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Introduction

Welcome to Franchise Cloud Solutions Business Management .

Business Management is designed especially for the franchise industry. It provides an
efficient platform for franchise businesses to manage:

» distributing job opportunities to the optimal franchisee for each job
» planning and scheduling of Jobs

» efficient and accurate generation of quotes and invoices

» collection of payments

» customer feedback

Business Management will help any franchisee:

» increase administrative efficiency

” reduce errors and omissions

» comply with tax codes

Using this system rather than manual methods has many advantages, including:

» Information is stored online and is accessible to the team, eliminating misplaced paper-
work and notes

» Data only needs to be entered once, ensuring consistency and preventing errors
» Quotes, invoices, and calendar entries can be easily adjusted and reissued
» Lead information is automatically entered into the system, saving time and effort

» Responding to Leads quickly via text or email by accepting or declining them imme-
diately

» A streamlined billing process for prompt payments by generating and sending invoices
directly within the system

» Maintaining precise financial records by monitoring payments in real time

Benefits compared to using accounting software alone:

” Increased profitability insights for individual Jobs
» Online appointment scheduling to arrange customer visits

» Synchronisation with accounting software eliminates the need for manual entry and
prevents duplicate data and errors

» Manage ongoing relationships with your customers



Business Management ultimately saves time spent on administration, allow-
ing for more productive work and/or a more flexible lifestyle.

Collaborate with your franchisor to receive better support and achieve your
business goals.

Business Management User Guide



Logging In

Upon your initial login, you are required to reset your password and then set up multi-
factor authentication (MFA), which can be done on either a desktop or mobile device.

Desktop

1. Go to login.salesforce.com.

salesforce

Remember me

Forgot Your Password? Use Custem Domain

2. Download the Salesforce Authenticator app on your mobile.

&P salesforce

3. On your desktop, enter your Username and Password. Check the Remember me
checkbox then tap Log In.

X


https://login.salesforce.com/

4. Select Use the Salesforce Authenticator mobile app then tap Continue.

salesforce

Choose a Verification Method

How would you ke to verlty your identity®
@ Use the Satesiorce Authenticator moblle app
O i n
(such 35 Googhe Authenticator or Authy)

app

5. The ‘Connect Salesforce Authenticator’ screen will appear.

Connect Salesforce Authenticator

For security reasons, you have 1o connect Salesforce
tor b your account. The app sends a

ation when we need to verify your identity, and

1 Install Sasestorce Authenlicator on your mobile
device fram the App Store or Google Play.

2. Open Salesforce Authenticater and add yeur
account

3.The app shows 3 two-word phrase. Enter the priase
here.

T Werd Phrass

6. Open the Salesforce Authenticator app on your mobile.
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7. Tap Add an Account.

Salesforce Authenticator

Add an Account

XIV



XV

A two-word phrase will be displayed.

Your Account

For These Accounts

o 0 E ]
® e = &

On your computer, enter this two-word
phrase when prompted @

| selected poll |

Learn More in Help

To connect other accounts, scan a
QR code

Scan a QR Code

Enter the two-word phrase as it appears into the field box on your desktop, and press
Connect.
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10. Your mobile will display the 'Connect Account' page. If the Username and Serviceis
correct, tap Connect.

53

)
|

&

Connect Account

We tell you when someone's trying to access your account
data. If it's you and everything’s OK, you can verify the
activity. But if something’s not right, you can block it

@ Salesforce

i

11. You will now be logged into Salesforce on your desktop.

XVI



You have now set up multi-factor authentication for your Salesforce account.

Account Added

You can now use Salesforce Authenticator to

authenticate activities associated with
Salesforce.

|

Mobile

1. Download the Salesforce app.
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2. Download the Salesforce Authenticator app.

&P salesforce

3. Open the Salesforce app.

4. Enter your Username and Password. Check the Remember me checkbox then tap
Log In.

5:32 i Fm.

LogIn *ﬂ-

salesforce

Remember me

Forgot Your Passward?

& 20325 Salesforce, Inc. All rights reserved.
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5. Select Use the Salesforce Authenticator mobile app then tap Continue.

6:36 wil T

LogIn L e

salesforce

Choose a Verification Method

How would you like to verify your identity?

I ©  Use the Salesforce Authenticator mobile app I

O Use verification codes from an authenticater app (such
a5 Google Authenticator or Authy)

® 2025 Salesforce, Inc. All rights reserved
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6. The ‘Connect Salesforce Authenticator’ screen will appear.

6:36 il T

Login 'ﬂ'

Connect Salesforce Authenticator

Connect Salesforce Authenticator to your account so you can
use the app to verify your identity. To see how, waich this
video.

1 Install Salesforce Authenticator on your mobile device
from the App Store or Google Play.

2. Open Salesforce Authenticator and add your account.

3. The app shows a two-word phrase. Enter the phrase here.

Two-Word Phrase

Cancel ‘ Connect

Choose Ancther Verification Method

& 2025 Salesforce, Inc. All nghts reserved.

7. Open the Salesforce Authenticator app.



8. Tap Add an Account.

uthenticator

Add an Account
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9. Atwo-word phrase will be displayed

Connect Your Account

For These Accounts

o 0 E &
ME=R

On your computer, enter this two-word
phrase when prompted @

| selected poll |

Learn More in Help

To connect other accounts, scan a
QR code

Scan a QR Code

. Tap the phrase to copy it to your clipboard.

10. Switch to the Salesforce app, paste the two-word phrase into the field box, and press

Connect.



11. You will receive a notification for a connection request from the Salesforce Authentic-
ator app. Tap the notification and you will be taken to the Authenticator app.

37

TIME SENSITIVE
Authenticator
Connection request from Salesforce

Check Your Mobile Device

Use Salesforce Authenticator to verify the connection to your
guire123@traithead com Salesforce account

Having Trouble?

& 2025 Salesforce, Inc. All rights reserved.
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12. The Authenticator app will display the 'Connect Account' page. If the Username and
Service is correct, tap Connect.

531 Fm

&

Connect Account

We tell you when someone’s trying to access your account
data. If it's you and everything's OK, you can verify the
activity. But if somaething's not right, you can block it

Cancel Connect
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13. You have now set up multi-factor authentication for your Salesforce account.

Account Added

You can now use Salesforce Authenticator to

authenticate activities associated with
Salesforce.
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14. Switch back to the Salesforce app and tap Allow.

6:38 vl T

Login ‘n'

Allow Access?

Salesforce for i05 is asking to:

+ Access the identity URL service

« Access Visualforce applications

* Access content resources

+ Access Lightning applications

+ Manage user data via Web browsers
+ Manage user data via APls

* Perform requests at any time

Do you want to allow access for jguire123@trailhead.com?
(Nat you?)

o N
|

To revoke access at any time, go to your personal settings.

© 2025 Salesforce, Inc. All rights reserved.

15. You will now be logged into Salesforce on your mobile.

For further assistance logging into Salesforce, see the Get Started with Salesforce online
help.

XXVI
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Configuring Your Franchise Profile Account

Finding Your Franchise Profile Account

See “How to locate your Franchise Profile Account” on page xxxiv

What can be configured:

» Company name

» Contact information

» Hours of business

» Defaults for quotes and invoices

» Acceptable payment methods

» Operations base location and the distance you are willing to travel to get to the job
» Whether you're open for business or currently on vacation
» Job offers and where they are sent

» Job allocation parameters

» Company assets

» Insurance policies

» Add contacts related to your company

Some of these settings may be controlled by your franchisor. To update, con-
tact your franchisor's franchisee support line.

To learn how to configure your Franchise Profile account, go to “Working with your
Franchise Profile Account” on page xxxii.

The importance of configuring your Franchise Profile Account

Whenever a company opens for business, you need to register important information so
that people know how to find you, trust you and trade with you. For example, you need to
register your company name, you need to publish your opening hours, contact inform-
ation and acceptable payment methods.

Within Business Management you also need to register a range of information about
your franchise. The Franchise Profile Account represents a profile of all the information
that is necessary for your franchise to participate in the franchise network.

Business Management User Guide
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If you have newly purchased your franchise, all this information should be cor-
rect and up-to-date when you first begin using Business Management. But it's
important to know where it is and how to change this information so that you
can always keep it up-to-date.
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Importing Jobs

To import your existing Job data into the Business Management system, contact your
franchisor and follow their established guidelines and procedures. They will provide the
necessary resources and support to ensure a smooth and successful data migration pro-
cess.

Business Management User Guide
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Reviewing Jobs

Jobs can be received and accepted in multiple ways. You can accept them through job
allocation, you might get a call from a customer, or you might have already accepted the
job and are importing the data into Business Management. Either way, there are two
important tasks you must complete before you can begin doing the job:

1. Customer Account Management

The ideal time to create a new account is on first contact with the customer. Once you
have the customer's information, we recommend you search customer accounts to see
whether the person or business is already a customer. This will help you avoid creating
duplicate accounts.

This involves searching the existing customer database to check if the customer already
has an account. If the customer has a pre-existing account, you can link the job to that
account. If the customer is not found to have an existing account, you can use the job to
create a new customer account.

See 'Matching customer contact details' under “First customer contact” on page cxiv to
learn how to match the customer or create a new customer account.

A 'business' account type might be more suitable for:
» A commercial entity with multiple contacts

» Suppliers

» Families

» Rental premises

See “How to create an account for a business” on page Ixxx.

2. Appointment Scheduling
Once your job information is correct and linked to an account, it is time to schedule
appointments with the customer.

This involves collaborating with the customer to identify suitable dates and times for the
required appointments. Once mutually agreeable appointment times are established,
you can schedule these appointments within the system.

For scheduling jobs on a desktop, see “Scheduling Jobs” on page cxcviii.

For scheduling jobs on mobile using Job Calendar Mobile, see “Scheduling a job” on
page ccexviii.
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Daily Use

Here are links to other features that are likely to be utilised daily. These essential fea-
tures streamline your workflow and enhance your experience, allowing you to leverage
Business Management’s full potential for managing and optimising your operations.

Receiving Job Requests: “Introducing job offers” on page Ixxxvii

Booking appointments: “How to schedule a new appointment” on page cxcviii

Daily run sheet on Job Calendar Mobile: “Viewing today’s appointments” on
page ccxcvii
Producing and Sending Quotes: “Job planning and estimation” on page cxxv

Creating a quick quote on mobile: “Creating a quick quote” on page cccv

Essential invoicing information for Jobs: “Invoicing a job” on page ccxlix

Invoice Payments: “Recording payments against an invoice” on page cclxxii

The Franchise Cloud Solutions customer support team can assist you if you
need additional help not found in the User Guide. See “Accessing Help and
Support” on page cdIxvi.

Business Management User Guide
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Understanding your Franchise Profile
Account

Whenever a company opens for business, you need to register important information so
that people know how to find you, trust you and trade with you. For example, you need to
register your company nhame, you need to publish your opening hours, contact inform-
ation and acceptable payment methods.

Within Business Management you also need to register a range of information about
your franchise. You register this information in an account called a “Franchise Profile
Account.” The Franchise Profile Account represents a profile of all the information that is
necessary for your franchise to participate in the franchise network.

The Franchise Profile Account is where you register

» franchise name and contact details

» hours of business

» where your base of operations is located and how far you are willing to travel to getto a
job

» payment methods

» whether you’re open for business or currently on vacation

ﬂ If you have newly purchased your franchise, all this information should be cor-
rect and up-to-date when you first begin using Business Management. But it's
important to know where it is and how to change this information so that you
can always keep it up-to-date.

“es Business Management User Guide
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How to locate your Franchise Profile
Account

To locate your Franchise Profile Account

1. Within Accounts, check for your business name.

2. If you can’timmediately see it, then switch to the Franchise Profile Accounts list view.

v BlingScbuk v BilngSuste - BilingPostcode | MasirFranchis - Mhoss  ~ Dmall  LajobBats | Acm_ - CresedDsts | wnerfirst.. | Owner Last Hame
] W M RS- IEITT 7201 3

CHAPTER 3 | How to locate your Franchise Profile Account :
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How to set your hours of business

Setting your hours of business affects the times during which you will be offered jobs.
Sometimes the Job Allocation System will queue a job offer, and offer it as soon as your
hours of business begins for the day. Other times, a job may be offered to another fran-
chisee if their business hours open before yours do.

The Job Allocation System is not influenced by public holidays and will con-
tinue to send job offers to franchisees.

To set your hours of business

1. From the Franchise Profile Account, select the Business Information tab.

Account

L) Fes- Ringwood North

Status Primary Contact Phone Email Field Manager
0431661077 john.smith@festrading.com.au @ Andrew Stevens

Active

Details Jobs & Accounts Business Information Files & Notes

Operating Settin History

v Business Information

Legal Entity Name FCS Ringwood Pty Ltd # Business Number 86 2738 27328 s
Trading Name FCS Ringwood e Company Number 2738 27328 e
Trading Legal Entity @ #  Financial System Name @ FCS Ringwood Pty Ltd T/as FCS Ringwood

Entity Structure s Financial System Name Type Legal Name T/as Trading Name rd
v Financial Targets

Gross Profit Target $80.000.00 4 Break Even Point Target 100,000 s
Profit Allowance Target # Break Even Monthly Target $433,333.33

Territories (1)

1 item + Updated  few seconds aga

[} Territory Name v | Status ~ | Territory Owner v | Active ~ | Master Territory v |
1 [ Tenitory - Ringwood owned John Smith v Master Territory - VIC [+
View All

Business Hours (2)

2 items « Updated a few seconds ago

[] Business Hours Number v | Day v | Start Time ~ | End Time v | Type v ‘
1 [ eH-000154 Tuesday 07:00 AM 09:00 PM =]
2 [J BH-000156 Thursday 12:00 AM 11:00 PM &3]
a .

Business Management User Guide
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2. Scroll down to the Business Hours section, and Edit, Delete or create New records
for your daily business hours.

Details Jobs & Accounts Operating Settings Business Information Files & Notes History

v Business Information

Legal Entity Name FCS Ringwood Pty Ltd # Business Number 86 2738 27328 £
Trading Name FCS Ringwood e Company Number 2738 27328 e
Trading Legal Entity @ # Financial System Name @ FCS Ringwood Pty Ltd T/as FCS Ringwood

Entity Structure s Financial System Name Type Legal Name T/as Trading Name s
v Financial Targets

Gross Profit Target $80,000.00 e Break Even Point Target 100,000 e
Profit Allowance Target # Break Even Monthly Target $433,333.33

Territories (1)

1 item « Updated 2 minutes ago

[] Territory Name v | Status ~ | Territory Owner v | Active ~ | Master Territory v |
1 [ Teritory - Ringwood Owned John Smith L Master Territory - VIC E]
View All
Business Hours (2) >
e e
2 items » Updated 2 minutes ago
[] Business Hours Number v | Day ~ | StartTime v | EndTime v ‘ Type v |
1 [J BH-000154 Tuesday 07:00 AM 08:00 PM &
2 [ eH-000136 Thursday 12:00 AM 11:00 PM Edit
L]
Delete
View All

When a New record is created, the New Business Hours dialog box displays.
3. Leave the record type as Contact Hours and press Next.

New Business Hours

Select a record type
@ Contact Hours

Working Hours

Cancel

The New Business Hours: Contact Hours dialog box displays.

Q_ Only ever set Contact Hours. The job allocation system does not recog-
" nize Working Hours.

CHAPTER 3 | How to set your hours of business .
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4. Complete the details for the new Contact Hours, then press Save, or Save & New if
you need to create another record.

New Business Hours: Contact Hours

* = Reguired Information

Information
Business Hours &
mber
" Day l Monday - l
*Account [m FCS - Ringwood North X 2
pS2iEne l 07:00 AM v l
&)
i I 09:00 PM v l
System Information
Currency AUD - Australian Dollar - ] Record Type Contact Hours

m/

9. Your Business Hours are now updated.

Business Hours (3)
3 items = Sorted by Day = Updated a few seconds ago

[ ] Business Hours Number

2 BH-000154 Tuesday 07:00 AM
3 BH-000156 Thursday 12:00 AM
4
View All

Business Management User Guide
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How to indicate temporary unavailability

Whether it is holidays, temporary sickness or a huge project causing you to be unavail-
able for new job offers, you can indicate unavailability to receive new job offers. You can
also redirect any job offers that would have been received to another franchise. This can
be useful where franchisees have agreed to cover each other during planned vacation
leave.

If you want to redirect job offers to another franchisee, contact your field man-
ager to do this for you.

To indicate that a franchise is unavailable to receive job offers

» On the Franchise Profile Account, under the Operating Settings tab, locate the
Unavailable field and tick the checkbox.

F: Account

¥ FCS - Ringwood North
Status Primary Contact Phone Email Field Manager
Active 0431661077 john.smith@fcstrading.com.au Andrew Stevens

Details Jobs & Accounts Operating Settings Business Information Files & Notes History

“ Job Allocation Information
Auto Accept Owned Offers @ [ £ IUnavaiIab\a 7 s I

No Timeout Unavailable From 4
Notification Preference 2-Way SMS & Email * Unavailable Ta 4
Notification Contact John Smith o Territory Only *
Natification SMS 0431661077 £ Territory Only Start Date 4
Notification Email * Territory Only End Date 4
Off System 4 Timezone Australia/Sydney GMT+1000 4
“ Location Settings

Street 12 Wonga Rd * Max Travel Distance 100

Suburb Ringwood #  Travel Distance Origin -37.799199, 145.23593 s
State VIC £ Geo-code Accuracy ROOFTOP 4
Postcode 3134 4
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To indicate that a franchise is unavailable to receive job offers from predetermined
start and end dates

» Enter the Unavailable Fromand the Unavailable To dates.

E Account

= FCS - Ringwood North
Status Primary Contact Phone Email Field Manager
Active 0431661077 john.smith@festrading.com.au Andrew Stevens

Details Jobs & Accounts Operating Settings Business Information Files & Notes History

v Job Allocation Information

Auto Accept Owned Offers @ [ s Unavailable s
No Timeout Unavailable From 770472025 s
Notification Preference 2-Way SMS & Email £ Unavailable Ta 20/04/2025 4
Notification Cantact John Smith # Teritory Only s
Notification SMS 0431661077 4 Territory Only Start Date 4
Natification Email rd Territory Only End Date 4
Off System #  Timezone Australia/Sydney GMT+1000 ks
v Location Settings

Street 12 Wonga Rd 4 Max Travel Distance 100

Suburb Ringwood #  Travel Distance Origin -37.799199, 145.23593 s
State VIC rd Geo-code Accuracy ROOFTOP 4
Postcode 3134 4

ﬂ The Unavailable checkbox will be switched on once the Unavailable
Fromdate is reached. If the Unavailable Fromdate is set to today’s date,
it will be switched on overnight.
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How to restrict job offers to your owned ter-
ritory
Itis possible to limit job offers to only those within your franchise territory.

‘ ﬂ If any dates have been set, franchisees cannot switch off Territory Only.

To restrict a franchise to territory-only offers

» On the Franchise Profile Account, under the Operating Settings tab, locate the Ter-
ritory Only field and tick the checkbox.

F Account
4 FCS - Ringwood North

Status Primary Contact Phone Email Field Manager
Active 0431661077 john.smith@festrading.com.au Andrew Stevens

Details Jobs & Accounts Operating Settings Business Information Files & Notes History

“ Job Allocation Information

Auto Accept Owned Offers @ [ s Unavailable s
No Timeout Unavailable From s
Notification Preference 2-Way SMS & Email £ Unavailable Ta s
Notification Contact John Smith * Territory Only 7 s I
Notification SMS 0431661077 4 Territory Only Start Date 4
Natification Email rd Territory Only End Date 4
Off System #  Timezone Australia/Sydney GMT+1000 ks
v Location Settings

Street 12 Wonga Rd 4 Max Travel Distance 100

Suburb Ringwood 4 Travel Distance Origin -37.799199, 145.23593 4
State VIC rd Geo-code Accuracy ROOFTOP 4
Postcode 3134 4
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How to adjust job allocation parameters

You can influence a range of factors that influence which jobs you are offered. By making

ch
»

anges to these parameters, you can influence:

the distance you travel

» whether or not you receive offers exclusively from your territory

» make yourself unavailable for further offers

» how you are notified of job offers

To adjust job allocation parameters

1.

From the Franchise Profile Account, under the Operating Settings tab, locate the
Job Allocation Information and Location Settings sections.

E Account
L FCS - Ringwood North
Status Primary Contact Phone Email Field Manager
Active 0431661077 johnsmith@fcstrading.com.au Andrew Stevens

2.

Details Jobs & Accounts Operating Settings Business Information Files & Notes History

v lob Allocation Information

Auto Accept Owned Offers @ [ rd Unavailable £
No Timeout Unavailable From #
Notification Preference 2-Way SMS & Email £ Unavailable Ta 4
Notification Contact John Smith #  Teritory Only v £
Notification SMS 0431661077 k4 Territory Only Start Date s
Notification Email 4 Territory Only End Date '
Off System # Timezone Australia/Sydney GMT+1000 4
v Location Settings

Street 12 Wonga Rd r Max Travel Distance 100

Suburb Ringwood # Travel Distance Origin -37.799199, 145.23593 s
State VIC k4 Geo-code Accuracy ROCFTOP rd
Postcode 3134 4

Select any of the Edit buttons to switch into edit mode. Make your change and press
Save.

B Account

L FCS - Ringwood North
Status Primary Contact Phone Email Field Manager
Active 0431661077 john.smith@festrading.com.au Andrew Stevens

pd

Details Jobs & Accounts Operating Settings Business Information Files & Notes History

v Job Allocation Information \
Auto Accept Owned Offers @ | Unavailable

s’
No Timeout Unavailable From #
Notification Preference 2-Way SMS & Email £ Unavailable Ta 4
Notification Contact John Smith r Territory Only v £
Natification SMS 0431661077 £ Territory Only Start Date 4
Notification Email £ Territory Only End Date 4
Off System #  Timezone Australia/Sydney GMT+1000 4
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ﬂ The effect of each of these settings is dependent on choices made during sys-
tem implementation. Consult the implementation notes or check with your fran-
chise’s help desk to understand the effect of each setting.

ﬂ To configure where email or SMS job offers are sent, See “How to change
where job offers are sent” on the next page.
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How to change where job offers are sent

]

SMS is an optional feature offered by Franchise Cloud Solutions. Check with
your field manager to see if your organization has licensed
SMS Management.

You can control where email and SMS notifications are sent by changing configuration.

\/ You may wish to have both email and SMS sent to your mobile phone, or you
may wish for your mobile phone to receive SMS while email goes to an office
administrator.

To control where email and SMS notifications are sent

1. Within Accounts, look up your business’ Franchise Profile Account. See “How to loc-
ate your Franchise Profile Account” on page xxxiv.

2. Within the Franchise Profile Account, under the Operating Settings tab, locate the
Job Allocation Information section.

E Account
& FCS - Ringwood North

Status Primary Contact Phone Email Field Manager
Active 0431661077 jehn.smith@fcstrading.com.au Andrew Stevens

Details Jobs & Accounts Operating Settings Business Information Files & Notes History

v Job Allocation Information

Auto Accept Owned Offers @ [ r Unavailable
No Timeout Unavailable From

Notification Preference 2-Way SMS & Email Unavailable To

Notification Contact John Smith Territory Only <

Notification SMS 0431661077 Teritory Only Start Date

Motification Email Territory Only End Date

R I S R
R S S A

Off System Timezone Australia/Sydney GMT+1000

Notification Preference controls whether the job offer is sent by email, SMS or
both.
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3. Select the appropriate option from Notification Preference.

Press Edit.

Notification Email

Teritory Only End Date

Details Jobs & Accounts Operating Settings Business Information Files & Notes History

v Job Allocation Information

Auto Accept Owned Offers @ [ 4 Unavailable I

Na Timeout \ Unavailable From s

Notification Preference 2 Way SMS & Email Unavailable To s

Notification Contact John Smith rd Territory Only - £

Notification SMS 0431661077 # Territory Only Start Date 4
s I
# 4

Off System

Timezone Australia/zydney GMI+1000

Select your desired communication preference.

Details Jobs & Accounts Operating Settings Business Information Files & Notes History

v Job Allocation Information

Auto Accept Owned Offers @ Unavailable O

No Timeout Unavailable From [ = ]

Notification Preference 2-Way SMS & Email - Unavailable To [ & ]

Notification Contact -None-- Territory Only O
1-Way SMS

Notification SMS Territory Only Start Date [ & ]
2-Way SMS

Notification Email Email Territory Only End Date [ & ]
1-Way SMS & Email

Off System Timezone [@ Australia/sydney GMT+1000 X ]

~/ 2-Way SMS 8 Email |
L]

If SMS options are not available you may not be licensed for SMS Man-

agement.

4. If your organization has licensed SMS Management, enter the appropriate mobile
phone number into Notification SMS.

Now we need to set the correct notification email.

9. Select the desired Notification Contact then press Save.

Details Jobs & Accounts Operating Settings Business Information Files & Notes History

v Job Allocation Information

Auto Accept Owned Offers @ Unavailable O

No Timeout Unavailsble From [ & ]

Notification Preference I 2-Way SMS & Email ' - I Unavailable To [ & ]
9 Territory Only d

Notification Contact Johr Q

Q, Show more results for "John" '
Netification SMS John Smith Territory Only Start Date [ & ]
FCS - Ringwood North
Notification Email + New Contact Territory Only End Date [ & ]
Off System ] Timezone [@ Australia/Sydney GMT+1000 X ]
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6. Click the Notification Contact link and check that the Contact Email is correct.

Contact
John Smith

Title Account Name

Phone (2) v

FCS - Ringwood North

Email

jehn.smith@fcstrading.com.au

Contact Owner

a John Sm... £

xlv

Details Employment Credentials Personal Marketing Files & Notes

~ Contact Information

Mame John Smith £ Title £

Account Name ECS - Ringwood North s Reports To £

Status Active # Birthdate £

v Contact Details

Mobile 0431661077 #  Phone s
IEmaiI john.smith@fcstrading.com.au £ I Home Phone 4
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How to set defaults for quotes and invoices

The default hourly rate controls default values that appear within Job Planner, Quote
and Invoice pages.

To set your defaults

1. From the Franchise Profile Account, under the Operating Settings tab, scroll down to
the Quote & Invoice Information section.

? Account
¥ FCS - Ringwood North

Details Jobs & Accounts Operating Settings Business Information Files & Notes History

“ Job Allocation Information
Auto Accept Owned Offers @ [

g Unavailable 4
No Timeout Unavailable From s
Notification Preference 2-Way SMS & Email o+ Unavailable To d
Notification Cantact John Smith £ Territory Only o’
Notification SMS 0431661077 d Territory Only Start Date ks
Notification Email * Territory Only End Date d
Off System g Timezone Australia/Sydney GMT+1000 4
v Location Settings
Street 12 Wonga Rd * Max Travel Distance 100
Suburb Ringwood * Travel Distance Origin -37.799199, 145.23593 *
State VIC £ Gea-code Accuracy ROOFTOP ’
Postcode 3134 4
“ Quote & Invoice Information
Quote Auto Follow Up 4 Default Invoice Stage Plan 4
Default Tax Rate 10.00% * Auto Close lob an Final = *
Payment
Tax Inclusive By Default @ 4 Payment Terms On Completion 4
IDEfauH Hourly Rate $45.00 .fl Accounting Sequence Name 4
Default Markup % 25.0% 4 Default Invoice Email 4
Template
Default Quote Email Template g
2. Click the Edit button, make your change, then press Save.
E Account
& FCS - Ringwood North
v Quote & Invoice Information
Quote Auto Follow Up #  Default Invoice Stage Plan s
Default Tax Rate 10.00% 4 Auta Close Job on Final & 4
Fayment
Tax Inclusive By Default @ £ Payment Terms On Completion #
Default Hourly Rate $45.00 ‘ Accounting Sequence Name s
Default Markup % 25.0% 4 Default Invoice Email 4
Template
Default Quote Email Template £

Fields that affect Quotes or Invoices are described below.

Field Description
Payment Terms Sets the payment terms that appear on your quote or invoice.

Default Tax Rate Defines the GST or VAT tax rate set on your quote or invoice.
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Auto Close Job on
Final Payment

Default Markup %

Default Hourly Rate

To change the payment methods on invoices

When checked, automatically closes a job where all invoiced
moneys have been paid.

Sets the default markup percentage on any materials used in
the Job Planning page.

Sets the default charge-out rate for labor used in the Job Plan-
ning page.

1. From the Franchise Profile Account, under the Operating Settings tab, scroll down to
the Payment Methods section.

v Payment Methods

Cash D

Bank Account Name

Commonwealth

Direct Deposit

Bank Account BSB

063 289

Eftpos

Bank Account Number

2938 2832903 28

Interest Free Payment Options @ D

N NN

PaiD @

N NN

2. To modify which payment methods you accept, click the Edit button to switch into edit

v Payment Methods

Cash . \@ Bank Account Name Commonwealth s

Direct Deposit #  Bank Account 858 063 289 £

Eftpos # Bank Account Number 2938 2832903 28 £
e e

Intersst Fres Payment Options @ | |

D @

3. Check or uncheck any of the payment methods.

v Payment Methods

- /

Direct Deposit
Eftpos

Interest Free Payment Options @ [_]

XIVil

Bank Account Name

Bank Account BSB

Bank Account Number

PeyiD ©

[

Commonwealth ]

[

063 289 l

[

2938 2332903 28 ]

[

Cancel Save
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4. Modify any of the account details, then press Save.

v Payment Methods

Cash
Direct Deposit
Eftpos

Interest Free Payment Options @ [

Bank Account Name

i Commonwealth
Bank Account BSB I 063 289
Bank Account Number l 2933 2832903 28

PaylD @ l
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How to add a company asset

Company owned assets can be registered against the Franchise Profile Account.

To add an asset to the register

1. From the Franchise Profile Account, select the Business Information tab.

Account

L) res- Ringwood North

Status Primary Contact Phone Email Field Manager
Active 0431661077 john.smith@festrading.com.au @ Andrew Stevens

Details Jobs & Accounts Operating Settin Business Information Files & Notes History

v Business Information

Legal Entity Name FCS Ringwood Pty Ltd #  Business Number 86 2738 27328 #
Trading Name FCS Ringwood s Company Number 2738 27326 s
Trading Legal Entity @ 4 Financial System Name @ FCS Ringwood Pty Ltd T/as FCS Ringwood

Entity Structure s Financial System Name Type Legal Name T/as Trading Name s
v Financial Targets

Gross Profit Target $80,000.00 e Break Even Point Target 100,000 e
Profit Allowance Target #  Break Even Monthly Target $433,333.33

Territories (1) e

1 item « Updated a few seconds ago

[[] Territory Name ~ | Status ~ | Territory Owner ~ | Active ~ | Master Territory v |
1 [ Teritory - Ringwood Owned John Smith v Master Territory - VIC E]
View All

Business Hours (2)

2 items » Updated a few seconds ago

[] Business Hours Number ~ | Day ~ | Start Time ~ | End Time ~ | Type ~ ‘
1 [J BH-000154 Tuesday 07:00 AM 08:00 PM [+
2 [J eH-000156 Thursday 12:00 AM 11:00 PM ]
- .
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Scroll down to the Assets Register section and press New.

Account

L) Fcs - Ringwood North

Territories (1) ‘
v |

1 item » Updated 2 hours ago

[[] Territory Name ~ | Status ~ | Territory Owner ~ | Active ~ | Master Territory
1 [ Teritery - Ringwood Owned John Smith v Master Territory - VIC E]
View All

3 items + Sorted by Day - Updated 2 hours ago

] Business Hours Number v | Day T v | Start Time v | End Time v | Type v ‘
1 [ BH-000160 Monday 07:00 AM 09:00 PM
2 [ BH-000154 Tuesday 07:00 AM 09:00 PM )
3 [ eH-000156 Thursday 12:00 AM 11:00 PM E]
4 [
View All

Material Price Lists (1)
1 item « Updated 2 hours ago

[[] Material Price List Name ~ | Supplier ~ | OwnerAlias * | Created Date v|

1 [J Disposal List Casey Council O 22/03/2022 421 PM &2}

View All

Assets Register (0)

v System Information

The New Asset Register dialog box appears.
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3. Complete the details for the new asset then press Save, or Save & New if you need to
add another asset.

.‘

New Asset Register

* = Required Information

Information

* Asset Name 9 Currency
[ Andrew's Mobile Phone l [ AUD - Australian Dollar -
Asset Number

Make Maodel @ ]

l iPhone 15 l

Serial Number 32

[ C395K9Z3BFYE l

Purchase Date o]

[ 14/01/2025 = l

Warranty Expiry 9

[ 13/01/2026 = l

Purchased From 4]

l Apple Store Doncaster l

Asset Details @ 9

54-677892-317464-0

Purchase Price bl
[ 989 l
Reminder Date @ bo)
[ 10/01/2027 = l
Status

(Lo ]
*Account

[ FCS - Ringwood North X ]

4. The new asset is now added to the register.

Assets Register (1)

1 item » Updated a few seconds ago

[] Purchase Date ~ | Asset Name ~ | Asset Details ~ | PurchaseP... v+ | Make Model v ‘ Warranty Expiry ~ ‘
I 1 [ 140172025 Andrew's Mobile Phone 54-677892-317464-0 5989 iPhone 15 13/01/2026 E2] I
View All

Q_ If you insert a reminder date for an asset, you will receive an email on the
' reminder date notifying you to take action.
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How to add an insurance policy

Insurance policies can be added to a list of policies held against the Franchise Profile
Account.

To add an insurance policy

1. From the Franchise Profile Account, select the Business Information tab.

i Account
. FCS - Ringwood North
Status Primary Cantact Phone Email Field Manager
Active 0431661077 john.smith@fcstrading.com.au @ Andrew Stevens

) I
Details Jobs & Accounts Operating Setting Business Information Files & Notes History

v Business Information

Legal Entity Name FCS Ringwood Pty Ltd # Business Number 86 2738 27328 s
Trading Name FCS Ringwood s Company Number 2738 27326 s
Trading Legal Entity @ 4 Financial System Name @ FCS Ringwood Pty Ltd T/as FCS Ringwood

Entity Structure s Financial System Name Type Legal Name T/as Trading Name s
v Financial Targets

Gross Profit Target $80,000.00 rd Break Even Point Target 100,000 4
Profit Allowance Target s Break Even Monthly Target $433,333.33

[5) insurance Policies (1)

1 item - Updated 10 minutes ago

[] Insurance Policy Name v | Type v | Compulsory v | Status ~ | Insurer v ‘ Expiration Date
1 D General Insurance Public Liability v Active GIO 11/08/2022
View All

1 item » Updated 10 minutes ago

[[] Territory Name v |9htus ~ |T=ni|nry0wner ~ ‘A:ﬁve ~ ‘ManerTenimry v |

1 [ Temitory.- Ringwood Owned John Smith v Master Territory - VIC E]

2. Locate the Insurance Policies section and press New.

I Details Jobs & Accounts Operating Settings Business Information Files & Notes I

History

v Business Information

Legal Entity Name FCS Ringwood Pty Ltd e Business Number 862738 27328 e
Trading Name FCS Ringwood 4 Company Number 2738 27326 4
Trading Legal Entity @ 4 Financial System Name @ FCS Ringwood Pty Ltd T/as FCS Ringwood

Entity Structure s Financial System Name Type Legal Name T/as Trading Name s
v Financial Targets

Gross Profit Target $80,000.00 + Break Even Point Target 100,000 s
Profit Allowance Target 4 Break Even Monthly Target $433,333.33

m Insurance Policies (1) I

1 item « Updated 10 minutes ago

[] Insurance Policy Name v | Type ~ | Compulsory *~ | Status v

10O «

Insurer v ‘Expir:iinn Date v |

2l Insu Public Liability v Active Glo 11/08/2022 [+

View All

The New Insurance Policy dialog box appears.
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3. Complete the details for the new policy then press Save, or Save & New if you need to
add another insurance policy.

New Insurance Policy

* = Required Information

Information
O tAccount [ FCS - Ringwood North x]

* Insurance Policy [ ‘Workers Compensation ]

Name
o )

Status [ Active - ] Type @ [ Public Liability - ]
° 5

Insurer [ G ] Compulsory
9 Days Until Expiration ) ‘@ This field s calculated upon save

Expiration Date @) [ 5/04/2026 s ] Date

System Information

Created By Last Modified By

Currency AUD - Australian Dollar A ]

4. The new policy is now added to the list.

m Insurance Policies (2)

2 items « Updated a few seconds ago

[] Insurance Policy Name ~ ‘ Type ~ ‘ Compulsory v ‘ Status ~ | Insurer v | Expiration Date ~ ‘
1 [ Generalnsurance public Liability v Active Glo 11/08/2022
2 [] Workers Compensation Public Liability v Active e 05/04/2026 [+]
] >

View All

0_ You will be sent an email 30 days prior to the expiry of each insurance
. policy reminding you to renew the policy.
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How to search for information

Salesforce provides a search mechanism that searches across many different types of
records. This is useful when you know you have information in your system. It can also
be useful to see if you have information in your system.

«./ Let’'s say someone contacts you on the phone. You can use the search to see
if they are an existing customer.

How to search for information

1. Locate the Search box at the top of the Salesforce page.

Mo o 16 gy,

2. Click the Search box and you will see suggestions for searches along with recently
viewed objects.

[ r| Q fearch |

O, sccountsinic
C,Jill Grover accounts

Q, accounts in Autralia

IN-00487 .
E Job - Grover - Gardening Do more with Search!

Bet the right answers by searching...

m il Geover
Accourt - 0431661077 £ loccount nome cases

m Geoff Smith “Ioocount name] accounts®
Acourd « (ERE0B44 Get insights

@ Jnse »+ “teadsin Portland”
User + Mr “rmy ccounts in UK

May Green
B Learn More

Accaurt

T Accounts L
— My Contacts
~ Contacts List

Access the search box by using the "/" keyboard shortcut.
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3. Enter some identifying information, such as a name, phone number, job number,

4.

invoice number, etc. Notice that the search results often consist of multiple types of
records. You can easily identify which type of record you are most interested in. Hover

over the record to see information from the record's Details page.

lsu-cn.m.lo.mauud ﬂ]
Qi crover mxsents E Jill Grover
Aacemnt
©, il Grover contacts v
l + Follow |l Edit l Delete | v]
m Jil Grover
Agcount « 0431661077 i ¥
b s Related List Quick @
e e -
Cemtact « JIl Grover f
mad , B ks
fgroverggmail.com
Show mare results for "Jill Grover™ Biting Suburb 0 Customer Feedback {0)
Ringwacd Invoices (3)
ifing Suace DO fes
i B noes (1)
Aggount Dwner Alias
o

0 To narrow your search results to a specific object (e.g., Account,
Contact), select the object from the dropdown menu located next to
the search box.

| Seweh 40 -h Search Accounts and more
| .

‘Suggested For You
57 |
Aeceurts
Ao hams
Appisatses Do more with Search!
han Gt the right answars by seseching...
B leser name scoounty
“Jacowunt name} contacty”
T ., Getinsights
Cuthmar Foofbah o “cases closed bt menth®
“oppormuntes cested it mesth”
\
Leam o
[y
fim
[
Acczunts Last
_ ow Last Week
ety Lot

If you have located the desired record, click on it to view its page.

lsu-cn.m.lo.mauud ﬂ]
Qi crover mxsents E Jill Grover
Aacemnt
©, il Grover contacts S
l + Follow |l Edit l Delete | v]
m Jil Grover
Agcount « 0431661077 i ¥
s Related List Quick @
e e -
Cemtact « JIl Grover
Email , B ks
fgroverggmail.com
- Cust Feedback {0
Show mare results for "Jill Grover™ Saling Suburb o urm-r‘ edba
Ringwacd Invoices (3)
Biling Suute O Files i)
e B ot (1)

Azzount Owner Alias
o
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9. After finding the record, you can perform actions directly from the search box.

» You can access links that are found in the tabs on the record.

o]

Search: A1l w | Q. il Growed
T il Grover accounts m Jill Grover
Bzcount
Ol Geover contacts —_— -
|+ Frotlow || O | = |
E il Grover
‘ 1ot —
At ORI {b Related List Quick
E A Graver 431881077 Links
Contact + Kl Gaower 2
ol B Jobs 8
jarovenggmail.com
Show mare results for *Jill Grover” R o
Ringuacd a:
Billing Sesce Or
e o
Aecount Cwemer Alay

O

w/ Access a list of Jobs from the search box

After entering the customer's name, you can view a list of Jobs
on their Account. To open a specific job, move your mouse over
the Jobs Related List Quick Link and select the desired job

from the list.

| [f——"a—— R ——
B o =
e I SRR - Ee N
B

°
- L e MO v Cammmriemes v e ’
Tl G B
\nl E ﬂl
- - -}
o fel =

ey

FEvE]L
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» You can access actions that are found on the record page.

Sewrch: A1l w | Q. il Geowed D]
Q4 Grover accounts B Jill Grover
Aceount
Ol Geowetr contacts e
! 4 Fallow || Feit | Deiste | v |
n Jill Grover
7 20
Account « 0431683077 b Phane Related List Quick o
E Jl Grover 431661077 Links
Cortact « il Geower [
il o sobs
igrovergrgmail.com
Show more results for “Jill Grover™ iling Subush
Finguaed
Willing S2sta
e

Acesunt Cweer Al
O

\/ Create a new Job from the search box

After entering the customer's name, hover over their account
and select the dropdown menu to reveal more actions. Select
Create New Job. The Create New Job dialog box opens.

B 2o Ny

Pore. FRelate

i
Bl Susts

Firgwoed s

B Sate B e [

we O rmm
e & vty
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6. If the record you're attempting to locate does not appear in the search results, you
might try hitting your Enter key (Windows) or Return key (MacOS) to see a far more
detailed listing of search results.

_‘;‘m

131 Business Managem... v ks v khCseds  woon v Conam v AuE

Search Results
Ton Rewits
ot Z Curtomer 7

206 RS iy
cantacns
Jr— ' 40 RS ——

v ooss Y
et '

i oo o
chum

o1 consen

Fvcgie . 1

Mame | Aecourt Hame Phosa | Dl | Mebiie Maing St Maig Siste | Contaet Cm_ | Crested Dute -
Leton tems 0

- cusiees - oannediarr [re— e o soymean -

imsen . .

[r—
et s

ro—— Poane tma | Biling Suburs | By s Acsount Ourner Al
Appbcator L o o e [ e o
oo 0 pey

1 et
Commang At

Tiie sin Fle Euremion “ | Last Mosied Dute | Ownar
et [ - s iuenzatiads m
fants
Tk L Don't see your result?
"
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How to browse records using List Views

When you open a Salesforce menu, you are unlikely to see all the information that Sales-
force is storing. The system might be quite unwieldy if it did show you all its information.
To help prevent information overload, what it does is show a subset of the information by
use of what Salesforce calls a “List View”.

Each List View shows a certain subset of information. Each Salesforce menu already has
multiple List Views, and you can create your own.

When you first open a menu, the first List View you see is likely to show you an empty list.
Salesforce is showing you things you have viewed recently. This is known as the
Recently Viewed List View.

'(El;,, Al v | Search Contacts and mare... iil? ? A §

i3 Business Managem... Home  Chatter Accounts ~  Jobs ~ JobOffers ~  JobSchedule Imwoices w Payments + Contacts ~ Morew ]

E E,ené::tl Viewed v New  Send List Email

0 items - Updated a few seconds ago g W~ ¢ 7

NAME ~ ACCOUNT NAME ~ ACCOUNT SITE ~ PHONE ~  EMAIL “  CONTACT OWNER AL... v

‘You haven't viewed any contacts recently.
Try switching list views.

If this is your first use and you have not yet viewed anything, you will see an empty list.

To see some data

1. Click on Recently Viewed.
Al v 0. Search Contacts and more.., :;F‘ ? A Q

:i:  Business Managem.. Home Chatter Accounts s~ Jobs ~ JobOffers \» JobSchedule Imvoices + Payments v Contacts v Moew F .

" Contacts k A ‘
Recently Viewed ¥ New  Send List Email

- H-|[C|/

Oitems LIST VIEWS
All Business Contacts IONE W EMAIL ~ CONTACT OWNER AL, v
All Contacts
All Franchise Contacts
Birthdays This Month
My Contaets ‘acts recently,
Bws.
New Last Week
New This Week

~ Recently Viewed

“Recently Viewed” is the name of a list that shows items you have viewed recently.
Now that you have clicked on it, you can see the names of other lists.
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2. Click on any list containing the word “All.”

r(& All v 0, Search Contacts and more.., {[T ? A QE:
EEE Business Managem,,, Home Chatter Accounts +~ Jobs +  JobOffers «  JobSchedule Invoices »~  Payments + Contacts » Morew i

™ Contacts 2 Y
Recently Viewed New  Send List Email
Oitems  LIST VIEWS & Er o 2

All Business Contacts. 1ONE w  EMAIL v CONTACT OWNER AL... w
All Contacts

All Franchise Contacts

Birthdays This Month

My Contacts acts recently.
WS

New Last Week

New This Week

+  Recently Viewed

If there is data in your system, this list is likely to show it.

3. You can now see the data displayed by this list view.

I;&) All w O, Search Contacts and more. 31!:‘ ? A I‘Q\
:25 Business Managem,,, Home  Chatter Accounts ~ Jobs ~  JobOffers ~  JobSchedule Inwvoices s  Payments - Contacts »~ Morew ra

z;‘“co‘“ et v New  Send List Email
4 [tems - Sorted by Name - Filtered by all contacts - Updated a few seconds ago - ||B-|c)Al6|T
NAME T v ACCOUNT NAME v TITLE ~ PHONE v EMAIL ~  CONTACT OWNE.. v
1 Greg Cleary Greg Cleary rran -
2 Janet Baker Janet Baker riran -
a Mark Williams Mark Williams riran -
& Ringwood Franchisee FCS Ringwood 0404 303 808 u v

4. Now re-open the list view and notice the different types of views.
All Contacts v
Litems LIST VIEWS
All Business Contacts
+ Al Contacts

All Franchise Contacts

& W oM e

Birthdays This Month
My Contacts

New Last Week

New This Week

Recently Viewed

Each list potentially contains a different subset of records. Salesforce uses list views to
make the amount of data you can see manageable.
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5. Now click away to a different tab.

&) Al v O Search Contacts and more... *|~ ? A fﬁg
i3t Business Managem... Home C Accounts ~  Jobs v  JobOffers »  JobSchedule Imvoices w  Payments v Contacts v  Morew .
Contacts )
New Send List Email
All Contacts

x| H-|C|/7|8 T

4 iterns « Sorted by Name - Filtered by all contacts « Updated 3 minutes ago

NAME T W ACCOUNT NAME w  TITLE ~ PHONE w  EMAIL ~ CONTACT OWNE.. v
3 Greg Cleary Greg Cleary rfran -
2 Janet Baker Janet Baker fran - |
3 Mark Williams Mark Williams. rfran - |
&4 Ringwood Franchisee FCS Ringwood 0404 303 808 u L4 |

You will see the list of recently viewed Accounts, which will be empty if you have not
yet viewed any.

6. Now come back to the original tab.

r{B"- Al v 0, Search Contacts and more... ._*—F\ ?2 A l\aﬁ

:EE BusinessManagem_ Home  Chatter Accounts ~ Jobs + JobOffers »~ JobSchedule Invoices s Payments ~ Contacts + Morew rd

" Contacts "
Recently Viewed v New  Send List Email

Oitems - Updated a few seconds ago %+ @~ | ¢ 7/

NAME v ACCOUNT NAME v ACCOUNT SITE W  PHONE W EMAIL w  CONTACT OWNER AL, v

You haven't viewed any contacts recently.
Try switching list views.

If you see an empty list, it is because Salesforce is showing you the Recently Viewed
list.

ﬂ While this behavior might be surprising when you are just getting started, in
practice it is very useful. Most of the time, we want to work on records we
have recently viewed. Of course, if you had clicked on one of the records,
this list wouldn’t be empty. It would show the item you had clicked on.

0_ Take some time to go through each of the list views in the system. Get to
~  know the sort of available list views. Understanding what is available will
help you find the right information at the right time.
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Key list views

In addition to the standard Salesforce list views, Business Management ships with its
own range of useful list views. Familiarizing yourself with these list views will help you
quickly become proficient in locating information. A summary of the standard list views

appears in the table below.

Business
Accounts

Individual

Accounts
Accounts

Franchise
Profile
Accounts

All Jobs

Jobs All Jobs
with Line
ltems

Pending
Job Offers

Job Offers
Today

Accepted

Job Otfers Job Offers

Declined
Job Offers

All Job
Offers

IXiii

The list of your business customers.

The list of your individual and household customers.

The list containing your Franchise Profile Account. Your
Franchise Profile account is used to manage a range of set-
tings and details for your business. See “Understanding your
Franchise Profile Account” on page xxxiii.

The list of all jobs in the system.

The list of all jobs that have been quoted or invoiced.

The list of jobs currently offered to you. You can accept,
decline or ignore these job offers. Ignored job offers expire.

The list of job offers that offered to you today.

The list of job offers you accepted.

The list of job offers you declined.

The complete list of job offers made to you.
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How to set a default list view

For many tabs, it is quite useful seeing the Recently Viewed list view when you first open
the tab. Often times we work with particular items multiple times, and Recently Viewed
helps you do this. But for some tabs, you may find it more useful to see another list view

as the default. When this is the case, you can choose which list view you see first.

\/ When you select the Job Offers tab, the only job offers you see on the
Recently Viewed list are the ones you have already visited. Most times you go
to the Job Offers tab, what you are really wanting to see are the new job offers.

By following the procedure below, you will be able to set the Job Offers tab to
always show you the new jobs that are being offered to your franchise.

To set a default list view

1. Open the List View control and select the List View you want as the initial view.

23 1 Ml v O Search Job Offers and more *@? 0@
::S Business Manﬂge... Home  Chatter  Accounts v  Jobs v  JobOffers »  JobSchedule Inwoices w  Payments v Customer Feedback v  Morew  /
Job Offers
Recently\ﬁewed vl g New Import Change ODwner
Oitems  LIST VIEWS . Search this list., ®e Er C F
Accepted Job Offers

~  FRANCHISE o STATUS N
2

Declined Job Offers
Job Offers Today
Pending Job Offers

~  Recently Viewed (Pinned list)

You haven't viewed any job offers recently.
Try switching list views.

