and click
Job Calendar. You can filter which information
you want to see by using the drop-down boxes at
the top of the screen.

Inventory Used

The Inventory Used feature allows you to view

every item that you have used up to the date. It
shows you the amount used as well as the total

cost of each item you have used.

Commissions Report

The Commissions Report shows you each job a
salesperson has sold, along with the job total. It
automatically calculates the commission based on
the commissions rate table defined in the system
settings. See Configuring Commissions Table.
You can search based on specific criteria or click
Find Jobs to show all.

Sales Cycle Report

You can search based on specific criteria or click
Find Jobs to show all.

JobPro
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Statws: o Job Type: L Office:

Deesigaer: v Tastaller: v

& Rallover 8 |ob balew i view details of that job.

Sun Men Tue Wed

1
TIZANITIST hctva)

Used Inventory
From Date:

Theough Date:

e Catogory  ax

Find Ttems

% W L

Exced Pring Hefresh
Nem Description & Ttem Calegory & Malerial Used &
Studs 1,500.00

Ttem Name A
14 50 20 gauge

Material Cost A
T20.00

Commission Report
Actuat Start Date: - =3

Status: an

Iwvoice Dute: = ]
¥ SaesPersom  u v

b Cabeertar Sattings

Other
Commisshe

e et Tatreh
Sales Customer & Job A Job Involce & Toymene Quoted  Actual  Set +7- Avg. Rate A lcyneme Other
Perscn A LRy Total & Selsh  Sels ry Price/Set A Commission A Telald
Used
John Slering e 12348 LAEA L) 1 1 o 6213 o1 12075 1682 s
Hachcock  Budders. Masters
Cont
Sales Cycle Report
P _ o SmesPersor  u -
Joib Created From: - =
Excel Print Retressy
Sales Parson ob #a Job Status &
Days A Quote A
Carl Haynes Tast Foarw A0ARD008 03400 L
M
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Chapter 4: Configuring the
System

This section will be accessed by the System
Admin.

List Manager

To access the different options to configure under
list manager, point to settings and then click List
Manager. From the drop down list, choose
which option you would like to begin configuring
and click Submit.

Bid Category

To categorize the different bids in your system
you must configure this feature. You can
personalize the categories to what best fits your
business. Click Add New Item to insert a new
row. Display Order is the order it will take on the
drop down list. When finished, click Save.

Bid Statuses

The status of a bid is configured here. Examples
of bid statuses are in development, quoted,
signed, accepted and rejected. Click Add New
Item to insert a new row. Display Order is the
order it will take on the drop down list. When
finished, click Save.

Company Category

Company categories help you separate the
different types of customers you have. Examples
of company categories include homeowner,
engineer, builder and interior designer. Click Add
New Item to insert a new row. Display Order is
the order it will take on the drop down list. When
finished, click Save.

<o, JobPro

TECHNOLOGBY

Back to Table of Contents

Search Add Reports Entry Settings

List Editor

Select a List: | Bid Category v

List: Bid Category

& record(s) found Print Refresh
Value & Display | Remove i
Order &
Insulation install 1 b
Energy Star Program 3 X
List: Bid Statuses
5 record(s) found Print Refresh
Value & Display | Remove i
Order &
In Development 0 X
Quoted 1 *
List: Company Category
6 r=cord(s) found Print Refresh
Value & Display  Remove &
Order i
Homeowner 1 X
Builder 2 x
Engineer 3 X



JobPro™ Technology User Guide

Back to Table of Contents

Contact Category

Contact categories help you separate the different R —rtactareaony

types of contacts you have. Examples include — foseerty fomnd e
engineer, vendor and landscape architect. Click — ?“’e" =
Add New Item to insert a new row. Display b s %
Order is the order it will take on the drop down Engineer 3 X

list. When finished, click Save.

Data Sheet Status

. List: Data Sheet Status
The status of a data sheet is configured here.

