Schedule Settings: Create and Manage Job Templates

Create Job Templates to quickly use them in your Jobs. Load a saved job template for ease of documentation and report generation.

To set up and manage Job Templates, go to Settings > Scheduling > Job Templates.
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Create a Job Template

To create a new Task Template, go to the Actions button. Click on it and select + Add New Job Template from the drop-down.
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Fill in the Job Template details on the Add Job Template window. Fields with * are required.

Add Job Temé\ata

Name*: Parts/Services/Equipment [0]
Attachments [0]
Description:

Forms [0]

Vi
Job description:
Service Type: -
MNotes:
A

Name*

Give the Job Template a namettitle.



Add Job Template

Name*: Elscerical System Upgrade (ACU Install Parts/Services/Equipment [0]

Attachments [0]

Description:
Forms [0]

Job description:

Service Type:

Notes:

Description

Key in a description of the template.

Add Job Template

Name*: Electrical System Upgrade (ACU install) Parts/Services/Equipment [0]

Attachments [0]

Description: Uz thiz szmiplate for slecirica| upgrads 1005 0 ACU msaliztion contracis.
Forms [0]

Job description:

Service Type:

Notes:

Job Description

Key in a short description of the job.

Add Job Template

Name®; Electrical System Upgrade (ACU install) Parts/Services/Equipment [0]

achments [0]

Description: Us= this t=mplats for slectrice] upzrade jobs of ACU instsllstion contracis.
Forms [0]

Job deseription: Electrical Systam Upgrade for an ACU instalistion contract

Service Type:

Notes:

Service Type

Select the correct one from the drop-down list.



Add Job Template

Name*: Electrical System Upgrade (ACU instzll)

Service Type: Nzt Selected

001 - General Plumbing Services

Notes:

003 - Plumbing Insallation

101 - HVAL General Mainzenznce,

102 - HVAC In;

103 - HVAC Eualuation & Becnmmendation

Description: Use this template for electrical upgrade jobs of ACU installation contracts

Job deseription: Elscerical System Upgrade for an ACU instalstion eontract /

Parts/Services/Equipment [0]

Attachments [0]

Forms [0]

CANCEL SAVE

Notes

Key in a note, a reminder or special instructions on the Notes field.

Add Job Template

Name*; Electrical System Upgrads (ACU install)
Description: Us= this s=mplete for slectric] upgrade jobs of ACU installstion contracss
Job description: Elzcerical System Upgrade for an ACU installation contract
Service Type: 202 - Electrical Wirings -
Notes: IMzke sure that the permit hss been sscured before commencing

Farts/Services/Equipment [0]
Attachments [0]

Forms [0]

CANCEL SAVE

Parts/Services/Equipment

¢ Click on the field to expand.

« Key in the item name on the field. Whenever applicable select:
o The part or material (inventory or non-inventory) to be used in the performance of the task.

o The service to be performed to complete the task.
o The assembly to be used to complete the task.

o The equipment to be installed.

Add Job Template

Name*; Electrical System Upgradw [ACU Install]
Description: Use this template for ACU Installstion electrical upgrade
Job description: Elecrrical System upgrads for an ACU Insatallation contract
Service Type: 202 - Electrical Wirings -
Notes: Make sure that permits have been secured before commencing

Vi

Parts/Services/Equipment [0] /
@

INV - 5000 - Electrical Wire 14
AWG (50 1)

Attachments | Inven

Forms[0]  $350

CREATE ANEW ITEM

CANCEL 54




+ For each part/service/assembly/equipment selected, set the quantity to be used.
« Click the Add button to the right of the quantity.
« This will add the selected item with quantity to the job template.

Add Job Template

¢ Select and add other items as may be needed.
« Items appearing in this section will appear as line items when the job is converted into an invoice.

Add Job Template

Attachments [0]

Parts/Services/Equipment (create a new item)

« Ifthe item is a new one and has not been entered into the system (not on the list), create a profile for it first. To do this, go to the
Inventory or Equipment page OR create the profile straight from the Job Templates page.
o Below is the instruction on how to add a new inventory/non-inventory/service/assembly/equipment item from the Job
Templates page.

+ From the Parts/Services/Equipment field, go to Create a New Item.