2. Press the pin.

138 Mlw O Search Job Offers and more... %]+ 262 @
it Business Manage... Home Chatter Accounts ~ Jobs + JobOffers ~ JobSchedule Imvoices »  Payments »  CustomerFeedback + Morew
Job Offers
Pending Job Offers v # (’ New  Import  Change Owner
1 item - Sorted by Job Offer Number - Filtered by all job offers - Status - Updated 3 minutes ago 1. Search this It - B~ T 76 |T
JOB OFFER NUMBER T ~  FRANCHISE v STATUS ~ HOURS SINCE CREATL. v OFFER TIME OUT v
1 JON-00097 Lavington Franchise Pending 1,532 -
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3. The selected List View is now pinned. You have now set this tab’s initial List View.

f(& Al v L Search Job Offers and mare. . ‘*f - 2014 \ﬁl
i1 Business Manage... Home Chatter Accounts » Jobs » JobOffers »~ JobSchedule Imvoices +  Payments ~  Customer Feedback ~ Morew &
{;:r?:i!:g Job Offers vo New | Import | ‘Change Oumer
1 iterm - Soetad by Jobs Offer Number - Fittered by all job offers - Status - Updated S minutes ago C. Search this list B fiv C /7 €Y
JOB OFFER NUMBER T ~  FRANCHISE v STATUS ~ HOURS SINCE CREATL.. ~ OFFER TIME OUT v
1 JON-00097 Lavington Franchise Pending 1,532 v

Test it out by clicking away to another tab and then coming back. It will
show you the pinned List View.
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How to customize a list view

Once you have become familiar with the list views that are already available, you might
want to configure your own list view to meet your particular need.

\/ Imagine you want to see the list of jobs where payments are owed to you. You

could create a list view to show Jobs with Balance Owing.

To modify an existing list view

1. Select the list view you want to copy.

©L  Search Jobs and more... “ [ - ?7 A a
iii Business Managem..  Home Chatter Accounts v Jobs v JobOffers »  JobSchedule Invoices v  Payments v Tasks v Mare v Vs
Jobs
N
All Jobs » 2sid
17 items - Sorted by Job Number - Updated an hour ago L S8IF ESIR-BIFS K dhd
JOBNU.. & JOB NAME ~ CUSTOMER » FRANCHISE v STATUS v TERRITORY ~ STATE(DE. v COU.. v CREATED ..

1 IN-00183 Painting Fence, Bondi B.., Ronald Ph... FCS Bondi.. Closed Territory (D) - Bondi Bea... 18/04/20...

2 IN-00173 FCS Bondi... Assigned Territory (D) - Bondi Bea... 18/04/20...

3 IN-00172 Genevieve ... FCS Bondi.. Invoice Territory (D) - Bondi Bea... 17/04/20...

4 IN-00171 FCS Bondi.. Assigned Territory (D) - Bondi Bea... 17/04/20...

b IN-00169 Bondi We.., FCS Bondi... Assigned Territory (D) - Bondi Bea.,. 17/04/20..,

6 IN-00167 Ronald Ph... FCS Bondi... Invoice Territory (D) - Bondi Bea... 13/04/20...

7 IN-00166 FCS Bonal.. Assigned Territery (D) - Bondi Bea... 13/04/20...

8 IN-00161 Hamilton, Bondi Beach Mexander ... FCS Bondi... Closed Territory (D) - Bondi Bea... 6/04/201...
E% 1 Search Jobs and mose... 4 ‘ - ? A 9
555 Business Managem... Home Chatter Accounts v Jobs v JobOffers v  JobSchedule Invoices ~  Payments v Tasks v More v rd

Jobs

-‘ ‘

All Jobs \ —
17 items - Sorted by Job Number - Updated an hour ago *-|B-llcl/le Y
JOBNU.. & JOB NAME v CUSTOMER “ FRANCHISE v STATUS v TERRITORY LIST VIEW CONTROLS .u ~ CREATED.. v

1 IN-00183 Painting Fence, Bondi B... Ronald Ph... FCS Bondi... Closed Territory (D) - Bondi | Mew 18/04/20...

2 IN-00173 FCS Bondi.. Assigned Territory (D) - Bondi| Clone 4 18/04/20...

3 IN-00172 Genevieve ... FCS Bondi... Invoice Territory (D) - Bondi | 17/04/20..

4 IN-00171 FCS Bondi... Assigned Territory (D) - Bondi | 17/04/20...

5 IN-00169 Bondi We... FCS Bondi... Assigned Territory (D) - Bondi | 17/04/20...

6 IN-00167 Ronald Ph., FCS Bondi... Invoice Territory (D) - Bondi 1 13/04/20...
7 IN-00166 FCS Bondi... Assigned Territory {D) - Bondi | 13/04/20...
8 IN-00161 Hamiiten, Bondi Beach Alexander . FCS Bondi... Closed Territory (D) - Bondi 1 6/04/201...
9 IN-00160 Painting Fence, Bondi B. Ronald Ph. FCS Bondi.. Invoice Territory (D) - Bongi| Reset Calumn Widths 6/04/201...

The Clone List View dialog box appears.
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3. Enter the new List Name and press Save.

Clone List View

*List Name 1
Jobs with Balance Owing

Who sees this list view? ’
® Only [ can see this list view

All users can see this list view @

The newly named list view appears together with its filter pane.

4. Choose the Add Filter link to add an extra filter condition.

i35 @ Search Jobs and more... *[- W)
EEE Business Managem... Home Chatter Accounts v Jobs w JobOffers »  JobSchedule Imwvoices v  Payments ~  Tasks ~ More w rd
SEE =
Jobs with Balance Owing v
17 items  Sorted by Job Number - Updated a few seconds ago kej@rflojrs]e n
JOB NU.. 4w JOB NAME v CUSTOMER “ FRANCHISE + STATUS  ~ TERRITORY “
Filters -

1 IN-00183 Painting Fence, Bondi B... Ronald Ph... S—— - i i i

2 IN-DD173 Field

= Show me

3 IN-D0172 Genevieve . [ # Jobs ] Al jobs

4 IN-00171

5 IN-D0169 Bondi We... Operator Matching all of these filters

equals -
6 IN-DD167 Ronald Ph... New Filter®
7 IN-00166
Value
8 IN-00161 Hamilton, Bondi Beach Alexander ... Add Filter Remove All
9 IN-00160 Painting Fence, Bondi B, Renald Ph...
Add Filter Logic
10 IN-D0159 Campbell, Bondi Beach Alistair Ca..
1 IN-00154 Dove

9. Usethe Field, Operator and Value fields to set the new condition, then press Done.

Q. Search Jobs and mare... *|[- ? A Q
Business Managem... Home Chatter Accounts v Jobs v  JobOffers ~  JobSchedule Imvoices ~  Payments ~ Tasks +  More v rd
Jobs
O N
Jobs with Balancing Owing v i
17 iterms - Sorted by Job Number - Updated a few seconds ago - ||B-C|7) @
JOB NU.. +w JOB NAME v CUSTOMER v FRANCHISE v STATUS  w TERRITORY ~
Filters =y
1 IN-00183 Painting Fence, Bondi B... Ronald Ph.., e - 1 e i
2 IN001T3 Field
& - Show me
3 IN00172 Genevieve . | Balance Owing l M jobs
4 INO0I71 ‘
I
= N-00169 Bondi We... Operatar Matching all of these filters
[Ereater than -
6 IN-00167 Ronald Ph.. | I New Filter* ”
7 IN-DO166
Valug
8 IN-0O161 Hamilton, Bondi Beach w I e I Add Filter Remove All
0.00
9 IN-00160 Painting Fence, Bondi B... Ronald Ph...
Add Filter Logic

10 IN-00159 Campbell, Bondi Beach Alistair Ca... ‘
Do
11 IN-00154 * ne
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Now press Save.

. Search Jobs and more... :*l' 9 -.- Q
::E Business Managem... Home Chatter Accounts ~  Jobs ~  JobOffers ~  JobSchedule Invoices » Payments ~ Tasks v  More w b
Jobs.
~
Jobs with Balancing Owing v He
17 items - Sorted by Job Number - Updated 3 minutes 350 s-m-fefrs|e
JOB NU.. 4w JOB NAME v CUSTOMER ~ FRANCHISE v STATUS v TERRITORY
Cancel -
1 IN-O0183 Painting Fence, Bondi B... Ronald Ph... FCS Bondi... Closed Territory (D) - Bondi Bea...
2 IN-D0173 FCS Bondi... Assigned Teritory (D) - Bondi Bea...
Show ma
3 IN-00172 Genavieve ... FCS Bondi... Irvoice Territory (D) - Bondi Bea... All jobs
4 IN-00171 FCS Bondl... Assigned Territory (D) - Bondi Bea...
Matching all of these filters
5 IN-00169 Bondi We... FCS Bondi... Assigned Territory (D) - Bondi Bea...
6 IN-O0167 Ronald Ph.. FCS Bong... Invoice Territory (D) - Bondi Bea... Balance Owing* X
greater than 0.00
7 IN-00166 FCS Bondi... Assigned Territory (D) - Bondi Bea...
8 IN-00161 Hamilton, Bandi Beach Alexander ., FCS Bondi.,. Closed Territory (D) - Bondi Bea... Add Filter Remave Al
9 IN-00160 Painting Fence, Bondi B... Ronald Ph... FCS Bondi... Invaice Territory (D) - Bondi Bea... R
Add Filter Logic
€, Search Jobs and more... E*[. 2?2 A ﬁ
Business Managem... Home Chatter Accounts v Jobs v JobOffers ~  JobSchedule Inwoices v  Payments v Tasks v Mo v Va
Jobs
) " . "
Jobs with Balancing Owing v by
9items - Sorted by Job Number - Filtered by Balance Owing - Updated a few seconds ago - WA~ |7 @
JOBNU.. 4 JOB NAME v CUSTOMER v FRANCHISE v STATUS ~  TERRITORY ~
Filters 3
1 IN-DD183 Painting Fence, Bondi B... Ronald Ph... FCS Bondi... Closed Territory (D) - Bondi Bea..
2 IN-DD172 Genevieve ... FCS Bondi... Irwoice Territory (D) - Bondi Bea...
Show me
3 IN-DDI67 Ranald Ph... FCS Bondi... Invaice Territory (D) - Bondi Bea.. Alljobs
4 IN-0D161 Hamilton, Bondi Beach Alexander ... FCS Bondi... Closed Territory (D) - Bondi Bea..
Hir
5 IN-D0160 Painting Fence, Bondi B... Ranald Ph... FCSBondi..  Invaice Tenitory (D) - Bondi Bex., | "ching sl of these flters
6 IN-00150 Front Yard Pruning Sally Sraith FCS Bondi... Closed Territary (D) - Bondi Bea... Balance Owing
T 2 T 5 T greater than AUD O
T IN-DD149 Painting and Fencing Job Jarmes Bro... FCS Bondi... Closed Territory {D) - Bondi Bea...
8 INDD14E Mattress Disposal Testo9 Tes... FCS Bondl... Closed Territary (D) - Bondi Bea... Add Filter Remave All
9 IN-DD14T test test FCS Bondi... Closed Territory (D) - Bondi Bea...
Add Filter Logic
@ Search Jobsand more... %~ ?7 A '9
::3 Business Managem... Home Chatter Accounts v  Jobs ~  JobOffers v  JobSchedule Invoices ~  Payments v  Tasks ~ More w rd
Jobs.
= New
Jobs with Balancing Owing » ol
9 items » Sorted by Job Number - Fitered by Balance Owing - Updated 2 minutes ago - - ¢ 7/ e\ 7|
JOBNU.. 4w JOB NAME v CUSTOMER » FRANCHISE v STATUS v TERRITORY v STATE (DE. v COU.. v CREATED.. v
1 JN-00183 Painting Fence, Bondi B... Ronald Ph... FCS Bondi... Closed Territory (D) - Bondi Bea... 18/04/20...
2 IN-00172 Genevieve .. FCS Bondi.. Invoice Territory (D) - Bondi Bea... 17/04/20...
3 IN-00167 Ronaid Ph... FCS Bondi.. Invoice Territary (D) - Bondi Bea... 13/04/20...
i JN-00161 Hamilton, Bondi Beach Alexander ... FC5 Bondi... Closed Territory (D) - Bondi Bea... 6/04/201...
5 IN-00160 Painting Fence, Bondi B... Ronaid Ph... FCS Bondi... Invoice Temitary (D) - Bondi Bea 6/04/201...
6 JN-00150 Front Yard Pruning Sally Sith FCS Bondi.. Closed Territory (D) - Bondi Bea.., 12/03/20..
T IN-00149 Painting and Fencing Job James Bro... FCS Bondi... Closed Territory (D) - Bondi Bea... 20/02/20...
B IN-00148 Mattress Dispasal Test99 Tes... FCS Bonai.. Closed Territory (D) - Bondi Bea... 19/02/20...

0_ Making list views customized for your requirements will make your work
) much more efficient and enjoyable.
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How to create your own list view

Creating your own list view can be a useful way to quickly access data.

\/ In this example, we’re going to create a list view to show us jobs that have
been assigned to us that we have not yet contacted.

To create a new list view

1. Open the List View Control and choose New.
@ Search Jobs and more... %*|- ? A 5

it Business Managem... Home Chatter Accounts v Jobs ~ JobOffers ~  JobSchedule Irwoices ~  Payments v Tasks ~ More w &

;:kently Viewed v 1 \ hised

13 itemns - Updated a few seconds ago B He & #
JOB NUMBER v JOB NAME w  CUSTOMER wv  FRANCHISE w LIST W‘unom ~
IN-DD1SS Campbell, Bondi Beach Alistair Campbell FCS Bond| Beach Now Territary (D) - Bondi B...

1

2 JN-DD161 Hamilton, Bondi Beach Alexander Hamilton FCS Bondi Beach Territory (D) - BondiB...
3 IN-DD169 Bondi Web Design FCS Bondi Beach Territory (D) - Bondi B...
& JN-DD171 FCS Bondi Beach Territory (D) - Bondi B..
5 IN-DD183 Painting Fence, Bondi Beach Ronald Pham FCS Bondi Beach Tersitory (D) - Bondi B...
6 IN-00160 Painting Fence, Bondi Beach Ronald Pham FCS Bondi Beach Territory (D) - Bondi B...
7 IN-DO167 Ronald Pham FC5 Bondi Beach Territory (D) - Bondi B...
& IN-DD172 Genevieve Mcmullan FCS Bondi Beach Territory (D) - Bondi B..
9 IN-D0148 Mattress Disposal Test99 Testod FCS Bondi Beach Resat Colymn Widtns Territory (D) - Bondi B...

2. Enter the new List Name and press Save.

New List View

*List Name 1
MNew Jobs

Who sees this list view? '
® Only I can see this list view

All users can see this list view @

Cancel

The newly named list view appears together with its filter pane.
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3. Choose the Add Filter link to add an extra filter condition.

Business Managem...

@, Search Jobs and more..,

Home  Chatter Accounts w  Jobs ~  JobOffers ~

@2

Job Schedule  Inwoices ~  Payments ~  Tasks v More w ” g

=N Jobs
New Jobs =

17 items - Sorted by Job Number - Updated a few seconds ago

JOB NUMBER 1
1 IN-D0137
2 JN-GOL4T
3 IN-00148
4 IN-00149
5 IN-D0150

-

New
a-%-cxe

Filters Ly
Show me
My jobs

Add Filter Remave All

4. Usethe Field, Operator and Value fields to set the new condition, then press Done.

43

3t Business Managem...

Q,  Search Jobs and maore...

Heme Chatter Accounts »  Jobs s JobOffers

x @22y

Job Schedule  Imvoices ~  Payments ~  Tasks w Maoe v rd

Jobs
New Jobs ~

17 items « Sorted by Job Number « Updated 2 minutes age

JOB NUMBER T

1 IN-D013T7
2 IN-0014T
3 IN-D0148

& IN-00149
5 JN-D0150
[] JN-DD151

T IN-00154

11 JN-D0159
9 JN-00160
10 IN-DO161

1 IN-D0166

Field

ﬂ In the above image Operator is set to equals.

5. Press Save.

Business Managem...

Q,  Search Jobs and more...

Chatter  Accounts ~  Jobs v Job Offers

New
s 5 c » cff@

Filters -

Show me

My jobs

Matching all of these filters

New Filter*

Remove All
Filter Logic
Done
*x- @2 2@
Job Schedule  Invoices «  Payments ~ Tasks v More v ¥ i

Jobs
New Jobs »

17 items - Sorted by Job Number - Updated 6 minutes ago

JOB NUMBER T
1 IN-00137
2 IN-00147
3 IN-00148
& IN-00149
5 JN-00150
6 IN-0D151
7 IN-00154
8 JN-00159

9 IN-00160

CHAPTER 3 | How to browse records using List Views

New
- 5- ¢+ @

Cancel -
Show me
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Matching all of these filters

Status®
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Add Filter Remove All
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6. Press the arrow to remove the Filters pane.
Q. Search Jobs and move... *l., 2?2 A g

it Business Managem... Home Chatter Accounts ~ Jobs ~ JobOffers ~ JobSchedule Irwoices ~  Payments v Tasks v~ More v &
Jobs
) New
New Jobs +
4 items - Sorted by Job Number « Filtered by Status - Updated a few seconds ago ®-|B-||C)7L|®
JOB NUMBER T v
Filters -
1 IN-O0166 -
] IN-OD169 -
Show me
3 IN-DD171 > My jobs
4 IN-DD173 -

Matching all of these filters

Status. X
equals Assigned
Add Filter Remove All
Add Filter Logic

7. Now you can see your newly modified list view.
Q. Search Jobs and more... !‘*l' ') -.- G

EEE Business Managem... Home Chatter Accounts v Jobs w JobOffers ~  JobSchedule Invoices ~  Payments s~ Tasks w  More w rd
Jobs
S N
54 New Jobs v .
4 iterns « Sorted by Job Number + Filtered by Status « Updated 2 minutes ago - H- C 7 6 Y
JOB NUMBER v
1 IN-00166 v
2 IN-00169 <
3 IN-001T2 =
4 IN-00173 -

O_' To make this list view more useful, add some extra columns to it. See “How to
add columns to a list view” on the facing page.
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How to add columns to a list view

You can add columns to any custom list view.

To add columns to a custom list view

1. From Recently Viewed, select a custom list.

r@) 3. Search Jobs and more... 4 ‘ - H ? A 5
iii  Business Managem... Home Chatter Accounts ~ Jobs v JobOffers v  JobSchedule Invoices ~  Payments + Tasks + More v #
Jobs '
N o New
Recently Wewedk—'
13item LIST VIEWS e HW-|C)S
Alljobs ~  FRANCHISE v STATUS v TERRITORY v
1 All Jobs with Line Items FCS Bondi Beach Closed Territory (D) - Bondi B...
2 Jobs with Balancing Owing FCS Bandi Beach Closed Territary (D) - Bondi B,..
3 Master Job Queue ’ FCS Bondi Beach Assigned Territory (D) - Bondi B...
4 FCS Bondi Beach Assigned Tersitory (D) - Bondi B...
New Jobs
5 FCS Bondi Beach Closed Territory (D) - Bondi B..,
+  Recently Viewed
6 FCS Bondi Beach Invoice Territory (D) - Bondi B...

2. Open the List View Control and choose Select Fields to Display.

& % Search Jobs and more... *I- 9 a ﬁ

it Business Managem... Home Chatter Accounts » Jobs v JobOffers » JobSchedule Invoices v  Payments v Tasks v Mo v >

Jobs
New Jobs 1 \ o
& items - Sorted by Job Number - Filtered by Status - Updated 3 minutes ago k-||B~ || 76T

LIST VIEW CONTROLS

108 NUMBER T v
1 IN-00166 Mew =
2 IN-00169 Clone . -
3 IN-00171 Rename i
4 IN-00173 -

Edit List Filters

Select Fields to Display

Delete

3. From Available Fields, select the fields you want to make visible.

Select Fields to Display

Available Fields ‘ Visible Fields

Job Number
Invoice Number ‘ 4 -

. . First Name
Job Accepted Notification Sent
' 4 Last Name v

Job Description

Mobile
Job Name

Other Phone
Job Source

Company
Last Activity Date

Country

1 act Madifiad Ru
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4. Now remove any fields you want not to display.

Select Fields to Display

Available Fields . Visible Fields

risy iNgng

Invoice Number B -
Last Name
Job Accepted Notification Sent
P Mobile =
Job Name
Other Phone

Job Source

Company

Last Activity Date

Country
Last Modified By

Job Description
| act Mndifiard Py Aliac

9. Sort the fields into the order you want to see.

Select Fields to Display

Available Fields Visible Fields
How Did You Hear of Us? » Job Number ’ -
If other reasons, please specify First Name \
4 v
Invoice Number Last Name
Job Accepted Notification Sent Mobile
Job Name ‘ Other Phone
Job Source Job Description

I act Artivitv Nata
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6. When you have selected all the fields you want to see, press Save.

Select Fields to Display

Available Fields Visible Fields

'How Did You Hear of Us?
\If other reasons, please speci
\Invoice Number
Job Accepted Notification Se
Job Name

Job Source

Last Activity Date

Last Modified By

Last Modified By Alias
Last Modified Date
Location (Latitude)

Cancel
( o
f&_ . Search Jobs and movre... o ‘ -~ 8 ? A Q
i3f Business Managem..  Home Chatter Accounts v Jobs v JobOffers v  JobSchedule Inwoices v Payments v Tasks v More w s
Jobs
New

ﬂ New Jobs v

4 items - Sartod by Job Number - Filtered by Status » Lipdated a few secands ago et AR ES KR

JOB NUMBER T ~ FIRST NAME “w  LAST NAME v MOBILE s OTHER PHONE “w JOB DESCRIPTION v

1 IN-DD166 Mark Guinness 04D4TEI400 Mortgage v

2 IN-DD169 Anita Smith Mortgage -

3 IN-DD171 Alexander Hamilton Roofing -

“ IN0D173 George Barker Roofing v
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How to share list views

You can share your list views with your colleagues.

To share a list view
1. Select a custom list view that you want to share with others.

2. Open the List View Control and choose Sharing Settings.

Ml w O Search Contactsand mare... [%]+] ?2 A .ﬁ.
Business Managem... Home  Chatter Accounts + Jobs +  JobOffers ~»  JobSchedule Irwoices -  Contacts «  Morew v

Contacts ‘ ;
E My Contacts v \ New  Send List Email
Q. Search this list... ®- | B | /5 & T

3items « Sorted by Name » Filtered by my contacts - Updated a few seconds ago

NAME * »  ACCOUNT NAME ~ TITLE ~w PHONE w EMAIL | LISTVIEWCONTROLS . contacT ow. w

1 Greg Cleary Greg Cleary New rfran . -
2 Janet Baker Janet Baker Clene rfra -
3 Mark Williams Mark Williams mark.byrol pename ran -
Sharing Settings.
Edit List Filters

Select Fields to Display

Delete

The Sharing Settings dialog box appears.
3. Select A1l users can see this list viewand press Save.

Sharing Settings

Who sees this list view? ‘
Only I can see this list view / '
& All users can see this list view @

Share list view with groups of users @

Cancel

You have now shared a list view with everyone.

"l

The shared list view can now be edited by anyone with the Manage Public
List Views permission.
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Understanding Accounts

In Business Management accounts represent the customers you do business with. Some
accounts represent individuals. You use this for people who need your services. Other
accounts represent businesses.

While an individual account usually represents a single person (or a household), it can
also be used to represent a business with which you have a single point of contact.

Business accounts are used when you interact with multiple people (business accounts
can have multiple contacts) or when the business is a supplier. The records representing
people attached to a business account are called “contacts.”

Accounts are at the heart of both Business Management and your business.

Q_' The quality of the Account information is a key part of the value of your busi-
" ness. Having good quality account information is quite important when it
comes time to sell your franchise. It's worth making sure this information is
always up-to-date and accurate.
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When a customer contacts you

The ideal time to create a new account is on first contact with the customer. When a cus-
tomer contacts you, we recommend you search customer accounts to see whether this

person or business is already a customer. Doing this will help you avoid creating duplic-
ate accounts.

Part of demonstrating the value of your customer base is showing how many
of them are repeat customers, so you want to avoid creating duplicate
accounts if you can at all help it.

To see whether a person or business is already a customer

1. Search to see whether an account for this person exists.

2. If any of the search results match the person or business that you are searching for
then you can select and use this account.

3. If you cannot find the person or business you are searching for, you will want to create
a new account.
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How to create an account for an individual
customer

An “individual customer” can represent an individual person. It can also represent a
household unit (such as “Mr and Mrs Smith”) or even a business for whom you have one
main contact.

To create an individual account

1. From the Accounts list page, press New.

The New Account dialog box appears.

2. Choose Individual then press Next.

MNew Account

The New Account: Individual dialog box appears.

3. Now complete creating the account by entering all relevant details.

If you discover a business account would have been more suited than an indi-
vidual account, you can Convert an individual account into a business
account.
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How to create an account for a business

A “business” account type represents a commercial entity with multiple contacts. They
can also be used to represent suppliers. Many contacts can be associated with a single
business account.

» Just because it is a business customer doesn’t mean it has to be an actual
business. Business accounts can be useful to represent families and rental
premises too.

» Business accounts take just a little longer to complete. You can sometimes
save time by creating an Individual account.

To create a business account

1. From the Accounts list page, press New.

The New Account dialog box appears.

2. Check that Business is selected, then press Next.

New Azcount

The New Account: Business dialog box appears.

3. Now complete the account creation by entering all relevant details then pressing
Save.

"

When you have created the business account, you may want to add a con-
tact. See “How to add a contact to a business account” on page Ixxxii.
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To identify a business account as a supplier

» Check the Available as Supplier check box.

Business Managem Vome ik Crattw Accoumts ok Jobs Calandiar  imecion ontact e Fapment:
ﬂ Smith’s Floorworld Ringwood i
Bt Fapuble - g
S 2l
Dutalls bs  Invoices Feedback es & Notes  Histon v l Activity  Chatter
Filters ANt « A0 actvters - A1 types | @
4 . o o P
# e b5 - B r e
’ , w Uptnming & Grerdus
/' wdany # N actrtie 1o e
/I o F Gt s by pencieg an g, pchacksbng 3 fask, and more
rd

N past actvity, Past mpetings nd tasks ke a5 dhone o up T
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How to add a contact to a business account

To add a contact to a business account

1. From the Account Details page, press New Contact.

I3 Business Managem.,  Home s v Dute  Aumeen o kb v kbCaeds oo v Conn v A e Pamests
s o] e b
Business Backup Centre 4 it
Hat Shentoc B e [ Pt
$607500
Dutaits v otes story Actvity  Chanier
~ Costact Detads. [ BES N = REIN -] ai-
it Xt < A pctiiten + A1
Aot Paeme Business Backup Centre e - @ ot it P o n
e s
s Othar ’ Useoming & Dverdue
Faces 2} 9387 7704 £ ey Techecicgy ’ H achitrs B e
— PV R — ’ Gt st oy ey am vl schahobe otk an e
i 0 past actty, Past meetings and ks masted 2 done thow Up hese

- Addewss Information

The New Contact dialog box appears.

2. Choose Contact then press Next.

New Contact

The New Contact: Contact dialog box appears.
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3. Complete all relevant details on the contact.
If you are adding more than one contact to the business account, press Save and
New, otherwise press Save.

-~
New Contact: Contact
* = Required Information
Contact Information
9 Contact Owner (@ John Smith
*Name Salutation
Mr. v I
First Name
Allen l
“Last Name
Bond I
Accoun t Name [ Business Backup Centre x l Phone l (02) 9387 7784 ]
9 HomePhone i ]
Title [ ceo I
Reports To Search Contacts... Q l 2
Mobile i 0463921844 ]
Department [ l Fax [ ]
Birthdate [ & I o
Email

i allen@businessbackupcentre.com ]

Address Information

Mailing Address
Mailing Street

I 163 Edgecliff Rd, Woollahra

When you have more than one contact, it is often useful to define the rela-
tionship. That way you can tell who is the billing contact and who is the job
contact.

4. Press Show more then View Relationship.

231 Business Managem... Mome  Tiis v Cafw  AuDins v kbt v WbCalendar  wotes ¢ Comam v AUt v Pments v Repoms v Dishbowss v Mole v fbOm o Cunomerfesdeck v Mot ¥ s
B Accmurt [ £ | ™
Business Backup Centre ] i o, || W
L Batocr Pryuter [ Phms
$407500 o i - #

Dwtaily Job o Teedhack jes B Motes Hissory Acth b
[P pp—

Busness Backup Centra ¥ Y. — B o st & sctivtiey « &1 frpe n
- ARSI 7 e - 7 Reeis + Expand A - View A3
bl &t £ e Other Fd " Upcaming & Overdus
b 4 sy echnclogy # MO It 10 oW,
Sewiabis m Suppier £ v usingsshach r Gt Raried by sencing an emad, schading 3 tas 3nd Mo

Demimpaer #
M i Sy, Bt s i Lk ek i S theo P,

[ messted Contuets (1) ' ®-||c

The Account Contact Relationship page appears.
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5. Press Edit Relationship.

233 Business Managem... Moms  Tein v Chee  Adoont v kiw v kbCsledsr  mekel v Contich v Awill v Payment v Rspoth v Omhbowti Nt v kbOflen v Cuomerfesbak v Mo ¥ Fa

[ e ——
Ll Allen Bond

Related Details

o Aseont Ceontat Ralitonthis Infermaton

R @ 5ot e, ORI 1154 AN o o By @ iz Srin. FONTONE 1154 AM

The Edit Account Contact Relationship dialog box appears.

6. Now select the appropriate Role and move it to the Chosen column by pressing the
arrow, then press Save.

Edit Account Contact Relationship

= = Reguired Information

Account Contact Relationship Information

Account it Business Backup Centre

Econemic Decision Maker

v
Contact Allen Bond
System Information
Created By @ John Smith. 20/03/2025 11:54 AM Last Modified By ﬁ John Smith. 20/03/2025 11:54 AM

e e

The relationship has been added.

7. Now you can go back to the account.

_Q“.

233 Business Managem... Moms  Tein v Chee  Adoont v kiw v kbCsledsr  mekel v Contich v Awill v Payment v Rspoth v Omhbowti Nt v kbOflen v Cuomerfesbak v Mo ¥ Fa

[P ———
L alien Bond —— |

Related Details

o Aseont Ceontat Ralitonthis Infermaton

S ) 2ot s, HVOLS 1154 AN r—— 6 Jorn Smitn. BOONIOS 1252k
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How to convert an individual account into a
business account

While it is quicker to create an individual account, in the end business accounts can be

more flexible. If you have created an individual account that in retrospect you would now
like to be a business account, it is possible to convert it.

To convert an individual account into a business account

1.

XXXV

From an individual account, select the Convert button.

E_Qn.

el L s (@
i Business Managem.. Homa M v OO Moot v KBS v ROCHSN  WWNEE W CORBOE Vo Al W Phmeml p v DMAROMBL v MOl W K B CultoharFesBAE v Mo v s
acuount T [r— p——p— s =
Mr. Jahn Cahill ¥ Forew ™ st b b - N —
o oo Bbncn Baivcer Papaiic Paoee el iy L
450600 [T R chn B omad oo amobeart] e
Raimaen WEW 2041
e
L]
Datails  fobs  dmemes  Feedback  Fles & Notes  Mistory Acthvity siter
- Contact Doty (8] =] al-
W, bk » s B o e amavs - scvos - e [
G 7 twowm e s b o gt A0 v e &
o LTS ¥ e *  Upcoming & Overdsa
e 115 £ e . P9 actrtay 9. shom
Gt i By vencing 40 el ichaciaing & k. a0 mons.
¥ kvt Intermanin “ dens 3000 T¥aars Ags
i # ~ S 2 # L ) osaon e
T ‘ o B0 G o
o0 mew pert activten 12 oad
 Spbtenn infgematisn

[— B fobs vy, SHOBTHD 1T Pt e e By B Jeon St SO0IB 134 1

Enter a new account name. Press Convert.

Convert Account

New Account Name

Please enter the new account name

= - |

The system processes the account. When converted, you will see a green Completed
notification.

|‘j What happens during conversion?

The system creates a new Business Account with the name you provide. It
copies the details from the individual account to the business account. Per-
sonal contact details are copied into a contact attached to the business
account. Then it copies all related objects to the business account (activity his-
tory, jobs, invoices, payments, customer feedback, etc.). When it is done, it
deletes the individual account.
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Introducing job offers

When a customer contacts your franchisor with a potential job, it is captured as a job
request. Job requests are entered via the franchisor’s website or by the franchisor’s call
center.

When a job request enters the system, it passes through a Job Allocation System whose
purpose is to identify the franchisee best placed to service the request. The Job Alloc-
ation System applies a series of rules configured by your franchisor. The rules determine
the franchisee or franchisees to whom an offer of a job will be made.

y/ Here is an example of applying a typical rule. A rule can be established that
any job request made within a franchisee’s owned territory is automatically
assigned to that franchisee. Here is how this rule is applied

» When a job request is within a franchisee’s territory and the franchisee can
perform the work, the job will be offered to that franchisee first.

» When the request is outside all active franchise territories, it is offered to the
franchisee best-placed to service the request.

Job offers are made after applying many rules of this sort.

In most cases, you need to accept the offer within the job offer time-frame in order for the
job to be allocated to your business. If you decline or ignore the job offer, the job is usu-
ally offered to the next-best placed franchise.
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How to respond to job offers within Sales-

force

Job Offers must be responded to within a defined time-frame. If you don’t respond within
the given time-frame they will timeout and usually be offered to another franchise. Busi-
ness Management contains a Pending Job Offers list. The items you see on this list are

currently being offered to your franchise.

To accept a Job Offer within Salesforce

1. From the Salesforce menu, select Job Offers. From the Recently Viewed Job Offers

list view, select Pending Job Offers.

f@h 1 o, Search Job Offers and more..
i3t Business Managem... Home  Chatter mmnm@m v JobSchedule Inwoices v Payments

x- @322

More w

rd

Job Offers ’
< Recently Viewed v

Gitems LIST VIEWS

Accepted Job Offers ANCHISE ~ FRANCHISEE ~
1 Al Job Offers . 5 Bondi Beach
2 Declined Job Offers S Bondi Beach
3 Job Offers Today S Bondi Beach
4 5 Bondi Beach
Pending Job Offers
- S Bondi Beach
Queued Job Offers
3 S Bondi Beach

v Recently Viewed

You can see the job offers currently available to your franchise.

2. Select the Job Offer record you want to accept.

4§ =
| (2> Q. Search Job Offers and more...
i3 Business Managem Home Chatter Accounts » Jobs w  JobOffers ~  JobSchedule  Invoices ~  Payments ~

s W-||C|”

STATUS

Pending

Accepted
Accepted
Accepted
Accepted
Accepted

IR IENNE

*- @272

More v

Job Offers
Pending Job Offers
1 item - Sorted by Job Offer Number + Filtared by Status + Updated a few seconds sgo
JOB OFFER NUKB RANCHISE “w  FRANCHISEE w STATUS ~ HOURS SINCE CREAT... w

1 JON-00130 FCS Bondi Beach Pending 1]
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OFFER TIME OUT

13/04/2018 12:03 PM

w

v
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3. Review the job details. When you are satisfied that you want to accept this job, press
Accept.

@ Search Job Offers and more... ‘;—F ?7 2 'Q

ii: Business Managem... Home Chatter Accounts v  Jobs v JobOffers »  JobSchedule Invoices v  Payments v  More w "

Job Cffer
JON-00130 Edit  ChangeOwner  Accept Decline

DETAILS RELATED

Job Offer Number Owner

JON-00130 £9 Simon Walker
Job Status

IN-00164 Pending

Fanchise Cancel Reason

FCS Bondi Beach

Job Time Out Minutes Since Creation
13/04/2018 12:24 PM 25

Offer Time Out Minutes to reply
13/04/2018 12:03 PM

SMS Requested Hours Since Creation
o o

Comact Name Reply Processed

Alex de Tocqueville

Street
19 Sir Thomas Mitchell Rd

Suburb
Bondi Beach

Postcode

2026

Details

Repairs & Maintenance; Fix leaks in seams and windows

Comments

The page layout is indicative. Your implementation may show different
fields.

4. From the Accept dialog box, press Save.

Accept

Status

[ Accepted -

= -

You have now accepted the Job Offer. You will now find the Job associated with this
offer in the All Jobs list view, within the Jobs page.

O__ The Job is now ready for you to begin working. See “Working with Jobs” on
page cii.
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How to respond to job offers in Salesforce
Mobile

»,

To install Salesforce Mobile on your phone, See “How to install and open
Salesforce on your mobile” on page ccxcv.

To respond to a Job Offer in Salesforce Mobile

1. When you are logged in, select the hamburger menu.

il vodafone AU = 5:31am + 3 100% -

What [ Follow ~ % Q A

Nothing here yet?

Write a post or get some work done -
create a task or add a new contact.
Then see what happens!

Post

The Salesforce menu opens.
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2. Scroll down to Recent and press More.

! vodafone AU = 5:39 am
Loryn Jenkins
nfctrial01-dev-ed.my.salesfo...
RECENT

m Opportunities

ﬂ Leads
Files

Campaigns

[ cases

AR R

0% - ¢

« More

APPS

B People

3. Resume scrolling unt

! vodafone AU = 5:43 am
0 Loryn Jenkins
nfctrial0l-dev-ed. my.salesfo...
RECENT
m Error Logs
Y Expenses

@ Invoice Runs
n Invoices

AR R

o

Post

0% - ¢

=7 Job Offers

Lol Jobs

a Journey Participants

Journeys
a Management Logs

m Material Price Lists

XClI

il you see Job Offers. Press Job Offers.
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4. From the Job Offers page, select the Pending Job Offers list view.

il vodafone AU = 5:46 am + £ 100% -+
= waa
Recent Job Offers New
= All Job Offers

= Pending Job Offers

= Accepted Job Offers

JON-00139
Job: IN-00172

JON-00138
Job: IN-00171

JON-00137
Job: JIN-00170

JON-00136
Job: JN-00169

JON-00135
Job: JN-00168

The list of currently available job offers displays.
9. Select a Job Offer.

il vodafone AU B:13 am + 4 100% S +

« wQaQAa

Pending Job Offers
1 item, sorted by Job Offer Number

JON-00140

Franchise:  FCS Bondi Beach
Franchisee:

Status: Pending

Hours Sin... 0

Offer Tim... 18/04/2018 7:39 AM

The Job Offer opens.
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6. You have a Job Offer open in the mobile Salesforce app.

il vodafone AU T 6:20 am % 100%
“ wQa
JON-00140

DETAILS RELATED

Job Offer Number
JON-00140

Job

JN-00173

Franchise

FCS Bondi Beach

Job Time Out

Offer Time Out
18/04/2018 7:39 AM
SMS Requested

v

Scheduled Offer Time
18/04/2018 6:00 AM
Contact Name

George Barker

@ O o

Edit Delete Change Cwner Clone Show More

7. Scroll down to view the location and job details.

ol vodafone AU = B:16 am + 4 100% S +
« wQAa
DETAILS RELATED

Contact Name

George Barker

Street

15 Lamrock Ave
Suburb

Bondi Beach

Postcode
2026
Details
Roofing;

Owner

Simon Walker

Status
Pending

Cancel Reason

Minutes Since Creation

25

0

Edit Delete Change Cwner Clone Show More
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8. When you want to accept the job offer, press Show more.

il vodafone AU T 620 am + % 100% -

& wQa

JON-00140

DETAILS RELATED
Job Offer Number
JON-00140
Job
JN-00173
Franchise
FCS Bondi Beach
Job Time Out
Offer Time Out
18/04/2018 7:39 AM
SMS Requested
v
Scheduled Offer Time
18/04/2018 6:00 AM
Contact Name

George Barker

Edit Delete Chasnige Cwner Clone

The Show more menu displays.

o

9. Press Accept.
all vodafone AU WIFi % 6:23am + £ 100% -+

= *wQa

Close

The Accept dialog box opens.
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10. Press Save.

il vodafone AUWIFi = 6:26 am + % 100% -+

Cancel Accept m

Status

Accepted v

You have now accepted the Job Offer.

O__ The Job is now ready for you to begin working. See “Working with Jobs” on
: page cii.
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How to respond to job offers by email

Business Management can be configured to send Job Offers by email.

To respond to job offers by email

1. Open the email containing the job offer.

ull amaysim = 8:52 am @ < % 100% (W) #
S v
Job Offer JON-00075

Today at 8:51 am

Hi,

You have been offered a new job offer JON-00075.
Customer Name: Greg Smith

Street: 28 Rowland Ave

Suburb: Wollongong

Postcode: 2500

Phone: 0431661077

Datails: Operations;

Press Reply to accept. Place your response in the email body: Yes to
accept of No 1o decling.

This offer expires at: 12/09/2018 5,20 AM

= B = A K|

2. Review the location and job details.
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3. When you are ready to accept the job offer, press Reply, enter your response within
the email body, then press Send.

ol amaysim = 8:55 am @ 5 %

Cancel Re:Job Offer JON-00075 Send

To: FCS Job Offers @
Cc/Bcc, From: loryn.jenkins@franchisecloudsol...
Subject: Re: Job Offer JON-00075
Yes

On 11 Sep 2018, at 8:51 am, FCS Job Offers <;j

16hjoq96zy262qeqdutrzs3yets04iuwullide?y
7eutyuaO.ap5.apex.salesforce.com> wrote:

c’ The first word in the email body is taken as the response.
»  yesaccepts the job.

» Nodeclines the job.

Other ways of writing “Yes” are

» v, yes, yeah, accept, ok

and other ways of writing “No” are

» n, no, sorry, nah, refuse

\/ This topic assumes your system is configured to send job offers to your mobile
phone. See “How to change where job offers are sent” on page xliii.
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"1

All email and SMS messages shown in this document are examples only. Mes-
sages you receive are customized for your business during implementation,
and may contain information different from that shown here.
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How to respond to job offers by SMS

Business Management can be configured to send Job Offers by SMS.

To respond to job offers using SMS

1. When you are sent an SMS job offer, it provides “Yes” and “No” response codes.
wil vodafone AU WiFi &  10:51 am < @ % 95% mm)

< 0 ®

+B1428 857 325

JON-00126. Reply Y283/N283

Hi FCS Bondi Beach. We have a
new Job Offer for you
JON-00126. Reply Y283/N283

Hi FCS Bondi Beach. Offer
JON-00126 has been updated
to Accepted

Hi FCS Bondi Beach. We have a
new Job Offer for you
JON-00127. Reply Y439/N439

Today 10:24 am

Hi FCS Bondi Beach. We have a
new Job Offer for you
JON-00130. Reply Y201/N201

(O ~) o
OO0 " o@®C

2. When you are ready to accept the job, send the accept reply code.

\/’ In this case, the accept reply code is Y201.

When the Job Allocation Engine receives your reply and allocates you the job, it will
send you an acceptance message.

The Job is now ready for you to begin working. See “Working with Jobs” on
page cii.

SMS is an optional feature offered by Franchise Cloud Solutions. Check with
your field manager to see if your organization has licensed
SMS Management.
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w/ This procedure assumes your system is configured using 2-way SMS
& Email.

See “How to change where job offers are sent” on page xliii.

ﬂ All email and SMS messages shown in this document are examples only. Mes-
sages you receive are customized for your business during implementation,
and may contain information different from that shown here.
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Understanding jobs

When someone contacts your franchisor with a request for work, a Job will be created.
Your franchisor will then send a Job Offer to you (or another franchisee). When you
accept a Job Offer, the Job will be assigned to you.

When customers contact you directly about doing a job for them, you will create your own
Job record.

Whether created by the franchisor or created by yourself, the Job is the beating heart of
Business Management.

Information stored on a job

The job initially contains the customer’s contact details and select details about the ser-
vice they inquired about.

As you make contact with the customer, obtain more information about what they want,
make plans and schedules, make notes and take photos, create and send quotes and
invoices—all this information (and more) is captured and organized by the Job record.

The Job record provides a current snapshot of the Job. It also records the history as to
what has occurred on the Job.

Actions available from a job

As well as storing information about a job, each job gives tools and actions to help you
complete your work.

A dialog box that checks to see whether the customer described in this
Match Cus- job might match an existing customer. After reviewing the information,
tomer you can choose whether to link this job to an existing customer
account or to create a new customer account.

A page in which you can name and describe all the detail lines to
Plan Job appear on any quote or invoice, and in which you can plan all the tasks
and materials, and develop cost and price estimates.

A job calendar that allows you to plan when and by whom the job will

Schedule Job be completed.

Job Material Uses the Job Plan to produce a report listing all the material you need
Shopping List  to buy so that you can complete the job.
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A dialog box that uses information in the Job Plan to generate an
invoice. You can generate full invoices, line-by-line or custom invoices.
These choices gives you the flexibility to issue full invoices, partial
invoices, or progress invoices. You can generate the invoice as a PDF
that can be downloaded, sent to customer via an email, or attached to
the Job record.

Invoice Job

The ability to raise a credit note. This allows you to adjust an issued
invoice or to provide an instrument for your customer to claim a credit

Credit Job for future work. If you are integrated with Xero, it is recommended that
credit notes be raised in Xero (they will be synchronized back to Busi-
ness Management).

The ability to record an invoice from a supplier, allowing you to track
sub-contractor or material expenses for a job. Recording this inform-
ation is essential for tracking job-based profitability.

Supplier
Invoice

From Salesforce Mobile or from the Files/Notes tab, you can record
Notes notes about the job. This can be useful way of noting customer
requests or job conditions.

From Salesforce Mobile, you can take photographs relating to the job.
Photographs  These photographs are stored as attachments (on the Files/Notes
tab), and can be optionally included in quotes or invoices.

The Activity box on the Job Details page allows you to send job-related
Email emails to the customer or to suppliers. The contents of each email are
logged against the job.

Some implementations will make use of one or more standard audits.
Audits provide a survey format that allows you to record answers to

Audits structured questions. It is quite useful for recording compliance details
at different Job Statuses. Your use of the audits feature is dependent
on your implementation.

Statuses of a job

Job Statuses provide a convenient way to keep track of the status of each job. The path-
way near the top of the Job Details page provides a visual indicator of the current status
of the job.

EEED - o e W e oo

Automatic and manual Job Statuses

By managing jobs through each status, Business Management helps you focus on
delighting your customers and growing your business.

Many Job Statuses are set automatically.
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\/ For example, creating a Job Plan automatically places the Job’s Status into
Planning.

Other Job Statuses allow you to manually set the Status or the Substatus fields.

'/ For example, if you have Contacted the customer, you need to record the out-
come of the contact using the Substatus fields. It allows you to describe
whether the contact was Attempted, Successful, On Hold, or whether there is
a Pending or Completed Site Visit.

Guidance for success

You can discover what actions and activities are related to each status by toggling the
Show more button on the status pathway.

G Assigned Contact Planning Work Invoice Closed

When toggled, you can see the Key Fields and Guidance for Success pane.

- G

‘Guidance for Success

Contact Planning Work Invoice Closed

\Make contact with the customer to further understand the details of the job request and once contacted, update the job status to ‘Contact”. Link the job to a customer account record.

It can be helpful to check Guidance for Success to prompt what needs to be done at
each status.

Standard and Repeating Jobs

By default, all jobs are created as Standard Jobs. Standard Jobs can generate one or
more invoices up to the value of the Job Plan. Once the job has been fully invoiced and
paid, itis closed.

In contrast, Repeating Jobs can be invoiced repeatedly over time. They are ideal for jobs
like mowing, weeding, teaching and any other types of services that are provided reg-
ularly.

You make a repeating job by placing a check mark in the Repeating Job
field.

Job status summary

The top-level Job Statuses are described below.

CHAPTER 6 | Understanding jobs .
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Unassigned

Assigned

Contact

Planning

Work

Invoice

Closed

A newly-created job before it is assigned to a franchise.

A job newly-assigned to a franchise before any attempt to contact the
customer has occurred.

All customer contacts (including attempted contacts) and necessary
site visits.

Determine the tasks, costs and personnel required to complete the job.
Schedule the personnel. If a quote is required, generate the quote. Cus-
tomer accepts the quote.

Work is ready to be scheduled, has commenced, is in progress or is
completed.

At least one invoice has been generated. Customer has made pay-
ments on the invoice. Customer has fully paid the invoice, or the invoice
is in dispute.

The job is complete and payments have been received. The job may
automatically close when all invoices attached to the job are fully paid.

Job Substatuses are described below.

CVii
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Job has been assigned to a
franchisee. Franchisee is
yet to make contact with the
customer.

--None-- Auto

Assigned

Job has been force alloc-
Manually Auto ated to a Franchisee.
Allocated Franchisee is yet to make

contact with the customer.

Franchisee has attempted
contact (called, sent text or
email) without yet making
contact.

Attempted Manual

Franchisee has made con-

Successful ~ Manual tact with the customer.

Franchisee has scheduled a
site visit. Good practice is to

Auto ensure the site visit is recor-
ded within the Job Cal-
endar.

Site Visit
Pending

Site Visit Franchisee has visited the
Manual .
Contact Completed site.
The Job has been tem-
porarily placed on hold for a
range of reasons that pre-

vent it proceeding.

For example, the customer
may be out of town or oth-
erwise unresponsive to con-
tacts.

On Hold Manual

(When it is clear the Job will
never proceed, change
status to Closed: Not Pro-
ceeding.)
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Planning

CIX

In Progress  Auto

Completed  Manual

Quote Sent  Auto

Quote Accep- Manual
ted

On Hold Manual

Job Planning causes trans-
ition. When you begin Job
Planning, the system will
automatically progress to
this Substatus.

Switch to this Substatus
when you have completed
the Job Planning process.

Quote Job, Email Send

causes transition. When
you have sent the Quote,
system will switch to this
Substatus.

When customer indicates
acceptance of quote, manu-
ally set to this Substatus.

When circumstances arise
that prevent you from pro-
ceeding with Job Planning
(e.g. customer unable to
provide sufficient inform-
ation) place it On Hold.
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Pending

Scheduled
Work

In Progress

Completed

On Hold

CHAPTER 6 | Understanding jobs

Manual

Conditional

Manual

Manual

Manual

Indicates work is being
delayed. Reasons include:

» Waiting for a deposit

» Waiting on material or a
signature

Selecting a Substatus
Reason is mandatory.

Work is scheduled.

ﬂ Automatic
transition

occurs if the
Estimated
Hours
match
Scheduled
Hours with

1 hour of
variance.
Otherwise
manual.

A user has clocked onto the
job (from Job Calendar
Mobile).

A user has marked the job
complete (from Job Cal-
endar Mobile).

Work cannot proceed due to
factors outside your control
(e.g. waiting on other
trades, customer denies
access to work site, etc.)

CX



Invoice is generated
In Progress  Auto causes transition. You
have generated the invoice.

Customer has paid the
invoice.

ﬂ This status
not used
when

Franchise
Completed  Manual Profile

Account’s
Auto Close
Job on
Final Pay-
ment is
checked.

Invoice

Customer is disputing the

Dispute Manual S
invoice.

Invoice is paid and the
Franchise Profile
Account’s Auto Close Job
Completed  Auto on Final Payment is
Closed checked causes transition.
All work is complete and
invoice has been paid in full.
Not Pro- Job will not proceed and is

ceeding SEITEL not being followed up.

@ » Al Sub Statuses having Auto transitions can also be placed in that Sub
Status manually.