4 record(s) found Print Refresh

Examples of data sheet statuses include new, Value & Display | Remove &
assigned, pending and closed. Click Add New = 1 x
Item to insert a new row. Display Order is the Assigned 2 ®
order it will take on the drop down list. When ) : =
. . Closed 1 x

finished, click Save.

Invoice Statuses

List: Invoice Statuses

Invoice Status allows you to configure the R =
different stages your invoices go through. Click = = ::
Add New Item to insert a new row. Display Pasioe w | X
Otder is the order it will take on the drop down CIIED @O

list. When finished, click Save.

Item Categories

List: Item Categories
Item categories help you organize which types of iy o ot Rereah
items you have by separating them in groups. =l e
Click Add New Item to insert a new row. iass 0 X
Display Order is the order it will take on the drop e = z
. . . Labor & Misc 99

down list. When finished, click Save.

SN2, JobPro 44
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Item Status

Item Status is the state of the item within your
inventory. Typical Item Statuses include Active
and Inactive. Click Add New Item to insert a
new row. Display Order is the order it will take

on the drop down list. When finished, click Save.

Job Statuses

Job Status allows you to configure the different
stages your jobs go through. Click Add New
Item to insert a new row. Display Order is the
order it will take on the drop down list. When
finished, click Save.

Job Types

Job types help you specify what your employees
will be dealing with. Click Add New Item to
insert a new row. Display Order is the order it
will take on the drop down list. When finished,
click Save.

Purchase Order Status

The status of a purchase order is configured here.
Examples of purchase order statuses include
approved, order received and ready for review.
Click Add New Item to insert a new row.
Display Order is the order it will take on the drop
down list. When finished, click Save.

<o, JobPro
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List: Item Status

1 record(s) found Print Refresh
Value & Display | Remove i
Order &
Active 0 X

List: Job Statuses

7 record(s) found Print Refresh
Value & Display Colori | Remove i
Order i
Pending 1 @ o
Complete Pending Follow-up 2 [
Complete 3 ﬂ ><

“add New Ttem N Save |

List: Job Types

6 record(s) found Print Refresh
Vvalue & Display | Remove i
Order i
Jnsulation install 1 X
Energy Star Program 3 X
HVAC Load 4 x

List: Purchase Order Status

§ racord(s) found Print Refresh
Value & Display | Remove it
Order &
lapproved 0 x
In Development 0 X
On Order o X
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Purchase Order Types

Purchase Order Types helps you organize which
stage in the process a purchase order is.
Examples of Purchase Order Types include Sent
to Vendor and Approved. Click Add New Item
to insert a new row. Display Order is the order it
will take on the drop down list. When finished,
click Save.

Referral Source

The referral source will help you understand
where most of your customers are finding your
services. Examples of referral sources include
print ads and internet searches. Click Add New
Item to insert a new row. Display Order is the
order it will take on the drop down list. When
finished, click Save.

Supplier Categories

A supplier category makes it easier to organize
which supplier is being used during jobs and
purchase orders. Click Add New Item to insert
a new row. Display Order is the order it will take
on the drop down list. When finished, click Save.

Template Categories

Template categories make it easier to organize
what types of templates are being used. Examples
of template categories include renovation,
modification and consultation. Click Add New
Item to insert a new row. Display Order is the
order it will take on the drop down list. When
finished, click Save.

<o, JobPro
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List: Purchase Order Status

5 racord(s) found Print Refresh
Value & Display | Remove i
Order &
lapproved 0 P
In Development 0 X
On Order 0 X
List: Referral Source
6 record(s) found Print Refresh
Value i Display = Remove &
Order i
Print Ad- Urban Magazine 1 X
Print Ad- Builder Arch Magazine 2 ><
Print Ad - Home Magazine 3 X
List: Supplier Categories
2 record(s) found Print Refresh
Value & Display | Remove i
Order &
Austin Insulation 1 x
X
2 revord(s) found Print Refresh
[ Save |
List: Template Categories
4 record(s) fovnd Print Refresh
Value i Display | Remove i
Order i
Renovation 1 x
New Construction 2 X
Modification 3 X
Consultation 4 X
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Configuring Item Types

Item types are used to configure the way
individual items are priced on the bid worksheet.
The quantity labels will appear on the worksheet
above each item of that type and setup the
formula to calculate the total price for the item.
If an item is priced by entering two
measurements, i.e. Length X Width, quantity
labels 1 and 2 should be used. Quantity 3 label
would be left blank in this instance.