Add Job Template
Name*: Electrical System Upgradw (ACU Install) Parts/Services/Equipment [-2]
INV - S000Electrical Wire 14 AWG (50 ft)
Description: Use this template for ACU Installation electrical upgrade. Undefined QTv:3
B0000015-142599431722 1" Bolt
S Boim number 2hresd, | inch langtUndefined QTY-35
CREATE A NEW ITEM
Job deseription: Electrical System upgrade far an ACU Insatallstion contract
Forms 0]
Service Type: 202 - Electrical Wirings -
Notes: Make sure that permits have been secured before Commencing.
4
CANCEL  SAVE

» Select the Inventory Type. This could either be Inventory, Non-inventory, Service, Assembly or Equipment.

Select Inventory Type

Inventary Type et sslecied

Inventary

Mon-inventory

Service

Assembly

Equipment

» Depending on the selected Inventory Type, create the item profile on the corresponding window.

dd Inventor}fl

General Stock

Asset Account

Name * Ajrcon Tandem Outlet with Groun Construction InconX

Main warehouse quantity on hand *  50.00

KU INV - 4500
Reorder point 3600
Vendor KPL Induserial Supply [ uUse serial £5 (Quantity calculates ically ing serial )
Non taxsble [
Warehouse Bin & Isle # QY
Income Account Comstruction in Progress x Total quanti o
Sales price/rate 25.00
Sales description Flame retardant material.
Fd
Expense Account Inventory Asset x
Cost. 10.00

CANCEL SAVE




dd Non-Inventory|

General

Name *

Vendor

Non taxable [

Ineome Accaunt Account Searc »
Sales price/rate 0

Sales description

“~

Expense Account Account Seare ®

Cost

Stock
Main warehouse quantity on hand *
Warehouse Bin #

Isle #

qQry

CANCEL

w
e

VE

Add Service X
Name *
SKU
Non taxable O
Income Account Account *
Sales price/rate
Sales description
o
Expense Account Account Sesrc x
Cost
CANCEL SAVE
Add Assembly X
N
MName *
SKU
Configurable
MNon taxable
Parts
NAME QrTy
P n 1 + ADD PART
Services
NAME qQry
1 + ADD SERVICE
Sales price/rate
R
CAMCEL SAVE




General

Asset Account

Serial Numbers

Name #
SKU *
Picture Mo file chosen

= 150

Manufacturer *

Model *

Vendor

Quantity on hand *

Reorder point

Mon taxable O

CANCEL

SAVE

* Once done, Save the new item. The screen will return to the Add Job Template window.
+ Add the new item to the job’s list of parts/services/equipment.
« Proceed with the preparation of the Job Template.

o The new item will be added either to the Inventory or Equipment List.

Attachments

Name*:

Description:

Job description:

Add Job Template

Electrical System Upgrad (ACU Inszall]

Use this template for ACU Instaliation le

| System upgrade for an ACU Insatallation contract

Parts/Services/Equipment [-2]

INV - S000Electrical Wire 14 AWG (S0 Tt)
Undefined

80000015-142555431722 1" Boit
Bolt: number 2 thread, 1 inch lengthUndefined

INV - 4500Aircan Tandem Gutlet with Groun
alUndefined

/

qrr:3

QTY: 35

qre3

soua o

hments [0]
Sarvice Type: 202 - Elecericzl Wiringz - Forme 107
Notes: Mzke zure that permiss have been zecured bafors commensing
p
CANCEL  SAVE
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[ AcU Fikers3 NV 3000 nvensary reguler filter for ACUs class A 20 12
Vendors

[ ACUGeneral s 3000 Service Lemar costTar ACU ganers 75 10

maintenance

Purchase orders

[ ACU Split Type Gen Maint Bundle 56000 Assembly Spiit Type ACU quarserly g 740
" mairenance Max of 6 Units package
Markups
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¢ Click on the field to expand.
« Add pictures, installation manuals or other relevant references. Either add a URL, attach a file or upload one.

Add Job Template

Name*: Elecirical Sysiem Upgrad (ACU Insszl) Parts/Services/Equipment [-2]
Astachments [1]
Description: Use this template for ACU Installation electrical upgrade
HVACQuarterlyServiceCantract.ang
=
Add a File Choose File | HVAC Quarterly Service Contract.png
Job deseription: Electrieal Systm upgrade for an ACU Insataliation contraer
Forms [0]
Service Type: 202 - Electrical Wirings -
Notes: IMzke sure that permits have Deen secured befors CommEnding.