» You can prevent automatic transitions from occurring by checking the
Manual Status Update checkbox. This is extremely useful when you are
part invoicing a job while work is still progressing. By checking Manual
Status Update you can retain the status of Work—-In Progress despite
having put through a part invoice.
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Working with new jobs

New jobs can come from either your franchisor sending you a Job Offer or from a new or
existing customer directly contacting you.

» When you accept a Job Offer, the Job is assigned to you.

» You then need to contact the prospect to see if this possible work can be turned into
actual work.

» When a customer contacts you, you need to add the Job to the system yourself.

How to find newly assigned jobs

Jobs that have been assigned to you by your franchisor are placed on the Jobs tab.

To find newly assigned Jobs

1. Go to the Jobs tab.

2. If you created the list view named New Jobs (See “How to create your own list view’
on page Ixix), select the New Jobs list view.

1 Al w 1 Search Jobs and more...
-e

::E Business Manage_., Home  Chatter  Accoun Jobs ~  JobOffers ~»  JobSchedule Inwoices ~  Payments -

Jobs
]
Recently Viewed v ¥
13item LIST VIEWS

All
~ CUSTOMER

All Jobs with Line Items

1
2 Default Job Queue ' Mark Williams
3 Jobs with Balances Owing Greg Cleary
&4 N A5hs Mark Williams
5 Mark Williams
+~ Recently Viewed (Pinned list)
L] v — gy Geraldine Doogue
7 IN-00154 Fencing Greg Cleary
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3. Otherwise, select the All list view, then look for the Jobs whose Status is Assigned.

1 All = Q. Search Jobs and more...
:it  Business Manage... Home Chamjobs v JobOffers » JobSchedule Invoices v  Payments

Jobs
Recently Viewed v & ’

13item LIST VIEWS
All
v CUSTOMER

All Jobs with Line Items

1
2 Default Job Queue Mark Williams
3 Jobs with Balances Owing Greg Cleary
4 Misve Jobs Mark Williams
5 Mark Williams
+ Recently Viewed (Pinned list)
& P — I —— Geraldine Doogue
7 IN-00154 Fencing Greg Cleary
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First customer contact
When you first make contact with a customer, you will want to check that the

” job is named well

» contact details and street address are correct

» job details are captured and correct

» job is matched to an account

» customer communication preferences are captured

Naming the job

It is helpful to develop a standard way of naming each job.

The most common way of naming a job is Last name - Job Suburb.

Name the jobs in a way that works for you.

To name a job

1. Press any Edit button to make the fields editable.

II_ ;
Business Managem... Home  Chatter ot iob Ofters o Cakenaa O] Py momas Fredback - ConEi o MatenadPrice Lsts - Fles w fepom v Dehtosd w Colende - Mo ¥ 4
EJ 000
Bendk 5000 00 $0.00
. e - - -
Datails A Quetewmsices e ng  Fleuotes  Histor 0 Ftes 10y
“ Informagion &
s H P O deop s
Mowng ’ Adsagres
00071 s 3 rowsioy
”
.8 Activity Chatter
# ————
B * P o o-/8 (=]
Fitery AN time + Al activitet + Al o | @
“ Owner
e Upcoming & Gvardus
<

Acapind Hothcytion Laet Hig actinties &5 thom
* # et sraried by sercing an e, srhesubng 3 Lk and move

The form switches into edit mode.
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2. Enter the Job Name and press Save.

Business Managem Moms  Cratw  Accou - s ey oty Calencar = Faymert Customas Feeback Conext Meterial rice Lty Fes e Sapo Dashisomn Calench s .
[ e
JN-00071 t
Bosch 5000 000 5000
[ s - = =
Detalls s Allocation Cluotes/invoices i EerdbackMarketing Motes Hissory [ riles 0y
w Information
g
[ smin - vomeg | igned
O notes )
00071
Acthity aster Actuals snt
i A e + 4 actoties 40 types | 8
. a "
* O v Upcoming & Dverdos

Reviewing job contact information

To update Job Contact Information

1. Capture any missing customer details.

231 Business Managem.., vome Chate  Accounts w  Jobs v kbOfen o KbCsendw  moies v Pemens v CosiomerFesdback o Comacs v MatwidPricelh v Fles v Repois ~  Desbowth - Calnda v Mom Y 2
B ]
JN-000T1 |
W = L a
# #
i 4 et seimcrn poease specty Chatres Actaals
’ ’ Activity
"
. ol-[al-i@-(a
Fiters: 4 e - Al vt - Abypes | |
 Owner
So— G %  Upcaming & verdus
- s
Tesstesy Cotrgrir o Askpaed FotRantion Sart M40 activities 10 thom.
” ’ ot 106 by i i e, g Lk, o e
= o Dt ity Past mawtngs and tasks marked a1 one show up here
~ Job Contact informatian
- #
- -
s 4
~ Location
cece S s @
# #
17 Dudiey St ’ s
Bond 4 ,
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2. Under the Location section, confirm whether the street address is correct. If the street
name needs to be customized, check Force Street Address and then edit the street
name.

~
_ —
£31 Business Mansgem..  Home  Crame  Aoounts v dobs v bOfes o  jobCsendi oo Peymens o ComomerFeedbect o Comams o MaleiProelin o RS v RRoms v Dutboas Gl v Mow T
IN-000T1 Bl Bl Ml vrmacoe B Bl B v b8l B cmsiazi sl Bl i 2
= B -
» Location .
Forte S 2k % Sipsbel b
= h._' RT O —
. e 2038 Autrab
G Caotoced aschens @
Ut 1,17 Doy 3 17 Dy 5. Bonch NSW 128, Al
et skdress) ROCFTOR
Lot Gmccode dccuracy
Bonci RooFICR
----- o i
v - o
e 11800488 ras
Featreas Tty
nae [ vermtony 4 - Bonc

The check mark in Force Street Address will disappear after save. To
change the street address again, check it and then make your changes.
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Confirming job details

You may also want to review the job information and explore key customer expectations.

To update any Job Detail field

1. Update any relevant details and press Save.

-~
_ — = —
Contams ~  Matwialricelin - Fles v Repors . Dubowdh - Caendw - Moe T 2

231 Business Managem.., vome Chae  Acowts v Jobs v kbOfens +  KbCsendw  ivokes v Pemens v Cosiome Fesdba v
et 1,17 Doy 21 17 Oy . Bonds MW 2036 Australa
et poceest) ROOFTOR
et [
= ROGFICE .
i ] S
e . [
proe=ye 11800438 11270
=
O e
llllll -
S
Uncwmed
o e caldird o
w Job Description
b Devcrgtin 5 et e o
Mo ot i Back. I cte Regurt o |

Matching customer contact details

Having confirmed and updated any necessary details, now you need to either
» use the job to create a new customer account, or

” link the job to an existing customer account.

You do either of these using Match Customer.
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To match the customer to an account

1. From the Job, press Match Customer.

-~ B
_ - =8 v
Tl BlneaMinagum... W Tk Wi o, ERRER Ao o OGNl ok s . i s Crlet v | S PR i e el
e " i | i s |
JN-00071 4 Fotow || Egl Mech oo
e Soreciea P— et et -
Bondi s oo s0
s - - = T
Oetalls b Allocstion  Cuotesfivokes  Fnancial Summaey  feedbackMarketing  FilesNotes  Hissory 2 sites i
v Information ¥
—— e o s
Semith - Mowing 4 Musigrea s
bbb sstma
#e000m # O notesim)
gt PP ——
’ ’
-~ PR —— Activin e
’ s ezt I
—— " o al-
Pitore 48 i+ 4B s+ ity [ 9|
~ Dwner
t ” v Uptoming B Grartue

2. The Customer Matching dialog box displays.

S

i BT 15 e
o harsed by i o s, Achitiuing & 2l and e

Use the information to determine whether this job should be linked to an
existing customer account, or whether it should be created as a new cus-

tomer account.

3. Tolink to an existing customer account, choose the existing customer then press

Match.

Customer Matching

i e v e et “
5 et [ e et gmat com

Account Type ' -------- e e mal

Facn sace - g gk com

Meble  Dtwehe e

[re=rn

Smees

WA L 1T Sty 2

* Suburls Pomeode  ceumy

[ e sumtrata

e
- ’ \I

4. To create a new customer account, press the New button.

Customer Matching
| [0 Potentisny Masching Contaces
| ™ c o e a
) - Dasaaa ot gacom
[ customer Detats
Accouet Typs sama me mait
farm cec = pemergqratcon
Haiste Cther Phone
sasasnase

------
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5. The Customer is now added to the Job.

v Comeam v Maeidricelsts v Fles - Repos v Dushbowrh v Calede v Mo ¥

251 Business Managem..  Homs e Aounts w  Jobs o~ kbhONT - JchCaendd  woees e Faymeets o Cumomes Fesdhac
EJ o001

Sebrn Sohariins ot Aot fan [ —— Achun e rtrates o it

Boecs 5000 000 5000

Datails  Job Allocation Cucteninvaices Financia |Summary  FeedbackMadketing  FlewMNotes  His
~ Information
ok Name e
Smith. - Mowng 7 havgred
ch Mt ol o
N0

a0
#
 Qunes
" O
s’ -
serep et
#

CXIX

O Notes iy

Activity Chatter Actuals SMS
g-lgi-le -g|-

Fiters A e + A8 acines « A npes | B
v Upcoming b Overdus

Mot et 1 ahem.
Gt 12t by heredesg ) ervcl, schanbubrs; 8 Sk and seere
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Updating marketing information and customer communications preferences

When you set up an account, it is useful to capture customer communications pref-
erences.

To update the marketing information and customer communications preferences

1. If you are on the Job, click through to the Customer account.

32 Business Managem.. eme  Chate  Acurts w  JobE v MBOM v MbCHendl  bwoioe w  Pementi o Cusmwfesdiick o CORESS v Matwil PedLEE o F o  Repeli v Duhboati e Cilndie w Mo Y
(S
IN-00011 x
St bt et o et T Eeated b et tenrt g =
Sydeoey 5000 e 000 sa00
e T s = =
Datails Job Allcatian Cuotes/invoices Financial Summa ry Feedback/Marketing Files/Notes Hestory 2 Files oy
~ information o
ks N 5 O deup M
Pastng £ Punting ’
o001 Completed s O notes 10y
= e —
# s
Roar ramess. pen ipacly Chatter Actuals SM5
; 3 Activity
? al-|ol-[la =]
Flters Al tame + A3 sttt s Al hypen | @
. O
o Upesmisg & Oreedus
B 4 @
e IV TT—— W activises to show
2 ” Gt statad by sarcing in aebdl schcubing o trik, aed mors

5 st activery. Past meetings and Lasks mariked a3 done show up here.

w Jab Contact infarmation

2. Click on the Jobs tab. Under the Marketing & Tracking section, update the relevant
details and press Save.

oy Corrtn Baancs Essece Payaie Mo fms Bmegidaws
. sirnzen
Detalls Jobs = ||||| e Feedbacl e B Hastory I Acthvity ther

Fiters: &0 e » &l actieties « A1 fpes u

-: . == o 5
........ ™
w Upcoming & Dverdus.
Mo actitis 10 show
2 (Gat e by sending an emad tchedulng 3 T @ mone

e March - 2021 4 ¥ears Ago
> B cowotm attachea ooz i (=

;a0 aid | 5| Baun | -I.' wq e
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How to create a new job

When new customers contact you directly or existing customers want you to do some
work, you will want to create a new job. The best way to do this is to start with (or create)
the Account, then from there to create the new Job.

To create a new Job

1. Search to see if the customer is already in your system, See “When a customer con-
tacts you” on page Ixxviii.

2. If you need to create a new customer account
» See “How to create an account for an individual customer” on page Ixxix, or
» See “How to create an account for a business” on page Ixxx

3. Now with the customer account in front of you, press Create New Job.

_ st
£33 Business Managem, Mome  Chame  Acmenti w b W bbOfen kB CHendie  imoie o Payments o Coomerfesdback v Conta®i o MilsisProsliti o e v Bepot w  Debewdh o Caledi o Mo ¥ 4
! Activiey  Chattes

4. The Create New Job dialog box displays. Fill out the customer details.

Create New Job

Customer Franchise

Geoff Smith
3 rcs- Bextey X

First Name *Status

l Geoff l [ Assigned - ]

Last Name Street

l Smith l Unit 1, 18 Byron Street l

Company Suburb

= |

Email Postcode

[ e e ]

Mobile Country

l 0404808404 l [ Australia A ]

Other Phone state @
| | [ 3

Job Description

More Information
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9. Enter any information about the job in the Job Description field, then press Save.

Create New Job

I 3 Fcs - Bexley X ‘ -

First Name. *Status
[oar = 8
Last Name Street
l Smith l l Unit 1, 18 Byron Strest l
Company Suburb
| | [ ]
Email Postcode

gsmith@gmail.com l l 3134 l
Mobile Country
l 0404808404 l [ Australia - l
Other Phone state @

l

| [ne 2

Job Description

Wants several rooms painted inside the house. Needs a quote.

More Information

v

€]

4

It is really important that the Job Contact Information include the actual
address of the job. The address of the job may very well be different from
the Customer’s mailing address (which is where you send the invoice). Cap-
turing the correct job address affects the Job’s Territory & Location Inform-
ation.

6. The system displays the Account, with the created job in a message. Click the job num-
ber to see the new Job.

e B e — prors s ac
FLEARTH-
Detalls tobs  dmwodoes edbac o5 & Motes Histary \ I Activity Chatter
~ Contact Detals 8 o =
il s It A s - A1 BT - AR 10 n
M. Gac Semth. ’ Rebei = AN« Veem AY
’ ’ v Upeoming & Overdus
- Tree s Bt 1 e
s s Gat e by senaing an emad Lchedulng 3 ik and mare.
Mesle  Desopten w March - 2011 A Vaars
s s ’ "
> B cuomen N & -
s Address Information B Urcpanid
o a0 pmad 15
[revyw—
. - » B «
| fogged 8 a8 it o
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7. Editthe Job Name and press Save.

253 Business Managem,.. Wome Crate  Acounts w  Jobs v JbOfes « o Ciends  moke w Paymests Cufomerfeediect o Contats o MaleidPrcelin o Fles o Repoms o Debowth w  Calendi w Mo ¥
b
IN-00637
[om— sa00 0 sa00
[ ey m = -
Dutails Kb Allocation [ st Firarsial Summary eedbsckMarkating FilewNotes  Hiwoe [ Fites 2
~ Inifpemation L B
- & g s
| 1 -
B wewes oy
ot s "
P
Actviey  Chamer At s
o al-al-[@ -8
AT
@ oot sman
e + Upcorming & Oerdus
a Ho sctaties 1o thow

et suarted by sending an smal. schedueng & task, wsd mote
| e T AL PRAE Pt s 144k it i ko Sheiw o Pt
— - = Regued nkzmancn

Itis helpful to develop a standard way of haming each job.

The most common way of naming a job is Last name - Job Suburb.

Choose a customer contact for a business job

When you create jobs related to individual customer accounts, it is assumed that there is
one point of contact. However, when you create a job related to a business account,
there are multiple contacts on the account.

To ensure you know which contact is responsible for this job, you can nominate one of
the business account’s contacts as being the customer contact.

31 Business Managem.. Home  Chatte  Acounts e MbE v JBOMe v dohClendl  Iwolel v Payments o Cubtew fescBak o COMME v MulmidlPreslifi e e v Repoti w  Dihbemiti w  Colende v Mom Y
ﬂ b s || == ]
JN-00011 Sl | el Wi
St Nt e Evert Sercreet o Tem et My eteal benr Eitrratesd Grmt Prott
Spdney 5000 o0 1000 5000
(D T T T = = — SRR
Datalls Jab Allccatian Cuates/invoices Financial Summas ry Feedback/Marketing Files/Motes Hestory 2 Files 10y
~ information i
o e s B dnp M
Pastng #  Panning s
#0011 Completed #* O wotes iy
# s
oo remeses, pieses ooty Activity Chatter Actuals SMS
s s —_—
p B EE - (O]
Fiters: Al time + A3 sctited s Al type | @
 Owner
] Owes
e Pt o Upteming & Overdue
e [P T—— Mo actiites 10 show
- ’ Gt started by saring n sl schachieg 4 trik, sed mors

5 st Bty Pt masetiengs il ks markond 45 done show up here.
w Job Contact Information
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To add a customer contact to a job, the contact must be attached to the busi-
ness account. For more information, See “How to add a contact to a business
account” on page Ixxxii.
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Job planning and estimation

Business Management makes it easy to collect all the relevant information necessary to
plan, estimate and schedule a job.

To start job planning

1. From the Job Details page, press Plan Job.
L

I Business Mansgem..  soms Chimw dcvet v o b KBOM w  KGCHMAE  inokm v Pymen v Cumsiebet v Coli v Mesdborls v R

b v Bepom v Dbbowds e Mere v
: / .I
ek oy ot
rd
’
’ 0O notes o
e
Activity Chattes Actual s
8- 8 o
' Owner
Pitor: A1 e 48 aities A o | @
i s - v
ey Couery R ——— w Upcoming & Cverdus
ra rd
[ropee———
Gt Faned by sending an enal schedubeg & task. and more
“ Job Contact Infoimatian e duly « 2000  Yoars Agn.

2. The Job Planning page appears.
@y P e —— aree @

!5: Business Manage... Mome Chatter Accourts ~  Comiacts v Jobs ~  JobOffers +  JobCalendar Imvoices +  Payments ~  Customer Feedback - Material Price Lists

T v X Mom v ’

Jub Number  Job Name Customes Name  Estlsbow Price  EstMatecalPrice  AmountincTas  EstHoun st Grows Marpn Soie | Bowdfatk | Covn B0
N0DsE2 Smith - Cubby  Geoff Sman $0.00 50.00 S0.00 L] (2

Newltem &  +

Job Tasks (0) New L1 Newiem Mew ltem Summary
NAME BESCRIPTION ToTAL ~ Sumvrary th Aevonrt 3t Margin Hauny
e cluds 5000 % 0
-]

Ceat Prote Tersl
I .
Job Materials (0) New TR el ol .
DESCRIFTION  QUANTITY TaTAL Sakstorce Sans * 1 v 8 1|y &= +> ¥ 2L

B tabour summary

Caloulated
Cost Amaunt Profit
5000 5000 $0.00
= Work Quder Description g
Estimated Labour Override
Sulestorce Sars ~ 12 8 1l & =EwrEE B L 00000

B material summary

Calrututed
cont Amaunt Pront
$0.00 $0.00 $000

Etimated Material Override
$0.0000

3. Perform your planning tasks.
» “How to create a new line item” on page cxxxiii

» “Detailed quote: Add job tasks and work estimates” on page cxxxviii
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» “Detailed quote: Add materials and material estimates” on page cxliii

» “Quick quote: Adjust labour and material summaries” on page Cxxxvi

» “How to exclude a line item” on page cliv

» “How to return to the Job” on page clxxv

» “How to use a job template” on page cliv

4. When you're ready to send a quote, press Save to make the Quote Preview window

KA
appear. Click the Expand ¥* button and click Generate Quote.

‘ preges Search Sabesorce *- @ ?ggé
131 Business Manage... Home Chatter  Accounts w  Comtacts w  Jobs JobOMers ~  JobCalendar  [woices v Payments CustomerFeedback MaterisiPrcalists w  ° w X Mo w P
Jabs beamione Job Narme Customer o  EwtabourBrics i MatesislPrice  AmountincTar  Ebioun st Geow Maggin i | vt arimak | - carcd . [

JNO082  Smith-Cubby  Geoff Smith $3,060.00 347938 5391531 5 +0.55%

CutbyHouse & +

Job Tasks (3) rew 7 cubby House Cubby House Summary

MAME DESCAISTION TOTAL Er— i Amount st Margin Hours

Site Visit Travel e 5000 @ Cublry Houme ause 5355938 4055% 15

Doingthelob  Buiding 5288000 @ a ot okt Yo

Setup-PackUp  Setup 516000 @ Bewesiption 10 $211600  $144338 5391531

Sabestorce Sarm 12 v B 1 8 5 = E 4 B F & I
= =
B o0 materiais i) New z Labour Summary
DESCRIFTION  QUANTITY TOTAL i Tt uoa Peeview: -
Construction

Tiembeee 4x2 500 SLEBTS a b jon

Sowes-1Sm_ 10 51063 @ + Painting and finkhing. . Y e P8
e Tl =

Paint - Beown oo 000 [ ] - L X

— Work Order Description gy

«
"
.
@
=
th
i
&
L
w
"
i
Ly

For more information on sending a quote, See “How to send a quote” on page clvii.

CHAPTER 6 | Job planning and estimation .
| Job planning CXXVi



To return to the job

1. Press the Save and Back button.

“ prgen Seach Sabesorse &[] 2 @A 6
i1 Business Manage... Home Chatter  Accounts +  Comacts »  Jobs w  JobOfes +  JobCalerdasr  Doioss v Paymwnts ~  CustomerFeedback ~  MatwisiPricelists ~  ° w X Mem v o
Job hamer  Job Nam CustormmrNane  EstlsbourBrics  [uMatesisi Prce  AmountincTar  Ehioun st Geow Mangin i | pri ok | - Carcid . |5

NO0RE2 Senith - Cubdsy Gaoft Smith. $3,06000 $4T9.38 $3.91531 |5 0.55%
CubibyHouse &+
7 =
Job Tasks (3) P Cubby House Cubby House Sumrmary
NAME OESCAIPTION TOTAL Lo~ - Amount at Margin Haury
Site Visit Teael time 54000 ® Cubly House cuse $355938  4055% S
Doingthe Job  Buikding 5288000 @ e Cont Prose Teeal
Sutup-PockUp  Setp 51000 8 Dessiption @ 5211600 5144338 5391531
Sabetorce Sarm - 12 - B N & = 5 B FE I
e
N . =2 Labour Surnmary
E dobiMilwtety 13) s hasemible and install a custoen designed troe house
DESCRIPTION  QUANTITY TOTAL .- Caiculored
+ Constnuction
Timbser 452 500 SE8TS @ + Bdtamatiog ot Amaunt Proft
5, 15 10 s1083 . + Painting and e $1,73250 $3,08000  §1,347%0
Paint - Beown on 000 o Estimated Labour Overnice
— Work Order Description g $0.0000
Salertorce Sars. * 12 vigiriels|= e B ¥ ¥ L

B material Summary

Cont Amcunt Prest
538350 47938 9568

Estirated Materisd Override
50,0000

Understanding the job planning page

Job Planning helps you achieve multiple goals

» Describe the products and services being offered to your customers
» |dentify all the tasks and materials required to complete the job
» Establish the price at which you will offer your products and services

» Assist you in understanding your anticipated gross margin

Here is a quick tour of the Job Planning page.

Summary line

The summary line provides information to the quote and invoice header.

.- Business Management User Guide
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M ow 1, Search Salesforce

331 Business Manage... Wome Chater Acounts o Jobs w JobOffers o JobCalendar

@2 ee ™

Invoices v Payments v  Customer Feedback v Contacts «  MaterisiPricelists ~  ° » X Mo w ”

Job Numbst ot Name Cuntomer Name  Evtlsbour Price  DstMatedaiPrice  AmountincTax  EstMoun st Gros Masgin Saveand Back  Cancel W
D062 Smith-Cubby  Geoff Smith 53,080.00 S4T938 3351531 b L0555

CubbyHouse 8  Ferce Painting B +

Job Tasks (3) Hew
name OEsCRIPTION  TOTAL
Site Visit Travel time $6000 ]
DoingtheJob  Buiding 5280000 @
Setup-PackUp  Setup 16000 @
u Job Materials (3) Hew
DESCRIPTION QUANTITY TOTAL
Tirmber 4x2 S00 SLE8.TS ]
Screws - 15m. 10 $1063 ]
Paina - Brown o0 000 ]

Detail lines

|1 cubby House
* Sumimary
Cubby House
rescripton @
Salestorce Sans v 12 v m
Aasemble and install a custom designed tree house.
« Design
» Construction

+ nstallation
« Painting ang Brishing

= Woek Orider Description g

Salesforce Sans. v 12 v 8

Cubby House Summary

in amount Est Margn Hours
chude 5355938 4055% w5
& Comt Brofa Totad

$2,116.00 5144338 5351531

I £ 5 ®m @& ¢ EF 8 L
Labour Summary
Calculated
Ceont Amount Profit
5173250  S30E000 5134750
Estimatod Labour Override
50.0000

Iy S =5 ¥+ FEI L

E Material Surmmary

Caeulated

Com Amount Profit

538350 5479.38 59588
Estimated Matecial Override

50,0000

Detail lines provide the name and description of quote line and invoice line detail.

@2 ee ™

31 Business Manage... /m Chatter  Acounts + Jobs v MbOffers +  JobCalendsr Invoices +  Payments o  CustomerFeedback v Contacts v  MaterisiPricelists v ° w X Mo w #
Job Number Jot Name Cuntomer Name. st Labour Price: xt Matwrial Price. Amount Inc Tax st Mouny. at Grons Margin Save Save and Back Cancel -
00482 Smith - € Geoft Smith 53,080.00 547938 5391531 5 4055%

CubbyHouse 8  Fence Painting B +

Job Tasks (3) How
NAME DESCRIPTION TOTAL
Site Visit Travel time SL0.00 ]
Dioing the Job Buiding SLEROO0 @
Setup-PackUp  Setup $160.00 ]
D so0 Materias (3) Hew
DESCRIPTION QUANTITY TOTAL
Tirmber &x2 500 SLER.TS ]
Screws - 15m. 10 $1063 ]
Paint - Brown o0 000 ]

1] cubby House
* Summary
Cubby Mouse
Description @
Salestorce Sans v 12 vl m
Assemble and install a custom designed tree house.
« Design
« Constcticn
» Installation
+ Painting and Rrishing,

== Work Oedir Description g

Salesforce Sans. v 12 * B8

Cubby House Summary

in Amount Est Margn Hours
chude 5355938 MDSS% 385
o Comt Profe Torsd

$2,116.00 5144338 $361531

I ¥ £ @ ¥ EF 8 L
E Labour Summary
Calculated
Cemt Amount Profit
5173150 5308000 5134750
Estimated Labour Override
50,0000
I v S = E W FER L

B3 woterial summary

Cateulated
Comt Amount Pofit
538350 $479.38 59588
Estimated Materiad Override
50,0000

What appears in the detail line appears on the quote. You add new detail lines by press-
ing the + button. You remove detail lines by pressing the delete button.

CHAPTER 6 | Job planning and estimation
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‘ g M v T SearchSalestore | T8 ™

i1 Business Manage... Home Chatter Amounts w  Jobs +  JobOfers o  JobCalendsr Inwoices +  Payments v CustomnerFeedback v Contacts v MaterisiPricelists v © ~ X Mom w #

JobNumbse ot Name “mlmp 3t Mateial Price AmwnlLl’u Gsthoun  at Grons Margin Sawe  SeveandBack  Cancel W
00682 ith Geoff Smith saTa38 3950 R L0 55%
-

CubbyHouse B  Fence Painting B

Job Tasks (3) [ [ cubby House Cubby House Summary
HAME OESCRIPTION TOTAL * Summary n amount Est Margin MHours
Site Wisit Travel time S40.00 'l Cubby House Chade $3559.38 L0.55% 385
Doingthesob  Buding $280000 @ o comt frota Torst
Setup-PackUp  Setup s1000 @ Description. @ S211600  S14%338 5351831

Salestorce Sans v a2 v 8 1 ¥5 miEew EF AL
Ll 100 Mstersiz (3) hicia hasemble and installa custom designed free house Labeut Summary
DESCRIPTION QUANTITY TOTAL : :::n‘:unlm Calculated
Timier 42 s00 LTS B IR Cont Amount Pt
Scews-15m. 10 s063 @ e A 5173250  S308000  $L,3750
Pant-Brown 00 000 " Estimatod Labour Oveiride

= Wiork Oeer Deseription @ 50,0000
Salestorce Sans. v 12 v 8 5 L & =EFws FE R L

Material Surmmary

Caeulated
Com Amount Profit
538350 5479.38 59588
Estimated Matecial Override
S0 0000

You can see the profitability summary for each Detail Line.
- ST M w0, SearchSaewiorc

@ raa ™

i1 Business Manage... Home Chatier Amounis - Jobs v  JobOfers o  jobCalendar Imokes v Payments o  Customerfeedtack v Contacts - MaterialFricelss v v X Mo v P
sobMumber  Job Mama ™ amount IncTax UstHoun €t Gross Marge e | et | oua. T
INODWS2  Smith-Cubby  Geofl Smith 53,000.00 547938 s391531 s wss

b sl oo Rl L “ m
Job Tasks (3) Hw ﬂ Cubby House Cubby House Summary
NAME DESCRIPTION TOTAL ~Sumenary o~ Aemoun 3t Margin Ty
Site Visit Traveel time $40.00 ] Cuiby House chude 5355938 L0.55% ;s
Doingthelob  Bukseg 28000 @ a caat Prase Totst
Setup- FackUp  Sefup s000 @ Descrption @ 5211600 SLAA338 S391531

Salestorce Saes *+ 2 v B I M5 mEE 9w EFEL

Labour Summary
Job Materials (3 " E
u { J 2l Assorrdile dond install & Custom deugned trog howse.
DESCRIPTION QUANTITY TOTAL 5 N Catcutated
+ Construction
Timber 2 500 SETS @ SE ot Amount  Proft
Sowws-i8m. 10 508 @ PR A P S1L7I250 308000  SLMTS0
Paint-Brown 00 %00 . Estimated Labour Override
= Wark Cedér Description gy 0000
Satestorce Sam vy 12 v 8B 1 M5 miE e E¥FaL

E Material Summary

Ceat Amourt Profit
$383 50 47938 9588

Estimated Material Overrice
0 Do

Once you have the job fully costed, you may feel you need to override the prices.
\/ You might want to override the price after negotiation with the customer.

You can rapidly do this using Estimated Labour Override and Estimated Material
Override.
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i Business Manage...

v 1, Search Salesforce

Home Chatter Acounts v Jobs v JobOffers «  JobCalendsr Inwoices v Payments

Customer Feedback ++  Contacts «w  Materisl Price Lists +

el R N

S v X Moe v V

Job Number  Job Name.

Customer Name.
MN-D0sE2 Smith - Cubby Geoft Smith

CubbyHouse §  FencePuinting & +

Job Tasks {3)

NAME
Site Visit

DESCRIPTION
Travel time
Coingthe Job  Buikding
Setup-PackUp  Setup

3 100 Materials (3)

DESCREPTEON  QUANTITY

Tirmber 4x2 500
Screws - 15m 1o
Paind - Brgwn o0

Job tasks

Naw
TOTAL
S4000 .
5288000 ®
s18000 @

tiaw

TOTAL

S4E8T5 L ]
51063 L]
wod L]

st Labour Price
$1.581.82

st Matecial Price
400,00

Aenount Inc Tax.
$2.180.00

st Moun. st Grons Margin
£ D55

[ cubby House

“ Summary
Cubby Mouse

Descripton @

Salesforce Sans v 12 v R X 8 S = E
Asvemisle and intall & custom designed ik house

+ Dusign

« Construction

+ tstaltation

» Painting and inkhing.

= Werk Ovdér Dascription g

Saw  SweandBack  Cancedl  w

Cubby House Summary

F ¥ E L

in Amount Est Margin Hours
Chade $1.98182 0% 385
-] Con frota Toust
5211600 513618 52,80.00
E Labaur Summary
Cateulated
(=) Amount oot
5173250  S308000 5134750

Estimated Labour Override [nc
T a
$17460.0000

Material Summary

Casculated
Con Amount ot
5383150 $479.38 $9588

Estimated Materiai Override
$4600.0000

ﬂ To override with a final negotiated price, make sure you check Include Tax.

Leave Include Tax unchecked where you want tax to be applied on top of
your price.

Job Tasks do not appear on any quote or invoice. They exist purely for the purposes of
planning and estimation.

When you click on a Job Task, the Job Task detail appears in the middle of the editor.

i1 Business Manage...

M ow 1 Search Salesforce

Home Chatter Accounts v Jobs v JobOffers v JobCalendsr Invoices +  Payments v  Customer Feedback v Contacts «  Materisd Price Lists

@2 ee ™

v X Moe w ”

Job Number Job Narme
CubbyHouse 8  Ferce Painting B +

Job Tasks (3)
MAME

Site Visit
Doing the Job
Setup-PackUp  Setup

B3 100 Materiais (3)
DESCRIPTION QUANTITY
Tirmber &x2 500
Screws - 15m 10
Paint - Brown o0

Cuntomer Name.
N-D0LE2 Smith - Cubby Geoff Smith

EtlsbourPrice  ExtMstesiPrice  AmountlncTax  Esthoun (st Gross Masgin T LY =
51,581 82 400,00 $2,180.00 5 4055%
. Cubiby House - Doing the Job Cubby House Summary
TOTAL Task Type Task Description Amount Est Margin Hiours
S40.00 (] Daing the Job - Building 5198182 0% 385
S2E8000 B Comt frote Torsl
16000 @ Hursy Rate Ttz $211600 51318 $2,180.00
S 54500 <8000 5288000
ew E Labour Summary
TaraL Cakculated
SLE8.TS [ Cont Amount Panfit
063 @ 5173250  SIOE000  SI34TS0
50,00 s Estimatod Labour Override Inc
Tax a
51740.0000
E Material Summary
Cakculated
con Amoune mon
$38350  $47938 50548
Estimated Material Overrice
$400,0000

CHAPTER 6 | Job planning and estimation
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When you are viewing a Job Task, you can return at any time to the Detail Line by click-
ing the Detail Line’s tab (even when the tab is currently selected).

@@ o onon Do Detall Lins Bdto el o rea®

331 Business Ma: Home Chatter Accounts »  Jobs w  JobOffers o  JobColendsr Imwoices v Payments v CustomerFeedback v Contacts +  MaterisiPricelists v ° v X Mom w V'

Contomer Name [t Labour Price [st MateriaiPrice Amount e Tax  Esthoun  [at Gross Margin
Smith - Cubby Geoff Smith 51,581 82 540000 $2,180.00 s LD 55%

CubbyHouse B  FencePuinting B+ 7. Whenn B

Save  SseandBack  Cancel v

Job Tasks (3) b Cubiby House - Doing the Job Cubby House Summary
MAME oES oN TOTAL Task Type Task Description Amount Est Margin Hours
Sie Vist time %000 @ ity m I s sise1sz 0% 5
Doing the Job ing 288000 8 o Prote Yot
Setup-PackUp  Setup $160.00 . oy Rt Tota $2,116.00 513618 $2,180.00

36 $45.00 58000 5288000

B3 100 Materiais (3) Hew &) webour summary
DESCRIPTION  QUANTITY TOTAL Coleulated
Timber 4x2 s00 06875 m ot e oo
soews-15m_ 10 <1063 2 5173250 5308000 5134750
Paint - Brown o0 000 ] Estimated Labour Overnide Inc

Tax
$1740.0000

E Material Summary

Casculated

Con Amoure Pront
5383150 $479.38 59585

Estimated Matoriat Overriie
4000000
‘ g M v T SearchSalestore | 28 (™
it Business Manage... Home Chatter Amounts w  Jobs +  JobOfers o  JobCalendsr Inwoices +  Payments v CustomnerFeedback v Contacts v MaterisiPricelists v © ~ X Mom w #
JobNumbsr  JobName Cutomer Name  vlisbour Price  [stMateisiPrice  AmountincTax  Dsthoun  [ax Grows Magin Sk | SededBek | Cicll |OW
MNODME2  Smith-Cubby  Geoff Smith $1.561 82 540000 5218000 35 s058%
CubbyHouse §  FencePainting B + “. “.l
Job Tasks (3) b [ cubby House Cubby House Summary
MAME OESCRIPTION TOTAL * Summry i amount Est Margin Mours
Site Vit Travet tima sto00 @ Cubby House chue sgeez 0% E'
Doingthesob  Buding $280000 @ L] comt frota Torst
Setup-PackUp  Setup s16000 @ Description. @ $211600 513438 5218000
Salestorce S L v B I ¥ 5 ®m &7 EFE L
v
" =4 Labour Summary
’ =
L Jo0 Materials (3) higis hasemble and installa custom designed free house
DESCRIPTION  QUANTITY TOTAL i Culculatnd
» Construction
Timier 42 s00 46875 g : T Cont Amount Pt
Screws-1Sm_ 10 s063 @ Ry 5173250  S308000  $L,3750
Pant-Brown 00 .00 s Estimatod Labour Overnde Inc
Tax
= ook Oeer ion
Description @ 51740.0000
Salestorce Sans. v 2 v 8 1y &=k % FE 3L
Material Summary
Catculated
com Amcunt promt

538350 $4T9.38 $95.88

Estimatod Material Override
4000000

Job materials

Job Materials do not appear on any quote or invoice. They allow you to identify
» what materials are to be used in any given job

» the standard cost of that material and quantity required

» the markup you want to apply (or, the price you want to sell it for)

» whether or not the material is in stock

. Business Management User Guide
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- g M v T SearchSalestore *[| 28 (™
i1 Business Manage... Home Chatter Amounts w  Jobs +  JobOfers o  JobCalendsr Inwoices +  Payments v CustomnerFeedback v Contacts v MaterisiPricelists v © ~ X Mom w #
Job Number Job Narme Cuntomer Name 91 Labour Price st Marticiad Price. Amaunt Ine Tax 31 Mouny at Grons Macgin Save Save and Back Cancel -

MNOOGE2  Smith-Cubby  Geoff Smith s150182 2400.00 $2.180.00 5 L0559
sewncs+ [Homvre X [ NJoblMateriallling]
Job Tasks (3) o 3 custy House- Timber 4x2 - Timber 4x2 Pew baterial Cubby House Summary
HAME OESCRIPTION  TOTAL T T Y o W el
vabhoces T b AL Enter mMerial description, 12s o¢ product name 1o seaeh Q) Tiriver 2 i
Doingtneob  Buiking 5288000 8 con frote Totsl
Setup-PackUp  Setup $160.00 ] In Suprphar Quantity Martesial Cisst Sub Total $2.116.00 -5136.18 52,180.00
oo Bunrings % 750 $375.00
ey
"4 Job Material i Labour Summary
Sell Price Mokl %) o
DESCRIPTION TOTAL $468.75 2 46875 Culeutand
Timber 4x2 46875 g Cout Amoust  Pomt
At 1D e 5173250  S308000  $L,3750
Paint-Brown 00 000 s Estimated Labour Override Inc
Tax [~}
$1740.0000
Material Summary
Catculated
con Amoue Piom
538350 %7938 S088B
Estimaten Maeral Overnde
4000000
Other functions

»

»

»

»

»

»

»

To return to the Job, press Save and Back.

To save any changes and remain within Job Planning, press Save.

To more rapidly create Job Plans, See “How to use a job template” on page cliv and

See “How to clone a job” on page clxxiv.

To add a new material, See “How to add a new material to a price list” on page cxlviii.

To print a materials shopping list, See “How to print a materials shopping list” on

page clxxv.

To generate a quote, Producing customer quotations.

To invoice a job, See “Invoicing a job” on page ccxlix.

CHAPTER 6 | Job planning and estimation
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How to create a new line item

You can show multiple line items on a quotation or invoice by adding line items to the job

plan.

To create a new line

1. Press the + button.

[19] a
v a sewen

Fee?2s2a @

it Business Manage... Home Chatter Accounts ~  Jobs ~ JobOffers ~  JobCalendar Inwoices +  Peyments ~  CustomerFeedback +  Contacts ~  More ¥ 7

3 Bt

Custoemar Name Es1 Labous Price EstMaterial Price  AmeountincTax  EstHours  Est Gross Margin

Daniefle Anderson, 5133000 $537.50 $2,054.25 1330 46.37%

“ Save and Back Invoice Job Cantel v

Fencing 8 + @&

Job Tasks (3) New Fencing
NAME DESCRIPTION  TOTAL “Summary
Trael Travel $S000 Fencing
Site Visit Call ot fee 58000 @
Doingthe ] Erect fence 51,200.00 & Description @
Salesforce Sans * 12 LN AR NS AR
[ sob Materiais (2) New %
DESCRIPTI. QUANTITY TOTAL « Fence theee sides of house lot.
Pickets. 1500 533750 &
Fenceposts 120 520000 &

— Wark Order Description gy

Salesforce Sans v | 12 v|lle|z s

I

CXXX

R e

= ¥ R F

Fencing Summary

In Aemaunt Est Hours
chude $1,86750 Margin 133
4637
]
Cost Profit Total

§1.00150 $866.00 $2,056.25

L]
L]
]
]

= Labour Summary

Calculated

Cost Amount Profit
$62650 5133000 570350

Estimated Labour Override

Enter & value

L
[
2

E Material Summary

Cost Amaunt Profit
5375.00 $537.50 $162.50

Estimated Material Override

Enter a value

Business Management User Guide



2. The New Item appears.

Business Manage...

Home  Chatter  Accounts

Al w 0 Seaich

Jobs w  JobOffers ~  JobCalendar  Invoices

Payments

Customer Feedback

Fma?2e2a @
Contacts v More v P

IN-00144

- m Sarve and Back Cancel v
Custoemer Name: Est Latous Price Est Maserial Price Amount Inc Tax Est Hours. Est Grows Margin
Daniefle Andersen  51.330.00 5205425 1330 46.37%
Fencing @ >  Newltem 8 + @&
Job Tasks (0) New Item Summary
NAME DESCRIPTION  TOTAL “Sumenaey n Amount Est Hours
clude S0.00 Margin a
New ltorn
@ 0%
Job Materials (0) o o e el
S0.00 50.00 50,00
DESCRIPTI.. QUANTITY TOTAL Salestorce Sans v 12 *» B I US| =g 99 FFSE
L v
=4 Labour Summary
Calculated
Cont Amount  Profit
5000 50,00 50.00
“— Wiark Order Deseription g Estimated Labour Override
Enter a value
Salesforce Sans v 12 * B I ¥ &5 = X @ FEFE
kA

g Material Summary

Calculated
Cont Amount Profit
5000 $0.00 $0.00

Estimated Material Override

Enter a value

3. Now name the line by entering information into the Summary and Detailed Descrip-

tion fields.

Business Manage...

Home  Chatter  Accounts

Al v € Search

Jobs ~  JobOffers ~  JobCalendar  Inwoices

Payments

Customer Feedback +

fmer2ea®
Contacts ~  More ¥ s

3 Blan m Save and Back Cancel ¥
Customer Name Estlabous frice  EstMaterialPrice  AmountincTax  EstHours  Est Gross Margin
Daniefle Anderson  $1.330.00 $2,054.25 1330 46.37%
Fencing @ > < Painting 8 + @&
Job Tasks (0) Painting Painting Summary
NAME DESCRIPTION  TOTAL “Suanary i Amaunt Est Hours
Margin
Painting, chuse S0.00 g a
= 0%
Job Materials (0) scroion 8 Cost Profit Total
s0.00 s0.00 50.00
DESCRIFTI. QUANTITY  TOTAL Satestorce Sans v vaearus e B= =
L

“— Wark Order Description gy
Salesforce Sans v 12 vlo|F |y S| = iF @
E A

L

CHAPTER 6 | Job planning and estimation

= Labour Summary

Calcubsted

Cost Amount  Profit

5000 50,00 $0.00
Estimated Labour Cverride

Enter & value

Material Summary

Calculated
Cont Amaount Profit
5000 50.00 $0.00

Estimated Material Override

Enter avalue

CXXXIV



Remember to Save.

53, M ow O Searh [+ a?26a @
"E Business Manage... Home Chatter Accounts ~  Jobs ~  JobOffers ~  JobCalendsr Iwoices ~ Payments CustomerFeedback +  Contacts ~  More v s
23 Blan Save and Back Cancel  w
Custoemer Name: Est Latous Price Est Maserial Price Amount Inc Tax Est Hours. Est Grows Margin
Daniefle Andersen  51.330.00 $537.50 5205425 1330 46.37%

Fencing @ > < Painting 8 + &

Job Tasks (0) Hew Painting Painting Summary
NAME DESCRIPTION  TOTAL *Summary i Amaunt Est Hours
& chude S0.00 Margin i)
Painting 0%
a
Jeb Materials (0) New Okt Cost Profit Totad
s0.00 s0.00 S0.00
DESCRIFTI. QUANTITY  TOTAL Satestorce Sans v verus[Berorf@==0
L v
=4 Labour Summary
« Paint fence in Dulux “Flooded Gur grey.
Cost Amount Profit

»

»

»

»

»

»

CXXXV

5000 50,00 50.00

“— Wiark Order Deseription g Estimated Labour Override
Enter a value
Salesforce Sans v 12 * B I ¥ & = X @k FEE B
I
B3 materiat summary

Calculated
Cont Amount Profit
5000 $0.00 $0.00

Estimated Material Override

Enter a value

ﬂ Having added a new line item, you may wish to see

How to clone a line item

“Detailed quote: Add job tasks and work estimates” on page cxxxviii
“Detailed quote: Add materials and material estimates” on page cxliii
“Quick quote: Adjust labour and material summaries” on the facing page
“‘How to exclude a line item” on page cliv

“‘How to use a job template” on page cliv

Business Management User Guide
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Quick quote: Adjust labour and material summaries

Q_' You can use the Labour Summary and Material Summary fields for two dif-
- ferent purposes:

1. For simple quotes, you can enter the Labour Summary and / or Material
Summary to rapidly specify the sale price of the quote line.

2. For more complex quotes, where you have built a list of Job Tasks and / or
Job Materials, you can use the Labour Summary and / or Material Summary
to refine the price, e.g. from $136. 66to $140. 00.

The following procedure describes the second of these options. For a quick
quote, simply enter the price of the Labour and Material Summary to specify
the price of the quote line.

Once you have built your best estimate of the labour and material inputs in delivering this
service, you can review the Labour Summary, Materials Summary and overall Sum-
mary for the job plan.

To adjust the Labour Summary or Material Summary estimates

1. From the Labour Summary or Material Summary, note the total 2mount.

M v O Searh F@a?2eoa®
;EE Business Manage... Home Chatter Accounts ~  Jobs ~  JobOffers ~  JobCalendar  Inwoices +  Payments w  Customer Feedback +  Contacts ~  Mare ¥ F
T T B T P T e P e e I T T e T 7 B o e T e T 7 T W, e e T ey T e T W R o 7
(5] MN-00145 n SaveangBack  Imvoicelob  Cancel
Customer Name Estlabous frice  EtMaterlalPrice  AmountincTax  EstHours  Ext Gross Margin
Daniesle Anderson  $800.00 $336.00 $L269.60 800 43.75%
Ting 8 + @&
Job Tasks (3) New Tiling Tiling Summary
NAME DESCRIPTION  TOTAL “Summary i Amaunt Est Hours
Doingthe . Remove broke..  $200.00 " chude $1.13600  Margin 8
ng L] Tiling 33.98%
Doingthe | Retile 540000 @ -]
Setup-Pec. Scafloldingass. 520000 & Description @ Cont Pefly Total
STS000  $38600  $1.24960
Salesforce Sans v a2 * B I 4 5 = Qg 4FF FEF E B
g A
B2 o6 Materials (1) New B oo Surmmary
“_““"’“'— RUANTIVY: YOTAL « Retiling damaged section of the reof.
Highquality.. 30 533600 &

ot Amount  Profit
545000  5800.00 535000
== Wark Order Description gy Estimated Labour Override

Enter a value
Salesforce Sans v 12 vy B I U 5 = P FE

il
[+

kA

| Material Summary

Calculated

Cont amaunt || Profi
s3oo00 § s3seoo | s3600
Estimated Material Override

Enter a value
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2. Enter your preferred value. Check Include GST if this price includes GST (or leave it

Miw | O Seach Fﬂ?mgﬂ
i1 Business Manage.., Home Chatter MAccounts w  Jobs ~  JobOffers ~  JobCalendsr  lnwoices ~  Payments o CustomerFeedback w  Cootacts ~  More ¥ F
[y 00145 m Save and Back Cancel  w
Customer Name: Est Labour Price Est Material Prce Amound Inc Tax Est Houry. Est Gross Margin
Daniefle Anderson  S800.00 5390, $1.309.00 8.00 43.75%

Job Tasks (3) New {1 g Tiling Summary
NAME DESCRIPTION  TOTAL e i Amount  Est Hours
Doingthe | . Remowe broke . 5200.00 B chude 51,19000 Margin 8

- Tiing 3697%
Doingthe | Retile 540000 @ .
Setup-Pec. Scafloldingass. 520000 & Description @ Cost Profit Totad

§750.00 $440.00 $1,309.00

Salesforce Sans v 12 w B I U5 = @ FFEFE B
o F A
E Job Materials (1) New E Labour Summary
“_‘“'“""‘»— QUANTITY TOTAL + Retiling damaged section of the reof )
Highquality.. 30 533600 &
Cont Amount Profit

545000 580000 535000

= Wark Order Description gy Estimated Labour Cverride
Enter a value

Sasesforce Sans w | 12 el 2w s oo B E

il
o

1]
e

L
Material Summary
Calculated

Cont Amaount Profit
$300.00 $336.00 $36.00

Estimated Material Override

el 1700

ﬂ The value you entered into the Labour Summary or Material Summary
Override field becomes the value of the header's Estimated Labour
PriceorEstimatedMaterial Price.

O No matter what you initially estimate, you can override your detailed estim-
ates with a preferred value, OR

You can use these fields to dispense with detailed quoting and simply enter
the price you want to charge to customers.

.- Business Management User Guide
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Detailed quote: Add job tasks and work estimates

Q_' When you are constructing a detailed quote, you may find it useful to list all the
labor components of the job. This can assist you in understanding each of the
various costs and the estimated number of hours involved in fulfilling the
quote.

To help compile these costs, you can enter a list of Job Tasks. Each Job Task
can be viewed by buy price and sell price. You can manipulate your desired
markup above cost.