To add, edit or delete a type of item or the units
of measure labels, follow these steps:

1. Point to Settings on the main toolbar,
and then click Configure Item Types.

Search Add Reports Entry Settings
List Manager

Signin successful.

2. To edit an existing item type, simply type
over it, then click Save. To delete an item
type, click the x, then click Save. If
there is no 2% the item type is in use and
cannot be deleted.

Configure

Change Password

3. To add a new item type, click Add Item
Type. A new row will be displayed at the

bottom. Opions: onfigure: Tt Tyes
4. The Markup Rate*allows the user to add S - R
a percentage markup to the price of a o (ot e

good, i.e. Enter 1.20 for a 20% markup.

5. 'The Taxed* checkbox allows the user to
make the item type taxable.

6. When finished click Save.

*Note: Certain item types have special formulas
associated to them. Be careful when editing item
types as they may cause the special formulas to
stop working. If you have any questions with the
item types currently configured in your system,
please call JobPro™ support.

JobPro a7
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Configuring Offices

To add one or multiple offices use the following
instructions. Point to Settings on the main ome

menu, and then click Configure Offices. Fill out
the text boxes. Display order allows you to

choose the order the offices are shown on a drop-

down list. To delete an office, click the x.
When finished, click Save or Save and Return.

Configuring TimeRate Types

TimeRates are used to define the types of time
employees’ use on their timecards. Examples of =~ s

TimeRates are regular, overtime, prevailing wage,
and union. Use an hour multiplier if you wish for

the hours to automatically adjust by a certain
percentage (i.e. enter 1.5 if overtime hours paid at
time and a half). Click Add TimeRate Type to
add a new row. Click the 2 to delete a row.
When finished, click Save or Save and Return.

Configuring Multipliers

Multipliers allow you to set possible factors for = =

items configured to use multipliers. See search
items. The Label column is what is displayed in

the multiplier dropdown and the multiplier value
is the corresponding factor. Click Add
Multiplier Item to add a new row. Click the x
to delete a row. When finished, click Save or
Save and Return.

Nl A
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Options: Configure: Offices
[ save ] m&mm

2ofteeis) runs Excel Print Refresh

Address Line 1 ity Phost Numbser

Line 24 State Fax Numsber &
Tiph

128 Nvada 51 Las Vegan

Options: TimeRate T 5
T Gy

4 bam Typa st touns Pt Ratiwss

Hour Multiplior & Display O

1 o Ty o touns Print tsh

Options: Configure: Multiplier Table
o i G

0Pech em e found Print Rafresh
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Configuring Commissions Table

The commissions table allows you to set uniform
commission rates on specific item categories.
Click Add Commissions Item. A new row will
be added. Specify the Item Category, Cost From,
Cost Through, and Rate. The Cost From and
Cost Through inputs define a price range that an
item is sold at. Leave one or both of these values
blank for an open ended range. The Rate is the
decimal representation of the percentage that is
paid to the salesperson.

Example: You pay 3% commission on Garage
Doorts sold at or above $500 each:
Item Category: Garage Doors
Cost From: $500
Cost Through: ----
Rate: 0.03%

Click the % to delete a row. When finished, click
Save or Save and Return.