CAMNCEL SAVE

Forms

+ Add a form that has been set up in the system. These forms may be ones that need to be filled out or signed by the field
employee or the customer.

 [If the form needed has not been added to the system, you can either upload the form to the Attachments section or add this to
the system from the Forms page.

« Click on the field to expand.
« Select the form to be added to the job from the list.

jrdd Job Template
Description Use this template for ACU Installation electrical upgrade.
Form - m
» Select the form trigger from the given options.
Add Job Template
Name*: Electrical System Upgradw (ACU Instal
Farm . w
Job description: Biactrical System upgrade for an ACU Insataliation contract.
Service Type: 202 - Electrical Wirings -
Notes: #ER BUrE TRET PEITITE Mave Deen secured DeTore Commenging.

* For each selected form and trigger, click the Add button.
¢ The form will be added to the job template.
« Add other forms as needed.



Add Job Template

Name®:

Description:

Job description:

Service Type:

Notes:

Electrical System Upgradw [ACU Install]

s template for ACU Instzlistion ele:

Electrical System upgrads far 20 ACU Inzatalistion contrac:

trical Wirings -

ed be

permits ha

Parts/Services/Equipment [-2]

A ments [1]
\' Forms [1]
h Customer ion Survey Trigger: Job Complete
Fi = : N
y erm Customer Satisfaction Sun ¥ Select form trigger m
4

CANCEL

n
=
B

Save the new template. This will be added to the list of job templates.
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Edit/Update a Job Template

Find the Job Template to be updated from the list. Click on it to open in edit mode.
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Edit Job Template

Name®:

Description:

Job description:
Service Type:

Notes:

Electrical System Upgradd (ACU Install) Parts/Services/Equipment [3]

Artachments [1]

Uss this szmplsis for ACU Installtion sleciricsl upgrace
Forms [1]

#
Electrical System upgrade for an ACU Insatallation contract
202 - Electrical Wirings -
Maske sure that permits have been secured before commencing

#

CANCEL

SA

VE

« Toremove a form, an attachment or a part/service/equipment, click the delete icon (x) to the right of the item to be deleted.

Edit Job Template
Description Uze this template for ACU Installation elecirical upgrade
=
Job description Electrical System ungrade for an ACU Insataliation contract.
Add a File Choose File | o fie chosen

To view an attachment or an uploaded file, click on the eye icon or the file name.

tjob Template

Nama®: Elacerical Systam Upgrads (ACU inszal arts/Services/Equipme:

Description Use this template for ACU Ingtallazion slectrica

URL

Attachments

Add a File Choose File | Mo file chosen
Job description Electricsl System upgrade for an ACU insstallasion contract
I Fos
Service Type: 202 - Elactrical Wirings -
Notes: Make sure that perm = bean secured before commencing

Delete a Job Template

Delete a Job Template that is no longer in use or was created in error. It is wise to exercise caution when using this function. Deleting a
template may have an effect on other functions, settings or data. This action can not be undone.

Find the job template to be deleted from the list. Tick the checkbox to its left.
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« To delete multiple job templates from the list, tick the checkboxes to the left of all. If all items will be deleted, just tick the
checkbox of the Name header.
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Go to the Actions button and select Delete.
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A warning window will come up. Click the Yes button to continue with the deletion and Cancel to abandon the action.

Deleting Confirmation

‘fou are about to delete some important content.
Please confirm your choice by cicking Yes button.

CAMCEL YES

The job template will be removed from the list.



rack MAP CUSTOMER ESTIMATES SCHEDULE INVOICES TIMESHEET P.O REPORTS Bl

2 Inventory ¢
ACTIONS ~
W PriceBooks ¢
Name 4+
B Scheduling ~

Electrical System Upgrade (ACU Install)

General settings Electrical System Upgrade for Solar Pansis Install

0oooo

HVAC System Install

Task Templates

b
‘

Job Templates

Servica Typas

Job hold ressons

O Timesheet ¢

B Client 3