Use Job Tasks to list each step needed to deliver the service.

el

None of the details entered into the Job Tasks will be seen by the customer.
Job Tasks helps you plan the work and estimate prices only. Any pricing
information you add to the Job Tasks or

CHAPTER 6 | Job planning and estimation
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To create new a Job Task

1. From the Job Tasks section, press New.

v | o s FEma?2s0a @
Business Manage... Home Chatter Accounts ~  Jobs ~  JobOffers -~  JobCalendsr  Irwoices ~ Payments ~»  CustomerFeedback +  Contacts ~  More v s
B M-ooias m Save and Back Cancel  w
Custormer Name Es? Labous Price Est Materiad Price Amgund Inc Tax Est Hours Ext Gross Margin
Daniele Angersen  5650.00 50.00 STIS.00 650 0%
Newltem 8 + &
Job Tasks (3) New - Travel Summary
NAME DESCREIPTION  TOTAL Task Type Taik Description Ammunt Est Hours
M
Doingthe . Remove broke.. 520000 & Teovel = Travel 10 and from site 65000 ‘;':;"% 65
Doingthe I Retile 540000 &
Travel Taneltoandfr.. SS000 & Estimated Hours st y o ot Rt Totel
- Ry s 50,00 $377.50  S27250 571500
E Job Materials (0) New Labour Summary
DESCRIPTL.  QUANTITY TOTAL
Calculated
Cost Amount. Profit

437750 565000 527250

Estimated Labour Cverride

Enter & value

Material Summary

Calculated
Cost Amaunt Profit
5000 50.00 $0.00

Estimated Material Override

Enter a value
M v Q Seach F@a?2ea @
Business Manage... Home  Chatter  Accounts w  Jobs ~  JobOffers ~  JobCalendar  Inwoices +  Payments ~  CustomerFeedback +~  Contacts ~  More ¥ i
T AR T IR, A T T R S TV W o P T N T AL ] O 7 2 N N AR, T L A T T B e T N o (o7
5] 00145 m Save and Back Cancel  w
Customer Name: Estlabous frica  EstMaterialPrice  AmountincTax  EstHours  Est Gross Margin
Daniefle Anderson  5650.00 50.00 STI5.00 650 %
Newltem 8 + &
Job Tasks (4) pew -~None~ Summary
NAME DESCRIPTION  TOTAL Task Type Task Description Amount Est Hours
Daingthe L. Removebroke.. 520000 § ki % 850.00 M"::% b
41
Doingthe I Retile 540000 &
Travel Taveltoacdfr. 55000 & Estimated Hours Cost ¥ ol Con Py Totel
T s i el s0.00 $377.50  S27250  ST1500
Labour Summary
B2 sob Materiais (0) ew
Calculated
DESCRIPTL.  QUANTITY TOTAL
Lo Amount Profit

$377TS50 565000 527250

Estimated Labour Cverride

Enter & value

Material Summary

Calculated
Cost Amount Profit
000 S0.00 s0.00

Estimated Material Override

Enter a value

: Business Management User Guide
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a bk~ 0D

Select the Task Type.

Enter the Task Description.

Enter the Estimated Hours and Estimated Hourly Cost.

Adjust the Hourly Rate if needed.

m

Al w 0 Seaich

BN CEE R )

"E Business Manage... Home Chatter Accounts ~  Jobs ~  JobOffers ~  JobCalendsr Iwoices ~ Payments CustomerFeedback +  Contacts ~  More v
ENJ - M001E m Save and Back Cancel
Custoemer Name: Est Labous Price Est Maserial Price Amount Inc Tax Est Hours Est Gross Margin
Daniefle Andersan SB50.00 50.00 $935.00 850 0%
= = = e ST T e = =
Newltern 8 + @&
Job Tasks (4) Hew - Setup - Pack Up Summary
NAME DESCRIPTION  TOTAL Task Type Taik Description Amaunt Est Hours
G 5850.00 Margin a5
Doingthe]_. Remove broke.. $20000 & Setup-PacklUp = Scaffolding assembly and disassembly ity
Doingthe | Retile 540000 &
Travel Taveltoaodfr. 55000 & Estimated Hours Cest ¥ Yot Comy Peaty Total
S477.S0  S3ITZS0 593500
Setup-Pec. Scafloidingass. 520000 2 $50.00 5100.00 $200.00
=) Labour Summary
B2 sob Materials (o) bew

DESCRIPTI. QUANTITY

TOTAL

CHAPTER 6 | Job planning and estimation

Cost Amount  Profit
S47750 585000 537250

Estimated Labour Cverride

Enter & value

Material Summary

Calculated
Cont Amount Profit
5000 $0.00 $0.00

Estimated Material Override

Enter a value

0 If the default value of Hourly Rate is not current, you can change the
default within the Franchise Profile Account. See “How to set defaults for
quotes and invoices ” on page xlvi.

ﬂ Customers do not see any task or material information on quotes or
invoices. Only the value of the line item is shown, which is the sum of all
Job Tasks, Job Materials and GST.

cxl



To change a Job Task
1. Click any of the Job Task lines.

Al v € Search

BN CEE )

it Business Manage... Mome Chatter Accounts +  Jobs +  JobOffers ~  lobCalendsr Inwoices +  Payments o  CustomerFeedback «  Contacts +  Mare ¥ 7

2 Bl
Custoemer Name Est Labous Prica Est Material Price Amgunt Inc Tax Est Hours. Est Grows Margin
Caniefle Anderson SB50.00 50.00 $935.00 B.50 0%

n Save and Back Invoice Job Cancel -

Newltem 8 + &

Job Tasks (4)

NAME

New -Setup - Pack Up

DESCREPTI TOTAL Task Type Task Deseription

Dofga . w00 B Setup-PackUp =  Scaffoiding assemibly and disassembly
Doingthe ] Retile 540000 @&

Travel Travel toand fr.. 55000 ] Estimated Hours Con

Setup-Pac.. Scafloldingass. 520000 ® 2 550.00 $100.00

B2 sob Materiais (0) New

DESCRIPTI. QUANTITY TOTAL

2. Change a field value.

Summary
Amount Est Hours
585000  Margin 85
4382%
Total Cost Profit Total
520000 S477.50  $37250  $93500

= Labour Summary

Calculated

Cost Amount Profit
S4TTS0 585000 537250

Estimated Labour Cverride

Enter & value

Material Summary

Calculated
Cost Amaunt Profit
5000 50.00 $0.00

Estimated Material Override

Enter a value

3. Click on any other Job Task line or press the Save button. The change will be saved.

cxli
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To remove a Job Task line

1. Press the relevant line’s Delete button.

v | o s FEma?2s0a @
it Business Manage... Mome Chatter Accounts +  Jobs +  JobOffers ~  lobCalendsr Inwoices +  Payments o  CustomerFeedback «  Contacts +  Mare ¥ 7
B M-ooias u SaveandBack  Imvoicelob  Cancel w
Custormer Name Es? Labous Price Est Materiad Price Amgunt Inc Tax Est Hours Est WM"I'“
Daniefle Andersen  5850.00 50.00 593500 850 0%
Newltem 8 + &
Job Tasks (4) New - Setup - Pack Up Summary
NAME DESCRIPTION  TOTAL Task Type Task Description Semount o Henry
- 585000  Margin 85
Ooingthe . Removebroke.. 520000 & Setup-PacklUp = Scaffolding assembly and disassembly 4382%
Doingthe I Retile 540000 &
Travel Travel toandfr. 55000 & *—— st y Total ::—,m ::;\z:w ;:.
Setup-Pac.. Scaffoidingass.. 520000 ® 2 $s000 F10000 Sl ) )

= Labour Summary
B2 sob Materiais (0) ew
Calculated
DESCRIPTI. QUANTITY TOTAL
Cont Amount Profit

S4TTS0 585000 537250

Estimated Labour Cverride

Enter & value

Material Summary

Calculated
Cost Amaunt Profit
5000 50.00 $0.00

Estimated Material Override

Enter a value

2. The Delete Job Task dialog box appears. Press Delete.

CHAPTER 6 | Job planning and estimation o=
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Detailed quote: Add materials and material estimates

When you are constructing a detailed quote, you may find it useful to list all the

material components of the job. This can assist you in understanding each of
the various costs involved in the quote.

To help compile these costs, you can enter a list of Job Materials. Each Job
Task and Job Material can be viewed by buy price and sell price. You can
manipulate your desired markup above cost, or simply specify your sell price.

Job Materials allows you to list all the materials required to complete the job. You can

add materials either manually, or populate them automatically from a price list. See
“Working with Material Price Lists” on page cdxvi.

To add a material from a price list to a job line

1. From the Job Materials list, press New.

_ o
H Dusiness MaMagem..  Mems Cheme  dcowm v b v KEOGs w  kbCHSE  iveim v famesi v Cstwieded v Com v Mooy v e v fpom v Cilbowds v Cleds v Mew T 4
‘""‘“’ - wicb | Concel | v

Gt bt EmlbewPrs  EaMmedas  AmscbeTe BeGuaMegn  Eabeen Al
T saca00 srmon v = ro0
Tieg & |+ | 8|
Job Tasks (2) Tiling - High quality terracotta tiles - black e Tiling Summary
AL DESCRIFTION O || e D Aot g Howrs
L Lo Mesibubutel  Jaodlo L] e p——— Q g Sty vt s - black o g 4
Daing the icb Retie ez . : o P Tow
e o “Chaantty Matera Cont rdon Umnig 13 saras0
Burrg 2 Rt S0 rrertror e
N, — i | R i (=, kvt
Suenmar
BESCHIFTION  QuAN Ty ToTAL =
s 155
G g w T )
Hgh gty e 20 suas0 0 Aot Pom
saz0 soom  famon
...... 2 Labous Drarme
[ LR
Catatrd
\. [rvey o
13000 s
By e preven
‘e B M ment User Guid
CXII” usiness Vianagement user uiae



2. From the Job Material line, enter a search term into the Material field. The system
will search for the term within Material Price Lists. Select your intended material from

the search results.

i5i Business Managem.. Moma  Chamw  Actoerts v bt v kBN kb Clndw  Imveie Pty citcmar Verdtack et Msterid e - fapom Do oot
Cotiwardis  Blliwbis  iSmidbo  Ameibcls  EGrmbegn G At
- 20000 #3800 [T s )
Tieg 8 |+ || @
Job Taehs (2) E Tiling Summary
MAME  DiscRIPTION  TOTAL Po— -
eing the ko Remove brokea thes 20030 50 LT
oing the bk Retée [ " ot Brokt
\\\\\\\ 11300 wesc0
ta00 w
Job Matesials (3}
[
DESCRIFTION QUARTTTY ToTAL
oo Sy " e
e iy e 28 $as0 L)
[
E Material Summary
Cacalaied
#1300 15800
ated Wistmal Dvernds
By e preven

3. Having selected the material, enter the Quantity.

i1 Business Managem..

some  Chame  Aooerts w o ko W bshOfes

(T

ol
00000

250

CotmarMame  Eflboafen  EfMmeidfror  Amconiicln frGeonMegn Bt A
- 20000 s arnas s )
Tieg 8 |+ || @
Job Tasks (2) Tiling - Tip Fee - Mixed Waste - per K E Tiling Summary
MAME  DlscmPTON TOTAL Po— [
Doing the kob Remov brokes thes $20000 ] [P ——— pap— measy 30
oing the bk Retée #2020 " ot Brost
Sapair T R T 113825 w125
Dular ALASTLITIAS
Job Matesials (3}
- [
BESCRIFTION AUANITTY ToTAL
s 2
oo Sy 18 00 Cacataied
Mo gty e 20 $ums0 . [
T Foe - M W 150 30 " K L.
b Latrour O
E Material Summary
Cacalaied
sz L]
mines snemal Cher
By e preven
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4. Now you can choose to enter either the Unit Sell Price, Sell Price, orthe
Markup %

15 Dusiness MaNagem..  tems Chow Acowts v bt v JbOi v kbCiend IvokM v fameti v Cotomwieedad v Comm v Msidereslits v e v Moo v Obewds v Cikedy v Mus v
Cotimirbons  ElbowPois  Eibmet P hemtiaTe  MGubegn [ Aot
- e saca00 00 a51.48 2w [
Theg |4 || 8|
oo ks @ Thig - T - e Wase - pr e Hing Semmary
AL DESCRIFTION ToTAL ek Makuial Desespion ot Extblaegn o
g the ik Remirs breipethey $20000 . ] [T —————— - T Pt - M o - D 70 i) L
Daing the icb Retie ez . o Prosn Tonw
e Supoter “Chaantty Matera Cont o Uy e} eanrs S0
Dt L i s VLT IAZRSTHDRST
wa“ulm: = i i &
BESCHIFTION auaNTiEy ToTAL
s 11400
ot g "w T " -
Hgh gty e 29 suas . ot A Frotn
T bes - Mand We_ 150 e " 102 [ a0
Etenates Libeur O
[~ R
Catatrd
[ [rve, ot
frTen rrane fe)
By e preven

9. Remember to Save when you're finished.

HE Duins Mg, Monp M Ao v e RGO v  REOMR e v wmee v e e Cole v ML v e v e OGN e (Cde v M7
Foomearthina, ki et . A el aeen kel
M o 0000 17400 $A51.40 2atw L
Tiliag & + (@]
Job Tasks (2) Tiling - Tip Fea - Hilied Waste + par Ky r— Thing Summary
e BESCRIPTION TOTAL i At Do sutiat Edbiaga e
Lt b Moo brokimties  $0000 ] MRi-00316 Tig e - Mamed Wt - pit K a T Fioe - Mo Wit - o b e ¥
Diing the Job (=™ w2020 " g Con =
i S ot * Quanity MWigterl Cont o s My s e e

L] i s VLT IAZRSTHDRST

Job Materials (3)

BESCHIFTION auaNTiEy ToTAL
s 11400
ot g ) w00 " © "
Hogh quiity e 28 suas . Cont A Frotn
T bes - Mand We_ 150 100 " 102 [ a0

Estemuted Lubou Crermde

B veris summary

Calvuated
[ e, Pt
flTe srane an

By e preven

If a product is not yet on a price list, you can add it to any price list you own,
See “How to add a new material to a price list” on page cxlviii. You could also
simply enter the material manually.
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To manually add a material to a job line

1. From the Job Materials list, press New.

325 Business Managem..

Some  Chame  Asperts w b W lebOfes

bk Chlandw  Iown e Paymests o Coomw feedback o Conm v Ml e o

IN-Daazs

e el e

c o o P hmmetee T fnGoulegn  Eubee Ao
M o 0000 17400 $A51.40 5F Lt
Tiliag & +| @)
Job Tasks (2} B3 riting Tiling Summary
ant DESCRIFTION TOTAL G e it B Hin
Giniment  Naowbotwon w0 8 | | [ : e msm s
Diing the Job Fatie w2020 . Cam P o
/ 5183 wanrs ]
dorce darn. w || 12 K e s (EA
Job Matesial (3} roem = i EALIED L
a Labiour Summary
DESCRIFTION QUANTITY TOTAL u Pty Crminyed section of the reot
[E— " 52400 " et
g oy 2 13800 L[] Camt At Frofa
T B < Mo Wi o 1500 " L) Leorind s
— Werk Cre Descrpton g Prt o e Discrgtin
Estmites Lateus Ovarde
Saetercwtar w || 12 w[als]u]s]|[=]E]w]els]s]ala]z —
- Jrowr—
Calawlatrd
con v -
$10428 17400 TS
By e preven

2. Click on the new Job Material line, then proceed to complete each of the detail fields.

325 Business Managem..

Some  Chame  Asperts w b W lebOfes

bk Chlandw  Iown e Paymests o Coomw feedback o Conm v Ml e o

IN-Daazs

- s0000

Tieg w |+ [ @]

Job Tasks (2)

[
AL DESCRIFTION ToTAL atr ‘aiusal Desespion
[Fe— Remive brokpntiey 30030 . f - a Pr—
Daing the icb Retie ez "

= Supoie [ e Sl el Ut

Burrg 1 Rt i 3
Job Mazedials (4) B = o i
BESCHIFTION auaNTiEy ToTAL - -“ m
G Ll 400 .
Hgh quiity e 28 suas .
T boe - Mred Wa 180 i "
Othws consumables 30 s .
By e preven

CHAPTER 6 | Job planning and estimation

bt Ebege
s Tas
Gt Prod
1223 e
a Labour Summary
Cabondotend
Cont e
a0 0000

E Material Summary

Calvuated
[ e,
[EiTE fEy

iz

cxlvi



3. Remember to Save when you're finished.

HE Duins Mg, Monp M Ao v e RGO v  REOMR e v wmee v e e Cole v ML v e v e OGN e (Cde v M7
Commurbons. Emideirives  Dibmeis Amssabei  CiGuaiign . Dateen Aot
- s0000 205 e 255 e
g w [+ 8]
Job Tasks (2} Tiling - Other consumabiles T Tiling Summary
s BESCHIFTION ToTAL bt M Orirpiien domnt g
g s Romove beckenties $2000 " W e 5430 T4 .
Daing the Job Retie o050 N : Gon - o
s Supeter *Quatty Wirtariel Coat i ksl B a1 L]
vy 1 Rt i ]
T i i B 1B -
BESCHIFTION  GUANTITY TotAL i
oot g w 2400 . -
Fgh quaty e 28 1m0 . Cont o ”
T bee - M W 140 1300 . s wonm  gamos
tter consumaties 30 maso . [P —
B s s
-
con P
P TV
By e preven

If the material you are searching for is not yet on a Material Price List, you
can add the new material to a price list that you own. See “How to add a
new material to a price list” on the facing page.
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How to add a new material to a price list

When you need to add a material that is not already on a Material Price List, from the Job
Planning page you are able to add it to any Material Price List that you own.

el

When you add a material, you need to add it to an existing Material Price List
that you own. You may need to create your own Material Price List prior to
adding a new material. See “Creating a material price list” on page cdxviii.

To add a new material to a price list

1. From the material line, search for the material.

1 v - S—, v tomm Lty v e , Caledi v e

Business Managem... Momi  Chite  Accowts v lbi v RBOBWE v RGN s [— sisers Feaoack et Mteia rice in fapeti Do i o ’
CotomarMame Bt b focn st Mt Amcartict  fGeubegn  DENee Ao

2 oo 50000 #2400 o004 -~ 10

Ty w |+ @

Job Tasks (2]
o

B} s
"""""""""" Uriorad Matera Bencmgeree demt [ oun
eing the ko Remove brooes thes 0030 . [ oo e . a0 T ?

cieg the ket Retée [ " Bt el
Mo rurtches found [ BB . 2000 w0 BesaL0
e T — T 1 [ s a0 w
Job Matesials @)
4 H Labour Summary
DESCRIFTION auANIITY ToTAL
oo Sy i 100 0 Cacataied
. et o
0o 0000 60000

2. When the material is not found, press New Material.

2 Business Managem.. Mome  Chemte  Actoeti w ki s JsbOffen

12 v v Cottomm b v tomm Lt v b o Cileds v Mo

Mataris Srice i v hepem v Oiboed: onclat o .
b Mme il BiMewibs  Amewribels  Goabegn e A

8 e $s000 2400 2640 o~ 120

TEngw |+ @

Job Tasks (2]
o

Doing the kob Remove brokes thes 520000 [‘.__mm a0 e
oing the bk Retée 050 . ik et
He rurtches found Matpe £t BAR - 2000 w0 BesaL0
T | e g T [ 1 | s 00 w
Job Matesials (2}
BESCRIFTION AUANITTY ToTAL
oo Sy 8 00 . Caataied
L] Aot ol
0o W0O0N 000

The New Material dialog box appears.
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3. Complete the details in the New Material dialog box, then press Save.

New Material

*Product Name

Terracotta Tiles - Black l
* Price *3Sell Price
l £55.00 l l $67.50 l
*Material Price List *Currency
l B Bunnings X l l AUD - l
Size Supplier
l 1 l l Bunnings l
Quantity Unit Of Measure Supplier Part Number
[ Metre A l [ 56787 l
Description
[ High quality terracotta tiles - black. l

m Save

The new material is added to the list and selected within the job plan.

4. Complete the remainder of the details in order to complete the line.

HE Duriesbmugain_.  Mow NI MW v e v REOMA % i e v e v e RN o | Toce v MR v oo NG g v W
Comnurtons. Emideiives  Dibmeiis Amamabeid  DeGwsiigin . Datien Aot
- s0000 15000 1490 ™ 100
Tieg & |+ | 8|
Job Tasks (2} Tiling - High quaslity terracotta tles - black yr— Tiling Summary
s BESCHIFTION ToTAL bt LT P g
g s Romove beckenties $2000 . P P TR PR LT, oy [ e —— 73800 s
Daing the Job Retie o050 N g o Pt
5 Supte et Mol Gt sk 13000 w0 sasaz0
[ e $tha0
Job Matesials (2} . -
= [Po—
BiscuIFTIon  aua niry TotAL
s 13800
oot g w 2400 . -
Hgh quty b 28 100 . Cont Ao P
1220 oo gsmm
i vt
B veris summary
—
w0 g fam
fstemates Vtatonal Cveite
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9. Remember to Save when you're finished.

31 Business Managem.. Mome Chafe  Acourts v lebi w lbOfes o kbCMends  Imoke o Peymests v Cumorme fesdback o Contam o MiteidSrcslils B

R onclat o ”
(] Moeus ave #d Back
Commwbons  Emibewirie  EabmedPo  Amaeciele FuGwadagn  Bateen At Mo
- s0000 15000 1490 ™ 100
Tieg u |4+ &
Job Tasks (2} Tiling - High quality terracatta tiles - black y— Tiling Summary
s BESCHIFTION ML || e : P g
g s Romove beckenties $2000 . oy [ e —— 73800 s
Daing the Job Retie o050 g Wi
S - o s10m senc0 sasaz0
Burrg 2 00 a0
Job Matesials (2} . : :
B vou suemmary
EscHIFTion it T
s 13800
ot g " 1400 . —
Hgh quty b 28 180 . ca Pt
1220 oo gsmm
3 Latiur Oveme
B veris summary
-
w0 g fam
it Uatves et

How to add an image to a line item

To use photos within your quotes or invoices, you can add them to specific line items
within the Job Plan.
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To add a photo to a line item
1.

Al v 0 Search

Business Manage... Home Chatter Accounts ~  Jobs

Job Offers.

Job Calendar

Invoices

Place your cursor in the Description field at the place you want the image to appear.

o

[+]

Contacts

258

Payments More ¥

Customer Feedback F 4

() M-ooies - SaveandBack  ImoiceJob  Cancel  w
Custorme Name Est Labous Price Est Materiad Price Amgunt Inc Tax Est Hours Est Gross Margin
Daniefle Anderson  51,330.00 7. 5205425 1330 46.37%
Fencing & > { Panting @ + @&
Job Tasks (3) New Fencing Fencing Summary
NAME DESCRIPTION  TOTAL “Summary " Ammount Est Hours
Travel Travel 550,00 8 chude $186750 Margin 133
L Tonchy 4637%
Site Visit Call out fee 58000 @ a
Doingthe I Erect fence $1,200.00 & Description @ S Paaf Totel
§100150 $86600  $205625
Satesforce Sans - 12 Bl lu s Ei—:ﬁ'li.;iﬂ
o L
3 sobMateriais (2) New Labour Summary
DESCRIPTI.. QUANTITY TOTAL « Fence theee sides of house lot,
Pickets 1500 533750 & Catcitatad
Lo Amount Profit
posts 12 00.00
Fence o S [ ] $62650 5133000 570350
= Work Order Description gy Estimated Labour Cverride
Enter & value
Salesforce Sans * 12 * B I YU & = X P FEE B
A
Material Summary
Caleutated
Cost Amount Profit
537500  $537.50 516250
Estimated Material Override
Enter a value
Miw | O Seah Fﬂqagﬂ
Business Manage... Home Chatter Accounts ~  Jobs ~  JobOffers ~  JobCalendsr  Irwoices ~  Payments +  CustomerFeedback +  Contacts ~  More v s
L) IN-00145 - SaveandBack  Imvoicedob  Cancel v
Customer Name Estlabous frice  EstMaterlalPrice  AmouniincTax  EstHours  Est Grows Margin
Danietle Angersen  $1.330.00 $537.50 $2,054.25 1330 46.37%
==
Fencing @ > < Pantig & + @
Job Tasks (3) New Fencing Fencing Summary
NAME DESCRIPTION  TOTAL “Summary i Amaunt Est Hours
Trawel Teavel 550,00 5 clude 5186750 Margin 133
L Fonceg 46.37%
Site Visit Call out fee 58000 @ -]
Doingthe . Erect fence §1,200.00 § Description @ Cost Profit Totat
S100150 SBS600  S205425
Salesforce Sans v a2 il s EL:-W-W.;-B
g A
B2 o6 Materials (2 New o
P ANV YOTAL « Fence theee sides of house lot.
Pickets 1500 533750 @& |
Cont Amount Profit
ncepoes 130 w000 B $62650  $133000 570350
== Wark Order Description gy Estimated Labour Cverride
Enter  value
Sasesforce Sans v 12 v B I ¥ & = X @k FFE B
kA

cli

Material Summary

Calculates
Cost Amount Profit
5$375.00 $537.50 $162.50

Estimated Material Override

Enter a value
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CHAPTER 6 | Job planning and estimation

Select the image from your computer.

The image is now displayed in the Description field. Remember to press Save or
Save and Back.

i Search - o b
z a5
Business Manage... Home Chatter Accounts ~  Jobs +~  JobOffers ~  Job Calendar  Inwoices ~  Payments ~  CustomerFeedback +  Contacts ~  More ¥ ra

= IN-001464

Pl sove ana sack Cancel ¥
Customer Name Est Labous Price Est Materiad Price Amgunt Inc Tax Est Howrs. Est Gross Margin
Daniefle Anderson  $1,330.00 $537.50 5205425 1330 46.37%
Fencing 8 > <CPantirg @ + @&

Job Tasks (3) Feew Fencing Fencing Summary
NAME DESCRIPTION  TOTAL ~Sumenaey % Amount Est Hours

o 5186750 Margin 133
Travel Traved 55000 g g e

4637%
Site Visit Call out fee sa000 @ a2
i Cs P
Doingthe I Erect fence 5120000 § Desciption @ Qo ol Totel
§100150 $85600 5205625
Satesforce Sans v 12 v 8 I 4 5 ::|-|;E;§u
o T
it L -
Job Materials (2) ew Labour Summary
DESCRIPTI.  QUANTITY TOTAL - .
Fence three sides of hause lot. Calculsted
Pickets 1500 533750 & .
Cost Amount Profit

Fenceposts 120 520000 &

"~ $62650 5133000 570350

Estimated Labour Cverride

Enter a value

RSN s pe = S=a e g~ E Material Summary
== Work Order Description [i]

Salesforce Sans v 12 LN S S RE = /r ff o E EE B Cost Amount Profit

$375.00 $537.50 $162.50
I

Estimated Material Override

Enter a value



O_ When you next generate a quote, you will see the image included in the line
~  item description. See “How to send a quote” on page clvii.
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How to exclude a line item

You can include or exclude individual quote lines on a Job Plan.

/ This is useful to allow:

preferred quote.

Quote lines are included by default.

To exclude a line from the quotation

1. From the appropriate line item tab, uncheck Include.

23 - Sauren Saeshocs

i1 Business Manage.. Home Chater  Amels v kbs v WGOMen - Kbihedule  Imwoices o Pepment o CistomesFeedtatk o Contacth v MaterialPrice sty

Cotbylouse B Foriefepens B FercePanting B +

o Tasks (5) em 1] cutiby House
e pascatsrion o
Ste Vi Trinetd abivesncn S18000 ]
St up - Pack Up. Working wih hesghts. . 5300.00 .
Daing Ine Jog Buasey SETSO0 L]
Diirg the Job Instaliation $15000

Daing ma 350 Panning s2z500 . Baermble bt sl 4 custem Seiggred Liew Roue.

Job Materials (3) N sméiltion

DrscamTioN QuasTITy TotaL

Tientes 4x2 200 sasoon "
Pant - Drange 10 56000 ]
Bagof ttensns 200 1500 "

| !

» A customer to proceed with only part of a quote, or

” For you to produce multiple options from which a customer can select their

- @7 8@

v Bpos v Dwhbows v v X Momw 4

S ShesdE Cews | W

ﬂ Cubby House Summary
Reraven - e

51599 we L]

con = T
5139500 e 517000

5] Labour Summary

Catculated

ot Ao Pty
S100500 SLS00B0 549500

Estimated Lsbow Ovewide Inchate G87
130000 a

B ratwiai summary

Cacutates
cou Arvont Pt
$30000 358500 519800
Estimated Matenial Ovevric Incsase 657
245008 a

The quote line is now excluded from any quote or invoice that you generate.

How to use a job template

It is not always necessary to develop a job plan from scratch. There may be times when

you want to reuse previous job plans.
\/ You may want to reuse previous job plans when

tomers

CHAPTER 6 | Job planning and estimation

» you have a standard product or service offering that you offer to multiple cus-

» you want to create identical quotes, such as when you are erecting a fence
and the neighboring property owners have agreed to split the bill

cliv



If you have a regularly repeating job with a specific customer, you
to clone the job instead. See “How to clone a job” on page clxxiv.

You reuse job plans by

» marking an existing job as a template

» cloning the template into a new job plan

To create a new job template
1.

When you are ready to create the template, press the More v

may prefer

From the Job Planning page, enter all the standard information and Save your job.

button then Create

_ e
15 Dusiness Managem..  dems Chow Aot v bt v JbONi v kbliendi lvokm v Pamesty e v .
ﬂ N3 ‘

orwr e B o Mneia e At MGy Daten Ao
Gl Sy $12000 a0 11200 LT 150
Gardesing servic 8 | 4+ || &
Job Tasks (1) [ Gardening serv
MaML CESCRIFTION TOTAL urmray
g the ks Carderang. s1m00 " Qurdaring sirvich
e Drsrtion @
ok Meaterials (0} "
Sabertorie Sam i LAEIE DD ES
DESCRIPTION QUANTITY TOTAL = = -
Sogelar weesin
Seanonal "
i, o e S e
Con A "
10 $1000 5250
— Work Order Gescnpbon g Frit befors e Dicription’
Extenates Lot Ovimnte
P— w|lols|uls|{=]ms 5[5 |afajx
E Material Summary
Cale wlatrd
it et Fros
a0 a0 00
By e preven

2. Name and describe the template, then press Continue.

Create Template

E Create Template

Template Name

[ Gardening Package - Summer 2025 ]

Template Description

Fantastic summer special gardening package

On pressing Continue, the system creates the job plan within a new Job whose

Statusis Closedand Sub Statusis Template.

clv

Business Management User Guide



3. The system redirects to the newly created Job that houses the template.

$3 Business MANSOSM..  Moms e Acowhs v KBV KBOMi v kbCiede Inoke v Pemenld v Ckenerfaedadk v Corteds o el Pt P — P—— v oy v
&

JN-00645
...... - A = st rrna Frosht
Rngeotd $132.00 150 5250

O T s T e 7 I |
Datails b All Cuotesmisices Firancial Sum edbackMacketig  Filew/ Notes  Hstory [ Files

w Information

. £ O g tes
Gardereng Package - Summar 2025 # Ja .
e Frbe

oo Templat s O rotes o)

. T .

s L

..... - y| _._.‘m Chatter Actial S

i @ F o[B8\ -8

To use a job template

1. From a new job, place the job into the Planning status, then press Plan Job.

135 Dusiness MAMBQEM..  Mome Cuos Acowts v MG 4 KbOMw v  kbCndr lnoin v wmed) v Coleowiedbad v Comath v MMl v N o

b T T
amm + Fosom || b3y -
s o el Lo curt o 1 Tesmaied s Acaiboun Lusmatns oo Prott
Rnguoad 900 A a0

. e

Details ob Allocation  Quotes/invaices rancial Summary eedbackMarketing - 2 Aes oy

Information &, ks
....... Lt Cr drop Sk
Grower - Gardarng 7 Paming ’

00645 # O nows iy

g Portn

L ”

ntcere tha -, b Activity hatter uaks 5

ovre - s =i 5

e . o 0l-[@ o

i Business Managem.,. Some  Chame  Asoerts w kb W bbOfes o kBClends  Imoke v Pgmess O

Grover - Gardening

irieme  MUbeatce  DeMAser AT GiGomblagn  BiNee A
e 0o 0w o o~ 00
Hw e @ +| &

Job Tasks 0} EF vewtem Summary

Hauy DESCRIPTION TOTAL i e e =

o™
v
Joks Materials (0} I — b

........... quantiry rota shins <12 <lslslaisixizlslalislslalol

— Wk S Dricephon @ S befone Line Diicrption!

Swestoineans w || 12 wlolsr|ufsi=|z{a|x)s|z|la]alx

.....
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3. Search for the template by name or number, then select the template from the search
results.

Use Template

E Use Template ' ’

*Ternplate Name

i >4 5
Gardening Package - Summer 2025 - JN-00625 ||

!l n 17/00/2023 331 PM - 5132

4. When the template is selected, press Update Job Using Template.

Use Template

E Use Template

= Template Hame

(-] Gardening Package - Summer 2025 - JN-00645

5. The templated job plan is now applied to your new job.

_ o
15 Business Managem..  tems Chow  heowm v b v - \ v o v Comcowh v Comm v WAL v M v WM v Oiibceds v Cileds v Won v g
—

— e -
Grover - Gardening
et - o Meiat
- G 000 0w szoo amm
Gadering service @ |+ | @
= -
Job Tasks (1) T | Gardening service Summary
wauy DESCRIPTION TOTAL S v g
Ding the bk g s . 7 00 anre
16150 w2 )
ok Materlais (0
nnnnnnnnnn auaRTitY E b Eiiip
[
Cont et ot
14150 12008 s
— Work Crder Dvicsphon g Svee befor Lt Diicricticn

SakestreSans w || 12 #|n|E| ¥ @|afn

By e preven

Having applied the template, you can now edit the job plan to suit.

How to send a quote

For installations using Nextdoc, you can send quotes from the Job Plan page.
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How to email quotes using Nextdoc

1. Generating a quote has been incorporated into the Plan Job page. To plan a job and
generate a quote, select Plan Job.

135 DusinessMaNSgem..  sems Chos Acowtt v KB v KBOM v KACHmdl bvoke v Pnments v Cekowiebid v Cortit v Msdbietis v Ml v Repot » OWMowd v Ciedk v e v 2

> D D T T i ot aous

Detalls sobs Allocation Cuotes/invoices Financlal Summary Feedback/Marketing Files/Notes History

~ Infearmation

-

Smith - Cubibey £ Panning &
Cuote Semt -
St Sttt hamsc
’ F Mstes (0}
e
Vi e
Activity Chattes Actua s
’
= NEN | o
s Owner
Fior: Al e« &1 actictind - AR tow. | B
,,,,, - e
7 B il
F——— I —— w Uptaming & Overdue
y s
B activtes 13 1hce
et sarted by sending an emad schedueg # task, and meore
“ Job Contact information e duby - 2020  Yoar Age

2. The Plan Job page has a Quote Preview window. Quote Preview updates as soon as
the Job Plan is saved, showing you exactly what the quote looks like.

“ ; P Soarch Salestorce * 248 =

it Business Manage... Home Chatter Accounts ~  Jobs ~  JobOffers ~  JobCalendar Iwokes ~  Pawments +  Cistorer Feedback +  Contacts ~  MaterialPricelsts ~  * v X Mae » 7
Job Nearrtoer fob Name Customer Name Est Labour Price 5t Matersal Price Amaount Inc Tax Est Hours Est Groas Margin Bron Save arid Back Exincd -
MNO0SS2  Smith-Cubby  GeoffSmim 53,060,00 47938 $3,91531 me 40660

s - JAttersaving|
Job Tasks (3) Hew [:ui Cubby House Cubby House Summary
NAME DESCAIFTION TOTAL *Smmary n Amount E5t Margin Hours
Site Visit Trreel time 4000 N Cubby House chude $355938 4085% ;s
Duoirg the Job Buddng S2.88000 @& = Com Pt Totw
Setup-PacklUp  Setup $16000 » Owuwrgeon @ 5211600 5166338 5351531

Sadertorce Sand v 12 v|®'T RiG = FFF EFEE L

. Labour Summary
Job Materials (3} s Assemble and install a custom designed free houss E

+ Design

DESCRIPTION  QUANTITY ToTAL o

+ Constution A
Timber 42 500 sue8TS g : Cont Froft

IR0 5173250 $308000 5134750
Sowes-1Sm., 10 51063 s + Painting and Arishing. ' h N
T o5 prow - Estimated Labour Overrido

= Work Ceder Descrighion g 50,0000
Satestorce Sans. v 1 vle |7 ulEll= # 4 EF E®E 3 L

E Matesial Summary

Caledated

=4 Aot Pront
538350 347933 59588

Extimated Matonal Overnce
20,0000

Quets Preview besemes avellebis [ ... s |
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KA
3. To see the quote, press the Expand ¥¥ button.

A8 w L SeachSalestorc [%]+] 25 8 (™
i1 Business Manage... Home Chatter Accounts w  Jobs ~  JobOffers ~ JobCalendar Invokes w  Paymenss +  Customr Feedback +  Contacts ~  MateralPricelists ~  ° w X Mae ¥ Va
Job Numiar Job Nama Cumtoma Name E1 Labour Price st Material Price Aumaunt Inc Tax Ext Houn Ext Groas Magn Save Save and Back Cancel ¥

INOBAEZ  Smith-Cubby  Geoff Smith £3,080,00 547938 5391531 s 40559
CubbyHouse &  +
Job Tasks (3) Hew Cubby House Cubby House Summary
NAME DESCAIPTION TOTAL « Suemmary o po— 1 Margn [Py
Site Visit Tareel titne 540.00 5 Cubby Howe cude $355538 40S55% 385
Doirgthejob  Buiding 5288000 @ a Gan o Yo
Setup-Packlp  Setup 516000 g Drirgton @ $211600  $164338 5391831
Salestorce Sans. - 12 wli®lr g ll={E # E ¥ E L
E Labour Summary
n Job Materlels.(3) i Ausermble and install & custom designed tree house
5N
P T T Deslg Cacutated
DESCAIFTION  QUANTIFY TOTAL 4
Timesss 412 500 S48 @ 5 ot At proft
Screws-18m. 10 51063 ] + Painting and Rristing. S173250  $30B000 5134750
Paint-Beown 0D 5000 s Estimated Labour Override
— Work Geder Bescription g 500000
Salessorce Sans v 12 vipjtiisln ¥+ F ¥ 8 L
Material Summary
Caloudated
Comt At Proft
53350 47938 59588

4. Now you can see the dynamically-generated quote preview.

A w O SeachSalestorce [x]+] 2 a (™
231 Business Manage... Home Chatter Accounts w  Jobs w  JobOffers w  JobColendar Imvoices e Payments o Cussomerfeecback v Contacts v Materalfricelsts w w X Mo ¥ F
Job Namter  Jab Name CustomerMame  EstlsbourPrice  EsiMatenslPrice  AmountincTad  EsMoun  EstGross Mage can | SweandBek | Cancel |
INOBAKZ  Smith-Cubty  Geoff Smitn 308000 547938 5351531 me 40555
CubbyHouse &  +
Job Tasks (3) Hew [i7) cubby House Cubby House Summary
NAME DESCRIFTION TOTAL [ras— i Amount £s1 Margin Houry
Site Visit Tareel time $40.00 ] Cubky House e s M5
Doirg the job. Budding 52885000 @ ] Comt Profit Total
Setup-PackUp  Setup 516000 8 Decrpton @ 5211600 5144338 $391531
Satestorce Sans. » 12 » B I g & =gFE %F FFE L
Labour Summary
E Job Materials (3} Haw PR P ki E
DESCHIPTION  GUANTIEY ToTaL i il Quate Preen =
+ Construction
Timbts 462 500 s4875 @ R
2 FCS - Bingweod Quotaton
Sowws-18m. 10 s1083 @ + Painting and Reishing Y o i - | m—
Paint-Brown OO 5000 . R s
Er—
— Wark Oeder Description g
Saleforce Sant * 12 * B ! Y S = e FEFE L e S
T
RS-
—— Ce
e
-
ool e s
T LI
e e
- [
sty r—
i e

5. Every time you Save the job plan, the Quote Preview is updated.
6. Complete the Job Plan as per normal.

clix
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7. When you are ready to generate the quote, press Generate Quote.

- S PSS e SE—— - @m2aa ™

i3t Business Manage... Home Chatter Accounts ~  Jobs ~  JobOffers ~ JobCalendar lwokes ~  Paywments +  Customer Feedback +  Contacts ~  MaterialPricelsts ~  * w X Mae » e
Joo Namoer  Jab Name CustomerMame  EstlsbourPrice  ESiMatenPrice  AmountineTad  EsMOun  EStGross Mage s | S anateik | cuicd: I
INOOMSZ  Smith-Cubby  Geoff Smith 308000 547948 5351531 wme 40 554

CubbyHouse 8  +

Job Tasks (3} Hoew Cubby House Cubby House Summary
NAME DESCRIPTION TOTAL « Scmmary i Amiouns £5t Margin preey
Site Visit Teareel s 4000 s Cubby Howe e $355538  4055% w5
Doirg the job Budding 52885000 @ ] Comt Profit Total
Setup-Packlp  Setup 516000 @ Bricription @ $211600  51e6138 5391831

Salestorce Sans » 12 *» B I g5 =F H%F FEFEE L
E Job Materlaly.(3) i Assemible and install a custom designed tree house E Latiooe S ad
DESCRIPTION QUANTITY TOTAL = -
Tinbe 412 500 SuESTS 8 2
Screws-15m. 10 51063 . + Painting and Brishing,
Paint - Beown oo 50.00 [ ]

— Work Oeder Description g
Seietorce Sam v 12 * B ! YU S =90 A L - T
i

it nn

8. The Compose Email dialog appears. This dialog will allow you to

Compose Email

£ senaro

One or mare contacts @

e ! e o W

Geoff Sm

Enter CC addresses My inbox (bec)

Separate multiple addresses with a comma

Template

Select a template Set As Default Template
Quote Attached Template = ]

E Content Edit Content

Using the selected template for email content.

[ selected Attachments

& QN-00018.1

[5) Add attachments

Upicad Additional Files
&, Upload Files  Or drop files

Add Attachments From Record

Cancel Cancel and Remaove Attachments )

CHAPTER 6 | Job planning and estimation
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»

»

»

»

»

»

»

»

Add one or more contacts from the Job (or Business)
Enter additional free-form CC addresses

BCC to your inbox

Select an email template

Optionally modify the email content

Select any existing attachments to the Job
Optionally upload new attachments

Send an email with the quote and any other selected files orimages attached to the
email separately

O_' The My inbox (bcc) box is sticky. Whatever you set it to last time you sent a
quote will be the default setting the next time you open it.

If you find yourself regularly choosing a single quote template, you can set
that template to the default by checking the Set as Default Template box,
then pressing Send.

How to create a quote with options

Sometimes we want to provide the customer a quotation containing options. Perhaps the
customer wants to decide between the tile or smokey glass splash-backs. Or, perhaps
they’re wanting to choose between just the mowing service, or an option to include
gardening as well.

clxi

O_' It's often a good idea to provide the customer with options, because it's some-
) times easier to close a customer if they’re choosing between options than
choosing whether or not to purchase at all.
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\/ Let’'s say we have a Job Plan that contains lines for mowing and gardening.
We want to shape a quote that provides:

» An option for mowing services only; and
» An option for mowing and gardening.

Here’s our starting point:
B T

@2y
11 BusinessMANOGEM..  Meme  Chatte  Asesunts - Jobe v JBOMMs w  JShCabndie  Wveices o Peyments - Cutomerfesdbeck o Contacts - Uk Prcelits v Mem v

I
T L e T e T N P = TSPy T T =

£ Jw-octho -s...um iesice job Cancel | W
. Mowing and gardening

Cuptomes Mame Bl labour Price  FuiMaterPrice  Amountiec T Ewtboun st Geoms Margie

Dariei Cae 5000 3000 560800 50 wn

Mowing @ > {Guenina @ + @

Job Tasks (2) N Mawing 2] Mowing Summary
aue orscmeTion  ToTaL b | | i s
5000 e Mewn 3
San vt Travml " owing ~ B500M
Duing the Job  Mowing 15000 L]
escretn © cont peste =
#5000 1000 R22000
Gabatorce Sant v n . 81 = £ 4 % F¥ 3L
ok Materials (0] e AL
DESCRIFTION QUANTITY ToTaL B | abour Summary
Calcudarea
Gt hmet P

Sabesivese Sans LEIR -} vin 1 ¥ 5 =

e e F3 38 L

Let’s now shape it into a Job Plan with options.
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To add an optio

n to a job plan

1. Click down the More Y button, then select Add Quote Option.

it Business Managem..  Home Chatter

] e

Customer Name Est Labouw Price:
Daniel Coyle $E50.00

EstMaterlal Price  Amountinc Tax  E
5000 $60500 580

L 4 Q. Search..

stHours  Est Gross Margin
55%

Actourls ~  Jobs w  JobOfers < Jeb Calendar  Involces o Payments o Customes Feedback - Conlacts

Ff@a2aa®

W Material Price Lists ~  Mare v rs

(... [

Crastn Template

Mowing & > < Gardening B+

DESCRIPTION QUANTITY ToTAL

Job Tasks (2) How [ moning
NAME DESCRIPTION TOTAL * Summary
Site Visit Teavel $50.00 o Mowing
Doingthe Job  Mowing $18006 g
Description @
Rt I
n Job isks (0) e Salestoree Sars v 2 L] U5

Use Temglate
A Qunte Option 1l
’ Tern Privacy On

Maowing Summary

o Amount Eat Hours
$200.00 Morgin 2
il 5500%
Cost Profa Total

49000 $10.00 $22000
E Labour Summary

Cost Amount  Profit
$90.00 320000  $110.00

Estmated Labour Override:

Emer 3 value

*

E-1 Material Summary

Cost Amount  frofit
30.00 3000 $a00

Estimated Material Override

Ener a valoe

The Create Quote Option dialog appears. Enter a Name and optional Description,

then select or deselect which lines will appear within this option. Press Save when

you’re finished.

Name

Mowing only

+ 1: Mawing
2: Gardening

Create Quote Option

Description

Mow front and back lawns

. -

‘ O_ What you enter into Name and Description will appear on the quote.

clxiii
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3. You've now added your first quote option. You’ve given it a name, a description and
chosen which lines will appear within it.

) Search, %) 7 n A c
111 BusinessManagem..  Heme Chamer  Accounts o Jebs - JebOffers o JobCaendar  Iwoices o Payments - CustomerFeedback o Contasts - MatelalPricelists v Mare v e
i Viwig [ = RS e

Mowing and gardening - Mowing only and Tewoice Job o v

CumsomeMame  ENtlsbourPrice  EstMatoriaiPice  AmousicTas  Esthours  E41Gross Matgin
Dariel Coyle $20000 $0.00 $22000 200 5%

= ...,....,...,*— [@uoteloptiony

5] Mowingonly Option  Edt  Delete [ mowing P
Hame Descripron « Summary Inclods Amcunt Est Hours
Mowing only Morw frant and back lawns Mowieg 0= $20000 :;;x 2

Apply Customer Selected Dption
Descrotion @ cost Brofn Tol
$3000  SMO0O 322000
Salestorce Sans v R v 8 I8 & =F " ¢ F¥FE O L
Job Tasks (2) rew
HAME DESCRIPTION  TOTAL E Labour Summary
i $50.00
Site Visit Tearal s . =
Doingthe Job  Mowing $15000
2 Cont Amaunt Prfit
$9000 520000 11000
Job Materials (0) New Estimated Labour Override
Erter a vadue
DESCAIPTI. GQUANTITY ToTAL

E Material Summary

il
¢ ]
"

Calculated
Cont Amourt  Profit
$0.00 3000 $000
Estimated Material
Orvarride

Enter 5 vatoe
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clxv

ﬂ Now that you’ve added your first option, there are some things to note:

” You can always see all lines within the Job Plan by selecting Show
All

3 BusinessManagem..  Hems Gutier At v

-@r?ea

kb v eOfen o bblsade  bwices v Pements w  Cusone Ferdback w  Comaots v Maseial Price Lists

v e v #

Gl e v e

m“m

Comtomas s 91 Lobonr
Dt

bl Prics A i Tes Db Oves g
$0.00 a0 00 a5 L
Show A8 ooy
Mawng B ) C(Owieeg 8 4+ &
Job Tasks {2) P B vows E Moy Susrvsary
AN BHBCARFTION  TaTAL L i i— o
ra "so 0300 Ve 3
o Vit vt # [r— v 00%
Dorghe dob  Mowry Ll
Benrgrsn @ Con Pty st
o 080 oo
=2 v Pp 1 us TE A %
M ™ = Salestorce Sam 2 s B F¥ a8
.............. e =

=4 4% ¥ 38 L

Wee W N

Eatimates Usteris
Overve

-

¥ You can remove a line from an option (without deleting it from the
Job Plan) by pressing the x button
m @ vl O men

‘@ 2ea
31 BusinessManepem..  Hess  Chatler Aot

b v eOfen o bblsade  bwaces v Pemants w  Gumonet Feedback ~ Comaots v Mabisl Price Lists

ey v #

Gl e v e

mum-mw

Memvatis  Btbeen £ Gl
et Conyle 20000 $0.00 #2080 2 L
speam 12 V
Mping = [
E Moming ociy Otion Ouiein B vowrs E Moy Susrvmry
Rane [— — -t vown
0300 Ve ¥
Uowngory Mo fand and back iens vy —
o Cuntnas Seenes Dgnsn
e @ G pem
o 080 oo
Sl Ten v % « P91 4% TSR FFEBL
M“ﬂsﬂl -
sscewtan 10 B taoons summary
S v Traevst 200 -
8400
oy st wming . Gt ameem B
Voo ke 41000
Jess Matesials (0} - Estimated Latbour Geanide
EACHIFTI, QUANTITY oTaL

B mastoriss summary

t 45 Wiz 4w FT A AL

Wee W N

Eatimates Usteris
Overve

-
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ﬂ ” You can edit the Name, Description or selected Lines within the
option by pressing Edit
m s

I BusinessManagem..  Hems  Chner Ao

‘mreal
Jobs v KB OWen v JsbCaende  Wolted ~ Peweets o Cuimomet Fesdback ~  Commaots o Ml Price Lt

v e -
o o -mﬁdhi L -
Mowing and gardening - Mowing only
. DT T gy w——
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clxvii

ﬂ » When the customer selects this option, you indicate this by choos-
ing Apply Customer Selected Option
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-/ To add a second option, simply add another option to the job plan.

Given our example, this time we’re going to make sure that both mowing
and gardening lines are chosen.

Create Quote Option
N‘;:\m m::::"&&rﬁm
B & b
cce ([
This will result in our second option containing both mowing and gardening
lines.

Mowing ardenng L J
E Deleoen Option B Ouiee B owing Moswing Summary
n [— S P ot
Dot Mowing & Garsaning Tome 20000  Men 2
Aao Cusamas Sascres Opton saoon
P— o -
100 1000 21000
Sebentorce Sem * u « 8 ! 45 = T 49 F¥F3 AL
0 Tass (2) o
wawe  oescrmiow  Ter e Labons Sumenary
S Vil Traret 50.00 L]
Duing the Job  owing 00
Cow Aot From
29000 20000 819000

Extimated Lstoor Dverrice

¥5 m s e4 FEFAAL

How to send an email containing multiple quote options

If you’ve created a Job Plan containing two or more options, you may want to send both
options to the customer in a single email.

el

This topic builds on “How to create a quote with options” on page clxi. Make
sure you read that topic first.
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To send a customer a quotation with options

1

C

. Select the first quote option, then press the Quote Preview expand button.