Configuring System Settings
The System Settings allow you to setup the

Back to Table of Contents

Options: Commissions Table
[ Save |

Save and feturn

15 Commasicn temis) fund Prnt Refresh
Cost Through A Rate &
106000 s *

Options: ConﬁEure: Sgl:em Settings
o [ cancel ]

Assignment Labels (labels appearing on the
Job Assignment tab), Job Schedule Labels

Field2 Label & Fiedds Label &

(labels appearing on the Scheduling tab),
Data Sheet Job Information Labels (labels
appearing on the Datasheet), and the

FieldZ Label & Viekds Labela Field7 Label &

™ (S S ey e e R e e—— e —

System Defaults. The Tax Rate will be the
default tax added to all bids. You can click

Data Sheet Job Information Labels
Print

w
ob Info 2 4 Job Info 34 ok Info 4.4 Jab Info 5 4

Fieldt Label &

Jub Info 8.4

Tax Rate &

the checkbox to display the price on all of
your Purchase Orders. Proposal Grouping

Prve Fwtresh

and Work Order Grouping specify what will be
printed on each. When finished, click Save or
Save and Return.

JobPro
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Configuring Users

This feature allows you to set up which users will
be allowed to view your system. It also allows
you to set what kind of user they are which will
decide which features they are allowed to see. If
you click a person’s User ID you will be taken to
their page. From there you can Reset Password,
find their contact info, look at their login history
and Delete User. When finished, click Save or
Save and Return.

Changing Password

To change your password, point to Settings and
click Change Password. You must fill out all
three fields to change the password. Your
password must be at least 5 characters/digits long.

JobPro
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User Search Results

Excel Print Refresh

#h User ID & User Typed | First Named& | Last Named | Last Login Date &
SysAdmin SysAdmin Carl Haynes
USER: SysAdmin
[ Concer  ooiete vsen §
Profila Comact Inf Login History

Invalid Password Count [
Ol 1008
UserBame: | zpaqmin Template {Last, First NI}
Restncoons: Hone -
Actvity Mok | Frsauction
Information Mode: | Siandarg

Change Password

Input is required for all three of these fields to change the password.
The password must be at least 5 characters/digits long.

Old Password:
New Password:
Rekey MNew Passward:
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Chapter 5: Advanced Topics

Salespeople Bid Security

With this feature enabled, when a salesperson
searches for all bids in your system they will see
every bid and who it is assigned to, but will only
be able to view and edit those bids associated to
their username. This is typically beneficial to
managers who only want estimators or
salespeople to have access to their own bids, but
supervisors or a manager access to everything.

Since resources are what bids and datasheets are
assigned to you must have some way to establish
which username corresponds to a resource. That
means each salesperson (resource) must first be
assigned to their individual username. To do this,
tfollow these steps:

Point to Search and click Resources.
View the resource you plan to assign.

On the Main tab, click the # next to
“Associated To”.

4. A pop-up will display all of the users
currently in your system. Choose the
corresponding username.

N —

Now that each resource is assigned to a username,
you will need to set the “Reports To” feature.
“Reports To” sets the hierarchy of who can view
what. Typically the hierarchy includes Salespeople
report to Sales Managers who report to Owners.
This means only salespeople could edit their
individual bids, sales managers could view and
edit the bids of salespeople reporting to them, and
owners could view and edit all bids. To complete
this, follow these steps:

1. Point to Settings and click Configure
Users

2. View the user.

3. On the Profile tab choose whom the user
Reports To using the dropdown box.
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Main Phone Humbers
Associated To:
Company:

Home Address

Time Rates

Office: | san Francisco

Pay Type:

First Name:

Last Name: quilar

Title:

Status: Active %
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Notes:
More...
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p do erne plorer. provided by Yahoo |
& v
User Search Clear Filters | *
pagename Fhame LName User_Type LastLogin
None
Page 1 of 1 results page(s) 4 records found
chaynes Carl Haynes SysAdmin -
jhancock John Hancock manager 2j27/2008 11:23:00 AM
PLingle Paul Lingle user 8/6/2008 10:30:00 AM
snichols Scott Nichols sysadmin 10/29/2008 2:23:00 FM v
Done € Internet #100% -
Profile Contact Info Login History
Reset Password
Reports T
Invalid Password Count: | |
OrglD: | |
User Name: | SysAdmin Template | (Last, First MI)
Restrictions: | None w |
Activity Mode: | Production |
Information Mode: |

| Standard
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