A w0 Seach [.?ﬁ!‘u
Business Managem... Mome  Chatier Accounts =~ Jobs »  JobOffers +  JobCalendar invoices +  Payments «  Customer Feedback + Contacts v  MateridiPricelists v More rd
= momso T EETNTTIET
Mowing and gardening - Mowing only
CustomerName  EstLabour Price  Est Mater) Amountinc Tax  EstHows  Est Gross Margin
Daniel Coyle $200.00 50 $220.00 200 55%
Show A8 Marwing only luxe
Mowing x  + &
81 Mowingonly Option  Eat  Delate Mowing Mowing Summary
Hame Descrition + Summary Amourt  Est Hours
320000  Magin z
Mawi front and back
ing only Mow fron lawns Mewing 55.00%
Agply Customer Salected Option
Coat Prafit Totad
55000 $1000 522000
t - D A
Job Tasks (2) New
-
NAME DESCRIPTION  TOTAL =3 Labour Summary
Site Visit Travel 35000 @
Cateulated
$150.00
Dang the Job  Mowing L B
55000 520000 511000
n Job Materials (0) New Estimated Labour Ovarride
Entor 3 valus
DESCRIPTL. GUANTITY ToTAL
B Material Summary
Salestorce Sans v o2 »|B ! ¥ 5 ®EiEE e 5 S A QAL
Cost Amount Profit
. 5000 3000 3000
B oot provien =
Mo 1 Search 'J?l:l‘c
Business Managem...  Home Chatter Accounts w Jobs v  JobOffers w  JobCalendar Imalces w  Pmyments +  CustomerFeedback v  Conlacts v MaterialPricolists ~  More rd
T T B T Y T T B B T B e T e e R 2 T W W A T 7
[ *i-00180. - SaveandBack  ImwoiceJeb  Camcel ¥
Mowing and gardening - Mowing only
CustomerName  EstlsbourPries  EstMaterislPrica  Amountinc Tax  EstHours  EstGross Margn
Daniel Coyle $200.00 $000 $220.00 o0 55%
Show AS Mowing onty Deluxe
Mowing *  + &
E Maowing only Option £t Delete I‘] Mowing Maowing Summary
Mame Daserigtion Summary Amgunt it Hours
§20000  Maign 2
Mawing anly Mow front and back lawns Mowing BL00%
Apply Custemer Selecied Option
Description @ Cot ot Total
$9000  SMO00  $22000
Salestorce Sans * m v B I k5 =&+ FEE 8L
Job Tasks (2) Hew
=
HAME DESCRIFTION  TOTAL Labour Summary
S Visit Travel 55000 & I Quete Praview =
Deirg the Job  Mowing 515000 @
Hire A Hubby Birchip (Training) Quotation
PRI~ o
. T =y
B3 so5 Materiais (0} How HIRE A KUBSY By o7
DESCRIPTIL.. QUANTITY TOTAL
b ettt o
e 1 o C
v
e e T e ] T s
e - _—
= —
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3. Allow the quote to finish generating, then press Cancel.
Compose Email

3 senavo

One of more contacts @

Enter CC addresses My inbox (bec)

Separate multiple addresses with a comma i

Template

Select a template Sot As Default Tomplate

-

MNextDoc - Quote Attached - Generic -

= Content Edit Content

Using the selected template for email content.

|~ Selected Attachments

5] nda attachments

Upload Additional Files

X, Upload Files  Or drop files

Cancel Cancel and Remove Attachments @

The generated quote is named using the quote option Name, and the gen-
erated PDF stored against the Job record. Now press Cancel.
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4. Now select the second quote option, then (following the same steps above) open the
Quote Preview pane and generate another quote.

Compose Email

B sendvo

One or more contacts @

Enter CC addresses My inbox (bec)

Separate multiple addresses with a comma -4

Template

Select 3 template Set As Default Template

NextDoc - Quote Attached - Generic

Content Edit Content

Using the selected template for email content.

Ej Selected Attachments

B ON-00384.2_Del..

E Add Attachments

Upload Additional Files

&, UploadFiles  Or drop files

Add Attachments From Record
QN-00384.1_Mowing only.pdf

Cancel Cancel and Remove Attachments @

Business Management User Guide

clxxi



9. From the Add Attachments From Record, check the previously-generated quote. This
will be added to the Selected Attachments list.

Compose Email

B sendvo

One or more contacts @

Enter CC addresses My inbox (bec)

Separate multiple addresses with a comma

Template

Select 3 template Set As Default Template
NextDoc - Quote Attached - Generic

Content Edit Content

Using the selected template for email content.

L _3 Selected Attachments

A 5

. Ex

B ON-00384.2_Del.. B ON-00384.1_Mow...

E Add Attachments

Upload Additional Files

&, Upload File

nts From Record
QN-00384.1_Mowing only.pdf

Cancel Cancel and Remove Attachments @

6. Now both quote versions are attached to the email. You can now adjust the recipients,
accept or change the template, and adjust the content of the email as you normally
would.

7. When you're ready, press Send.

]

An email will be sent to the selected recipients containing each selected quote
version.

How to generate an invoice

You can generate an invoice directly from the job planning page. Simply click the Invoice
Job button.
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" Mow O Search E‘Jﬁ‘_@

Business Manage... Home  Chatter  Accourts ~  Jobs o Contels ~  JobOfers ~  JobCalendar  Imeoies v Payments - Customer Feedback - Material Price Lists ~  More ¥ I

= IN-DOS 2 Save Save and Back Irvecace job Cancel  w
Smith - Shower regrout

Custornes Narme. 32 Labous Price 32 Matwrial Price Asnaurt [me Tax 3t Hours. 31 Groria Masgin
Geoft Smith. 581818 $0.00 $900.00 0.00 100%

Premium Shower Makeo... 8+ &

Job Tasks (0) Mew Premium Shower Makeover Premium Shower Makeove...
MAME DESCRIPTION TOTAL * Sumemasy In Amount Est Margin Houn,
Preenium Shawer Makeaver chuda 581818 100.00% o
=2
Cost Profa Tedsl
s
Job Materials (0) e RIS 5000 sisis 90000
DESCRIFTION QUANTITY. TOTAL Sasestorce Sans. v 12 » B I W5 =& Fe EE L
E Labour Summary
» Fhery oS
+ Reenave all ok growit fram shower walks Calculated
+ Rernave old grout from shower Roor - ine
« Rernanve ald grout fron shower hab 000 000 0,00
« Full deep clean of all grout joints and tiles
+ Disideci and Has using, iaiised soktion Estimated Labour Override Inc
+ Begrout walls with FS00 & -
 REIOUY ShowRr TICOr with premium 2pan apasy grout $900.0000
+ Saal shower loor primetar saals with premium epoxy grout
+ Seal shower Nloor waste with premium epoxy grout
— Work raer Desaription @ Material Summary
Sassforet Sans. v 12 vy 8 1 4SS = 4w FFE L Caseuiated
Comt Amount Profit
50,00 50,00 50,00

Estimated Matesial Overrige

Enter a valus

For more information about generating invoices, See “Invoicing a job” on
page ccxlix.
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How to clone a job

There may be times where you want to make a copy of an entire job (including the job

plan).

\/ You may want to clone a job when you are performing regular work for a given

customer (e.g. mowing or gardening).

To clone a job

1. Open a job that contains the job plan that you want to clone.

2. From the Job, press Clone.

_ —
Business Managem Home  Crattw  Acounts o dobs v b Ofien Kb Caendar  invokEs e Paymet stomes Feedtback - COMNTS w  Mawadbioelsts R v fapom v Dahbowdk v Caledw o v s
EJ ihoouss rwsse it | ek | soppter incagl cioos | sham
- bebied et Aot e et Fenn al atrd Gz
Rngmccd $13z00 0 [
o TR = B - [ |
Dutails b Al Cuctewimsices Financial S eedbackMarketing FlewuMotes  Higton, 3 ries 1oy
~ informaion 2 ks
1ot N o o ahep et
Goover - Gasdering £ Py s
it P "
00486 In Frogress #: O rors i
- Sl S M
- 4
- R Chatter ! 1t
- 5 Activity
R 4’ o o-/8 (=]
Fiters At A4 actiiti + M types | @
Xt A
s 8 o Upcoming & Overdus

tomtaey Canegrory chy Arceptes hothoaton heet RN

’ ’ et sarned by serciesg an emas, scheduing 4 task. and moee

o past actnsty. Pt meeting and tatkes masted i3 doe thow LD hese

“ e Contact infeemation

3. From the Clone This Job dialog box, press OK.

Clone This Job

You are about to create an identical job and its line iterns and their tasks and materials,

The system creates a new copy of the entire job, including the Job Plan. The cloned

job is now ready for you to issue a quote or invoice.

You can create a series of cloned jobs when you create recurring appoint-

ments. See “How to schedule repeating appointments” on page ccxi.
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How to return to the Job

To save and go back to the Job

» Press Save and Back.
“ A = M w0 Search Salestorce

it Business Manage...

e rea @

Home  Chatter ~Accounts ~  Contacts w  Jobs ~  JobOffers v  JobCalendar  lrvices

Payments +  Customer Feedback ~  MatedalPricelsts ~ ° w X More ¥ P
Job Mumtr o Namme Cimsmar Name  EStLabourPrios s Materst Price  AmountingTad  EMMoum  EStGeows Masgin cam i bk | eaicat: W
100482 Smith - Cubby  Geolf Smith $3,080.00 47938 53515391 3as 40.55%

CubbyHowss 8+

Job Tasks (3) - [ cubby House Cubiby House Summary

NAME DESCRIPTION TOTAL *Summary In Amoum Est Margin Hours.

Site Visit Travel time $40.00 | Cubiby House chude 5355938 &0.55% ass

Deirgtngjob  Buiding 5288000 @ -] s ey e

Setup-PackUp  Setup 516000 @ Descripbon. @ 5211600 5144338 5391831

Salestorce Sans v 12 | B/ R 5 =k FE EF I L
Material E Labour Summary
E i is (3) Wew Agsembie and install 2 custom designed tree house
DESCRIPTION QUANTITY TOTAL : Caicuiated
+ Construction

Timbes éx2 500 346875 @ Neaskion Comt amount Bront

Screws - 18m.. 10 51063 - « Picting snd B SLTIZS0 5308000 $LITSO

Paint-Bown 00 5000 ' Estimated Labour Overvide

= Wik Order Desciiption gy 00000
Salesforce Sans * * B I 5 =&+ EFT I L
Material Summary
Caktulated
com amount Prosty
SISO ST  $9588
Estimated Material Override

50,0000

"l

When you have a saved Job Plan, the Job automatically advances to the
Planning status.

To return to the Job without saving
» Press Cancel.

How to print a materials shopping list

Business Management allows you to generate shopping lists for materials you need in
order to complete a job. To use the material shopping list, you must first have added
materials to your Job Plan and marked which ones are In Stock.
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\/ When the materials are recorded, your job will look something like this.

‘ »e Snan Sabeiterca *]- ?TH 8 e

2 Business Manage... Homa  Cramee Aot Goem v R v RRORes o RnCawndsr ek v Pt « Catome Feedbed o MaeiwPioelen v 0w R Mow v ’
e Cotirasiors  Ulobonr i s AT (e [ Gooa b S | Sdeudtecy | S PO
BOOUST  Sean Gty GesiSmun FAORID ER 159054 s w1

Coboyiousa 8§ 4

Job Tasks (1) [~ Cubtry House Cubiby House Summary
it coschrtion tataL e i dmoe bl o
s var T e wm w i oo MR we s
Duingtha job  Bulding 2w § a o [ [,
St Prckin S wen  w Dergeon @ Rinm  naTo nsas
Po——— n u =i aw 5 WA L
o Mt 3 53] || peee————— B e summary
DESCHEPYEON  QUANTITY TOTAL 5 s Casates
Trewia %0 sar g ooy o [ —
Sow.18m_ 10 soe  w + Peeting s g TN SN 1M1
Pamt toan 30 wam g [FR——
= g wnoeom
Saevioroe San. * 1 v B I 05 a 44 5 F 3 L
a Matorial Sumemacy
Fo—
o [P
soam  san  ses
[ —
prye

To add materials to a job plan, See “Detailed quote: Add materials and mater-
ial estimates” on page cxliii.

How to print a materials shopping list for a job

A materials shopping list depends on you listing all the materials needed for the job dur-
ing job planning.
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To print a materials shopping list

1. From the Job, click the Quotes/Invoices tab, then click the Job MaterialShopping
List link.

231 Business Managem.. Homi Tk v Clio  Adowl v kbW KBCHWOW  eckel W ot

b
IN-00482 e

pry Mt e [onm At Tas Tttt iz PR

Detalls  Cuuokesflmvoies  Firuncial Breakdown  FeedbackMarketing  Files & Motes  Mistony O e

aseooons . ’
2 ok nappng Lat =
frren ; 5
158,200 . j B e
Cuate Cucte Accwpaed ’, rd
ED s0b Line ems (1) |||
Display Ov.. v Jods Line Mo Name & W Samemary v Inchede W Aemaunt | Rt bt Tan -
, o pyve— v Prysp pre .
. .
' lewoice information
] ” Amourt iwoced $3E28.83 -
ovsoin o Ll sa3m034 ,
OOTR0 . Baiwncw Oweng. 4359054 4
2. The Materials Shopping List report displays.
it Business Manage... Home Chatter  Accounts ~  Jobs ~  JobOffers ~  JobCalendar  Imoices ~  Payments ~  Customer Feedback ~  Contacts

Report: Job Material List

Material Shopping List
Total Records
3
JobName * '~ Summary *  Description * Job Material Reference * Quantity ~ Size ~ Supplier > SupplierParts ~ Material Total ~
Maxwell (3) Gardening service (3) | Timber 4x2 IMRA526T41 500 - Bunnings . ALUD 7188
Dulux Matalshield High Gloss White Epoxy Enamel Spray paint  IMR.1526742 400 -« bunnings . ALID 54.74
125mm Batten Bugle Head Timber Screws - 100 Pack IMRIS2ETA 100 - bunnings B AUD 2760
Subtotal
Subtotal
Total (3)
i3 Business Manage... Wame Chatter  Accounts ~  Jobs ~  JobOffers ~  MbCalinder  Imoices v  Paymerts ~  CustomerFerdbasck ~  Contachh ~  MateisiPricelsls ~  Beports ~ Mo = 7
Repaort: Job Material List
m Material Shopping List Q e v -
EdA (Sabesforce Classi)
Tota Reconts
3 Save s
Saver
JobName 1 v Summary T * | Description = Job Materiad Reference (v| Quantty v| Sim [v| Supplier ‘v| SupplierParte v Materiai Towl v
Sutmcribe:
[r— Gardening yervice (3} Timbar kx2 IMBISZETHL 500 Bunnings D TLES
g Glor paint IMR1526T42 a0 - bunnings - D54 TR Lo s
125mm Batten ugle Head Timber Screws - 100 Pack IME 152674 100 unnings. AUD 2760 Detete
Subtotal A83 15 Dashboars
Subtotal
Torad (3}
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4. The Export dialog box appears with the export setto Formatted Report. Press
Export.

Export
Export View
Formatted Report Details Only
Export the report as it Export only the detail rows.
appears in Salesforce, Use this to do further
including the report header, calculations or for
pBroupings, and filter details, uploading to other systems,
Format
Excel Format .xlsx b

Cancel

5. The report is now exported to a Microsoft Excel format. You can now print it using
Microsoft Excel or any program compatible with that format.
How to handle variations

There are a number of techniques for dealing with variations. You will likely want to adopt
different approaches based on when in the job lifecycle the customer requests a vari-
ation.

You’ve sent a quote and the customer wants to proceed with select line items only

—

. From the Job, open the Job Plan.

N

. Exclude any line items the customer indicates they do not wish to proceed with. See
“How to exclude a line item” on page cliv.

3. Press Save and Back.
4. Now you can proceed to indicate the customer acceptance, schedule it and follow your
normal process.

You've started delivering a job, and the customer chooses to add to it

—

From the Job, open the Job Plan.

2. Create one or more new line items. Label each new line item Variation (and then
describe the variation).

3. Enter the details for the costs.
4. Produce a new quote containing either:
a. The full quote, now including the variation lines, OR

b. A partial quote, containing only the variation lines.
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9. On receipt of customer approval, continue with the job.

Of course, sometimes the customer’s request will be akin to a completely new job. If this
occurs, you might choose to do the following.

The customer adds a complex new delivery

1. Clone the current job. See “How to clone a job” on page clxxiv.
2. From the cloned job, modify the Job Plan as required.

3. Generate the new quote. Obtain customer approval, and proceed as per any other
new job.
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Customer quote acceptance

Quotes can be accepted in the following ways:

1. You can include a customer acceptance link within your email template. When you
include this link, your customer can click the link and accept the quote online.

FCS Birchip

0431661077 support@franchisecloudsolutions.com

Please verify the Quote Number and Amount match before
accepting.

FCS Birchip

ABN: 12 3

Subject to Standard Terms and Conditions.

Speak to your system administrator for assistance configuring the customer
acceptance link within your email template.

2. The customer may call you to accept a quote, in which case you need to record their
selection.

a. If the Plan Job contains Quote Options, you need to open the Job Plan, select the
chosen option, then press the Apply Customer Selected Option.

b. Otherwise, setthe Job’s Status and Sub-status to indicate the quote has been
accepted.

"]

ﬂ Status and Sub-status names are implementation dependent. If
you’re not sure, speak with your field manager.
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How to accessjobscheduling ... CXCil
SettingupJob Calendar ... CXCiii
Scheduling Jobs ... cxcviii
Adjusting appointments ... CCXXV

Understanding Job Calendar

Job Calendar is your digital hub for managing customer appoint-
ments. Job Calendar makes it easy for you to

» plan when each of your people will attend customer appointments

» show you exactly how much time has been scheduled onto the cal-
endar

» send notifications to customers reminding them of an upcoming
appointment

» make rapid changes to a day’s schedule, even when you're on-
the-road

Understanding Job Calendar ...

Working with Job Calendar



Q_' In reading this chapter, there are a few terms that would be useful for you to
~ know.

” |n this guide, event and appointment are closely related. They almost
always mean the same thing.

» To make it easier to refer to the people you're scheduling—who might be the
franchisee, an employee or a contractor—we call them resources or assign-
ees. On Job Calendar, resources or assignees are the people who are
scheduled to do the work.

What Job Calendar can do for you

Job Calendar contains features that make it easy to create a schedule, including
» multiple views of your calendar

» ability to rapidly create appointments for multi-person and multi-day jobs

» easily create periodic repeating appointments

» flexibility to modify an entire series, just a single appointment, or all later appointments
in the series

» ability to make changes on-the-run using a mobile device

Some of the features that make Job Calendar ideal for managing a busy franchise is that
it

» schedules job and non-job appointments for one or multiple resources
» reminds customers and resources of upcoming appointments

» communicates job scheduling to contractors or employees across desktop, mobile and
tablet devices so they can use it in the office or while they are on-the-road.

Job Calendar and Salesforce Calendar work together

Job Calendar and Salesforce’s regular Calendar work together. You will mostly use Job
Calendar, but there are some things for which you will use the regular Salesforce Cal-
endar. Here’s how they work together

» When you create an event on the regular Salesforce Calendar, the appointment will
appear on both the Salesforce Calendar and the Job Calendar.

» When you create an event on the Job Calendar, the appointment will appear on the
Job Calendar and the block of time for the event is blocked out on the regular Sales-
force Calendar.

nes Business Management User Guide
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\/ Both Calendar and Job Calendar events are displayed in either calendar.
Using Job Calendar, you see all the details from both events. Using Calendar,

times are blocked out for the Job Calendar events but you don’t see the under-
lying detail.

JobCalendar shows delails from both calendars

Calendar

Job Calendar shows the status of a job

Job Calendar events have icons that show the status of the job at a glance.

e 30 pn 502 [(rmecaors [=] [ oy [ ooy | e
Sun 30/3 Mon 31/3 Tue 1/4 Wed 2/4 Thu 3/4 Fri4/4 Sat5/4
all-day
7am a
800~ 1200 800~ 1000 T1200 ) 200 SIE
gam ‘Shower Regrout JN-00528 © Wl Repair JN-00625 L] Smith - Cubby JN-00482 o O

“1200

'Smth - Cubby JN-00482

Unit 1, 18 Byren Street, Ringwoed, VIC | |Unit 1, 15 Byron Street, Ringwoed, VIC
3134

00120 [+
St Cuboy IN-00462

\Unit 1, 18 Byron Street, Ringweod, VIC
31

Unit 1, 18 Byron Street, Ringwood, VIC

34 Clarendon Rd, Trundie, NSW 2575
0am 3134

12pm

1200 125 @ [Zo0-1zss @ (1200 128 | 12001238 8| 2oz P
Lunch Bresk “ ‘Lun(h Break “ ‘le(h Bresk ‘| ‘Lun(h Bresk ‘| ‘le(h Break B

100 430
‘Shower Waterproofing IN-00527
7 Best st, Ringwood, VIC 3134

E30-6m0

Bircher - Fence Repair IN-00634
3pm 4 Wonga Rd, Ringwood, VIC 3134

7pm

& rezd only @ Hours Logged [ T Q onsite @ sreaks 2 Recurring

The meaning of each icon is described below.

Icon Description

The event’s related record has no job or no job visible to the current user.
This might be because the user created the event on the calendar unre-
Read Only

lated to a Job or because another user created the event using a Job for
which the current user has no visibility.

On Site A resource has checked into a job with Salesforce Mobile.
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lcon

Hours
Logged

Invoiced
Recurring

Breaks

Description

A resource has logged Actual Hours with Salesforce Mobile.

Actual Hours have been logged AND an Invoice has been generated.

The appointment is part of a repeating series.

A break has been scheduled (usually from Salesforce Calendar).

Job Calendar can show a range of views

Job Calendar can show a range of different views

» Month view

233 Business Managem._. Home Tiln v Chatiw Accounts v deba v bCaleeda  ivoves v Cootact v Auts v Paments v feport v Dmbbowds v RO v KEOMET v CusiomerFeeack v Mow ¥ ”

[ JobCalendar

i e e il

Search Jobs

na
Roweafel ien  shos e i o 2 e, W 3104 et

* IN-DDEIT
RNGHOCE
» IN-DD482
wts - Gy, R
» IN-DOG25
Yok Rapa. Tunte
* IN-DO48E
S« Cbly. Remporct
» IN-DOS51
Domrrbe aation crmeng Rrepesced
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» 3 Day view
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”» Timeline view
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Job Calendar events can be colour-coded by Type

The display colour of an event on the Job Calendar can depend on the Type of event.
This color-coding feature is available when a single resource is selected. To view more
than one resource's events colour-coded by type, click Group By Resource. This option

is available in the Week, 3 Day, and Day views.
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The Group By Resource button can be found above the calendar either
next to Change Colours or in the drop-down menu located next to
Change Colours, depending on your display settings.

To go back to viewing events by the resource’s alias colour, select Ungroup Resources.

"1

The colours for each event type are fixed and cannot be customised. The
order of the event types depends on your organisation settings.

» Week view
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» Day view
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Job Calendar and Calendar can both show calendars for multiple resources

Job Calendar has handy switches for multiple resources. You can switch on or off your
view of appointments for any given resource at any time. Each resource is color-coded,
and match the color of the appointments for each resource.
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Calendar also has the ability to display appointments for multiple resources on a single
calendar view. You can also switch on or off particular resources simply by clicking on
them.
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Repeating events for jobs in Job Calendar

Job Calendar can be used for scheduling repeating job events.

\/ Repeating job events can be used to schedule a block of time across several

days.
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\/ Repeating job events can also be used to schedule events that recur at fixed
intervals.

Repeating events not related to a job in Calendar

While Job Calendar is specialized for job events, Calendar can be better for some non-
job events. For example, when you want to schedule a repeating event for a non-job
event (such as a lunch break) you need to schedule it using the Calendar.

Once you have scheduled the non-job repeating event on the Calendar, it will display on
the Job Calendar.
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How to access job scheduling

When the Job is ready to be scheduled, you schedule one or more appointments with the
customer via the Job Schedule button.

To schedule a particular job

1. Onthe Job page, press the Schedule Job button.
[ I
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2. The Job Calendar page will appear, with the current Job ready for scheduling.
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3. Forinstructions on scheduling the Job in Job Calendar, See “Working with Job Cal-
endar” on page clxxxii.

Setting up Job Calendar

How to add, remove or alter calendar resources

5,

To add a Job Calendar resource, your system administrator will need to set up
the new resource.
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To remove a Job Calendar resource

1. From the Job Calendar resource pane, right-click the resource you want to remove,
then click View Contact.
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2. Setthe Contact Status field to Tnactive.
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3. The resource is now removed from the Job Calendar resource pane.
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To change a name on the resource pane

1. From the Job Calendar resource pane, right-click the resource whose alias you want
to change, then click View Contact.
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2. Onthe Contact, click on the Employment tab. Under the Franchise Employee Inform-
ation section you will find Calendar Alias. Edit the field to change the calendar alias.
Press Save when you’re finished.
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The alias appearing on the resource pane is now changed.
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How to change calendar colours

The colour of each appointment shows which employee has been assigned the job. You

can change the colours used for each employee.

To set the calendar colour for an employee

1. From the Job Schedule, press Change Colours.

i
:

1 ]

H
FT§ 47 v 1§88 0868 0¢
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The Event colour picker dialog box appears.

2. Click on the Event Color drop down and select your desired colour, then press Done.

3. Change the Text Color in the same way.

CXCViII
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4. When you're finished making changes, press Save.
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Scheduling Jobs

How to schedule a new appointment

There are two ways to begin scheduling a job.
» You can begin at the job, or

» You can begin from the Job Calendar.

Once you’re there, then you can schedule the job.
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To schedule a job appointment

1. From the Job page, press Schedule Job.
[ I
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The Job Schedule page appears. You can now begin scheduling the job.

2. With the Job Calendar page in front of you, your job is already selected.
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3. Now drag the job to the calendar in order to schedule it.
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Alternatives

On a computer

Simply mark out the location on the calendar (click, hold + drag) and
release the mouse button in order to schedule the currently unfurled
job.
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On a tablet

Tap + hold (for a few seconds). A 30 minute appointment will be created
starting at the time you tapped, and will immediately open the Event
Details dialog. Adjust the End Time to set the length of the appointment.

CHAPTER 7 | Working with Job Calendar



4. Select the person to perform the work. Review the remainder of the pre-filled inform-
ation. When you are satisfied, press Save.

Event Details
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If the event Type is Doing the Job, Site Visit, or Materials Purchase and no
Location has been provided, ‘No Location Set’ will be displayed beneath
the Subject on the event.

9. Job Schedule displays the new appointment.
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6. Now repeat these actions until the job is fully scheduled.

A job is considered “fully scheduled” when the number of hours for which it is
scheduled meets or exceeds the number of planned hours.
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To schedule a second job

1. If in the same session on Job Calendar you want to schedule a second job, simply
click on another job in the Search Job pane. Once it is open, you are free to begin

scheduling.
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“  obs v lobCaledsr woioss w Conacn v A v Payments v Repomt o Dachboands v Nomes v kbOfen 0 Comomer Feechacd
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R i | | Ko a8 Sl i
[ so b o2 b o | o | Sun i Mon T/4 T a4 Wed 404 Thu 1008 e 11 St 1204
vi-a
oo - Caseeg P4 2047
21 e G, g,
i
- sy BAE
ML et B

0 If you want to view the job after saving changes to the event, click the Save
& View Job button.
Alternatively, to return to the initial job you came from, click the event linked to

that job, and press the View 0 button.

Event Details

Erd Dt Timer
- Tima e '
aoa0Is & | mooem @ | owowmes | ro0pm ]
—
Sabestorcs Lara o LIEAE]

Rt (_JD
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How to schedule an appointment for multiple resources

Some jobs require more than one resource to complete the job. Where multiple
resources are required for only part of the job, you will want to schedule the job for the
primary resource, and then create a secondary appointment for the portion of the job
requiring multiple resources.

Where multiple resources are required for the entire job, you can create all the required
appointments from a single event.

To schedule a job for multiple resources

1. To create your first appointment, follow the instructions in “How to schedule a new
appointment” on page cxcviii. (Stop before you click Save.) Your Event Details dialog
will look something like this.

Event Details

Job Location
[ IN-00501 X ] (od l Unit 1, 18 Byron Street, Ringwood, VIC 3134 l

* Subject Type
Ismnh'MowingJN'DOSOl ] I Doing the Job - ]

Start Date Time End Date Time
“Date =Time “Date =Time

[ 08/04/2025 F l 2302m @l [ 08/04/2025 & | 11:30am @l

Descriptien
[ootonesons < ][ 2 ~|[a]2]2]5][=]=]*]*][=]=]=) (=] ‘

Mowing
Job Description
« Mow front and back

+ Weeding

Waork Order Description
« Dog in backyard.

e ——re

2. If you are not one of the resources who will do the job, click on Me to deselect yourself.

Event Details

Assign Toc
Me A5 W KM S

sob Lecation
T
| moosor x | @ WL 1, 1 Byron Street, Ringwood, VIC 5134 |

“Subject Type
| Smith - hawing -00501 Daing the Job - |

Start Date Time End Diate Time
" Osce ~Time ~ Date = Time

oam0s & | 10 ®| [ oouzs & | 1a0am o)

Description

stotercesans v |2 (e[ 1[u]z][=]=]+]x]=]=]=][x]

Mewing
Job Description
+ Mow front and back

« Weaging

Work Order Destription
« Dog in backyard.

— ) e I

[ Cancel [ Save & View Job
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3. Click on each resource you want assigned to this appointment.

Event Details
HalgnTe: W w
e tecaion
| D501 x] @ | unit, 10 Byron Street, Ringwood VIC 3154 |
>
= Subject Type
[ it - wioming mi-00501 [ toing the s0b -]
Start Date Time End Diate Time
.'D" *Time " Date *Time .
| camiaces & | 10 ®| [ oouzs & | 1a0am @
[stooresmns v |2 ~|[o[1[u5][=][=]*]*]=]=]z][x]
Mowing
ob Deseriphon
» Mow front and back
« Weading
Work Order Description
- Dag in backyard
repes (I reincee (CH
“Edl"cl‘ Save & View Job n
4. When complete, press Save.
Event Details
RignTe: iy W
e tecaion
| D501 x] @ | unit, 10 Byron Street, Ringwood VIC 3154 |
= Subject Type
[ smith - wawing 00501 | | soinghesch -]
Start Date Time End Diate Time
.'D" *Time " Date *Time .
| camiaces & | 10 ®| [ oouzs & | 1a0am @
[stooresmns v |2 ~|[o[1[u5][=][=]*]*]=]=]z][x]
Mowing
ob Deseriphon
» Mow front and back
« Weading
Work Order Description
- Dag in backyard
repes (I reincee (CH

Cancel Save & View Job h

CHAPTER 7 | Working with Job Calendar

CCIV



9. The appointments are now displayed on the Job Calendar.
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You can set the calendar color for each person. See “How to change calendar

colours” on page cxcvii.

How to schedule appointments across multiple days

Your business might have quite a few jobs that take more than one day to complete. If
that’s the case, you'll be delighted to know that Business Management allows you to

schedule many days of activity from a single event.

]

Repeating jobs create an event series assigned to a single resource. If you
need a series of appointments attended by multiple resources, simply create

one repeating event series per resource.

CCV
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To schedule appointments across multiple days

1. To create your first appointment, follow the instructions in “How to schedule a new
appointment” on page cxcviii. (Stop before you click Save.) Your Event Details dialog
will look something like this.

Event Details

Assign To:
Me WKMo S
Job Location

[ IN-00457 X ] ® l 12 Byron St, Ringwood, VIC 3134 l

= Subject Type
I Hardy - Rear Patio JN-00457 ] I Doing the Job. - l

Start Date Time End Date Time
“Date ~Time “Date ~Time

l 14/04/2025 & l 800 am @l l 14/04/2025 & | 1200pm @l

Description
lsa\esforoesansvH 12 vHB|J‘2‘%][55‘5?‘4%‘45][5‘E‘E] ‘

Construct Rear Patio

This dialog is set to create a single four-hour appointment on the morning of
the first day of a construction project. This particular job is expected to take
around two weeks to complete.

With the events in place to specify a single morning’s work, now you will want to repeat
the appointment to “fill” each morning of the desired duration.

2. To repeat the appointment, press the Repeat button.

Event Details
s Ak Me . " KM £
lob Lecatian
[ meonasy % | @ | 2eon st singwood vic 3134 |
~Sutjens o T
| Hardly - e Patic IN-00457 J Daing the Job - |
Start Date Time End Date Time
— e *Bate *Time
| va0zs B ] 00 am (g] [ 14042025 = ] 1200 pm @
“mm-” v vs]z]e]s)[=]= =% =]=]=][=] ‘
’ Congtruct Raar Patia
TS
carcel | [ senaviensoe | ([
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3. The Repeat pane opens.

Event Details
gn TS | e . el
™ Losation
[ meonasz x| @ [ 12 Byton St Rngwood VIC 3124 J
[«-uy-umnm-omr J | Doing the ob - |
Start Date Time End Date Tie
* Qs “Tie. “Owte “Tinne.
[ramasanas & | s o [ aovas & | 1esopm @
[swctocesms +J[ e ~][o]s[u]e](=[ie]+[][=][2]=][z]
Conmstruct Rear Patio

nevest (R ) semicer (_JI
Frequency
n Weekdy | Monthly
Erery Ot}
[ 3
On
Amlabie Days Selected Days
[

cancel Sawe & View lob | n

4. Scroll down to see the all of the Repeat pane.

Event Details
i -
teoens @D weninie: (D)
Frequency
Weekdy Morthly
Fwary Dy}
i
on
Scailaisle Dyt Selected Dayd
Sunday A
Monday
“ -
Tuesday
Wednezday
Thursday
Friday
Ssturdau i
Seriestnd  Lvents
) atter 2 ]
Con 1510472005

o ] oo |
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5. Now remove from Selected Days any days our resources won’t be working.

a. Click on a day in the Selected Days list then click the arrow to deselect it.

Event Details
| -
e @) pemivs: D)
bl nlbily

Lvery Dayls]
[ 3
On
Auaissle Dupy Selevsed Duys.

Monday

asnay
Tl
iy '

Carcel Save & View Job | n

b. Now do this for each other day your resources will not be working. The dialog will
look something like this.

Event Details

repest @) remncer (D)
Frequency
eekly | Montiily |
Evy Doyl
[+ =]
on
Auadabie Dy Sviected Doy
Surdlay Monday
Saturday Tuesday
viednestay
Trasrsctay
Hricay
Sedeslnd  Tuents
® e |2 |
Qon 180402024

:
(oot | [somavers | (D

/ Because our resources will not be working on Saturday or Sunday, we
remove Saturday and Sunday from the Selected Days list.
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7. Now enter the number of days our resources will be working into the Series End,
After Events field.

Event Details

o @D s

ailasle By Selected Days
Surcley * | tonday ol
Saaday Tuesday
4 -
Wednesday
Thursday
riday
Series Lnd Lvents.
@un [0 M ]
O on 15/04/2005

] - |

? Or we could have chosen the final date of work.

Event Details
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8. Now press Save.

Event Details

—s

Canced Save & View lob

9. The Job Calendar now shows all the repeated appointments in the period we have spe-
cified.

1 ]

-
i
Ll G IR L

\/ In this example, the franchisee would create another series of repeating
appointments to fill in the afternoon work. Morning and afternoon appoint-
ments are entered separately because this particular franchisee has
chosen to allow for lunch breaks within the calendar.
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How to schedule repeating appointments

Some customers will want you to deliver services on a regular schedule.

\/ If your business delivers lawn mowing or gardening services, your customer
may wish for you to visit every month.

Business Management has the ability for you to set a regular series of visits far into the
future. You can set

» visits on a set number of weeks
» visits on a set date of a month
» visits on a set day of the week for a given week of the month

"l

Repeating jobs create an event series assigned to a single resource. If you
need a series of appointments attended by multiple resources, simply create
one repeating event series per resource.

To set a repeating schedule every N weeks

1. To create your first appointment, follow the instructions in “How to schedule a new
appointment” on page cxcviii. (Stop before you click Save.) Your Event Details dialog

will look something like this.

Event Details

SR |
Job Location
IN-DO4SE x @ 8 Byron St, Ringwood, VIC
“Suject Tree
Mowing, Jones IN-00456 ~None-—
“Start Cata Tiese *End Date Time
Date Time ate Tine
06/12/2018 & 900AM o) 06/12/2019 & 1030AM o}
Description
Sakesfone Sans * n v 8 I M5 =T FF FFE L
Mowing front and rear lawns
e seminaer (_J
= |

CCXl
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2. To set up the repeating series, press the Repeat button, then choose the Weekly

option.

Job
INDO4SE
* Subject
Maowing, Jones IN-00G56

“Start Date Time
Date Tirest

06/12/2009 B 900 AM

Dexcrgtion

Salesforce Sans vl 12 wiB|r NS

Morwing front and rear Lawns 1

Every Wiek(s)
13
SeesEnd  Lvents
® After 2
on 07/12/2019

Event Details
Assign To:
Location
@ B Byron St Rirgwood, VIC

Type
~Nane- -

*Ena Date Time.
Dt Time

@ 06/12/2019 & 1030AM @

o -

3. Now choose the interval between each visit. In this example, we're going to set it for

every three weeks.

ot
FN-00456

*Subject
Mowing Jones JN-00456

* Stan Date Tima

ot Tima
06/12/2019 & 900 M

Description

Salestorce Sans w | 22 vios|l |5

Mowing front and rear Lawns.

sopeat ()

Daiy Monthly

Series End Evonts

On 07229
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Event Details

B . |
Ladaton
® & Byron 51, Ringwood, VIC

Type
~Hone-

*End Date Thme
Dty Tiree,

@ 06/12/2019 & 1030 ®
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4. Now select when the series will end. You can choose for the series to end after a set
number of visits OR to finish on a particular date. In this case, we’re going to choose
for the series to end on a particular date. Press Save when you’re done.

Event Details

Assign To:

Job Location

PO045E x @ 8 Byron 51, Ringwood, VIC
*Subject Type
Mowing. Jones IN0OASS -~None--
* Stant Date Time *End Date Time
Date Tirme Date Tirme
06/12/2019 B 900aM ® 06/12/2019 B 1030am (0]

]
[l

il
=

e - ©) eminder (D

To set a repeating schedule every N months

1. To create your first appointment, follow the instructions in “How to schedule a new

appointment” on page cxcviii. (Stop before you click Save.) Your Event Details dialog
will look something like this.

Event Details

e x n
Job Location

IN-DO4SE x @ 8 Byron St, Ringwood, VIC

“Suject Tree

Mowing, Jones IN-00456 ~None-— -
“Start Cata Tiese *End Date Time

Date Time ate Tine

06/12/2018 & 900AM @ 06/12/2019 & 1030AMm o}
Description

Sakesfone Sans * 12 v 8 I M5 =T FF FFE L

Mowing front and rear lawns
e | aeminaer (D

. -
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CHAPTER 7 | Working with Job Calendar

To set up the repeating series, press the Repeat button, then choose the Monthly
option.

Event Details
wor e x wfl

s Location

IN-00456 x @ 8 Byron St. Rirgweod, VIC

* Subject Type

Mowing, Jones IN-DDLSE ~None—

*Start Date Time *End Date Tims

Cats Time Date Timg

06/12/2019 & S00AM @ 06/12/2019 &  1030aM ®
Description

Salesfarce Sans. v 12 wip|r | 0iS||=ijE ¢ @i ¥ 8L

Mowing front and rear lawns 1

mq/ —Te
Frequency
Daily  Weaiy

Every Monthis)
-

on CurentDate & Is Last Day

SeriesEnd  Everds

3
After

® On 30/06/2020 &

= - |

Choose your monthly interval. Let’s decide to visit every second month.

Event Details
o e x w

s Location

IN-00456 x @ 8 Byron St. Rirgweod, VIC

* Subject Type

Mowing, Jones IN-DDLSE ~None—

*Start Date Time *End Date Tims

Cats Time Date Timg

06/12/2019 & S00AM @ 06/12/2019 &  1030aM ®
Description

Salesfarce Sans. v 12 wip|r | 0iGS||=ijE ¢ @i ¥ 8L

Mowing front and rear lawns.
s @D e (I

Frequency

Daily W

Every
on CurentDate & Is Last Day

® On 30/06/2020 &

= - |

CCXIV



4. We could choose to visit the same date each month. But a fixed date will sometimes
fall on a weekend, and that may not be suitable. Let’s choose to visit the first Friday of
each month. To do that, change the ON Current Date to ON Every. Then select the
week of the month, then the day of the week.

Event Details
me

oo Location

IN-00456 x © 8 Byron St, Ringwood, VIE
* Subject Type

Mowing, Jones JN-00456 None-
“Start Date Time *End Date Time
Date Time Date Tima
06/12/2019 & 900Am ® 06/12/2019 &  1030AM ®
Dascription

Salesforce Sars v 12 * B I ¥ & =E = EFTE L
Mowing front and rear lawns
s @O | 2 9 e
Froquency

Daily  Weeky
Every Moeands)

:
o By s A B0 frawy B
Sefeslnd  Evers

Aftor 2

® on 30/06/2020 ™

o

5. Choose when the series will end. When you’re finished, press Save.

Event Details
e |

o Losation

IN-0D4SE x © 8 Byron 51, Ringwaod, VIC
* Subject Typet

Mowing, Jones JN-OD456 ~Hane-- -
“Start Date Time *Iind Date Time:
Cate Time Date Time:

osf12/2009 B8 900 AM @ 06/12/200% & 10:30 AM @
Descriptaon

Salesfarce Sans v 2 vy 81 ¢S5 =ewEezEE L

Mowing Iront and rear lawns
neoest @0 rerminder (D
Frequency

|
Every Meeanis)

255 1
on Every £ | g A H
Sedesnd  Events ’

® Aftor L

o 30/06/2020

Cancel

Business Management User Guide
CCXV g



More ideas for scheduling

Using the patterns above, you can choose to visit

» On the first date of the month

» On the last date of the month

» On the first, second, third, or fourth week of the month
» On the last week of the month

» On a named day of a chosen week of the month

Repeating events gives you a lot of flexibility!

ﬂ How to use repeating appointments in your business

When you agree to deliver a service at regular intervals, you will create the
repeating pattern based on a particular Job. When you do this, you will want to
mark the Job as a Repeating Job.

When you have marked a Repeating Job, you can invoice the job repeatedly,
producing a series of invoices against the one Job. If the Job Plan changes
over time, you can modify it as it changes. Each new invoice will reflect
changes in the Job Plan.

How to set appointment reminders

Most businesses now send friendly messages to customers to remind them of their up-
coming visit. Business Management has the ability to send SMS messages to customers
and your own assigned resources.

CHAPTER 7 | Working with Job Calendar .
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To send SMS reminders

1.

From the Event Details dialog, press the Reminder button.

Event Details
AmignTo: o n
Job Leaten
00456 x © 8 Byren 5, Ringwood, VIC
“Subject Type
Mowing. Jones IN-00456 Doing the Job -
*Stant Date Time *Ene Date Tima
oute Tene Date Time
06/12/2019 a 900 AM @ 06/12/ 2009 ] 10:30 AM @
Dewcription
Salesforee Sans v 1 vie 1 wis = = =E ¥ ¥ L

Mawing frant and rear wns.

st @D
Fraquency

S

Every Maontnis)

14

N Every Tomsm o Fedy .

Saries End Events

* After s

On oTii2/2019

Now choose to either Remind Customer, Remind Assignee, or both.

e

Event Details
AsignTor o n
Job Leaten
00456 x © 8 Byren 5, Ringwood, VIC
* Sulsject Trpe
Mowing. Jones IN-00456 Doing the Job -
*Seart Date Tiene *Endl Date Tima
Date Tene: Date Tima
06/12/2019 a 900 AM @ 0612/ 2019 ] 10:30 AM @
Description
Salesforce Sans v 2 vig I s T 8 F = T E L
Mawing frant and rear wns.
nopest @) nerioser (@0
Fraquency Remind Customner Rermind Assgree
S g
Every Mantnis)
)
oN Every v Lt T Feday o 1 ’

Saries End Events

* After s

On oTii2/2019

e

3. Reminders will now be scheduled to send.
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ﬂ There is one extra step when the appointment is part of a series of repeating
events, See “How to adjust appointments in a repeating series” on
page CCXXX.

@_' If you happen to change the appointment, the scheduled reminders will be
updated with the changes to the appointment.

Who reminders are sent to

Customer Reminders are sent to the number from the Job Mobile field.

Assignee Reminders are sent to the number from the User Mobi 1e field.

What times are reported

Times are localized based on the timezones of the Territory and Assignee.

ﬂ Customer Time

Customer Reminders report the time of the appointment in the Territory’s
timezone. When the Job is not associated with a Territory, the Customer
Reminder reports the time of the appointment in the Assignee’s timezone.

ﬂ Assignee Time

Assignee Reminders always report the time of the appointment in the
Assignee’s timezone, even if the Job is in a different timezone.

This means that a Customer Reminder may report a 10:00 am appointment
start, while the Assignee Reminder may report a 9:00 am appointment start if
the Assignee’s timezone is one hour different from the timezone of the Ter-
ritory in which the Job is located.

When reminders are sent

You can expect customer and assignee reminders to be sent as follows
» Customer reminders — 24 hours before the event

» Assignee reminders — 1 hour before the event

There are several exceptions to the above timings
» SMS publishing window
» reminder blockout period

» appointments set in the past

CHAPTER 7 | Working with Job Calendar HE
| Werking cCXViii



Each of these exceptions is explained below.

SMS publishing window

There is a system-wide calendar which defines when reminders may be sent.
Franchisees do not have control over this calendar; only system administrators do. Your
system administrator will have defined

» the earliest time in a day a reminder may be sent
” the latest time in a day a reminder may be sent

» on which days of the week reminders may be sent

If the reminder is scheduled to send outside the SMS publishing window, it will res-
chedule the reminder to be sent during an earlier publishing window.

%l
ﬂ Timezone

The timezone used for the SMS publishing window is
” the timezone of the territory in which the job is located, OR

» the timezone of the assignee (when the job is not assigned to a territory)

Reminder blockout period

There is a reminder blockout period that applies to customer reminders (but not assignee
reminders).

If the appointment would have generated a reminder that falls within the next 12 hours
from now, no reminder will be sent.

0 Why the blockout period?

We assume that if you’re only just now booking in an appointment for tomor-
row, that you will have spoken with the customer just now and therefore not
need to remind them of the appointment.

Appointments set in the past

Reminders are not sent for any appointments created for a past date or time.

Business Management User Guide
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Example scenarios

An assignee is scheduled a reminder
for the first appointment of a day,
which happens to be before the first
reminder of the day may be sent

A customer’s appointment starts at
8:00 am Monday morning and your
system has been set to not send
appointments on weekends

A customer’s appointment starts at
8:00 am Tuesday morning, the SMS
publishing window opens at 8:30 am,
and your system has been set to not
send appointments on weekends

Itis 9:30 am Monday morning and you

make an appointment for a customer
4:00 pm Tuesday

Itis 10:20 am Friday, and you assign

a resource to begin an appointment at

10:00 am Friday

In the last
minute of
the pre-
vious
day’s
reminder
period

In the last
minute of
the Fri-
day’s
reminder
period

In the last
minute of
the Fri-
day’s
reminder
period

No cus-
tomer
reminder
will be
sent

No
assignee
reminder
will be
sent

CHAPTER 7 | Working with Job Calendar

The system calculates that the
reminder ought to be sent outside
the publishing window, so it finds
the next earlier publishing window
in which to send the reminder

The system calculates that the
reminder ought to be sent outside
the publishing window, so it finds
the next earlier publishing window
in which to send the reminder

The system calculates that the
reminder ought to be sent outside
the publishing window, so it finds
the next earlier publishing window
in which to send the reminder

The system calculates the
reminder ought to be sent at 4:00
pm Monday, but that time is within
the reminder blockout period

Reminders for appointments in
the past are not sent

CCXX



How to schedule non-job appointments

You may wish to create a variety of appointments on the calendar that don’t relate to any
particular job.

'/ Non-job appointments can include
” Private appointments
¥ Personal leave
» Annual holidays

» Lunch breaks

How you create your non-job appointments depends on whether they are standalone or
repeating

» Standalone appointments can be created on either the Job Calendar or the Calendar.
» Repeating appointments must be created on the Calendar.
To add a standalone non-job appointment

1. On the Job Calendar, ensure all Jobs in the Search Job pane is closed.

=
Business Managem. Homa is v Chatter  Acrowas iobi w  lob Calendar  iewioes Contacts Auch symasts w  Bepors o Duhboads + Mot v kbOfen w  ComomerFescbeck v Mo v P
JobCalendar
e SO = - N~ =
s < i = - [ |

Sun b4 Man 14 Tn 04 Wed 94 Tt mit Sae 1204

© e Logged [ Jo— Qs W 1O ring
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2. Now click on any empty location in the calendar. The event dialog box will appear.

Event Details
WARNING: This event is not related to a Job.

Assign To:

Me A4S W KM S

Job Location
I Q l I Plea: ter locati l
*Subject Type

Please enter subject. ] I --Nene- - l
Start Date Time End Date Time
*Date “Time *Date “Time
[ 10/04/2025 & | 200am @l [ 10/04/2025 @:302m @l
Description

Please enter description...

w

Event Details
WARNIMG: This event is not related to a Job.

. Complete the Event dialog box then press Save.

ot
! j' a

AmignTe: ?
/ |

7 7 :
s’ 8

*Subrect / Ty
: ]
| Private appointment —Hone--
Start Date Time Lnd Ciate Time
“Date “Time Date *Time
100472025 - I 200 #m ©| | woazos I 1100 am @

Desenptien
I

hoase enler Gescription

G

4. The appointment (not related to any job) is now placed on the Job Calendar.

Sun b4 Man 14

LS 1 O 20K i I I 1l (G

®
i
8
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To add a repeating series of hon-job appointments

1. On the Calendar, click on any empty location.

e
233 Business Managem... Mome Tl v Chete  Mzouns v ke v kbCaleeds  wmcket v Contach v Audl v Pamenh v Reporti v Dmhbomdi v Notis v kbOfen v Cotomerfesbadt v Calede v Mom v S
Ll & April 2025-12 April 2025 l(_>|[ ey J | = vJ b et J.
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2. The New Event dialog asks you to select which Event type is to be created. Ensure it is
the Event type and click Next.

Mew Event
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The Event Details box will appear.
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Adjust the details as you need, then choose Type and Repeat.
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9. Now specify the Frequency and End Date for the series. Press Save when you're
done.

6. The appointment series is now placed on the Calendar.
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This appointment series will also be visible in Job Calendar.

Adjusting appointments

How to change the length of an appointment

When you drag a job onto the Job Calendar, it will automatically try to use as many hours

from the job as will fit in your work day. You will sometimes choose to shorten the default
length of the appointment.
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While you can do this within the Event dialog box, it is often quickest and easiest to
shorten the length of an appointment by dragging and dropping the appointment on the
calendar.

To change the length of an appointment on the calendar

1. Hover your mouse over the top of a calendar appointment. A grab handle will appear
at the bottom of the appointment.
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3. Now press down using your left mouse button and drag the appointment to its new
length.

s @
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There is one extra step when the appointment is part of a series of repeating
events, See “How to adjust appointments in a repeating series” on
page CCXXX.
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How to move an appointment

When an appointment is already on the calendar and you need to move it, doing so is as
simple as drag and drop.

To move an appointment on the calendar

1. Hover your mouse over top of a calendar appointment. Your mouse pointer will turn
into a hand.
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2. Now press down and drag (left mouse button) the appointment to its new location.
Release the mouse button.
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There is one extra step when the appointment is part of a series of repeating
events, See “How to adjust appointments in a repeating series” on
page CCXXX.
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How to delete an appointment

Sometimes you need to remove an appointment from the calendar. Doing that is as
simple as deleting the appointment.

To remove an appointment

1. Find the appointment in the Job Calendar and click on it.
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The Event Details dialog opens.

2. Press the Delete button.

Event Details
WARNIMG: This event is not related to a Job.
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r r 1
| Private appointment —HNene - |
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*Date. *Time * Date: *Time

/72028 & | W00 ®] [ neos & | 12000m @

Desenptien

hease ener description

G

\E| el -]

The event is now removed from the calendar.

There is one extra step when the appointment is part of a series of repeating
events, See “How to adjust appointments in a repeating series” on the facing

page.
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How to adjust appointments in a repeating series

When you are operating on an appointment belonging to a repeating series, you get to
choose what part of the series the operation is applied to. This happens whenever you

A

>

» Move an appointment

» Delete an appointment

» Add or remove reminders

Change the length of an appointment

Add, remove or modify the resources assigned to the appointment

Your choices are explained below.

How do you want to Update or Delete Recurring event in a series

| want to
update or What it does
delete

Applies the
Only this  change to only the
event selected appoint-
ment.

This event Applies the

and any change to this
future event and any
eventsin  event that follows
the series itin the calendar.

CHAPTER 7 | Working with Job Calendar

What it means

This appointment is disconnected from the series.
Any further changes to the series will not affect this
appointment.

Breaks the series into two. Applies changes to this
appointment and any future ones. Changes to
appointments preceding this one will no longer affect
the appointment series from this appointment
onwards.

CCXXX



Applies this . . :
All the change to this Applies the change to all events in the series, but not

to any events that were already separated from the
series through choosing ‘only this event’ or ‘this event
and any future events in the series’.

eventsin  eventand all the
the series events in the
series.

: Business Management User Guide
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How to confirm a scheduled appointment
with a customer

»,

Salesforce does not provide the ability to send a meeting request to a cus-
tomer using built-in Activity features.

To send a meeting invite or appointment confirmation, your options are

» Send an email confirming the agreed details, or
» Use an external calendaring application such as Google Calendar to send the meeting
confirmation

CHAPTER 7 | How to confirm a scheduled appointment with a customer o
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Tracking job profitability

Business Management provides tools to enable job-level profitability tracking.

You determine the expected profit contribution and margins using the Job Planning tool.
There you can input your expected cost and price for labor and materials. The system
can then estimate the expected profitability of the job.

@ AR De2ae®

fi1  Business Managem... Home  Chatter Accounts ~  Jobs ~  JobOfers -  JobCalendsr Invoices ~  Payments ~  Customer Feedback ~  More ¥ F 2
) -00843 SaveandBack  Inwoice Job  Cancel ¥

Customer Name Est Labour Price Est Matetial Price Amount Inc Tax Est Hours Est Gross Margin
Tim Atford $360.00 $300.00 $660.00 4.50 32.95%

Fencing & + @

Job Tasks (2) New ] ' Fencing Fencing Summary
NAME DESCRIPTION TOTAL *Summary - Amount Est Howrs
Site Visit Call out fee $4000 & Faivcing cluda £660.00 :;r::x a5
Doingthe .. Fencing $32000 & a 2

Description @ Cost Profit Total
£§442.50 $217.50 $660.00
. Salosforce Sans. - 2 v B I 2|5 = if sk s E E =
Job Materials (2) Now =
ajL g
DESCRIP.. QUANTITY TOTAL = Labour Summary
CypressC.. 400 $18000 & " " "
+ High quality picket fencing. it
Disposal fee 1.0 $12000 & « Preparation of work site.
« Disposal fee. Cost Amaunt Profit
» Instaliation of new picket fencing. $20250  $36000  $15750
Estimated Labour Override
= Work Order Description gy Enter a value
Salesforce Sans * 2 v B I M &5 =i FF B FE
L Material Summary
Calculated
Cost Amaunt Profit

$24000 $30000 $80.00

Estimated Material
Querride

Enter a value

A more complete financial analysis of the expected profitability of the job is also available
within the Job’s Financial Summary tab.

Business Management User Guide

CCXXX



Details Job Allocation

CQuotes/Invoices Financial Summary

Feedback/Marketing

s Financial Overview

Amount Amount Inc Ta
£660.0000 $660.00

Tax Amount Tax Rate
£0.0000

~ Estimates vs Actuals

Estimated Gross Profit Actual Gross P
£217.50 $275.45
Estimated Gross Margin Actual Gross i
32.95% 41.74%
Estimated Hours Actual Schedul
4.50 4.50
Estimated Labour Cost Actual Hours
£202.5000 4,00
Estimated Labour Price Actual Labour
£360.00 180.00
Estimated Labour Profit Actual Labour
£157.50 $180.00
Estimated Material Cost Actual Hourhy |
240,00 $68.86
Estimated Material Price Actual Materia
£300.00 §204.55
Estimated Material Profit Actual Materia
£60.00 $95.45
Estimated COGS Value Actual COGS
$442.50 §384.55
Estimated COG5 Ratio Actual COG5 R
67.05% 58.26%

Business Management continues to track the profitability of the job when work gets
underway. When franchisees or their employees enter materials purchases or labor
expenditure, the system tracks these actual expenses against the job.
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Details Job Allocation CQuotes/Invoices

Financial Summary Feedback/Marketing

s Financial Overview

Amount Amount Inc Ta
£660.0000 $660.00

Tax Amount Tax Rate
£0.0000

~ Estimates vs Actuals

Estimated Gross Profit Actual Gross P
£217.50 $275.45
Estimated Gross Margin Actual Gross i
32.95% 41.74%
Estimated Hours Actual Schedul
4.50 4.50
Estimated Labour Cost Actual Hours
£202.5000 4,00
Estimated Labour Price Actual Labour
£360.00 180.00
Estimated Labour Profit Actual Labour
£157.50 $180.00
Estimated Material Cost Actual Hourhy |
240,00 $68.86
Estimated Material Price Actual Materia
£300.00 §204.55
Estimated Material Profit Actual Materia
£60.00 $95.45
Estimated COGS Value Actual COGS
$442.50 §384.55
Estimated COG5 Ratio Actual COG5 R
67.05% 58.26%

The following topics describe how to log time and materials against a job, so that the
actual cost, revenue and profitability of the job is tracked and analyzed.
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How to log time against a job

Time can be logged either on-site or by the office. Employees can log time on-site using
the mobile app, See “Logging time against a job” on page ccxcix. When time isn’t logged
on-site, it can be logged by the office.

To log actual hours spent on the job

1. From the Job, select the Actuals pane.
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2. Enter the number of Labour Hours, the Hourly Cost and press Save.
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3. The entry of time will cause the Estimates vs Actuals section to show updated actu-
als.
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How to log material costs against a job
There are two methods for entering material costs against a job:
» Actual Material Costs

» Supplier Invoices

Entering via Supplier Invoices is good for reconciling supplier invoices and
sending the results to your accounting system.

Entering via Actual Material Costs is a rapid entry method that minimizes the
effort needed to track actual costs.

For Supplier Invoice entry, See “How to record purchases against a job” on page ccxxxix.
This topic describes Actual Material entry.
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To rapidly log materials against a job

1. From the Job, select the Actuals pane.
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2. Enterthe Materials Descriptionand Material Cost then press Save.
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3. The entry of time will cause the Estimates vs Actuals section to show updated actu-
als.

Detaihe bt Aocathess Crentenimvices Fintncial Summary FeeabaceMarnen ing FiegPotes Hatiney [ Fites

v Financal Crervien
s e Crdoop s
om0 o

4 o et et £

You can review material entries logged against a job with Supplier Invoice
Line Items, which are found on the Job Related tab.

How to record purchases against a job
Business Management allows you to associate lines from a supplier invoice against a
job. This allows you to track the expenses incurred by particular jobs.

Any one particular supplier invoice may contain lines for multiple jobs. You
can specify which supplier invoice lines are associated with the given job.

To raise a supplier invoice, you need to have set up the supplier in the system.
See “Adding a supplier” on page cclxxxvii.
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To raise a supplier invoice against a job

1. From the Job, press Supplier Invoice.

_Qm.
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e
Get started by sending an emad icheduing 3 task, and more.
w Job Contact infosmation v doly - 2020 o age
The Supplier Invoice dialog box appears.
2. Enter the supplier invoice header details.
Supplier Invoice
= lier [rvoice Number Status
I I Open .
* twoice Date * Dt Dt
a] | s
Reference * Account
Enter aocount name to search Q
Tax Rate (%) O Invoico Amount  $0.00
joe SUMMARY ACCOUNT CODE AMOUNT INCLUDES TAX? AMOUNT INC TAX
1 ) nooas2 x Summary 50.00 C 50,00

search results.

Supplier Invoice

* Supplior Imvoice Number

89378

Stans

Cancel

e 0y 1 .
20/07/2020

= Apeount

l Senith

Open
* knvoice Date
13/07/2020 =]
Reference
Tax Rate (%) O I n Senith's Floorwand Ringwood
108 SUMMARY ACCOUNT CODE AMOUNT
1 INODEEE X Summary 50,00
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INCLUDES TAX? AMOUNT INC TAX

* $0.00

Enter the beginnings of the supplier name, and select the supplier from the list of

cexl



4. Now complete the first supplier invoice line. The Job is automatically selected. Enter a
description of the goods in the Summary. Choose the Account Code if the default map-
ping is incorrect for this purchase. Enter the Amount and then choose whether that
amount includes or excludes tax. Click the + button for any additional line. When com-

plete, press Generate Invoice.

Supplier Invoice

* Supplior Invoice Number Status
89378 Open
* kvoice Date * Due Date
13/07/2020 & 2000712020
Ruference " Aceount

[ Semith's Floarwarid Ringwood

Tax Rate (%) 10

jos SUMMARY ACCOUNT CODE

Imvoice Amourt $250.00

AMOUNT

INCLUDES TAX? MOUNT INC TAX

310 - Cost of Goods Soid

l-: £ me00482 x Timbar

525000

Cancel

5. The system displays the generated supplier invoice.
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6. Supplier invoice lines are displayed on the Quotes/Invoices tab.
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As you relate supplier invoices lines to specific jobs, the Job’s Estimates vs
Actuals keeps track of the Actual Material Cost on the job.
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For a faster method of logging material purchases, See “How to log material
costs against a job” on page ccxxxvii.

How the system calculates Actual Labour Cost

There are two sources for Actual Labour costs:

» Time logging
» Actual Labour logging

Each source calculates time differently.
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Actual Labour Cost from time logging

When a mobile user logs time from Job Calendar Mobile, Actual Hours is added to the
Job. If the user's Contact has a value in the Hourly Rate field, then the addition to
Actual Hours is multiplied with the Contact’s Hourly Rate to record an Actual
Labour Cost.

[ I
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To check the Hourly Rate on a Contact:

1. Find your Franchise Profile Account. See “How to locate your Franchise
Profile Account” on page xxxiv.

2. Onthe Details tab, look for Related Contacts.

3. From Related Contacts, click on your chosen Contact. (If you can’t see it,
press View All.)

4. Inthe Contact, look for the Hourly Cost field in the Employment tab under
the Franchise Employee Information section.

Actual Labour Cost from Actuals Labour logging

When you log time using the Actuals pane, you directly enter the Hour1ly Cost. The
Actual Hours and Hourly Costs are multiplied, the result being added to the Job’s
Actual Labour Cost.
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ments & Credit Notes
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Understanding invoices, payments & credit
notes

Business Management makes it super-easy to generate Invoices from Jobs. Business
Management ensures that the entire value of the job is invoiced, but no more than the
value of the job. It also ensures that the line items appearing on the invoice matches the
line items that appeared on your quote, so that your customer can see that your invoicing
matches your quoting (while accounting for any changes to the job since the quote was
accepted).

Business Management allows you to record payments against an invoice. However, you
will find that dedicated financial applications provide more flexible and powerful facilities
for recording payments and performing bank reconciliation. To seamlessly support the
use of a dedicated financial application, invoices, payments and credits notes are syn-
chronized automatically and manually with Xero.

el

Business Management can optionally integrate with the Xero accounting soft-
ware. Check with your system administrator to see whether your business has
licensed Franchise Cloud Solutions’ Financial Integration option.

Credit notes can be used to round off invoices or to provide immediate or future dis-
counts. Credit notes do not take effect until they are allocated to an invoice. We recom-
mend you create and allocate credit notes in FranchiseOps. Credit notes and allocations
will be faithfully synced to Xero.

This chapter describes how to achieve all financial functions within Business Man-
agement and recommends which functions are better performed within Xero.

¢ Defining terms

Payments are a record of the payments customers make against invoices.
Payments are most comfortably handled in Xero.

Credit notes represent credits you are providing to your customer. You may
issue a credit in order to provide a discount on an existing invoice or to be
applied to a future purchase. Credit notes are created in FranchiseOps and
synced to Xero.

Applying a credit note against an invoice is called a credit allocation. When
you allocate credit, you are reducing the amount of money owed against that
invoice (just like recording a payment against the invoice). Allocations are
made in FranchiseOps and are synced to Xero.

CHAPTER 8 | Understanding invoices, payments & credit notes
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Invoicing a job
How to generate a full invoice
To generate and send an invoice to a customer

Begin from the Job to generate the Invoice record as per normal.
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1. The Generate Invoice dialog box appears.

2. Once you have entered your chart of accounts’ code for sales, press Generate
Invoice.

Generate Invoice

Summary

Nurmibes Dum Date

INV-00058 TH2/2085

el Mami dob Ameunt Ex Tax Job Ammount ine. Tay

Grower - Gardening $240.00 $264.00

Customer Name Job Amount Invoiced Job Aencunt To Invosce

Jill Groves $0.00 $264.00

Twfate e Ameunt

10.00% S264.00

[ invoice Lines -

SUMMARY AMOUNT AMOUNT INC TAX ACCOUNT CODE
Gardenng service 12000 120 | 4 |
Weeding 33000 saa0h | 41 |
Mawing 4000 s | 4w |

=

If you have connected your Franchise Profile Account to Xero and entered
a valid Account Code, the system will automatically send the currently-gen-
erated invoice to Xero.
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4.

CHAPTER 8 | Invoicing a job

When you are ready to send the invoice to your customer, press Send Invoice PDF.
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The Compose Email dialog appears. This is the same dialog as used by the quote
generation. This dialog has all the same features as the quote, with the addition that
you can optionally add attachments from the Job record and the Invoice record.

Files and images can be attached to the email within the Compose Email dia-
log.
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How to generate custom invoices

Sometimes you need to invoice only part of a job, such as a deposit, progress or final
invoice. Other times, you will need to invoice only select line items.

Business Management supports these scenarios.

To part invoice by line item

1. From the Job, press Invoice Job.
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e Job Contact Information

The Generate Invoice dialog box appears.
2. SelectLine.

Generate Invoice

Summary

PMamber Due Ciate

INV-00059 1970272025

lob Name Job Amoun Fx Tex Iob Ammoes inc. Tax

Green - Bathroom/Laundry $10,120.88 $11,15297

Customer Name Jek Amount Invoiced Job Amouet To Ivoke

May Green $0.00 $1v, 15297

Tax Bt Ivaice Amunt

10.00% §11,13287

Involce Lines Custom |
SUMMARY AMOUNT  AMOUNT INC TAX ACCOUNT CODE
Laungey Bathevam 5255433 s2A0076 | 410
Main bathraom inc. VI panelling §513475 5564823 | 410
Bathrocen Floor $1.056.80 $1,06248 | 410
Flumbing S137500 L5150 | 410
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3. Now select the line(s) to be invoiced, then press Generate Invoice.

Generate Invoice
E Summary
aambar Dus Date
TNV-00059 19/02/2025
Hass fek Amaunt B Tht fob Azt lne Ta
Grean - Bathroam/Laundry $10120.88 51113297
Customer Hame fels Amount Invicesd Jok Amouen T e
May Green $0.00 S10,03297
s Hate Imvaize Amaunt
10.00% 5548474
) invaice Lines | Full Custom |
SELECT SUMMARY AMOUNT AMOUNT INC TAX ACCOUNT CODE
Laundry Sathesom 255433 s290976 | 410
M Bathesom ime. V] panaling $5,13475 ssea2s | 410
Bathroom Floor $1.085.80 S196248 | 410
Flumiting 5137500 $151250 | 410
_ R '
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The Compose Email box appe

ars.

P st acwity, st meetings nd tasks marked a5 Gore thow g here

5. Use Compose Email to set the recipients, content and attachments. When complete,

press Send.

"]

For detailed instructions on downloading or emailing a document, See
“‘How to send a quote” on page clvii.
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To part invoice a deposit or progress payment

1. From the Job, press Invoice Job.
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v Job Contact Information

The Invoice dialog box appears.

2. Select Custom.

Generate Invoice

Summary
Numbes Due Cute
INV-00060 19/02/202
ek Mame Jsb Amaunt Bx. Tax lab Amount Ine. Tax
Green - BathroomLaundry $11,13297
Customer Name Job Amount T Invoice
May Green $5.648.23
Tax Fate
1000%.
Inveice Lines
SELECT SUMMARY AMOUNT AMOUNT INC TAX ACCOUNT CODE
0 Main bathroom inc. ) panslling $5.103475 $56423 | 410

(o |
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3. Now enter the value needed for this part payment. Alternatively, enter the desired per-
centage into the Quick % field for an automatic calculation, then press Generate

Generate Invoice
Summary
NNNNN e Diate
NV-00060 90272025
fek Hame Iob Ameunt Ex. Tax Job Ameunt ine. Tax
Green « BathrocmyLaundry $10,1.2088 FIRALFE TS
Customer Name Job Ameunt Inveiced Job Aemacne Ta inveies
May Green 5548474 $5,648.23
Tehate o e Ameunt
10.00% 5564823
P inwolce Lines m Quick% | sp7MI%
SUMMARY AMOUNT TAX INCLUSIVE  AMOUNT INC TAX  ACCOUNT CODE
| Invaice for Green - Bsthroom,Laurdry | | 51547545 | 568823 [ 410 -+

l SERH

An Invoice record appears.

4. Press Send Invoice PDF.
The Compose Email box appears.

9. Use Compose Email to set the recipients, content and attachments. When complete,
press Send.

ﬂ For detailed instructions on downloading or emailing a document, See
“How to send a quote” on page clvii.

O To invoice the final amount of part invoiced job, in the Job page simply
press Invoice Job again.

If there is a remaining line item whose value is lower than the uninvoiced
amount, you can choose between using Line or Custom invoices.

How to exclude a line item from the invoice

From time to time you will provide a quote with multiple line items and the customer will
choose to proceed with only some of the line items.

To reflect the change in the value of the job, you will need to exclude some line items.

To exclude a line item from the invoice

1. Inthe Job, click on Plan Job.

CHAPTER 8 | Invoicing a job .
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2. Locate the line item you wish to exclude and uncheck the Include checkbox.
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Home  Chatter

Al v 0, Search
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Danielle Ands ST50.00

5390.00

Est Material Price. Amourd Inc Tax Est Hours Est Gross Margin

51,254.00 B.00 -5.98%

Thing & Tiling-TeracottaTiles & + @

Job Tasks (3)

NAME DESCRIPTION
Doingthe ).  Remove broke...
Doingthe l..  Retile
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Material Summary

Calculated

Cost Amount Profit
575820  $88600 512780

Estimated Material Override

3. Press Save, then Invoice Job.
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Tling @ Tilkng-TerracottaTiles 8 4+ &
Job Tasks (3) New 7 iling Tiling Summary
NAME DESCRIPTION  TOTAL - Summary 5 Amount  Est Hours
Doingthe J..  Remove broke...  $200.00 cuge 51,10000 Mapn 8
g L Taing 0%
Doingthe J..  Retile 540000 @
Setup-Pac. Scaffoidingass.. 520000 & Descrgtion @ = P e
5120820 51820  51309.00
Salesforce Sans v 12 #»iB 1 8 SI= 99 FF A D
" I _
u Job Materials (4) New E Labour Summary
DESCRIPTL. QUANTITY TOTAL + Retiling damaged section of the roof. T ida
High quality., 3.0 533600 ®
p Cost Amount Prof
Paint - Bunn.. 50 530000 ® S450.00  SBO0OO 535000
Othercons... 3.0 511250 ® E
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cclv

Material Summary

Calculated

Cost Amount Profit
575820 588600 512780

Estimated Material Override
5390.00
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O If you discover the customer is not going ahead with the line item before you
do the first invoice, you can exclude the line item and then generate a Full
invoice.

If you discover the customer is not going ahead after you have begun
invoicing, it will be most convenient for you to have generated one or more
Line Iltem invoices. If, when you exclude the line item, the remaining value
falls to zero, the Job will be marked as fully invoiced.

How to invoice in stages

Stage-based invoicing lets you bill customers in steps as work progresses. Business
Management helps create invoices at each job stage. How it works:

» Each stage is linked to a percentage of the total job cost
» When you complete a stage, you can create an invoice for that percentage
» Payments match your work milestones

» The process is straightforward and organized

There are three plans available:
» 10/40/40/10

» 20/70/10

» 10/90

CHAPTER 8 | Invoicing a job .
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Choosing your invoice stage plan

1. From the Job page, select the Quotes/Invoices tab and locate the Invoice Stage Plan
field under Invoice Information.
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2. Click the pencil icon to edit the field.

3. Click the dropdown arrow and select your stage plan.
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4. Click Save.
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Invoicing in Stages

1. When you are ready, click Invoice Job on the Job page.

The system defaults to ‘Stage 1’ and will show the first percentage from your stage
plan. For example, using 10/40/40/10, the first stage is 10% of the job amount.

Generate Invoice

B summary
Numbar Dhas Diats
INV-00057 18/02/2025
Job Name: Job At Ex Tax
Scallolding. Jones $909.09
Custamer Name Il Amenant Invciced ok Arreceart T brnvcuce
Greg Jones 000 $1.000.00
Tox Rate frwouce Amount
10.00% $100.00

— T -
3 tnvoice Lines | 1 m Sasel | nonoms |

SUMMARY AMOUNT TAX IMCLUSIVE | AMOUNT INC TAX | ACCOUNT CODE
Irwecice for Scafiolding. Jones 501 | | 10000 | 41 |+
-

At any time before issuing the first invoice, you could change your mind and
generate a full invoice. See “How to generate a full invoice” on page ccxlix.
Once you have generated the first invoice in a stage plan, you can continue
invoicing using the stage plan or switch to using a custom invoice.

2. Click Generate Invoice.

3. Once you have made progress on the job and are ready for the next invoice, click
Invoice Job.

CHAPTER 8 | Invoicing a job
| Invoieing a cclv



4. The default is Stage 2 and the second percentage of the Job Amount. For example,
10/40/40/10.

Generate Invoice

Summary

Hurmber Dus Date

INV-00058 T 20S

Jeis Name Job Amaunt Ex. Tax Job Ammcunt ine. Tax

Scattolding, Jones $909.09 $1,000.00

Customer Name Job Amount Inveiced ok Ao Invese

Greg Jones $100.00 90000

Taw st Invescs Amaunt

000% 5400100

Involce Lines “ Sagel | ADD0O
SSSSSSS AMOUNT TAX INCLUSIVE | AMOUNT INC TAX | ACCOUNT CODE
|| invice for seatteting sores RET | 540000 | 4w | -+

Full invoice is no longer available as there is already a custom invoice for
the job.

5. Click Generate Invoice.
Using the 10/40/40/10 plan, you have now invoiced 50% of the job.

6. Repeat this process until you have invoiced all stages and 100% of the job.

Q__' If you are not ready to charge the amount in the next stage, you can cre-
ate a custom invoice by changing the amount, or by changing the per-

centage in the stage field. The Stage field changes to Quick %. The next

time you invoice, it will try to invoice any remaining money from the cur-

rent stage. .
Generate Invoice
B summary
e Doa Dote
Ny-00058 10022005
e RbdoostBls kbAscodec
Scatfoidng. jones £903.09 00000
] ot A i o At To s
Goeg Jonet. $10000 $900.00
...... eviicr Arvenent
0.00% $20000

Changes to the invoice amount

When Job Costs Change After Stage 1

If you need to increase the total job cost after sending the stage 1 invoice:

Business Management User Guide
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The system will move to the next planned stage as usual
The percentage on your next invoice will be higher than originally planned
This higher percentage accounts for the price increase

The system automatically adjusts to keep your cumulative invoiced amount in line with
completed stages

v/ Example using a 10/40/40/10 Stage Plan

You have an Invoice with a Job Amount of $1,000 with the 10/40/40/10 Invoice
Stage Plan. You have already invoiced Stage 1 and Stage 2, which is 50% of
the Job Amount or $500.

You then increase the amount on the Invoice by $200. There is now $700
remaining to invoice.

After Stage 3 you will have invoiced 90% of the job (10 + 40 + 40), so the sys-
tem prepares an invoice with the percentage required to have 90% invoiced.
In this case, Stage 3 will be 48.3333%.

After Stage 3 is invoiced (90%), Stage 4 will be the default percentage (10%).

How to create and send customer invoices in bulk

Bulk invoicing lets you process multiple jobs from different customers all at once. How it
works:

» Select jobs from multiple customer accounts
» Generate all invoices in a single operation

» Send all invoices simultaneously

This feature saves time when you need to invoice many jobs at once.
ﬂ Bulk invoicing is not available for jobs that already have an invoice.

The invoices will be sent to the email on the account customer contact using the current
default email template.

CHAPTER 8 | Invoicing a job
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To create and send customer invoices in bulk

1. Starting from a Jobs list view, select the checkbox of the jobs you want to invoice, then
select Bulk Invoice.

Tl osanca e

e oazznaezs

Pt
Ll Smgricn L
e

ow

Uewrin L

The Bulk Invoice Jobs dialog box appears.

2. Confirm the number of Jobs you selected is correct and select Yes, Generate

Invoices.
Bulk Invoice Jobs
Yuua(eabou:totallingﬂ.we.?siul‘ax_ i
A success message will display: Successfully queued x Jobs for Invoice Generation.

53 Business Managem. Wome  Chmer  Acunti e dbi v KBOMA o kbCends  wooe v Ommest v Ctomerfesciech e Corth w Matensl

You will now find the generated invoices in the selected jobs Quotes/Invoices tab. A
copy of the email sent to the customer containing the Invoice is logged in the Activity
panel of the Invoice record.

How to invoice based on an Account

Account-based invoicing lets you invoice multiple jobs from one customer onto a single
invoice. The benefits to this are:

» Fewer invoices to create and track
» Simpler and more regular billing process for you and your customers
» All related work appears on one document

» Easier for customers to manage payments

Business Management User Guide
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ﬂ To invoice a job based on an Account, it must have a Status of Invoice with a

Sub Status of Pending.

To invoice based on an Account

1. Begin from the page of the Account you wish to invoice and select Invoice Account.

_ - '
125 Business Managem... Weme  Chms At e bebn o jobOfer o ob Calenda  iewies Bty itomer Foecliach o ConMm o Mutwssl Pieelim o Fle o Mepers o Debest v Caleds o Mo v
m ccurt e x

e B Baaece Fapnne Frane -
60750
Datails Jobs invceces Feedback Fles & Motes  Hassory Retivity Chatrer
“ Contact Detaits o 8 =]
= —
Benathan Brcher ’ & il s
[
Y B s  Uptsming & Overdue
Fhoee e
4 4
[ Do
03164 ’ o
- #
- System bloematicn
Crasest by Lot Mot By
@ st it VRORZ021 213 PN - vy bysesty, THOR/2025 11108 AM

The Generate Invoice dialog box appears.

2. Before you generate the invoice you can select:

” Invoice all jobs with invoices pending from the account (Full)

” Invoice select jobs (Line)

» Enter an amount for a part payment or deposit (Custom)

To invoice all pending jobs

Ensure the Invoice Lines option is Full, then select Generate Invoice.

Generate Invoice

Summary

Murmbar Dus Date

INV-00060 19/02/2025

Azcount Name At frmcrunt Fa. Tax

Jonathan Bircher 91938
Aesum Amount T Inveice
$1.011.32

Tax Rate Invoice Amounk

10.00% s1011.32

n Involce Lines n Line | custom

SUMMARY

FN-005EE - Rircher - Rubbith remaval

IH-00SH - Bercher - Fence Reparr
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AMOUNT

§22180

#9750

Aegiard A ine. Tax

§1.011.32

AMOUNT INC TAX ACCOUNT CODE

spA07 | 40

76725 410
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To invoice some of the pending jobs

Select Line.

Generate Invoice

Summary
Humber
VD000

Account Mame
Jonathan Bircher

Tax Rate
10.00%

Invoice Lines |' Full - Custom ]

SFLECT SUMMARY
o IN-00623 - Sircher - Rubbish semoval

o IN-00624 - Sircher - Fence Repair

Oue Date
19/02/2025

Actount Amount B Tax
591936

Arcount Amaunt To Inveice
$1.011.32

Imsppize Amount

$0.00

AMOUNT

22180

469150

Actount Amount Inc. Tas
§1.011.32

AMOUNT INC TAX ACCOUNT CODE

328807 a0

sroras | a0

’—.
Eed. | m

Now select the jobs to be invoiced, then select Generate Invoice.

Generate Invoice

Summary
Numes

INV-000E0
#ecoun Name

Jonathan Bircher

SUMMARY

I-00823 « Bircher - Rubbich removal

IN-00634 - Bircher - Fence: Repair

Dot Date

190272025

Account Amount Ex. Tax.
591938

Aeceunt Amount Ta Invace

$1.011.32
Bereice Amount
576725

AMOUNT

$221.88

$697.50

To enter a part payment or deposit amount

Accownt dmount inc. Tax.
$1.011.52

AMOUNT INC TAX ACCOUNT CODR

$22207 [ an
67125 | A
Cancel

Select Custom and enter the value or percentage needed for this part payment, then

select Generate Invoice.

Generate Invoice

Summary
Number
V00060
Aszount Nama
Jonathan Bircher

Tax Rate
10.00%

Invoice Lines | rul | Lo m

Due Date.

190272025

Acewnt Amaunt Ex Tan
$919.38

Actoutt Amant Ta Inveice
s1.011.32

Irwtmse Amaunt

$1.011.32

SUMMARY AMOUNT

TAX INCLUSIVE

[ Irvence for Jonathan Bircher

[ 8193818

)] O

f1,001.32

cclx

Atcourt Amawnt ind. Tax
$1011.52

.

AMOUNT INC TAX ACCOUNT CODE

410 +
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3. A new invoice is now ready to send to your customer. To send it , select Send Invoice
PDF.

_ e
131 Business Managem... Home Chafier Aoments o lobe % b Ofens w  kcbCalendar  Wwpion w  Paymenh - CustomerFescbeck o Confachi - MutealPrcelnti - Fles w  Bepori - Duhboaoy ~  Colede Mo r
e
INV-00060
VO02S Open
Som—
Detsis
Ouer ~ Financial System Informas
V00060 ’ @ @
#  Open
L]
Fi -
Iervoice Details
3133800 o2/ 2 Activity  Chatt

Pic Pt acaity, Pant meetingn s basks marked 81 Sone the Lo hare

The Compose Email dialog box appears.

4. Use Compose Email to set the recipients, content, and attachments. When complete,
select Send.

How to Include All Jobs on Your Invoice

Match Your Job Schedule to Your Invoice Schedule

The repeating job schedule must match or be less frequent than your invoice schedule.
For example:

» If you invoice monthly, you can set up daily, weekly, or monthly repeating jobs
” If you invoice weekly, you can set up daily or weekly repeating jobs, but not monthly
What Happens If Schedules Don't Match

If your job repeats more often than you invoice, some jobs might not appear on the
invoice.

\/ If you mow a lawn twice a month but invoice monthly, the job might only
appear once.

Solution: Create Separate Named Jobs

To ensure all jobs appear on your invoice:

» Create multiple jobs with slightly different names

CHAPTER 8 | Invoicing a job .
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» Set each job to repeat at the invoice frequency

\/ Example for fortnightly lawn mowing with monthly invoicing:
» Create "Mow front lawn (Week 1)" - repeats monthly
» Create "Mow front lawn (Week 3)" - repeats monthly

This way, both lawn mowing jobs will appear as separate line items on your
monthly invoice.

\/ Example for three weekly lawn mowing with monthly invoicing:
» Create "Mow front lawn (Seq 1)" - repeats three weekly
» Create "Mow front lawn (Seq 2)" - repeats three weekly

This way, when both sequences happen to fall in the same month, both lawn
mowing jobs will appear as separate line items on the monthly invoice.

How to adjust the value of an invoice

You may want to adjust the value or update the details of a generated invoice.

\/ You may have allowed for certain materials within your Job Plan and gen-
erated an invoice for the job on that basis. But if you used more materials, you
may choose to adjust the invoice.

There are multiple ways of achieving this, depending on the type of Job or the status of
the Invoice. Here are the options.

Job Invoice Procedure

Standard Job Invoice not yet sent “How to overwrite an invoice” below
Standard or Repeat- Invoice is sentbuthasno “How to void an issued invoice” on
ing Job payments page cclxviii

Standard or Repeat- Invoice has at least one “Issuing & allocating credit notes” on
ing Job payment page cclxxviii

How to overwrite an invoice

For jobs that are not marked as repeating, you can overwrite an invoice if it is not yet sent
to the customer.

CCIXV Business Management User Guide



To overwrite an invoice

1. Locate the Invoice in Salesforce and choose the Related tab.
@

i Business Manage...

M w O Seacn Iweioes and mor_

A @2 # 0
Home  Chater  Mccousts v Costsch v dbn v MbOffen v lobCalmds  bwekes v Papmers v Gt fesdisch v Matwilfricelal o fepoh o Dmhboad o Calwdar v Mo v ’
¢ B .
lN\l-m 4 Felw S0 Cose  Deele  Cstelwoce POF  Send bo Fnancial Sysem
Acvouns v Dt A e Taa stan
Mark Hardy sme FLI0000 Opan
D | R / R
e s Orarar
= Ppu— LogaCal  WewGent  NewTish  Emad
Inwcice Basemi e
00002 $1.000,0000 Fecap yonr eat -
Irwesen Dute Tan semoet
15/1112019 510000 Fiters: A% B+ Al sctvitos - At types | T
tun D Aercurs i tan
1511412019 110000 Refreits + Exparet A0 View AY
et Tan g v Upcnming & Gverdur
Full
i
stana w0
Cpan BOBMAE

o ot trings moving. S & Lk o §4¢ Up 8 AR

2. From the Related tab, located the Invoice Line Items section, and select the more
actions drop-down.

M o
i1 Business Manage...

Sanach Irices s mor.

o2 G
Home  Ohatter  Aounts ~  Comadts ~  Jobd ~  MDOMen b Calendsl  Iwiiced ~  Papments ~  Cutomed FesdDet +  Malerial Price Lists ~ Bepivts «  Dadhbowds ~  Calendsl Mo rs
o,
4 INv-00002

4 fohow | % Cone  Owees  CresteimeicsSOF  Send o financiss Syem
Actouent Ik Date hencnst o Tan s
sk banty 15/133/2019 $1,200.00 Open
Details Related Actheity Chatter
3 1nvoice Line tems (2) Pew Legaca  Mewbvent  Mew Tan Emast
SUMMARY AMOUNT AMGUNT INE TAX ACEGUNT E0OE
oo—— =

Bt einng maitce 90000 e 200 -
Bl e D 9100000 1,000 00 200 » Fitors: Alltiers = Al activtion - A types ¥

Viswrddl Tiedrmah » Expanct All - voew Al
[ Payments (0)

N stoge.
To ot things soving. 00 & ik &0 341 10 8 maseting.

Alternatively, you may want to add a new Line item. You can do this by
choosing View All and then New .

3. Then choose to Edit the Line Item.
@

- . U Seaech Irvgices snd mone
i1 Business Manage...

Home  Ontter  Aouess o Comacs v Jobs o JbOfies v JobCalends  bwoices v Papments

-l@? # (=]

Customee Fesdterk ~  Maleriad Pricelists ~  Repoms  Dadowds o Calends v Mom v

ke

4 1Nv-00002

s

+ Fobaw

E  Cione  Dwwes  Creste lmeios POF  Senato Financiss Syem
Acrourt e e Aenount Iot Tas Seata

Mk Hanty 15/131/2019 51,0000 Opn

Decaits Related Acthvity Chatter

3 1ovoice Line tems (2)

v

Hoow Legatan  MewBvent  NewTam  Emal
SUMMARY AMBUNT ARGUNT INE Tax AECOUNT £0DE
Bareiet garing e 00000 900

o [e—— =3
00
= : Ot
Ll S0 b Lk Filtors: Al tirws » il activition » Abtppes T
N an Wbrwnh = Expand Al = View &4
~
1 Payments (0)

Nt stoge.
To got things movieg. a0 & sk & 341 1> & maseting.
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4. The line item dialog box appears. Adjust the value and insert a comment to explain the
change in the Description field., then press Save.

Edit Build new mailbox

Sy Status Invaice

= INV:00002

* Summary Display Order

Build new maifbox 2z

* Amsourt Tax Exompt.
' l 1,050.0000 I

Tax Amesine Tax Rate

9100 1000%

Amnount Inc Tax

51,001.00

Job

Seasch Jobs..

Description

.ﬁ 8B I ¥ &5 = iE EF FEEE &1 L

. As quoted, with additienal concrating,

Systemn Information
Croated By Last Modified By
John Smith, 15/11/2019 215 FM John Smith, 15/11/2019 2:31 PM
Currancy Areount Code
AUD - Australian Doliar i 200

Financial SystemId )
Xoro - Tod9! TA3-bO493E0I11M2

Cancel Save B M

9. Having modified the invoice line item, note the change reflected on the Invoice header.
‘ T e p— x|+ 2 £ a

i1 Business Manage. Home Chate  Acounts v Contachi v Jobn v kbOflen v kbCalendsr  bwokem v Pepmeets v Cotomes Peedback - Melwilfrcelat v fepots v Ombbomdh v Cabeder v Mow ¥ ’

F o000z 4 Foow  ESt  Cone  Delele | CeinoRePOE  Send to Feanial System
o i e Aot e o sutn
Mark Mardy 1517209 5125600 Open
Dewils  Aelated Activity  Chatter
P Cunur
S © b LSEaCan  NewEwet  Newluk  Emad
e trr e
INV-00002 $1,160,:0000 Wt yois ¢al -
et T et
1511172009 s1400 Finers At time - A actiitis -Attpes ¥
un e Arcnes i tas
1511172000 3125400 Bt - Expand A8 View AN
e Tt e Uptming & Orerthun
Ra
pp—
St o To gt ings mawng 554 o sk of 6 & g,
Open e

6. Now ensure the change is updated into Xero by pressing Send to Financial System.
2y M G Sl o2 2@

i Business Manage.. Mome Chatter  Accounts v  Contach v Jobn v kb Ofen v koCalendsr  Inwoe v Pepmenti e Cutiome fesdback - Malwialfricelits +  feports ~  Ombbomsch +  Caleder » Mo ¥ v
Invaice

| 1Nv-o0002 4 Foow  ESt  OCone  Delels  Cresselnvoce Send 10 Firancial Systen
Acxcunt trcica Date Amcurt Inc T staten

Mark barty 1515102019 $1.25600 Open

Detaits Relates Actvity  Cnatter

Sy seann o

= pry— LegaCan  MewEewet  NewTsk  Emad

b e A

INV-00002 $1,160,0000 Sicapyoiu -
et Tan Aerevurt

15111/2000 512400 Filers. AS trma + A4 ctiities - Abtpes T
Doun Dt [ P
15111/2089 5125400

T Tan L e Upcaming & Gverdue

R

st
bl b T ot Shirgs moving, add & Ltk o 361 up & Mg,
Open DA,
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7. When the sync is complete, the system shows a success message.

‘L’"g"‘;‘-’_y Baw T Sewchdvoioes and e *- @7 “
i Business Manage.. Home Chatter  Acounts v Contech v Joba v kbOfen v koCalends [nwokie v  Puprectt +  Cowomer Foedback o Mabwial Price Lty +  Feporis ~  Owhbosds «  Caleder w Mo ¥ ”
g Iovsce

m 4 Folom | ESU Cone  Delme | CRMRImGINPOS  Send 10 sl Spmem
Accon oo ot At o Tan St

ars beary 15/21/2019 4125400 Cpen

€ s Smian

Send to Financial System

Succeeaen

Fimers: A% tme - AN pctivition Attpes Y
Bt - Exguied AN + View AR

4 ot st
o G IS MIOWNG S5 B Ltk o 441 8 I,

The change is replicated to the external financial system.

Invoices

m v i b s Qe 13

How to void an issued invoice

When you have issued an invoice and need to alter it, you can void the invoice and then

re-generate it.

To void an invoice

1. From the Invoice, switch the Status field into edit mode.

“ e P———— sar PG
il Business Manage... Home Chatter  Accounts ~  Comtacts ~  Jobs ~  obOffen »  jobCalendsr  bwoces o Papments o Cstomer Fesdbeds +  Material Piaslsts o Geports o Dihboasds o Caledas +  Mom v P
INv-00002 4+ foloe | G Cone | Dwew  CoelnecsPDF Sencio el Sy
e Iroien Gt At o T S

Mk My 1511212019 125600 Open

Details Retateg

Sy Shats

=

I smetts
INV-00002

151112019
Oum Dute
151312019
i

Full

st

Open
Recoumt

Mk Harey

Buterencs

N
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2. Open the Status drop-down, and select Voided.
@@y o gy Te—— Fmr 26

i Business Manage... Home Chatter  hocounts w  Contats ~  Jobs v JonOfles

2 ivooocz

lobCalenger  Imaices -  Payments o Cusomer Feectect - MatwrislPricelsts - flepors «  Dushbosds o Colendar v Mow v ’

4 Folow  ES1  Cone  Dewle  Crestelswoke POF  Send to Fruncl Systim

Activity  Chatier
e ana Owrt logaCas  Mewiweot NewTast  Emad
= ) fobo st
. i e =
00002 $1,140,0000
Pty A time - AN activites - Mitypes T
*irvesee Cate Tan et
Pafrean « Gepans 4 + Vew A%
JECT S ™ $114.00
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*Duen Gt Aerars I T
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e Tan Laampt v Nvembar 2010 This Mosth
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= 2 e o i
 Open
Coned Fieaccisi tpses it @
Cote . @B LR
Dot — Kewn - S0SDach 2123418 502
Vosded

3. Now press Save.

‘ Bow O Saweninoions i o o2 2@
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Papments o CumomesFeedbick v MBS v Gepons o Dbont v Cienan o Mow W ”
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Activity  Chatter
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4. If you are synchronizing with Xero, press Send to Financial System. This will send the
update to your financial system.
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the mapping is configured.

ﬂ The effect of syncing a voided invoice to Xero will differ depending on how

» When you have the mapping set to AUTHORISED, voiding an invoice in
Salesforce will cause the invoice to be voided in Xero.

» When you have the mapping set to DRAFT, voiding an invoice in Sales-
force will cause the invoice to be deleted from Xero.

After voiding an invoice, you will most likely want to generate a new invoice.
See “How to re-invoice after voiding an invoice” below

How to re-invoice after voiding an invoice
When you have voided an invoice against a job, you will most likely want to regenerate

the invoice.

To regenerate an invoice

1. From the Job, make any necessary changes to Plan Job.

@y v G e Seesie o PO
i Business Manage.. Home Cramer  Accounts w  Comech v Jobe v JobOMen ~  JebCalenda  Ineices v Pepmenti v CutomerFesdback o Materisl Pricelists - Bupors +  Daibomds +  Calendsr ~ Mo ¥ Fd

e
mm 4 Folow  Maich Cu Punioh  Quotekos | Schedulelot | Beokelos  Sppleimocs  Cestion Lo
e s - . )
Maitbese - Hardy 11250000 12 Byeon St Ringwoed

QO P ¥ S— ) S— S ) SO SO ) W W) - e [T
Details Retated Job Allocation View Athvity Chatter MS

o e rrarenis

——— FCS - Ringaood LogaCal  NewEvent  MewTmk  Emal

o Nt Owras

oo [ ]

OO € Jonn Smin
Custores St

Mark Harcy
ussma

tPregies

Y Srtn Rnasort

vt Ty
Quate Request
Oue Dute

W tnas sanne. e Apecly

108 Asipted oA ation 40

estimation” on page cxxv.
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Filters: &l time = AB activisen s Al types. Y

Taninesh + Expaned 5 + View A%

+ Upteming & Oversus
N et stge
To et things moving, 368 & task o set > & seting.

To understand how to make changes to the job plan, See “Job planning and
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2. Once you're ready to generate the Invoice, press Invoice Job.
e LK

Search Salesioeos

o 2@

i Business Manage.. Home Chamer  Accounts v Conecti v bote v kbOMen w  kblskods  Ivoices v Paymeon v CutomesFerdbeck ~  MatedsiPrcelits o Ruports v Dashbowds v Calods v Mow v ri
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it Piame serened steert et
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- ) T Y R e s T o
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ot P

.
- Hith e LogaCall  NewEvent  Mew Tak Emast
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3. The Invoice dialog displays. Create a Full, Line Item or Custom invoice as desired
then press Generate Invoice.

Invoice

Line Itern Custom
Number Due Date
INV-00003 15/11/2019
Job Name Job Amount Ex. Tax
Mailbox - Hardy $1,125.00
Customer Name Job Amount Inc. Tax
Mark Hardy $1,237.50
Tax Rate (%) Irwoice Amount
10 $1,237.50

SUMMARY AMOUNT AMOUNT INC TAX ACCOUNT CODE

Remove existing mailbox 5215.00

Build new mailbox 5910.00

5236.50 200
$1,001.00 200
Cance!

4. The newly generated invoice displays.

s e v Qs s o 2@
2 Business Manage... Moms Chaite Amsunh v Comiti w  Joim w  kbOMen kbCiendsr  lmoom o Pt v Cstome fesdbeck o MatwalPricelais o feporh o Oeeowh o Calende w Mom v e
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Recording payments against an invoice
How to record a payment

It is preferable to record your payments in Xero if you are using financial integ-
ration. Any payments recorded in Xero will be pulled back to Salesforce (gen-
erally within 15 minutes). You can immediately retrieve changes to payment
by manually choosing the Pull from Financial System button.

If you are not using financial integration with Xero, you can record payments within
FranchiseOps. You record payments against an invoice. You first locate the invoice gen-
erated for a particular job, then you record the payment against the invoice.

To record a payment against an invoice using FranchiseOps

1. From the Invoice, select the Related tab.

@ Search Salesforce x|~ ? A @
EEE Business Managem... Home Chatter Accounts s~ Jobs s~ JobOffers »  JobSchedule Invoices s~ Payments « " More w rd
™ Invoice
L4 INV-00019 + Follow Edit Clone Delete Create Invoice PDF
Account Irvoice Date Amount Inc Tax Status
Alistair Campbell 19/04/2018 594215 Open
DETAILS RELATED / ACTIVITY CHATTER
Irvoice Number Owner
INV-00019 #§ Simon Walker
- LogaCall MewEvent Mew Task More

Inwoice Date Amaunt

19/04/2018 5856.50

Due Date Tax Amount Create new... Add
19/04/2018 58565

Type Amount Ine Tax

Full $942.15 Activity Timeline Y ¢ ExpandAl
Status Tax Exempt

Open Next Steps

Account Job

Alistair Campbell JN-00159 No next steps. To get things moving, add a task or setup a

meeting.
Reference Has been emalled?
Past Activity
~ Payment Details Na past activity. Past meetings and tasks marked as done
show up here.,

Amount Pald Date Paid =
50.00

Amount Credited Days to Pay

$0.00

Amount Owing

5§942.15

CHAPTER 8 | Recording payments against an invoice
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2. From the Payments section, press New.

}8 G, Search Salesforce *]v ? A ﬁ
::E Business Managem... Home Chatter  Accounts s  Jobs s  JobOffers »  JobSchedule Inwoices ~»  Payments v  *More v ra
‘ M Imvoice
V4 INV-00019 + Foliow Edit. Clone Delete Create [nvoice PDF
Account Irvoice Date Amount Inc Tax Status
Alistair Campbell 19/04/2018 5942.15 Open
DETAILS RELATED ACTIVITY CHATTER
Invoice Line Items (1) New
logaCall NewEvent New Task More
SUMMARY AMOUNT INC Tax DESCRIPTION DISPLAY ORDER
Tiling $942.15 Remove and retile 3 5q.. - Create new.. Add

View Al
\ Activity Timeline T ¢ ExpandAll
E Payments (0) N Mext Steps

No next steps. To get things moving, add a task or setup a

[ Credit Allocations (0) - meeting,

Past Activity
The New Payment dialog box appears.

3. Press Next.

New Payment

Select a record type L] Payment

Credit Allocation

Cancel

The New Payment dialog box appears with ITnvoice automatically selected.

Business Management User Guide
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4. Complete the payment information, then press Save.

New Payment: Payment

Information

Payment Number * Invoice
3 mNvo0019 X
*Type Amount
Payment » 940.00
* Payment Method Effective Date
Cash v 19/04/2018 =
Reference Status
Paid in full

System Information

Currency Record Type

Payment
Australian Dollar hd

Cancel Save & New E

5. The New Payment dialog box is saved and the payment appears on the Invoice.

E‘S (1, Search Salesforce *J’ ? ! g
:.E Business Managem Home  Chatter Accounts ~  Jobs w»  JobOffers +  JobSchedule Invoices »  Payments ~ “More » ra
Invoice
E INV-00019 + Follow Edit Clone Delete Create Imvoice PDF
Account Invoice Date Amount Inc Ta Status
Alistair Campbel| 19/04/2018 5942.15 Open
DETAILS RELATED ACTIVITY CHATTER
Invoice Line Items (1) New
LogacCall NewEvent New Task More
SUMMARY AMOUNT INC TAX DESCRIPTION DISPLAY ORDER
Tiling $942.15 Remove and retile 3 sq... b Create new. Add
Wiew Al - .
Activity Timeline Y ¢ ExpandAll
E Payments (1) New Next Steps
PAYMENT NUMBER TYPE STATUS No next steps, To get things moving, add a task or setup a
meeting.
PMT-000081 Payment Paid in full b
Past Activity
View All " .
No past activity. Past meetings and 1asks marked as done
show up here,
{1 Credit Allocations (0) New i

How to allocate a payment to multiple invoices

Xero provides direct support for allocating a single payment to multiple invoices. If you
are using financial integration with Xero, do the payment allocation in Xero.

For those who are using FranchiseOps only, you can create multiple payments, each
with a common reference number.

CHAPTER 8 | Recording payments against an invoice .
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You may find it useful for the reference number to be the bank transaction

number.

How to write off a bad debt

Sometimes we are unable to collect income from an invoice we generated, resulting in a
bad debt. Here’s how to write off a bad debt if you’re using Xero.

|‘j What you need

To implement this solution, your chart-of-accounts is going to need a Bad
Debt expense account. You then need to ensure it allows payments
(described below).

To ensure the Bad Debt account can accept payments

1. In Xero, go to Accounting > Chart of Accounts.

Dashboard Business

2. Scroll down to the Bad Debt account and select it.

0O ez £ad Debts Expense

cclxxv
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3. Ensure Enable payments to this account is checked. If itisn’t, check it and then press
Save.

Edit Account Details x
‘Account Type How account types affect your reports
ipena & profit & Loss Balance Sheet
i Income Current Assets
ited to 10 characters) Revanug Curront Assets
Salus Inwantry
Loss Cost of Sales
Direct Costs. Plas Rank
P characters) GROSS PROFIT osks

Pias Fouad Assats
Phas Other Incoma Flasd Assats

Othar income
° Pt Won-curran t Assets
iz e
Dopreciation TOTAL ASSETS
used
I Dvarhnads Lasa Currart Liabilities
NET PROFIT Current Liabities:

Leas Man-currerd Liabdlitias
Uties

Llabl
Ty Non-current Liabibties

The defsult tax setting for this accourt

MET ASSETS
Eaquity

Ecuity
= Pl Mot Profit
TOTAL EQUITY

You can also modfy whene J0COUTS DPPEIN N YOUr repons
- Rkt

Now that you’ve set up your Bad Debt account, you're ready to write off your
invoice.

To write off your invoice as a bad debt

1. Locate the invoice, open it and find the Receive a payment section.

2. Inthe Amount Paidfield, enter the amount of money you want to write off (inc. GST).
Within Date Paid, record the current date. In the Paid To drop down, select the Bad
Debt account.

Ta Date CueDate  fwvoica #  Raetersnce  Online Paymants Total

Jo Baylss 210012022 4 Nov2022 INVO1006 JN-1BZZE39 hone. Ga sal up now 3000
73 Tooke St

HOPETOUN VIC 3398

AUSTRALIA
it nooress

Amounts are Tax Exchasive

Neem Code Descripton Guanty una Frice Dec Accoun Tax Aate Tormory Amount AUD

Work comphoted 1.00 30060 Foetaterrial GST an coma HAH Birchip 300 80

Suttotal 30000

Torl GST 10 3080

TOTAL 330.00

L Enier P detais o ha payment hor |

Racetve a payment
Amount P Date Pas Paa To Roterenco
b moaser - | -
970 - Dwner A Share Captal
Expenses
Switeh 10 P nvaing
00 - Deect Salary & Wages
[Line the ceop-<own aticw 10 select the Bad Deet accourt the|
e 552 - Bac Datts Exporse

V-01006 1o Jo Baylss for 330.00, 639 - Franchise Super

3. Enter a Reference (optional) and then select Add Payment.

CHAPTER 8 | Recording payments against an invoice
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The written off payment will sync back to Salesforce and update the invoice,
usually within 15 minutes (depending on configuration).

Business Management User Guide

celxxvii



Issuing & allocating credit notes

How to discount an invoice using a credit note

Sometimes you need to discount an issued invoice. There are a variety of reasons you
may choose to do this:

» You may choose to round off an invoice when a customer pays in cash
» You may choose to provide a quoted line for free, or

» You may choose to provide a discount to the quoted invoice.

'/ In the example below, we are providing a “rounding discount.” A rounding dis-
count is paid when the invoice is generated in dollars and cents and the cus-
tomer pays in whole dollars.

To provide a discount on an invoice

1. From the Invoice, note the value of Amount Owing.

& PR N @2 @

i1 Business Managem... Home Tasks »  Chatter Accounts v Jobs v  JobCalendar Invoices ~ Contacts ~  Audits ~ More v o

Y Invoice - . X

’ INV-00041 + Follow Edit Send to Financial System Pull From Financial System Credit Invoice

Account Invoice Date Ampunt Inc Tax Status
Fred Styles 14/05/2022 $691.21 Open
Details  Related Widice Sancder
Send Invoice PDF

Syne Status Owner
: a John Smith
Invoice Number Amaunt Activity Chatter
INV-00041 $628.3700
inalea.Oms A LogaCall MewEvent NewTask  More
11/05/2022 $6284
Due Date Amaunt Inc Tax
1“05‘2022 $601.21 Recap your call
Type Tax Exempt
Full Filters: All time » All activities « All types a
St o Refresh « Expand All « View All
Open JN-00E00
Account Has been emailed? Vv Upcoming & Overdue
Fred Styles Nao next steps.
Reference Financial System 1d To get things moving, add a task or set up a meeting.
JN-0DE00 Xero - 88a87852-44d8-4457-9134-1

~ Payment Details Na past activity. Past meetings and tasks marked as done

show up here,

Amcunt Paid Date Paid
$690.00
Amount Credited @ Days 1o Pay
$0.00
Amcunt Owing
$1.21

CHAPTER 8 | Issuing & allocating credit notes
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2. Press Credit Invoice.

m e Al v O Search. %[+ 2 A @
:::  Business Managem... Home Tasks Chatter Accounts + Jobs JobCalendar Invoices ~ Contacts ~  Audits ~ More v 7

By Invoice e x

' INV-00041 4 Follow Edit Send to Financial System Pull From Financial Syste Credit Invoice
Account Invoice Date Amount Inc Tax Status

Fred Styles 11/05/2022 $691.21 Open

Details  Related Involce Sercer

Send Invoice PDF

Syne Status Cwner

= @ John Smith

Invoice Number Amaunt Activity Chatter

INV-00041 $628.3700

Invoice Dute Tox Amount LogaCall MewEvent NewTask  More

1j05/2022 $62.84

Due Date Amaunt Inc Tax

11/05/2022 $691.21 Recap your call... Add

Type Tax Exempt

Full Filters: All time « All activities - All types n

s Jobi Refresh + Expand All + View All

Open JN-00600

Account Has been emailed? v Upcoming & Overdue

Fred Styles No next steps.

Reference Financial Systern |d @ To get things moving, add a task or set up a meeting.

JN-00E00 Xero - 88287852-44d8-4457-9134-120203e40264

~ Payment Details
Amount Paid

$690.00

Amount Credited @
$0.00

Amaunt Owing

.2

Date Paid

Days to Pay

The Credit Note dialog box opens.

No past activity. Past meetings and tasks marked as done
show up here.

3. Enter the value for which this Credit Note is being issued.

Invoice Number
CR-00042

Amount Inc Tax

121

SUMMARY

1 Credit no'

cclxxix

AMOUNT

Credit Note

Referance
INV-00041

$121 $121 410

AX INCLUSIVE AMOUNT INC TAX ACCOUNT CODE
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4. Press Generate Credit Note.
The Credit Note invoice displays.

m— Al w Q Search... ﬂ:.: ? 3 ; @

it Business Managem..  Home Tasks \ Chater Accoumts v Jobs v  JobCalendar Inwoices  Contacts v  Audts v  More ¥ ¥
2;_“60042 + Follow Edit Send to Financial System Pull From Financial System Credit Invoice
Aceount Invaice Date Amount Ine Tax Status
Fred Styles 11/05/2022 $1.21 QOpen

Invoice Sender

Details Related

Send Invoice PDF

Sync Status Owner

= John Smith

Invaice Number Job Activity Chatter

CR-00042 JN-00600

Invaice Date Total Amount Allocated @ LogaCall NewEvent NewTask  More

11/05/2022

Status Amount Ing Tax -
Recap your call... Add

Open N

Account Credit Balance @

Fred Styles $1.21 Filters: All time + All activities + All types &

Reference Financial System id 10 Refresh « Expand All - View All

~ System Information W Upcoming & Overdue

= No next steps.
Crauted By Last Moxifind By To get things moving, add a task or set up a meeting.
John Smith, 1/05/2022 11:25 AM John Smith, 11/05/2022 11:25 AM

Currency Recoed Type Mo past activity. Past meetings and tasks marked as done
AUD - Australian Dollar Credit Note show up here.

View Credit Note in Financial

System

O_ Now you need to allocate the Credit Note to the invoice. See “How to alloc-
~  ate credit to an invoice” below.

How to allocate credit to an invoice

When you issue a credit note, you generally need to allocate it to an invoice.

CHAPTER 8 | Issuing & allocating credit notes
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To allocate a credit note to an invoice

1. From the Credit Note, press the Related tab.
m— Wi w O Searchinvoices and more.. (3]~ 24 A @

ESE Business Managem... Home Tasks Chatter Accounts ~ Jobs “  JobCalendar Invoices +  Contacts ~  Audits ~ More ¥ e
Y Invoice :

' CR-00042 + Follow Edit Send to Financial System Pull From Financlal System Cradit Invoice

Account Invoice Date Amaunt Inc Tax Status

Fred Styles nos[2022 s Open

Details Related k‘-'_ Invoice Sender

Send Invoice PDF

Sync Status Owner

= @ John Smith

Invoice Numbar Job M‘“Vm Chatter

CR-00042 JN-00600 E—

Involce Date Total Amount Allocated @ LogaCall  New Event New Task Mare
1/05/2022 $0.00

Status Hmioat. Iy Tgx Recap your call...
Open 1.

Account Credit Balance @

Fred Styles .21 Filters: All time - All activities - All types %
Reference Financial System Id @ Refresh « Expand All « View All
JN-D0600 Xero - db15d20b-5535-415f-adfa-168bd624a53e

* Upcoming & Overdue
~ System Information -

B No next steps.

Created By Last Modified By To get things moving, add a task or set up @ meeting.
o John Smith, 11/05/2022 11:25 AM @ John Smith, 11/05/2022 11:33 AM

Currency FRecord Type No past activity. Past meetings and tasks marked as done
AUD - Australian Dollar Credit Note show up here.

View Credit Note in Financial

System

: Business Management User Guide
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2. From the Credit Allocations section, press New.

11 Business Managem...

Home  Tasks

Al w Q,  Search Invoices and more...

Chatter  Accounts ~  Jobs

Job Calendar  Inveices

@ 2ea @

Contacts v Audits ~ More ¥ s

Invoice
CR-00042

Account Invoice Date
Fred Styles 11/05/2022
Details Related

Invoice Line Items (1)
1item - Updated a minute ago

Summary

1 Credit note for INV-00041

[ credit Allocations (0)

Syncs (2)
2 items - Updated a minute ago

Sync Name
1 5536008
2 5536010

+ Follow Edit

Amount Inc Tax Status
s Open
o { New
~  Job w | Amountin..
1. -
View All
N e
@ Lo New
~
-
View All

The New Payment dialog box opens.

Choose Credit Allocation, then press Next.

New Payment

Select a record type

Payment

‘ ﬁ ®  Credit Allocation ’

Cancel

Send to Financial System

Pull From Financial System Cradit Invoice

Invoice Sender

Send Invoice PDF

Activity Chatter

LogaCall  New Event New Task More

Filters: All time - All activities - All types

Recap your call...

Refresh « Expand All « View All

~ Upcoming & Overdue
NO next steps.

To get things moving, add a task or set up a meeting.

No past activity. Past meetings and tasks marked as done
show up here.

The New Payment: Credit Allocation dialog box opens.

CHAPTER 8 | Issuing & allocating credit notes
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4. Selectthe Invoice, enter the Amount and Effective Date and then press Save.

Information

Payment Number

" Type
Credit Allocation

Credit Note

F cr-00042

Reference

System Information

Currency

AUD - Australian Dollar

Financial System |d @

New Payment: Credit Allocation

*Invoice

) inv-00041

[Amount

- 121

JEffective Date
X /052022

J

Status

Record Type
- Credit Allocation

Save & New

Depending on the underlying payment method, you may find it useful to
include a transaction number in the Reference field or to assign a Status.

5. The credit invoice is now allocated as a payment against the customer invoice.

131 Business Managem...

Al w S Search Invoices and more...

Home Tasks +  Chatter Accounts

@ 2ea

Jobs «  JobCalendar Invoices w  Contacts Audits More ra
Invoice " i > s i
cn_uoo“z =+ Follow Edit Send to Financial System Pull From Financial System Credit Invoice
Account Invoice Date Amount Inc Tax Status
Fred Styles 11/0572022 .21 Closed
Details Related Invoice Sender
Send Invoice PDF
Invoice Line Items (1) w- || el Hew
1item - Updated 4 minutes ago
Activity Chatter
Summary v | Job o Amount In..
1 Credit note for INV-00041 i - LogaCall NewEvent New Task More
View All
Recap your call...
[ credit Allocations (1) -] ¢ New
i Filters: All time - All activities - All types &
- ed a seconds ago
Refresh - Expand All « View All
Payment Number ~  Invoice ~
1 PMT-000176 INV-00041 gt alh o2 o
View All

cclxxxiil

Ne next steps.
To get things maving, add a task or set up a meeting.
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6. You can check that this is correct by selecting the Invoice.

m Al w O Search Invoices and more... | %[~ 24 A @

ESE Business Managem... Home Tasks +  Chatter Accounts *» Jobs +  JobCalendar Invoices +  Contacts +  Audits » More ? i
n CR-00042 + Follow Edit Send to Financial System Pull From Financial System Credit Invoice
Account Invoice Date Amount Inc Tax Status
Fred Styles 11/05/2022 1.1 Closed

Invoice Sender

Details Related
Send Invoice PDF
Invoice Line Items (1) 2| @ New

1item - Updated 4 minutes ago Activity Chatter

Summary v | Job v | Amountin.
1 Credit note for INV-00041 2 v LogaCall  NewEvent  New Task More
View All
Recap your call...
[ credit Allocations (1) gl el rew

. Filters: All time - All activities - All types ~ §
1item « Updated a minute ago

Refresh « Expand All « View All

Payment Number ~  Invoice ~
U & Overdue
» P r— / - v Upcoming

No next steps.

View All To get things maving, add a task or set up a meeting.

7. Review Payment Details. Check that the 2Amount Owingis $0. 00. When this is the
case the credit note has been correctly allocated.

m CL Al w O Search Invoices and more. i;]:} ?2 4 A @
Business Managem... Home Tasks v  Chatter Accounts *» Jobs * JobCalendar Invoices *  Contacts ~  Audits ~ More ¥ Vi
Invoice i : . " "
INV-00041 + Follow Edit Send to Financial System Pull From Financial System Cradit Invoice
Account Inveice Date Amount Inc Tax Status
Fred Styles 11/05{2022 sen Closed
Details Related Invoice Sender
Send Invoice POF
Sync Status Owner
= € John Smith
Inwoice Number Amount M‘IMW' Chatter
INV-00041 $628.3700
Inveice Date Tax Amagunt LogaCall MNewEvent New Task More
11/05{2022 $62.84
Due Date Amaunt Inc Tax
11/05/2022 $691.21 Recap your call. Add
Type Tax Exempt
Full Filters: All time - All activities - All types ¢
Statws Job Refresh « Expand All + View All
Closed JN-00600
Account Has been emailed? Vv Uncoming & Overdue
Fred Styles No next steps.
Reference Financial System id @ To get things moving, add a task or set up a meeting.
JN-00600 Xero - 88a87852-44d8-4457-9134-120203e40264
~ Payment Details No past activity. Past meetings and 1asks marked as done
show up here,
Amount Paid Date Paid
$690.00
Amount Credited @ Days to Pay
.21
Amount Owing
$0.00

CHAPTER 8 | Issuing & allocating credit notes .
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How to allocate credit against multiple invoices

Sometimes you may need to allocate credit against multiple invoices.

\/ For example, you may have generated multiple invoices for a single job

» adeposit,

» a progress payment, and

¥ the final invoice.
After issuing the final invoice the customer raises an issue. After negotiation,

you agree to issue a credit. This results in a credit note needing to be alloc-
ated across the three invoices.

To allocate a credit note to multiple invoices

1. Generate the Credit Note record. See “How to discount an invoice using a credit note”
on page cclxxuviii.

2. Now allocate part of the value of the credit note to the first invoice. See “How to alloc-
ate credit to an invoice” on page cclxxx.

3. Repeat allocation steps 2 through 4 until you have allocated the entire value of the
credit note.

Business Management User Guide
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Adding a supplier

Business Management represent suppliers as a special type of Business Account.

To add a supplier account

1. Create a business account. See “How to create an account for a business” on

page Ixxx.

2. Now complete the account creation by entering all relevant details then pressing

Save.

3. From the Account, press the Edit button.

i3 Business Manage...

Home

Al »

Chatter

1 smith's

Accounts

Jobs s JobOffers

Job Schedule

* @2 e @

Payments

Invoices Morew ra

Account

Smith's Floorworld Ringwood

& <+ Follow Edit Delete View Account Hierarchy View Website Create New Job Supplier Invoice
Type Phone Website Account Owner Account Site Industry
Technology Partner {03) 9879 1622 www.floorweorld.com.au o) Ringwood Franchisee £
Details Related Activity Chatter
Account Name Account Cwner
Smith's Floorworld Ringwood 3 Ringwood Franchisee Email
Parent Account Franchise @
FCS Ringwood Create new... Add
Company Number Email
ringwood@floorworld. com.au
D i Filters: All time - All activities - All types T
55005946654 (03) 9879 1622 Refresh Expand All
Type Fax
Technology Partner (03) 9879 5267 Mext Steps
Industry Website

cclxxxvii

www.floorworld.com.au

Available as Supplier i

No next steps. To get things maoving, add a task or setup a
meeting.

Past Activities
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Check Available as Supplier. Enter the Default Tax Rate, then press Save.

Al w O smiths &—E]"@.!.@

e Business Manage... Home  Chatter Accounts » Jobs ' JobOffers w  JobSchedule Irwoices w  Payments ~» Morew ra
Account
Smith's Floorworld Ringwood & + Follow  Edit  Delete  ViewAccountHierarchy  View Website  Create NewJob  Supplier Invoice
Type Phone 2 Orwner Account Site Indusiry
Technology Partner (03) 9879 1622 www floarworid.com.au P4 Ringwood Franchisee £
Details Related Activity Chatter
* Account Name Account Qwner Email
Smith's Floorwarld Ringwood Ringwood Franchisee
Parent Account Franchise () Crwnse v, ied
Search Accounts... Q u FCS Ringwood %
Filters: All time » All activities « Al types ¥
Company Number Email @ Refresh Expand All
ringwood@floorworld.com.au
Next Steps.
Business Number @ Phone
Nao next . Te thi i dd 15K
5500 (03) 9879 1622 G e steps. To get things moving, add a task or setup a
meeting,
Type Fax Past Activities
Technology Partner ' v (03) 9879 5267
No past activity, Past meetings and tasks marked as done
Industry Website show up here.
~None- - wvew fioorworld.com.au -
Available as Supplier ) . )

Cancel

Activity Lists

The account is now available in the system as a supplier.

CHAPTER9 | Adding a supplier
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Creating a supplier invoice

Business Management allows you to associate lines from a supplier invoice against a
job. This allows you to track the expenses incurred by particular jobs.

Q__' You can also record purchases not intended for a job (i.e. purchases for
stock). To do this, ensure the Job on the invoice line is blank.

To record a supplier invoice
1. From the Salesforce Accounts list, select the Business Accounts list view.
- ‘... PR P GER ERE W

1% Business Manage... Homa  Cratier  Accounts * ~  khOfen v lobCaendsr  bwoker o Payments v Comxts v w e v Pepots v Dahbosds v Mere v P
= 2 —
B 285 rancioees " s i i

= & ‘ PR, e m-C s 0T
oo v BNegStale v MEngPocds v Phone o ACCOUS Dwner . CwnerFiiName e Owner Lt Name v
- ' viC na CARISE0TT L] oPs Haad Ot Maraged -
e 0 otz wan Unte Franchiaeowner 5
Buriinen Accounts.
K 2140 ChNI66207T -] John Smisn -
oo i o vie nm caxeenry "o o s =

' FESVIC Pranchisess (Pinnes Bat]
Franchivs Profle Accoury

2. Select the target supplier account.
&@ay Mo O Sen st mo GER - KRN B

$ BusinessManage..  Wome Chaiter  Acosnis v ot v jobOffen v jobCalendar  Iaokm v Paments o Colomerfedbeck o Conlahh v MateslPrceUih v Fles o fepors v Duhboesd v Mo v 7
Aceounss
3 6isiness Accounts » e B sl Bsnciass
i . - 2 | Sasech o bt s m-e s e
Account Newa T W ENing State S BiSng Poitoode ~  Phone W Lt ok Date. ' Account Owner Abss w Crasted Date ~
Pt ooy ama i - ot smavar o -
n AR Buninrs Barking Cartrs resw o1 13013 sacms 301073007 342 Pt -
Paraft Trades Pty Lid L 200 002} B3HY BUEE sadrme /POFI0LT A2 AM -
15 Rty White Benbiy L) 2ar kil 12/08/2010 21T AM -
W Sgrarnema 5 Lesnars Janeis S/1071201T #04 AM -
7 PN e— casam 1621 o 110873015 467 Pt =
u Sy Eveciial Services oW 2026 1029389 2797 sadre JL0MI0NT 348 P8 -
m Torl Toos S . 3/1072017 111840 -
n Trainan Pry g e 2000 o, 511072007 309 P .

3. From the Account page, press Supplier Invoice.
CaRYy Mov o Sesensaione mreas ™

i1 Business Manage. . Home Chatter Acounts v Motn e JobOfm v jobCalendar  Imeoice v Papmenti v Customerfeedback o Contacty e Wuterialricelitn v Fles v fepots v Ombtoad v Mom v ’
E Accoun
Smith's Floorworld Ringwood 4 4 Folow  Edt  Oviee  VeewAccounibierwchy  Creste New. Suppien rnce
L Lo Seamas Seann Gwanon
Details Related Activity Chatter
Aconnsnd Nase gt Ot
Serikts ocrworkd Ringmood @ 250 Sminn togacen  MewBwent NewTme  Dmadl
Parera Acaunt [ismen
o g e =l
Company Number Lrrad
Hgwea i foororid o
; e Fillers: Al tmg - A0 Getiities - ANt T
B Hramser hore
5500594665+ 039879 1622 Rt - Expand AR - Yiew A
e ot & Overtun
a3 9879 5267 i |
Ty et Ne Al
seven foamworid. com s T e Things maving 4 8 Lah o 301 20 & mewting.

Sossatsn i Sacpoen
N i ety

Dot Tan Hate
2000%

The Supplier Invoice dialog box appears.

: Business Management User Guide
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4. Enter the supplier invoice header details.

Supplier Invoice

* Saipplied Invoice Number Sdatus

08932 Cpen -
* Irwoicn Date *Duo Date

191172019 &5 26/11/201% &
Reference

DESI2A
Tax Rate (%) 10 Invaice Amount $0.00

108 SUMMARY ACCOUNT CODE AMOUNT INCLUDES TAX?  AMOUNT INC TAX
1 Searchlob Q  Summary 310 5000 L 5000 -+

5. Now enter the first line, attributing the line to a job in the system.

Supplier Invoice

* Suppier Irvoice Number Status
DeY32 Open
*Imvoice Date * Dus Date
1911112019 & 26/11/2019 s
Reference
D8932A
Tax Rate (3%) 10 Invoice Amount $56.00
Jo8 SUMMARY ACCOUNT CODE AMOUNT INCLUDES TAX? AMOUNT INC TAX
1] [ no0156 ®x  Growt 310 $56,00 L $56.00 +

6. Press the + button to add a second line.

Supplier Invaice

* Supplier Involce Number Status
D932 Open -
* Irvoice Date * Due Date
19/11/2019 & 26/11/2019 &
Reference
D8932A
Tax Rats (%) 10 Invoic Amount S56.00
jos SUMMARY ACCOUNT CODE AMOUNT IHN
1 NS5 x Grow 30 556,00 - 556,00 -+
2 [ Nooiss X Summary 310 50.00 ¥ 5000 o

Cancel

CHAPTER 9 | Creating a supplier invoice
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7. When the invoice is complete, press Generate Invoice.

“Supplier [rvoice Number

Supplier Invoice

Status

Dagaz Open -
*lmwoice Date * Due Date
19/11/2019 & 26/11/2019 a
Reference
089328
Tax Rate (%) 10 wolee Ameunt $3,306.00
joB SUMMARY ACCOUNT CODE AMOUNT INCLUDES TAX? AMOUNT INC TAX
1 ) noo1se x Grout 310 556.00 L4 $56.00 |-
z (B noo1ss s Ties 310 53,250.00 ! $3,250.00 'ﬁ'
Cancel
Y v | 0 Saesiveemdmen ol R R
i1 Business Manage.., Moma  Cramer  Accousts ke v kBORMn U JcbCsends  Imoke v Pameet u o Cibomerfesctec U Costacn v MutrisiPrcelsn v Mmoo Repom v Dinbow o Mo v s
Bewoicn
D893z 4 Fotow | Gt Clene  Dewss  CoesteliveicePOF  Send to financil System
nesn rescn Dt Aot e T Suana
Smiahs Fooewarkd Bingmaood 1911172019 5330600 Open
Details Rutated Activity Chatter
e st Ouner
. @ sotnsmn @ Logacan  NewEvent NewTax  Emal
e et At
De9z S005.4545 Tvcag yous ol
e e =
19/1172019 5300 54 B gl Ny | ¥
D D Ao e T e i
26112010 $3,30600 Bt + Expuanct 4 + Veew Al
Tipe Tas Busergt v Upcoming 8. Ovetes
Statin dutr G et steg
Opn o e thinga rmoviog, 0k & 1tk or et P & reeting.
ot [rres—.
Semans Fioemnia Gregwosd s pant scthaty
5 sy ue Pt meetings an tasks marked in. Sone 1w up her

OB9S2A

Q_' Supplier Invoices are optionally synchronized with Xero. To send a Supplier

CCXCI

Invoice to Xero, press the Send to Financial System button.
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A day on the road

Between Franchise Cloud Solutions, Salesforce and your mobile phone, we have you
covered to run your entire day from the road.

All the most commonly performed tasks can be done from the road

»

»

»

»

»

»

»

»

»

»

»

Accepting a job offer

Locating the newly-accepted job

Dialing the customer with a single touch

Logging conversations

Rapidly creating a new customer account (Match Customer)
Booking a site visit

Clocking onto a job

Taking photos and attaching it to the job

Creating and sending a quote

Creating and sending an invoice

Receipting a cash payment (and seeing that it is sent to Xero)

CHAPTER 10 | A day on the road
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How to install and open Salesforce on your
mobile

Salesforce produces the Salesforce Mobile app for iOS or Android. You will need to
install Salesforce Mobile, and then to log into Salesforce Mobile using the same account
you use to log onto Salesforce in the browser.

To install and log into the mobile Salesforce app

1. Download and install the Salesforce mobile app onto your mobile phone.

2. Open the Salesforce app.

Business Management User Guide
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https://www.salesforce.com/solutions/mobile/app/getting-started/

3. Onthe Log In page, enter your Username, Password, check the Remember me check-
box, then press Log In.

3:39 o T -

LogIn &

salesforce

Username

Password

(0 Remember me

Forgot Your Password? Use Custom Domain

2024 Salesforce, Inc. All rights reserved. | Privacy

CHAPTER 10 | How to install and open Salesforce on your mobile
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Viewing today’s appointments

Job Calendar Mobile sits at the heart of the mobile experience. It provides access to fea-
tures frequently used while visiting customers. Users with a Mobi 1e license can access
all features except those marked as Business Management only.

Here’s a summary of the clickable elements within a Job Calendar Mobile event.

At a glance

Job Calendar Mobile

A | Today
BUCKLEY - PAINT KITCHEN JN-0.. 7:30 AM
& Bradiey Andersen %, 043524119
(@ 7:30 AM - 10:25 AM C
& 7Hugh st, Ringwood, VIC 3134

(BD (=E @&F (@S-

HUNTER - PLUMBING SITE VISIT .. 11:00 AM
&, Mally Hunter \Uﬂmm:
@ 11:00 AM - 11:30 AM.

&3 87 Lockhart Bd, Ringwood North, VIC 3134,
LUNCH BREAK 12:00 PM
[ ]

-
(D 12:00 PM - 12:45 PM

BUNNINGS - PLUMBING MATERIA..  1:00 PM
&

(© 1:00 PM - 1:30 PM
& Ringwood

A Change date filter for the page

B Quick Job

C Tap twice to go to Event Detall

D Work order
E Shopping list

FInvoice Job

G Plan Job (Business Management 1icense only)

H Check in / check out times (or duration)

J Phone or send text message to mobile number

KMap and directions Android uses Google Maps & iPhone

uses Apple Maps

L Show another resource calendar (Business Man-
agement license only)

The display colour of an Event on the Job Calendar depends on the Type of event.

Admin

Site Visit

Materials Purchase

Lunch Break

Marketing

By default, the system shows your appointments for today.

» To see yesterday’s or tomorrow’s appointments, tap on A.

» As a Business Management user, see another resource’s appointments by
tapping on L.

CCXCVII

Business Management User Guide



Travel directions to a job

You can get travel directions via your mobile phone’s default maps application.

Travel directions

Job Calendar Mobile

Today

PAINTING JN-DO468 6:00 AM

2 JilGraver L, 0431661077

(© 6:00 AM - 12:00 PM

&3 Unit 2/3 Heather Grove, Ringwoed, VIC 3134
B ® a i -~

| TRAVEL TiME: & wins, LEAVE BY 12:51 P

SMITH - MOWING JN-00501 100 PM

=, Geoff Smith %, 0404808 404

@ 1:00PM - 2:00PM

&3 Unit 1, 18 Byron Street, Ringwood, VIC 3134

| TRAvEL TiME: 8 wins, Leave By 821 P

GROVER - GARDENING JN-00487  5:30 PM
3 il Grover L, 0431661077

(® 5:30 PM - 7:00 PM
&3 Unit 2/3 Heather Grove, Ringwoad, VIC 3134

To get travel directions from your current location to the
next job, tap on the address.

Tapping on the address will open the default map for your
operating system:

» Apple Maps for iOS
» Google Maps for Android

CHAPTER 10 | Travel directions to a job
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Logging time against a job

Job Calendar Mobile’s clock on / clock off allows you to record actual time against a job.
You can also mark a job as complete.

Time logging
Tap the clock or the time to:
Job Calendar Mobile » Clock time-on
PAINTING JN-D0468 6:00 AM » ClOCk tlme-Off
3 JinGraver L, 0431661077
(® 6:00 AM - 12: .
@::‘: :fah::::r::uw. Ringwood, VIC 3134 ” Record durat|0n
B T & B N |
S A A 54 Mark job as complete
SMITH - MOWING JN-00501 1:00 PM
- Geotf Smith X, 0404 808 404 » Add a note

© 1:00PM - 2:00PM

& unit 1, 18 Byron Street, Ringwood, VIC 3134
| tRAVEL tie: & wains, Leave Y 8i31 e

GROVER - GARDENING JN-00487  5:30 PM
S JinGrover L, 0431661077
() 5:30 PM - 7:00 PM

&3 Unit 2/3 Heather Grove, Ringwoad, VIC 3134

Ao W IR =

Press the Tick button to clock on with the current time.

To clock on with a different time, tap the Start Time field
to select the actual start time before pressing Tick.

|_mmwsaazen | Once you have clocked on, Job Calendar Mobile will show
| [ ow an Orange clock icon.

Duratian Jab Complete Invaice on Save

Add naw nate (optional)

Business Management User Guide
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Clock off

After you have finished the Job, press the Tick button to
clock off with the current time.

Job Calendar Mobile

Update Actuals To clock off with a different time, tap the End Time field to
" wamzsazen | select the actual end time before pressing Tick.
I Once you have clocked off, Job Calendar Mobile will show
e a Green clock icon.

Add naw note (optional)

Note Title

L] I —T;HE "

Start Time

20 Jan 2026 at 12:29pm
End Time
20 Jan 2025 at 2:29pen { | mow

Duratian Job Complete Invaice on Save

Add naw note (optional)

Note Title

8 ' —T;Hs "

s ss 1 =

Instead of recording start and end times, you can choose to
simply record duration.

To do this, enter into Duration either hh:mm or decimal
values.

Press Tick when complete.

CHAPTER 10 | Logging time against a job
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Job complete

When the Job is finished, you can then mark the job as

_ complete.
Job Calendar Mobile
« Update Actuals =
S ﬂ When a job is marked as complete, it will
20 Jan 2026 at 12:29pm | .
e — show as complete on all events linked to the
20402025 m229pm | | Now JOb
200 |

Add naw note (optional)

Note Title
L] | & || = | F

Note contents

Business Management User Guide
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Viewing a work order

You can view a job’s work order by clicking on the work order button.

Work order

0 Tap to view the work order.

(>

Job Calendar Mobile

Today
PAINTING JN-00468 6:00 AM
2 JinGrover L, 0431661077
(© 6:00 AM - 12:00 PM
@ Unit 2/3 Heather Grove, Ringwood, VIC 3134

= 8 8 -

ME: & MINS, LEAVE BY 12:51 PM

| T
SMITH - MOWING JN-00501 100 PM
=, Geoff Smith %, 0404808 404
@ 1:00PM - 2:00PM

&3 Unit 1, 18 Byron Stroet, Ringwood, VIC 3134
| TRAvEL TiME: 8 wins, Leave By 821 P

GROVER - GARDENING JN-00487  5:30 PM
S, Jin Grover L, 0431661077
(© 5:30 PM - 7:00 PM

€ Unit 2/3 Heather Grove, Ringwoad, VIC 3138

CHAPTER 10| Viewing a work order -
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Creating a quick job

You can rapidly add a new customer with a job and appointment while on mobile.

To create a quick job

1. On Job Calendar Mobile, tap the Quick Job button.

12124

—

Job Calendar Mobile

c Today
PAINTING JN-00468 6:00 AM
=, Jill Grover L. 0431661077

(® 6:00 AM - 12:00 PM
@ Unit 2/3 Heather Grove, Ringwood, VIC 3134

= - H o
BE * a u

LT iNvOIEdoE . BLAR
| TRAVEL TIME: 8 MINS, LEAVE BY 12:51 PM

SMITH - MOWING JN-00501 1:00 PM
& Geoff smith %, 0404 808 404
@® 1:00 PM - 2:00 PM

@ Unit 1, 18 Byron Street, Ringwood, VIC 3134
| TRAVEL TIME: 8 MINS, LEAVE BY 5:21 PM

GROVER - GARDENING JN-00487  5:30 PM
2 il Grover %, 0431661077
(© 5:30 PM - 7:00 PM

& unit 2/3 Heather Grove, Ringwood, VIC 3134

Business Management User Guide
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2. Complete the form, then press Submit.

33

%

Job Calendar Mobile
| Emily | | Howard ‘

[ 0421756821 y

' eh@gmail.com

\
' 19 Rainbow Street |
i Springsure ] ‘ QLD |
.. 4722 I | Australia |
' Patch hole ‘ ’ $70.00 ‘
Scheduled for Duration
I 17 Jan 2025 at 3:00pm | ‘ 0.50 ‘

B | I |u

i

v [] ‘

50mm x 50mm hele in plaster ‘

[ I Fancal I
e O B W T

Jobs Calenaar Jobs nvoices AEtion Nams

i

ate the account, job (including job line) and appointment.

‘ C’ The system will check for a duplicate account, and, on not finding one, cre-

On record creation, the system presents the Quick Quote page to you. You

can optionally generate and then send the quote to your new customer,
See “Creating a quick quote” on the next page.

CHAPTER 10 | Creating a quick job
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Creating a quick quote

You can rapidly create and send a quick quote while on a job. This will allow you to
provide a quote to a customer with the potential to have it accepted instantly.

To create a quick quote

1. On Job Calendar Mobile, tap the event’s Quote u button.

—

Job Calendar Mobile

c Today

PAINTING JN-00468 6:00 AM
2, Jill Grover L, 0431661077

(® 6:00 AM - 12:00 PM
@ Unit 2/3 Heather Grove, Ringwood, VIC 3134

B ® a Ha -~

| TRAVEL TIME: 8 MINS, LEAVE BY 12:51 PM

SMITH - MOWING JN-00501 1:00 PM
2 Geoff Smith €, 0404 808 404
(© 1:00 PM - 2:00 PM

@ Unit 1, 18 Byron Street, Ringwood, VIC 3134
I TRAVEL TIME: 8 MINS, LEAVE BY 5:21 PM

GROVER - GARDENING JN-00487  5:30 PM
3 Jill Grover . 0431661077
(@ 5:30 PM - 7:00 PM

& Unit 2/3 Heather Grove, Ringwood, VIC 3134

Jab Calencar Jobs rvoices Agtion nem:

Business Management User Guide
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2. Press the Plus button to add a new line.

3:36

Job Calendar Mobile

« Painting

LINE ITEM

AMOUNT INC TAX

Painting

$636.63

Total Inc Tax

$636.63

©® N o 0 &~ W

Invoice Job

o w . T =

Many

Enter the Short Line Description.

Set the price for labor using the Labour Override.

Set the price for material using the Material Override.

Optionally add a Detailed Description.

If this is the final line, press Save. If you need to add another, press Save and New.

When you return to the Quick Quote, the Quote Preview will appear. Press Generate

Quote to send the quote to the customer.

CHAPTER 10 | Creating a quick quote
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Marking a job as complete

Time logging

Tap the clock or the time to mark job as complete.

Job Calendar Mobile

Today

PAINTING JN-D0458 6:00 AM
3 Jin Graver R, 0431661077
(@ 6:00 AM - 12:00 PM
&3 Unit 2/3 Heather Grove, Ringwood, VIC 3134

BE = a H -
| TRAVEL TIME: & MiNS, LEAVE BY 12:51 Py
SMITH - MOWING JN-00501 1:00 PM
- Geotf Smith %, 0404 808 204
© 1:00 PM - 2:00 PM
&3 unit 1, 18 Byron Street, Ringwood, VIC 3134
| tRAVEL tie: & wins, Leave Y 8i31 pia
GROVER - GARDENING JN-00487  5:30 PM
S JinGrover L, 0431661077
() 5:30 PM - 7:00 PM
&3 Unit 23 Heather Grove, Ringwoaed, VIC 3134

Business Management User Guide
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Job complete

Check the Job complete checkbox.

ok Caforsdar Mobo When a job is marked as complete, it will cause the job to
Upcate Actuals transition to a new Status (e.g. Invoice) and will show as
" wamzsazen | complete on all events linked to the job.
|20Jan20?5m2:299m H Now
= (@

Add naw note (optional)

Note Title

L] I —T;HE "

CHAPTER 10 | Marking a job as complete
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Invoicing a job

When you have completed a job you can generate the invoice right on your mobile
device.

To generate an invoice on a mobile

1.

From the appointment in Job Calendar Mobile, tap Invoice Job.

r:i-\

Job Calendar Mobile
e Today

PAINTING JN-00468 6:00 AM
& Jill Grover L, 0431661077

(® 6:00 AM - 12:00 PM
@ Unit 2/3 Heather Grove, Ringwood, VIC 3134

B = - .

poinG LST  INMOIGE 08

| TRAVEL TIME: 8 MINS, LEAVE BY 12:51 PM

SMITH - MOWING JN-00501 1:00 PM
2 Geoff smith €, 0404 808 404
@® 1:00 PM - 2:00 PM

@ Unit 1, 18 Byron Street, Ringwood, VIC 3134
I TRAVEL TIME: 8 MINS, LEAVE BY 5:21 PM

GROVER - GARDENING JN-00487  5:30 PM
3 Jill Grover L, 0431661077
(@ 5:30 PM - 7:00 PM

& Unit 2/3 Heather Grove, Ringwood, VIC 3134

CCCIX
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2. From the Invoice Job page, tap the tick.

3:40

%

Job Calendar Mobile
& Invoice Job

Summary
Number Due Date
HiV-00054 16 Jan 2025
Job Mame Job Amount Inc. Tax
Painting $636.63
Customer Name Job Amount To Inveoice
Jill Grover $636.63
Tax Rate Invaice Amount
10.00% $636.63

Invoice Lines

Line Custom |
SUMMARY AMOUNT INC TAX
Painting $636.63

Congratulations
You have now generated an invoice. From here, you can:
» Take payment by card or cash.

» Send the customer an email with an attached invoice PDF.

CHAPTER 10| Invoicing a job
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Changing an appointment

When you’re on the road, you will often need to tweak your schedule. You can always
modify the expected start times of appointments.

To change an appointment

1. The first page of Salesforce Mobile shows your current day’s Schedule.

—

Job Calendar Mobile

e Today

PAINTING JN-00468 6:00 AM
& Jill Grover L, 0431661077

(® 6:00 AM - 12:00 PM
@ Unit 2/3 Heather Grove, Ringwood, VIC 3134

B " a B ~

SoNG LIST  IVOICEdOR BLik
| TRAVEL TIME: 8 MINS, LEAVE BY 12:51 PM

SMITH - MOWING JN-00501 1:00 PM
2 Geoff smith €, 0404 808 404
@® 1:00 PM - 2:00 PM

@ Unit 1, 18 Byron Street, Ringwood, VIC 3134
| TRAVEL TIME: 8 MINS, LEAVE BY 5:21 PM

GROVER - GARDENING JN-00487  5:30 PM
> Jill Grover $, 0431661077
(@ 5:30 PM - 7:00 PM

& Unit 2/3 Heather Grove, Ringwood, VIC 3134

Business Management User Guide
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2. You can see the daily schedule of any of your resources by pressing their resource
alias.

—

Job Calendar Mobile

c Today
PAINTING JN-00468 6:00 AM
2, Jill Grover L, 0431661077

(® 6:00 AM - 12:00 PM
@ Unit 2/3 Heather Grove, Ringwood, VIC 3134

BE ® a |-

| TRAVEL TIME: 8 MINS, LEAVE BY 12:51 PM

SMITH - MOWING JN-00501 1:00 PM
2 Geoff Smith €, 0404 808 404
@® 1:00 PM - 2:00 PM

@ Unit 1, 18 Byron Street, Ringwood, VIC 3134
I TRAVEL TIME: 8 MINS, LEAVE BY 5:21 PM

GROVER - GARDENING JN-00487  5:30 PM
3 Jill Grover . 0431661077
(@ 5:30 PM - 7:00 PM

& unit 2/3 Heather Grove, Ringwood, VIC 3134

- O@E DO

% UL B W T

Jab Calencar Jobs rvoices Action Nams
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3. To modify an appointment tap the white space on the event.

539
Job Calendar Mobile

c Today

PAINTING JN-00468 6:00 AM
=, Jill Grover L. 0431661077

(© 6:00 AM - 12:00 PM
@ Unit 2/3 Heather Grove, Ringwood, VIC 3134

SMITH - MOWING JN-00501 1:00 PM

&, Geoff Smith . 0404 808 404

@ 1:00PM-2:00 PM

@ Unit 1, 18 Byron Street, Ringwood, VIC 3134
BE ® a |~

| TRAVEL TIME: 8 MINS, LEAVE BY 5:21 PM

GROVER - GARDENING JN-00487 5:30 PM

2. JillGrover f, 0431661077

(® 5:30 PM - 7:00 PM

@ Unit 2/3 Heather Grove, Ringwood, VIC 3134

B % 68 Hd°”

. SIS (O

Job Calenaar

Business Management User Guide

CCCX



4. The Event Detail page appears. Click the Edit button.

1509
=%

T

Job Calendar Mobile

« Event Detail
Calendar Details

Assigned To

John Smith

Subject

Grover - Gardening JN-00487

All-Day Event

Start
20/01/2025 5:30 pm

End
20/01/2025 7:00 pm

Show Time As

Busy

Labour Cost

0.00
Related To

JN-00487

% SR B W T

Job Calenaar v fvoices AELiON Nams

|
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5. Now press the Start field.

Job Calendar Mobile

-~ Edit Event Details

Calendar Details
* Assigned To

John Smith x |

* Subject

‘ Grover - Gardening JN-00487 Q |

All-Day Event

20 Jan 2025 at 5:20 pm ‘

*End

20 Jan 2025 at 7:00pm |

Show Time As

Busy e |

* Activity Currency

" S O —

Job Calendar e wolees Action Hems My

Business Management User Guide
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6. Change the appointment start to your desired time.

15667
=%

%

Job Calendar Mobile

« Edit Event Details

Sy
*A  January 2025 > < D>

Show Time As

Busy . |

* Activity Currency

o w L T =

o Calenaar

Changing the start time will move the entire appointment.

This is really handy because the most common action is simply to delay the
start of an appointment while on the road. To actually change the length of
the appointment, you will need to change both the Start and the End time.

CHAPTER 10 | Changing an appointment :
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1674

—%

2

Job Calendar Mobile
« Edit Event Details

Calendar Details

* Assigned To

John Smith x |
* Subject

Grover - Gardening JN-00487 Q, |
All-Day Event

* Start

20 Jan 2025 at 6:30pm

*End

20 Jan 2025 at 8:00pm

Show Time As

Busy i |

* Activity Currency

oI w . T =

o Calensar Jovs wolces AEtiOn Mams Many

Job Calendar Mobile

c Today
PAINTING JN-00468 6:00 AM
2, Jill Grover L, 0431661077

(@ 6:00 AM -12:00 PM
@ Unit 2/3 Heather Grove, Ringwood, VIC 3134

SMITH - MOWING JN-00501 1:00 PM
3 Geoff Smith L, 0404808 404
@ 1:00 PM - 2:00 PM

@ Unit 1, 18 Byron Street, Ringwood, VIC 3134
| TRAVEL TIME: 8 MINS, LEAVE BY 6:21 PM

GROVER - GARDENING JN-00487  6:30 PM
& JillGrover §, 0431661077
©® 6:30PM-8:00PM

@ Unit 2/3 Heather Grove, Ringwood, VIC 3134

e SR B W T =

Job Calendar Jovs vaices Action Nems
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7. When you are finished editing the appointment, press the Tick button.

8. On pressing the Tick button, the system will show you your revised schedule.
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Scheduling a job

During the day you will sometimes need to squeeze in another appointment. To do this,
you can schedule an appointment from the Job directly in Salesforce Mobile.

To schedule an appointment

1. The first page of Salesforce Mobile shows your current day’s Schedule.

2124
£

Job Calendar Mobile
e Today

PAINTING JN-00468 6:00 AM
& Jill Grover L, 0431661077

(® 6:00 AM - 12:00 PM
@ Unit 2/3 Heather Grove, Ringwood, VIC 3134

=] = a B -

SoNG LIST  IVOICEdOR BLik
| TRAVEL TIME: 8 MINS, LEAVE BY 12:51 PM

SMITH - MOWING JN-00501 1:00 PM
2 Geoff Smith €, 0404 808 404
@® 1:00 PM - 2:00 PM

@ Unit 1, 18 Byron Street, Ringwood, VIC 3134
| TRAVEL TIME: 8 MINS, LEAVE BY 5:21 PM

GROVER - GARDENING JN-00487  5:30 PM
S JiGrover $, 0431661077
(@ 5:30 PM - 7:00 PM

& Unit 2/3 Heather Grove, Ringwood, VIC 3134

CHAPTER 10 | Scheduling a job
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2. Choose Jobs.

Job Calendar Mobile

c Tod
PAINTING JN-00468 6:00 AM
=, Jill Grover L. 0431661077

(® 6:00 AM - 12:00 PM
@ Unit 2/3 Heather Grove, Ringwood, VIC 3134
CHR I

WOAK GRDER  SWORBING LIST  1MVOD

| TRAVEL TIME: 8 MINS, LEAVE BY 12:51 PM

SMITH - MOWING JN-00501 1:00 PM
& Geoff smith %, 0404 808 404
@® 1:00 PM - 2:00 PM

@ Unit 1, 18 Byron Street, Ringwood, VIC 3134
| TRAVEL TIME: 8 MINS, LEAVE BY 5:21 PM

GROVER - GARDENING JN-00487  5:30 PM
2 il Grover %, 0431661077
(© 5:30 PM - 7:00 PM

& unit 2/3 Heather Grove, Ringwood, VIC 3134

k(e LT

Job Calenaar

. Business Management User Guide
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3. From the Jobs list page, select the desired Job.

Filter

Son

"y Recent Jobs ~

5 items, sorted by Job Number

JN-00551
Customer:
Franchise:
Status:
Territary:
State:
Created Date:

Owmer First N...
Owner Last N...

Survey Sent:

JN-00501
Customer:
Franchise:
Status:
Territory:
State:
Created Date:

Owner First N...
Owmer LastN..

Suryey Sent.

JN-00488
Customer:
Franchise:
Status:
Territory:

Canna.

Job Calensar

CHAPTER 10 | Scheduling a job

Dean Parry

FCS - Ringwood North
Work

Territory - Ringwood
vIiC

7/09/2021 8:49 am
Loryn

Jenkins

Geoff Smith

FCS - Ringwood Morth
Planning

Territory - Ringwood
viC

16/07/2020 4:23 pm
John

Smith

Geoff Smith
FCS - Ringwood Nerth
Planning
Territory - Ringwood
e
N L T

Jobs nvoices Action ltams

New

Meny

CCCXX



4. From the menu buttons at the top of the page, choose More.

o 0 0 @

Post Invoice Job Loga Can More:
Job
N
S4 IN-00551
Suburb Ringwood

Amount Inc Tax $870.03
Estimated Hours ~ 0.00
Actual Hours 0.00

Estimated Gross ~ $322.19
Profit

Actual Gross Profit  $745.45

Estimated Gross ~ 40.74%

Margin

Actual Gross $1.00

Margin

Invoice Closed

Status: Work

+ Mark Status as Complete

Show More ’
T T T =
Jab Calendar Jobs valces Action fems Menu

: Business Management User Guide
CCCXXI 9



5. Select Schedule Job.

Actions

o Post

o Invoice Job
Log a Call

° Credit Job

e New Event
e New Task

o Match Customer

CHAPTER 10 | Scheduling a job "
| ga] ccexxii



6. From the Schedule Job page, setthe Start Date Time and End Date Time, then
press Save.

L — |

*Subject Type
| Domestic window cle; | _Doing the Job il l
Location
{ 12 Wonga Road, Ringwood, 3134, VIC ]
Duration in Hours.

E |

*Start Date Time

End Date Time

[ [[=)=

ooo

Domestic window cleaning
Job Description

Ground floor only.

Inside and out.

$150 - $200.

Work Order Description
Access info

Contact name

If not home start on outside.

ey - |

Business Management User Guide
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7. The system will show that the Job has been saved. You can then click the Jobs button,
the Back button, or the Job Calendar Mobile menu item to arrive back at the Job Cal-
endar Mobile page.

Job
4 JN-00551

Suburb Ringwood
Amount Inc Tax $870.03
Estimated Hours ~ 0.00
Actual Hours 0.00

Estimated Gross ~ $322.19
Profit

Actual Gross Profit  $745.45

Estimated Gross ~ 40.74%

Margin
Actual Gross $1.00
Margin

Status: Work

~ Mark Status as Complete

CHAPTER 10 | Scheduling a job .
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8. The system shows you your updated daily schedule.

Job Calendar Mobile

ot Tomorrow
SMITH - CUBBY JN-00488 7:00 AM
&, Geoff Smith %, 0404808404

(© 7:00 AM - 2:00 PM

@ Unit 1, 18 Byron Street, Ringwood, VIC 3134
| TRAVEL TIME: O MIN, LEAVE BY 4:59 PM

DOMESTIC WINDOW CLEANING J... 5:00 PM
2 DeanPparry £, 0400000000
(® 5:00 PM - 6:00 PM

&3 12 Wonga Road, Ringwood, 3134, VIC

Job Calenaar v fvoices Action e

Business Management User Guide
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Contacting the customer

Often you’ll want to contact a customer when their appointment is approaching. Perhaps
you’ve agreed to notify them when you’re on your way, or you need to let them know
you’ve been delayed, or you need to speak with them. Whatever the case may be, so
long as you’ve captured their mobile phone number, you’ll be able to contact them in the
quickest possible way.

To place a call or send an SMS
Tap on the customer’s mobile phone number.

Job Calendar Mobile

Today
PAINTING JN-D0468 6:00 AM
o il Graver L, 0431661077
(© 6:00 AM - 12:00 PM
€3 Unit 2/3 Heather Grave, Ringwoed, VIC 3134

B =" a H -
WOR GRDEE  BNGERAG L TOICH 40 Sy
| TRAVEL TIME: & WiNs, LEAVE BY 12:51 Pt

SMITH - MOWING JN-00501 100 PM
& Geotf Smith %, 0a0a 808 404

© 1:00PM - 2:00PM

@ Unit 1, 18 Byron Street, Ringwood, VIC 3134

|| TRAVEL TibE: & wins, Leave oY si31 P

GROVER - GARDENING JN-00487  5:30 PM
S JinGrover L, 0431661077

() 5:30 PM - 7:00 PM
& Unit 2/3 Heather Grove, Ringwoad, VIC 3134

A menu appears, showing the available phone or SMS
links, plus a list of commonly-used template SMSs.

Job Calendar Mobile

Tap the most useful link.

0404 BOB 404

]
0404 808 404

on my way

CHAPTER 10 | Contacting the customer :
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New iMessage Cancel
To: +61404 808 404
- I am on my way. Be there soon. o
| Love = A

QIWIE|R|T|Y|U]I|O|P

A|S|DI|F|GIH]JIK]L

L ZIXICIV BINM &
‘i&ﬂ 'w A space retum
@ g

Once you have made your choice, the system transfers you
to your phone or SMS app to complete the communication.

.- Business Management User Guide
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Viewing the shopping list

When a job contains items that appear on the shopping list, a shopping list icon appears
on the Job Calendar Mobile event. You can tap the icon to view the shopping list.

Shopping lis

a2 « FTED

T Q a
Job Calendar Mobile

Today

PAINTING JN-D0458 6:00 AM

3 JinGraver L, 0431661077

(© 6:00 AM - 12:00 PM

@ Unit 2/3 Heather Grove, Ringwood, VIC 3134
- . - -

8 = & 8"

| TRAVEL TiME: & MiNS, LEAVE BY 12:51 Pu

SMITH - MOWING JN-00501 100 PM

= Geotf Smith %, 0404 808 404

@ 1:00PM - 2:00PM

&3 unit 1, 18 Byron Street, Ringwood, VIC 3134

|| TRAVEL TibE: & wins, Leave oY 8i31 P

GROVER - GARDENING JN-00487  5:30 PM

S JinGrover L, 0431661077

(X) 5:30 PM - 7:00 PM

& Unit 23 Heather Grove, Ringwoad, VIC 3134

P

'

Job Calendar Mobile

4:35
—~

Job Supplier in Stock

[ n-00a6 3 [ an ¢

CHAPTER 10 | Viewing the shopping list

Tap to view the shopping list.

You can choose to filter the shopping list by job or supplier.

You can check each item as you purchase it.
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Logging a call

To log a call

1. From the Job, press the Log a Call button.
2. Record your notes.

3. Press Save.

Business Management User Guide
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Rapid job scheduling

To schedule a job using Salesforce mobile

1. From the Job page, press Show more.

<« wQAa

JN-00393
+ $290.9091 - 22 Swanson Way

CHATTER DETAILS RELATED

Job Name

Job Number
IN-00393

Customer
Luke Dardanelles
Request Type

Due Date

Job Accepted Notification Sent

Franchise

FCS - Claymore

Owner

© © O

Loga Call Hew Eveet Hoew Tatk Ermadt Shaw Move

2. From the menu, select Schedule Job.

« wQAa

Log a Call
e New Event
e New Task
o

o Match Customer

o Pian Job

o Quote Job

o SCheduIEan/
o Invoice Job

o Supplier Invoice
o Credit Job

Close
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3. From the Schedule Job page, enter the Start Date Time and End Date Time.

il amaysim = 12:52 pm
Job Name *Assign To
Me
" Subject Type
Job Name JN-00393 Daing the Job
Location

22 Swanson Way, Claymore, 2559, VIC

*Start Date Time

11 Jun 2019 at 12:50 pm

| * End Date Time

11 Jun 2019 at 1:50 pm

[[]
il
il

Parts used
Job Description

Standard parts for Window replacement A

Parts used
Job Description

Standard parts for Window replacement A

Window replacement kit B
Job Description

@ 4 02y, -

4. Review the other information. When correct, press Save.

wil amaysim = 12:52 pm
Job Name *Assign To
Me
" Subject Type
Job Name JN-00393 Daing the Job
Location

22 Swanson Way, Claymore, 2559, VIC
“Start Date Time

11 Jun 2019 at 12:50 pm
*End Date Time

11 Jun 2019 at 1:50 pm
8 |T |Y |G| =& % w EE

Parts used
Job Description
Standard parts for Window replacement A

Parts used
Job Description
Standard parts for Window Wplacement A

Window replacement kit B
Job Description

Cancel

& T 521_5-1

The Event will now appear within Job Calendar and Job Calendar Mobile.

CCCXXXI
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- @7 8™

Business Manage... Home  Chamer  Actounts ~  Contacth o  Jobb v  JobOfen +  JebScheculs  Imeices Bayrmants ¢ Cudomer Feedback ~  MaterisiPrice i ~  Feports +  Dashboards +  Calendsc ~  Mowe ;

[} JobCalendar

Vebweg Caenta oo Jorns S,

Search Jobs PR = Wk
ot i or o | Sn 916 Mon 3016 Tus 126 ——
.
Showng few 25 resuits. show mon e
» IN-DD393
Camers —
> JN-DDA00
Lock Brgiaemant, Clymare ]
» IN-DD&01
Pusc Cormaction - Banetes, Copricee 10um
s IN-DOLO3 i
Cisgman tam
> INGO39E s
Clsymars
» IN003% == ey
W bt Dadwetr, 12 o W Clarmasn. 2888,
fi
39m
> IN-00395
Lock Beplacemant - Cardanaiies, Clpymsre —
» IN-DD391
rgtace windos, Duntansbes, Claymar -
» IN-DO152
Borst o
> IN-0D245
G- ngrast Kachen, Bamaie tom
» IN-DO142
Hensvatiora. Trm Smian, Bensi
e o e @ resaony Erours vogged -
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Taking notes, photos and videos in the field

You can take notes in the field through
» entering text on your phone
» dictation (with automatic conversion to text)

” filming video with verbal commentary

Business Management User Guide
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To take notes in the field

CHAPTER 10 | Taking notes, photos and videos in the field .
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1. Set up youriOS device for automatic dictation.

a. Select Settings.

Utilities

Mum Findd (Phone Suua By

b. Select General.

wil F41 am

Settings

D wmobie

Personal Hotspot

n Notifications
n Sounds & Haptics
Do Not Disturb

Sereen Time

General H

@ Control Centre

ﬂ Display & Brightness
Wallpaper

a Siri & Search

@) Touch D & Passcode

@ Emergency 505

CCCXXXV
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C. Select Keyboard.

all 9:41am @ 4 0 100% -+
{ Settings General
Home Button

Accessibility

iPhone Storage

Background App Refresh

Date & Time

.'Ld<

Language & Region

Dictionary

iTunes Wi-Fi Sync

VPN Not Connected

Rariidatang

d. Press Enable Dictation.
il 9:41am @ 9 0 100% =y
{ General Keyboards
Text Replacement

One-Handed Keyboard off >

Auto-Capitalisation
Aute-Correction
Check Spelling
Enable Caps Lock
Predictive

Smart Punctuation

Character Preview

8688080066

“ Shortcut
Double-tapping the space bar will Insert a pefig followed by
aspace,

Enable Dictation

About Dictation and Privacy...

fou can use Dictation for English when you are not
connected 1o the Internet.

CHAPTER 10 | Taking notes, photos and videos in the field .
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e. Confirm Enable Dictation.

Dictation sends Infermation like your voice input, contacts
and location 1o Apple 10 Process your requests.

Enable Dictation

Cancel

f. You are now ready to use your system as a dictation device.

2. From the event summary, tap on the person’s name.

Job Calendar Mobile

Today

PAINTING JN-00468 6:00 AM
I ] t, 0431661077

(© 6:00 AM - 12:00 PM
@ Unit 2/3 Heather Grove, Ringwood, VIC 3134

B = a |~

WOAK GROER  SHORBING LIST  INVOICE 108 BLAN J08

| TRAVEL TIME: 8 MINS, LEAVE BY 12:51 PM

SMITH - MOWING JN-00501 1:00 PM
S Geoff Smith €. 0404 808 404
@ 1:00 PM - 2:00 PM

& unit 1, 18 Byron Street, Ringwood, VIC 3134

| TRAVEL TIME: 8 MINS, LEAVE BY 5:21 PM

GROVER - GARDENING JN-00487  5:30 PM
2 il Grover L. 0431661077

(@ 5:30 PM - 7:00 PM
@ Unit 2/3 Heather Grove, Ringwood, VIC 3134

o O B W T

Job Calendar .. Jobs Ivaices Action ftams

Il

Business Management User Guide
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3. From the Event Detail screen, tap the Job number.

4:07 4

—

)

Job Calendar Mobile

« Event Detail
Calendar Details

Assigned To

John Smith

Subject

Painting JN-00468

All-Day Event

Start
20/01/2025 6:00 am

End
20/01/2025 12:00 pm

Show Time As

Busy

Labour Cost

0.00

Related To
JN-00468

% SR B W T

Job Calenaar v rvaices AELiON Nams

|

CHAPTER 10 | Taking notes, photos and videos in the field
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4. From the Job, tap the Chatter tab.

4:084

¢ Job Calendar Mobile M s Q A

o 0 0 ©

Post Invoice Job Loga Cad More
Profit

Actual Gross Profit  $578.75

Estimated Gross ~ 43.84%

Margin

Actual Gross $1.00

Margin

m b

Status: Invoice
Show More

Details >

Related >

Job Allocation View >

Chatter ?

Actuals >

b R T W T =

Job Calendar Jots waices Action flems My

: Business Management User Guide
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9. From the Chatter page, click the More button.

o 0 0 @

Post Invoice Job Loga Call More

Chatter

‘ Follow J

@ John Smith created this job.
26 March 2020 at 8:31 AM

L UN-00468

View more details

1 view

1y Like @ comment

o S B W T

Jobs Calenaar Jobs nvoices AELiDR Nams

|

CHAPTER 10 | Taking notes, photos and videos in the field
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6. Tap File.

Actions

O rs
o Invoice Job
Log a Call

Business Management User Guide
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7. From the Chatter page, click on the default text in the Post.

Pick from Camera Roll

Take Photo or Video

Salesforce File

Cancel

CHAPTER 10 [ Taking notes, photos and videos in the field B
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8. From the on-screen keyboard, tap the Microphone button.

1134 wil F
Cancel Create Post Post
John Smith
. To JN-00468

[ghare an update, photo or link...

Add to your post b & &

afwlelr]r]vfu]i]o]e
el o FlalH]iTe].]

* zxcvieNm

Business Management User Guide

ccexliii



9. Now dictate your note.

4:39 wil T ED

Cancel Create Post Post
John Smith
. To IN-00468

;snect gas heater

Add to your post b & &

afwlelr[r[vfu]i]o]e
DEDGEDOOM

o f:z1x]c]v]e]n]u]
[

CHAPTER 10 | Taking notes, photos and videos in the field .
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10. When you are finished, press the Post button.

-
4:39 ST ED

Cancel Create Post .
John Smith
. To JN-00468
Inspect gas heater

Clogged filter
Broken limit switcl

annnm

0 To end a sentence, say “Period”
=

For a new line, say “New line”

For a new paragraph, say “New paragraph”

Business Management User Guide
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11. The note is now added to the Chatter feed.

O 0 0 o

Post invoice Job Loga Can More

Chatter

‘ Follow J

@ John Smith to NFC Trial Org 1 Only

Just now

Inspect gas heater

Clogged filter
Broken limit switch
1y Live @ commen
@ John Smith created this job.
26 March 2020 at 8:31 AM 2

E] sn-ooass

View more details

1 view

1y Like ® comment
41‘ ':“ ‘. T =
pRe— Jovs wwaices  Action fiems Menu

CHAPTER 10 | Taking notes, photos and videos in the field .
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To record a video note

1.

From the event summary, tap on the person’s name.

Job Calendar Mobile

¢ Today
PAINTING JN-00468 6:00 AM
S JiiGrover %, 0431661077

@ 6:00 AM - 12:00 PM

@ Unit 2/3 Heather Grove, Ringwood, VIC 3134
= - - *

8 % 8 4

| TRAVEL TIME: 8 MINS, LEAVE BY 12:51 PM

SMITH - MOWING JN-00501 1:00 PM

2 Geotf Smith f. 0404 808 404

(© 1:00 PM - 2:00 PM

@ Unit 1, 18 Byron Street, Ringwood, VIC 3134

| TRAVEL TIME: 8 MINS, LEAVE BY 5:21 PM

GROVER - GARDENING JN-00487  5:30 PM
2 Jill Grover . 0431661077

(© 5:30 PM - 7:00 PM
& unit 2/3 Heather Grove, Ringwood, VIC 3134

Job Calendar ot vaices Action lams

ccexlvii
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2. From the Event Detail screen, tap the Job number.

4:07 4

—

)

Job Calendar Mobile

« Event Detail
Calendar Details

Assigned To

John Smith

Subject

Painting JN-00468

All-Day Event

Start
20/01/2025 6:00 am

End
20/01/2025 12:00 pm

Show Time As

Busy

Labour Cost

0.00

Related To
JN-00468

% SR B W T

Job Calenaar v rvaices AELiON Nams

|
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3. From the Job, tap the Chatter tab.

4:084

¢ Job Calendar Mobile M s Q A

o 0 0 ©

Post Invoice Job Loga Cad More
Profit

Actual Gross Profit  $578.75

Estimated Gross ~ 43.84%

Margin

Actual Gross $1.00

Margin

m b

Status: Invoice
Show More

Details >

Related >

Job Allocation View >

Chatter ?

Actuals >

b R T W T =

Job Calendar Jots waices Action flems My
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4. From the Chatter page, click the More button.

o 0 0 @

Post Invoice Job Loga Call More

Chatter

‘ Follow J

@ John Smith created this job.
26 March 2020 at 8:31 AM

L UN-00468

View more details

1 view

1y Like @ comment

o S B W T

Jobs Calenaar Jobs nvoices AELiDR Nams

|
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| Taking notes, p cccl



9. From the Chatter page, click the File button.

Actions

O rs
o Invoice Job
Log a Call

Business Management User Guide
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6. From the menu, select Photo / Video.

7.

CHAPTER 10 | Taking notes, photos and videos in the field

4:38 wil T Eil

Cancel Create Post

John Smith
Q To JN-00468
@ Internal Only ¥

Share an update, photo or link...

Pick from Camera Roll
Take Photo or Video

Salesforce File

Cancel

From the camera, select Video.

Cancel

ccclii



8. Press the Start Record button. Record your video and narrate your note.

00:00:00

Business Management User Guide
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10. Press the Use Video button.

2’ g el e an un o

Retake

11. When you are finished, press the Post button.

il S:41am & 0 100%
Cancel Create Post Post

Ringwood Franchisee
To this record

| @ Internal Only v|

Share an update, photo or link..

Fe |
5 mention

e Photo [ Video

0 Salesforce File

CHAPTER 10 | Taking notes, photos and videos in the field
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12. The note is now added to the Chatter feed.

o 0 0 o

Post invoice Job Loga Can

Chatter

‘ Follow J

@ John Smith to NFC Trial Org 1 Only
posted a file.
Just now

B January-16-...

|‘ Like . Commaent

John Smith to NFC Trial Org 1 Only
Just now

Inspect gas heater
Clogged filter
Broken limit switch

1y Lixe @ comment

Jobs Calenaar

ccclv

o O B W T

More

-

i
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Clearing cached screens and data

To minimize downloads, the Salesforce mobile app aggressively caches screens and
data. This works really well but can delay seeing changes around software updates.

the updated screens.

To clear cached screens and data

1.

From Job Calendar Mobile, tap the usericon.

Job Calendar Mobile

c Today

PAINTING JN-00468 6:00 AM
2. Jill Grover L, 0431661077
(® 6:00 AM - 12:00 PM

@ Unit 2/3 Heather Grove, Ringwood, VIC 3134

E s a G
WOAK GRDER SO RBING INVOICE 408 FLAN JO8

| TRAVEL TIME: &8 MINS, LEAVE BY 12:51 PM

SMITH - MOWING JN-00501 1:00 PM
3 Geoff Smith €. 0404 808 404
(© 1:00 PM - 2:00 PM

@ Unit 1, 18 Byron Street, Ringwood, VIC 3134
I TRAVEL TIME: 8 MINS, LEAVE BY 5:21 PM

GROVER - GARDENING JN-00487  5:30 PM
3 Jillcrover %, 0431661077
(© 5:30 PM - 7:00 PM

& Unit 2/3 Heather Grove, Ringwood, VIC 3134

CHAPTER 10 | Clearing cached screens and data

If you know there has been a software update, you may want to clear the cache to see
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2. Then tap Settings.

© B *

&

=

John Smith

nictrial01-dev-ed.my. salesforce.com
Profile

Favorites

Change Account

Pending Changes

Feedback
Settings
Help

Log Out

ccclvii
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3. Now tap Advanced.

1294
( Back
Settings

Push Naotification Settings >
Advanced >
Test My Network >
Offline Preferences >
Offline Cache >
EULA >
Privacy Statement >

Salesforce v252.022 Build #6208285

R
P
i
-
[

CHAPTER 10 | Clearing cached screens and data
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4. Tap the Clear Cached Data button.

1:20 49

( Settings

Advanced

Send Event Logs

Event logs help support representatives troubleshoot
Salesforce.

Clear Cached Data

Clear cached data to pick up new or changed record
layouts or fields.

Enable Lightning Logging

Enable Performance Evaluation

Business Management User Guide
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5. Now you can return to the home screen. Tap Settings.

Advanced

Send Event Logs

Event logs help support representatives troubleshoot
Salesforce.

Clear Cached Data v

Clear cached data to pick up new or changed record
layouts or fields.

Enable Lightning Logging

Enable Performance Evaluation

R
P
i
-
[

CHAPTER 10 | Clearing cached screens and data
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6. Now tap Back or Job Cal Mobile.

( Back
Settings

Push Naotification Settings >
Advanced >
Test My Network >
Offline Preferences >
Offline Cache >
EULA >
Privacy Statement 4

Salesforce v252.022 Build #6208285

R
P
i
"
£l
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7. Note that Salesforce is loading. This is a sign your cache has been successfully
cleared.

1:329

—

%
Job Calendar Mobile

Loading.

dli
Calensar

2
ir
y
Il

CHAPTER 10 | Clearing cached screens and data o
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8. And you're done.

Job Calendar Mobile

c Today
PAINTING JN-00468 6:00 AM
=, Jill Grover L. 0431661077

(© 6:00 AM - 12:00 PM
@ Unit 2/3 Heather Grove, Ringwood, VIC 3134

- - X

WORK ORDER FLAN JO8

| TRAVEL TIME: 8 MINS, LEAVE BY 12:51 PM

SMITH - MOWING JN-00501 1:00 PM
3 Geoff smith %, 0404 808 404
@® 1:00 PM - 2:00 PM

@ Unit 1, 18 Byron Street, Ringwood, VIC 3134
| TRAVEL TIME: 8 MINS, LEAVE BY 5:21 PM

GROVER - GARDENING JN-00487  5:30 PM
2 il Grover %, 0431661077
(© 5:30 PM - 7:00 PM

& Unit 2/3 Heather Grove, Ringwood, VIC 3134

‘1‘

Job Calenaar v fvoices AEtion Nams Meny
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How to confirm a scheduled appointment with a customer . ccclxxviii

Working with emailsand templates ...................................... ccclxxix
How to set up an email signature block ................................ ccclxxix
How to review email template headers and footers ............. ccclxxxii
How to edit default emailtemplates .................................. ccclxxxv
How to create a custom emailtemplate ............................. ccclxxxv
How to create a Quote emailtemplate ................................. CCCXCVi
How to create an Invoice emailtemplate ............................. ccexcvii

Working with emailsand syncing ... ccexceviii
Understanding email sending, responses and syncing ....... ccexceviii
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Business Management User Guide

ccclxv



Working with customers on the phone

Business Management provides a range of tools for franchisees to be able to quickly and
easily field customer requests. The following topics deal with a range of tasks common to
Job, Account or Contact records, encompassing taking notes, creating follow up tasks,
sending emails, and scheduling meetings.

CHAPTER 11 | Working with customers on the phone .
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How to locate the right record
When a customer not new to your business contacts you, you need to locate the right

record so that you can record new information and update existing information in the right

place.

To locate a person’s record

1. Ask for the person’s name. Enter their name into the Salesforce search box.

[ Q, Hamilton| ‘ - ? A Q
it Business Managem... Home Chater 4 o syamiion® 5 v  Payments v More v Va
Today’s Events [ jleancertamiton Assistant

Alexander Hamilton

Comact + Alexander Hamiiton
_— T Hamilton, Bondi Beach
Y 5 fpmin

E Hamilton, Bondi Beach
Lok i you're free anc clesr e fest of th day. Event Nathing needs your attention right now. Check back later.

E Hamilton, Bondi Beach

View Calendar
Event

Salesforce displays a list of records that match the name you entered. The type of
each record is displayed.

ccelxvii
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2. If you see a corresponding Account, select the account.

‘ ﬂ If you do not see the person’s account, go to step 5.

Within the Account, you have access to all their recent details and preferences.

o hamitton *|[~ ? A Q
i Business Managem... Home Chatter Accounts v Jobs ~ JobOffers ~  JobSchedule Invoices ~  Payments +  More w 7
Account }
Mr. Alexander Hamilton + Follow  Edit  Delete
Titie Phone{2) » Email Account Cwner
0431661889 alex. hamilton@gmail.com.ux U Simon Walker £
DETAILS RELATED ACTIVITY CHATTER
Account Name Account Owner
Mr. Alexander Hamilton u, Simon Walker
New Event  New Task Email
Title Franchise
Maobile Email Create new... Add
0431661889 alex hamilton@gmail.com.ux
Harna Phone Phone
0288645634 0431661889 Activity Timeline Y Expand All
Birthdate Fax
Next Steps
Next Review Due Date
> Wants to organise ani... 30/04 ¥
‘You have an upcoming Task with
v Address Information Alexander Hamilton about JN-00171
Mailing Address Other Address Pa o
st Activil
36 Campbell Parade Y
Bondi Beach NSW 2026
> ] Additional meet... 431pM vesteraay v
~ Invoice Summary Information You sent an email to Alexander Hamilton
Tax Exempt Mas Overdue Balance » Returned your call Yesterday v
e You logged a call with Alexander Hamilton
Total Invoice Amount @ Overdue Balance about JIN-00171
$501.60
Amount Paid @ Debtors 0-15 days ”
50.00
Amount Outstanding @ Debitors 1630 days
$501.60
Credit Balance @ Debtors 31-45 days
50.00
Balance Payable Debtors 46+ days
$501.60

»

»

»

»

CHAPTER 11 | Working with customers on the phone

Accounts Recevable Notes

Name and contact details

Address information

Summary of invoices and payments owing

Marketing information and communication preferences
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3. To see current and historical jobs, select the Related tab.

Q. hamikon *|~ ?2 A Q
Business Managem... Home Chatter Accounts w Jobs » JobOffers v  JobSchedule Irvoices »  Payments v More w rd
Account
Mr. Alexander Hamilton + Follow  Edit  Delete
Title Phone{2) » Email Account Cwner
0431661889 alex. hamilton@gmail.com.ux G §imun Walker o
DETAILS RELATED ACTIVITY CHATTER
EJ Jobs(2) New
New Event  New Task Email
OB NUMBER JOB NAME FRANCHISE STATUS
IN-00161 Hamiltan, Bondi Beach FCS Bondi Beach Closed - Croate new. .,
IN-00171 Roofing, Bondi Beach FCS Bondi Beach Assigned -
Activity Timeline Y & Expandall
View All
Next Steps
Customer Feedback (0) b = | Wants to organise ani... 30/04 v
You have an upcoming Task with
o Alexander Hamiiten about JN-00171
Invoices (1) New :
INVOICE NUMBER INVOICE DATE STATUS TYPE Past Activity
INV-00009 12/04/2018 Open Full e
04 i > Additional meet... 4:31PM | Yesterday
You sent an email to Alexander Hamilton
Wiew All
> Returned your call Yesterday ¥
You logged a call with Alexander Hamilton
Files (0) Add Files about IN-00171
v

ccelxix
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4. If the inquiry relates to a jobyou can reach the record by clicking on the record number.

T > =
[}:) . hamifton *I' ? 3 9
ii:  Business Managem... Home Chatter Accounts w Jobs » JobOffers v  JobSchedule Irvoices »  Payments v More w ra
Account
m Mr. Alexander Hamilton + Follow ~ Edit  Delete
Title Phone{2) » Email Account Cwner
0431661889 alex. hamilton@gmail.com.ux G §imun Wa_nllce_r_;‘
DETAILS RELATED ACTIVITY CHATTER
EJ Jobs(2) New
New Event  New Task Email

OB NUMBER JOB NAME FRANCHISE STATUS

IN-00161 Hamiltan, Bondi Beach FCS Bondi Beach Closed - Croate new. .,

IN-00171 Roofing, Bondi Beach FCS Bondi Beach Assigned -

Activity Timeline Y & Expandall
View All

Next Steps

Customer Feedback (0) b = | Wants to organise ani... 30/04 v
‘ You have an upcoming Task with

3 Alexander Hamilton about JN-00171
Invoices (1) New :
INVOICE NUMBER INVOICE DATE STATUS TYPE Past Activity
INV-00009 12/04/2018 Full -
04 Coen e b Additional meet... &431FM |Yesterday
You sent an email to Alexander Hamilton
View Al
> Returned your call Yesterday ¥
You logged a call with Alexander Hamilton
Files (0) Add Files about IN-00171
v
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9. If you have searched for a person’s name and do not find them ...

:3:  Business Managem... Home  Chatter & o ol s v Payments ~  More v s
Today's Events Today's Tasks = Assistant

)
-/

A

-~ B 5

L i \ Nothing due today-go grab a coffee while you've got some
i you'vik fome a0d chimc v pastof the i free time. Nothing needs your attention right now. Check back later.

View Calendar
Vigw All

... press the Enter key on your keyboard.

The search results page displays.

23 [ o v ] ‘@22 @®
::5 Business Managem... Home Chatter Accounts v Jobs ~ JobOffers ~  JobSchedule Invoices v  Payments v More w ra
SEARCH RESULTS

Jobs

Top Results 1 Result

Chattar JOB NUMBE JOB N.. » CUSTO.. v FRANCHISE ~  STATUS ~  TERRITORY v~
Accounts JN-00166 FCS Bondi Beach Assigned Teritory (D) - Bondi Beach -

Jobs

Sometimes you can find new jobs on the Search Results page that do not appear in
the quick search results.

6. See the job record by clicking on the Job Number.

7. Ifthe person’s name does not appear, then they are likely a new customer.

8.
0 Just double-check you’re not misspelling their name.

To enter new customers, See “How to create an account for an individual
customer” on page Ixxix or See “How to create an account for a business”
on page Ixxx.

Business Management User Guide
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How to capture the outcomes of phone calls

When a customer calls and leaves a message, sometimes you just need to record inform-
ation and other times someone needs to follow up the call.

To record information

1. Locate the Job, Account or Contact. See “How to locate the right record” on
page ccclxvii.

2. From the Activity pane’s Log a Call tab, press Create new...
@ Search lobs and more... *|[- 7?2 A @

$3t  Business Managem... Home Chatter Accounts v Jobs v  JobOffers »  JobSchedule Imvoices w  Payments ~  More w g
=~ Job
) JN-00171 + Follow Edit Clone Plan Job Quote Job Schedule Job Invoice Job Credit Job
Job Name Amount Street Suburty
Reofing, Bondi Beach $0.00 23 Lamrock Ave Bondi Beach
> Contact Planning Work Invoice Closed
DETAILS RELATED ACTIVITY CHATTER
Job Name Franchise
Roaofing, Bendi Beach FCS Bondi Beach
LogaCall NewEvent New Task Maore
Job Number Owner
JN-00171 5{ Simon Walker
Customer Status Create new...
Alexander Hamilton Assigned
Request Type Sub Status
Activity Timeline Y o  Expandall
Due Date Sub-Status Reason
Mext Steps
Job Accepted Notification Sent If other reasons, please specify

Mo next steps. To get things moving, add a task or setup a
meeting.
Territory Category

Past Activity

The Log a Call activity pane displays.

CHAPTER 11 | Working with customers on the phone o=
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3. Complete the details and press Save.

(33

Q,  Search Jobs and more... *l' 0 -.'- Q
:ii  Business Managem... Home Chatter Accounts v Jobs v  JobOffers »  JobSchedule Invoices ~  Payments v  More w V4
o~ Job
o IN-00171 + Follow Edit  Clone  Plan job Quote Job  Schedule job Invoice Job  Credit Job
Job Name Amount Street Suburb
Roofing, Bondi Beach 50.00 23 Lamrock Ave Bondi Beach
> Contact Planning Work Invoice Closed
DETAILS RELATED ACTIVITY CHATTER
Job Name Franchise
Roofing, Boandi Beach FCS Bondi Beach
LogaCall NewEvent New Task More
Job Number Ownar
JN-00171 #4 Simon Walker
- Subject
Customer Status r
Alexander Hamilton Assigned Rubuciid s oAl I
Reguest Type Sub Status Comments
Wants to meet Monday or Tuesday next weelk.
Due Date Sub-5tatus Reason

Job Accepted Notification Sent

~ Job Contact Information

If other reasons, please specify

Territory Category

Name

B Alexander Hamilton

x]

B

The call is saved to the record’s Activity Timeline.

ACTIVITY CHATTER
LogaCall MNewEvent New Task More
Create new... Add
Activity Timeline Yy ¢ Expand All
Next Steps

No next steps. To get things moving, add a task or setup a
meeting.

Past Activity

> Returned your call Today
You logged a call with Alexander Hamilton

Business Management User Guide
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How to send an email

Salesforce allows you to send an email to the customer. When you send an email using
Salesforce the email is logged to the Activity Timeline. This is useful for keeping a record
of all interactions with the customer.

To send an email

1. Locate the Job, Account or Contact. See “How to locate the right record” on
page ccclxvii.

2. From the Activity pane, select the Email tab.

l{BT Q. Search Jobs and more.., ‘*F ? A Q
EEE Business Managem... Home Chatter Accounts ~ Jobs ~ JobOffers w  JobSchedule Invoices ~  Payments ~  Customer Feedback ~ More w &
N Job
< IN-00171 + Follow Edit  Clone  Planlob  Quoteob  Schedulelob  Imvoice Job  Credit Job
Job Name Amount Street Suburt
Roofing, Bondi Beach 5000 23 Lamrock Ave Bondi Beach
> Caontact Planning Wark. Imvaice Closed
DETAILS RELATED ACTIVITY CHATTER
Job Name Franchise
Roofing, Bondi Beach FCS Bondi Beach ‘
LogaCall NewEvent New Task Email
Job Number Owner
JN-00171 G Simon Walker
Customner Status Create new..
Alexander Hamilton Assigned
Request Type Sub Status
Activity Timeline Y ¢ ExandAl
Due Date Sub-Status Reason
Mext Steps
Job Accepted Notification Sent I other reasons, please specify
> B Wants to organise an ini... 30/06 =
Territory Category You have an upcoming Task with

Almander Hamilton

The Email tab displays, and shows the owner of the record in the From address.
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3. Copy the email address from Account Name and paste it into the To field.

0. Search Jobs and more... x|+ ? 4 Q
Business Managem... Home Chatter Accounts ~ Jobs ~ JobOffers +  JobSchedule Irwoices -  Payments ~  Customer Feedback w  More w ra
P Job
JN-00171 + Foliow Edit Clane Plan Job Quote Job  Schedule Job Irvoice Job Credit Job
Job Narme Amount Street Suburt
Roofing, Bondi Beach $0.00 23 Lamrock Ave Bondi Beach
> v Contact Planning Work Trvokce Closed
DETAILS RELATED ACTIVITY CHATTER
Job Name x
Roofing, Bondi Beach - ach
.. S q Alexander Hamilton : ‘ logaCall NewEvent MNewTask  Email
Job Nurmber ]
JN-00171 o = alker
itle ane * Fre " " N
Customer 0431661889 1‘ e Simon Walker <simon walker@franchisclo., ™
Alexander Hamilton Emait Mobile o =
Request Type e il moen O
Dus Date Share & e i simon walker@franchiscioudsolut.. X
inspect Element display
Job Accepted NotifiCotion we..—|  Servicas >k e, PHCOSE SPECITY
Subject Enter Subject...
Territory Category
Fait - Sire - B I U A-

w Job Contact Information == ER2 A=
Sakutation Streat

23 Lamrack Ave
First Namne Suburt
Alexander Bondi Beach S —
Last Name B N Powered by Salesiorce
Hamilton 2026 http:ifwwe. salesforce com/
Company Country

foatinta Retated To
Emall Stae O

NSW Bl mooar1 x
Mobile Map Job -

View Google Map FgwBoEd

ccelxxv
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4. Complete Subject and Details then press Send.

. Search Jobs and more... ,7*}7-7 ? A Q
i3 Business Managem... Home Chatter Accounts ~ Jobs ~ JobOfers w  JobSchedule Irwoices ~  Payments ~  Customer Feedback ~  More v a
& Job
e JN-00171 + Follow Eatit Clone Plan Job Quote Job Schedule Job Imvoice Job Credit Job
Job Name Amount Street SubuD
Roofing, Bondi Beach §0.00 23 Lamrock Ave Bondi Beach
> V3 Contact Planning Work Invoice Closed
DETAILS RELATED ACTIVITY CHATTER
Job Name Franchise
Roofing, Bondi Beach FCS Bondi Beach
LogaCall  NewEvent  New Task Emall
Job Nurmber Owner
N-00171 G Simon Walker
* Fros i -
i Satn m Simon Walker <simon walker@franchiscio. .
Alexander Hamilton Assigned
Request Type Sub Status To Alexander Hamilton >
cc
Due Date SubrStatus Reason
i simon walker@franchiscloudsolut.. x
Job Accepted Notification Sent If ather reasons, please specify
Territory Category Subject Imuiona!nmu‘ngrmcs I
v Job Contact Information Fons il = B UiA-
=it E 2 E =
Salutation Streat
23 Lamrock Ave
Hi Mexander
First Name Suburb
Seams BondiBech Just checked my schedule. I'm also availabie on the
Last Namo Postcode 15th and 18th. s that of interest?
Hamilton 2026
Company Country Yours,
Australia Simon
Email St O
NSW
Related To
Mobrle Map Job
View Google Map e IN-00171
Other Phona
fdebeodd
Job Description
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The email is sent and is added to the Past Activity.

(9]

T

E:. Business Managem... Home Chatter Accounts ~  Jobs v Job Offers ~

Q  Search Jobs and more...

*- 3?2

Invoices +  Payments ~  Customer Feedback w  More w ra

Job
S IN-00171

Job Name Amount Street
Roofing, Bondi Beach 50.00 23 Lamrock Ave

. G

DETAILS RELATED

Contact

Job Narme
Roafing, Bondi Beach

Job Numbaer
JN-D0171

Custormer
Alexander Hamilton
Request Type

Due Date

Job Accepted Matification Sent

+ Job Contact Information

Salutation

First Narne

Alexander

Last Name
Hamilten

Create a Template.

Log a Call New Event

To

Related To

[} Alexander vanov X

\| ¢ 9=

ccelxxvii

|ﬁ_u>s,oﬁd‘ ] '

+ Follow

Suburt
Bond| Beach

Planning

Franchise
FCS Bondi Beach

Cwimer
D Simon Walker

Status.
Assigned
Sub Status

Sub-Status Reason
If other reasons, please spocify

Territory Categary

Street
23 Lamrock Ave

Suburt
Bondi Beach
Fosteode
2026

ACTIVITY CHATTER

New Task Email

*From REC Sales Manager <mike@franchisec...¥

NN

°owd

[ -]

Plan Job Quote Job Schedule Job Imvoice Job Credit Job

[rvoice Clased
ACTIVITY CHATTER
LogaCall  New Event New Task Email
Write an email...
Activity Timeline Y ¢ ExpandAl
Next Steps
> E Wants to organise an initial... 30/04 =

l You have an upcoming Task with Alexander Hamilton

Past Activity

> E Additional meeting times  431°M | Todsy =
You sent an emall to Alexander Hamilton

> Returned your call Today v

You logged a call with Alaxander Hamilton

Load More Past Activities v

0 You can easily streamline the emails you send by creating standardized
templates. For more information refer to the Salesforce documentation,

Business Management User Guide


https://help.salesforce.com/articleView?id=email_create_a_template.htm&type=5

How to confirm a scheduled appointment with a customer

el

Salesforce does not provide the ability to send a meeting request to a cus-
tomer using built-in Activity features.

To send a meeting invite or appointment confirmation, your options are

» Send an email confirming the agreed details, or
» Use an external calendaring application such as Google Calendar to send the meeting
confirmation

CHAPTER 11 | Working with customers on the phone
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Working with emails and templates

You can configure email templates to suit your organization.

How to set up an email signature block

Setting up a signature block is something almost everyone does when they first set up
their personal settings within Salesforce.

|‘j Who does what?

System administrators need to upload the signature block images and dis-
tribute the resulting URLSs to each user. Each user can set up their own stand-
ard signature block. Systems administrators are required to set up rich text
signatures.

ﬂ Ask your system administrator to upload the image or images you need for
your signature block. Your system administrator will hand back to you the
code to include in your image block that will make your image or images
appear in your signature block.

To set up a signature block

1. Obtain the signature block URL from your system administrator.

2. Go to your personal Settings.

PP R q el 5y

i v v - v st rica s/ Bagor }
John Smith -
S ———

Today's Events Today's Tasks A Assistant Settings Loy Ot

Quick Findd

USERTAMES.

Toryn ki @nicira] Semo
lcirat e ko s i
Looks: Sk yOu T8 free S0 Cleaw T rest of e aay L Ba a gogener,

ot Vi 21 Horyn periki ranctisecioudichutions. com. main
Vhew Catmeatas TR Ao, oy 3kt i

Recent Records Key Deals oy jenkin@franisesioudhalutions com
. , ForoAgakseras e e o abetoece com
B s seyour . . contact you

10 Movm Usernames
O s come DHSPLAY DENSITY
+ Comly
3 e Compast
D Ocuber 07 2019 162553 AETT-+1100 jog. oemons
Swiich bo Salestorce Clasic @

Bl moesr Ada Lepraa;

View a0
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3. Go to My Email Settings.
& Py ETrer— Fe? » @

i3 Business Manage... Homs  Chafier  Accounts ~  Contacts ~  Joba w  JobOffen ~  JebCalendsr  Inwods w  Payments o Customer Feedback ~  Materlal PriceLists +  Beports ~  “JohnSath w 0  More v 7,

Q Quick ind a Personal Information

o My Pasnonsl Information
Acharsced Lrar Catais
Appriner Settigs
Change My Passwerd Oymis: R mp—

Conmection Pt o

Personal Information s o e

Grant Account Logn Actess. bkt
o

Languages & Tova Zone ]

Logn Hascey

[
I Personal intzemation 1 | ]
-
feset My Securiy Tokmn FrbEE:
Security Cantral . (5
> Daplay® e aiTesn
- Ema A
Wy Emai Settings S gy St
My Emad tn Saletome
N gt
My Unersoived fieems Stareinas
> Cratier Deteisiten  3ie
3 Calendar § Aerminden R e
> Desksop Add-Om My e e b
> brgon oy
-
Bagwtmart
fa—.
[—r—

vty | s B
Tnasitey | nooru @

(e S}

4. Paste the URL provided by your system administrator.
@y il U Wi Fe?2ea®

1 Business Manage.. Home  Chamer  Acousts b Jabi v JobOflen v lshScheduls  Imesices o Pmyments o CusloenesFeedback o Coniarts o MaterdaiPricelhls o Fim o Bepoti o People o Mom v -

d Quekrng E My Email Settings
My Parsoral Ieformation
Adaanoed Ui Deta

s My Email Settings i &

Crange My Panweord. Tt | wanryen e

Langasge & Time Zoee T e 8 b i . ons o e 11
Liagin Histery ot o o e S ey e

Secuey Camnal
» Dinplay & Lot

| Mrom o
My Emad 10 Sabesforce

My Liwwiotved e
+ Cabendar B Reminders S b ey s

» Desinop Asa-On
3 tmpent
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5. Press Save.
- . PR —— Earsa ™

13 Business Manage... Home Cumer  Acousts v b v JobOfen - JobScheduls  Inwsices v Peyments o Cuslomes Feedback v Comtat v Mabeisifricelisls »  Fee v Bepoms v People o Mom v -

d Quekrng Ew&nausmirgs
My Parsoral Ieformation
Adaanoed Ui Deta
il ——
My Email Settings

1 < i rwraton

Crangs My Paaecrd. Ll T

el [ e !

et [ LN

Language & Time Zoee prrmcinl e WP
[ty g el o
Liagin Histery L e vt i

Secuey Camnal
» Dinplay & Lot

| Mrom o
My Emad 10 Sabesforce

s Emad dppbisnnn

Wy Lisrisived fivms L P ettt st

» Chatoe e
+ Cabendar B Reminders S b ey s

e s CEUE oot Ersd s |
e S Fieceren Balmaioron CAM Cordent Al am Dty Do
3 bmpet

e

6. The email signature block will now appear within your emails.
- . ‘Sedncn Comtaces ana mons A @2 e e ™

13 Business Manage... Home  Cramer  Acousts o Joba w JobOflen v lobScheduls  Imesices o Pmyments o Cosloees Feedbark o Comtaeti o MaterdaiPrcelhls o Fie o Bepets o Dueshboanh o Mow v -
(12 [ou- MR e P T e [oos

e Scon b e (1w vt Coraat Commer

Bz handywiry com.a = Loyn fankina £

Ditails Ralated Actiity Chatter

Cornan Comer [

= Loeyn Jenking. Emad

P herre Preres 2

M. Bo Smah o= e

Reccnart oarrm vzt

Da31661889 o [ oot matn e
e Dot Prcrs
Bo berrpn milerBlanc it
Copartmars =
Sebiect  fter Subject
pree trad
A By e au PR i D BIUAE REERa
Begom T Aasiatace
- 0
sac Senam hont Prcns
I

Contact Cumenay

Ay i o Kerryn Miler

[riessye— et A Support & Training Agent

| +41421788 574

Ernatea By Lt Mo By = o - -

= Loeyn onking, 2/0T/2019 &:54 PA = Loryn Jerikien, {07/ 2009 454 PM

Contact Beczed Typn
Contact wowv franchis

Dwmcpion

Pomaced by Salestorce
76w balestorce oo

If you use templates, each template will need to contain your signature block
and you will need to have a completed email signature block.
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O Rich Text Signatures

System administrators can set up Rich Text Signatures from the User Details
record. On pressing Edit, you can construct a rich text email signature con-
sisting of fonts, colors, and images having publicly-accessible URLSs.

o TRV

I'i

How to review email template headers and footers

Most likely your franchisor will have created branded headers and footers for use with all
email templates.
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To review the branded email headers and footers

1. Open the App Launcher.
@ “v o s fe? a2 ®

1 Business Manage... Home Chatter  Aseouses +  Contacts w  Joos ~  JonOffers ~  JobCalencar  lowoices ~  Paymests v Costomer Feecback Materisifricalists ~  Pepors v Dashboards +  “Mow v '
N Today's Tasks A Assigtant
= "
A A 4

.‘_"IA

-,

Looks B you're free s clear the it of the day: = - Pithingg rarech pour atterion rght now Check back late
[ — e

Recent Records Key Deals

= : st
m FES - Claymare

m FOS - Besbey

U October 092015 16-25:53 AEDT-+1100 jog

E INO0RST

2. Inthe App Launcher Search box, enter enhanced letterheads and select the
Enhanced Letterheads link.

App Launcher [ R °

~ All Apps 1

3. You may see an empty Enhanced Letterheads list. To see any of the letterheads, cre-
ate a New list view.

@ PR e —— o 2 ®
i1 Business Manage... Home Chaiter Accoures ~  Contacts +  Jobs ~  JobOfers +  JobCalendar  Imvoices ~  Paymests - v bt oy w %X Mom w 7’
= 1

Recently Viewed
O e+ Updiated 2 mentes 3o Search th i P

Mame v Dwicription W Created by v Lait Modined Dete LIST ViEw CONTROUS [

s
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4. Name the list view and press Save.

New List View

* List Name 1

All

Whao sees this list view?

® Only I can see this list view .

All users can see this list view @

Share list view with groups of users @

Canc

5. Now select the Standard Letterhead.
@ MO S Eohacad et e FHe? 2 @

1 Business Manage... Mome Chamer  Accourts o CoMals ~  Jte v JBOMen v MbCaende  Dwoies o Papments o Customer Fredback - Ewan. ~ X Mo s

Erhanced Latterhaads
Al v #
1 Search this 8- |C & T

Mama T ~ Crested By W Last Mo Date ~ Oescription >
1 S Standend Letindhend ek 2310112020 238 PM A

6. You will be able to view but not edit the Standard Letterhead.
a2y T SRR Y

1 Business Manage... Howe  Chatter  Acowsts w  Comacth ~  Jots w  JooOfens ~  JobCakendar  lovokes w  Payments ~  Custome Feedback ~  Materdal Price Lists ~ Beports ~ * Becently Viewnd [ Enban.. v X Mo+ ’

[E] s Standard Letterhead

Beacrigtion

Details.

~ Information

Namme
FCS Saanaiars Latbermead

v Letterhead Content

toceer
Hibercis Sapratru_cii)
v System Information

sty L Mt By
= Loepn feniking, 23101/ 2020 2:18 PM = Loy Jenking, 2510312020 445 PM

ﬂ If you would like a change to the Standard Letterhead, speak to your field
manager or system administrator.

0_ There may be more than one Letterhead available within your imple-
mentation. If there is, review each letterhead to see which one(s) you might
like to use. You can add letterheads to any custom email template you
might choose to create. See “How to create a custom email template” on
the next page.
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How to edit default email templates

Business Management ships with a range of default email templates. These have been
configured to customer specification during implementation.

Ask your system administrator to edit the templates for you.

How to create a custom email template

Custom email templates allow you to produce professional email communications for
each standard customer touch-point. They often consist of

» customized header and footers
» boilerplate text

» variables that draw information from the Job, Account, Contact or Invoice.

'/ Email templates that are frequently created by our clients include

» New customer initial contact

» Returning customer initial contact

” New Quote Job request

» New Do & Charge Job request

» Scheduled appointment notification

» Quote email

» Invoice email

» Invoice overdue

Business Management User Guide
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To create a custom email template

1. Open the App Launcher.

- : P —— Fe? 2
1 Business Manage... Home Chatter  Aseouses +  Contacts w  Joos ~  JonOffers ~  JobCalencar  lowoices ~  Paymests v Costomer Feecback Materisifricalists ~  Pepors v Dashboards +  “Mow v '
N Today's Tasks. A Assistant
= A
i - A : M
AR e 3 L]
i) e o = S
P
Licks, ke youTe free an ciear the rest of the ey . & o A A OO B
Vi Cabomtar View 28

Recent Records Key Deals

= : st
m FES - Claymare

m FOS - Besbey

U October 092015 16-25:53 AEDT-+1100 jog

E INO0RST

s Al

2. Inthe App Launchersearch box, enter email templates and select the Email Tem-
plates link.

App Launcher

« All Apps
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3. You may see an empty Email Templates list. Press New Email Template.
a» Mw D SechSwedoce CEN R

i1 Business Manage. . Home Chatier  Accownts o Contacts w  Jobs w  kbOfes ~  JobCalendsr fwokm v Papments v Customerfredback v Muteisifekelals v feporn o fmol femplaies v X Mo ¥ ”

E Ml'l':whh! ____‘_—‘""'m'-m'

@ - Mefreah thn Kt s whew 1 bt ot % C
fomal Template Hame ¥ Description w Folder v Last Modified By 1D v L Modified Date ~

4. Insert an email template name that will help you identify it.
New Email Template

Information
* Email Template Name Related Entity Type
My Quote Email Template - None - =

Description Folder
Private Email Templates

Message Content
Subject Enhanced Letterhead
Search Enhanced Letterheads... Q
HTML Value

B Souce Fot ~ Size = B J U | A- Z 2| B 8 = = Q-

Additional Information

Created By Last Modified By

Cancel

Business Management User Guide
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9. If you are going to use merge fields, you must base the email template off a particular
entity type. Quotes should be based on Jobs. Invoices should be based on Invoice.
The related entity type you choose will determine which fields are available for mer-
ging and where this template will be visible within Salesforce.

Information
* Email Template Name

My Quote Email Template

Description

Message Content

Subject

HTML Value

[@ Source Fomt = Size =

Additional Information

Created By

CHAPTER 11 | Working with emails and templates

New Email Template

Related Entity Type

- None - -

Catalog Profile

Check-In

Contact

Course

Customer Feedback
DocuSign Recipient Status
DocuSign Status
Instructor

Invoice
Job

Job Offer

Last Modified By

Cancel
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Enter an email subject line.

New Email Template

Information

* Email Template Name

My Quote Email Template

Description
Message Content

Subject

I FCS Inveice - {{{FC5_OPS__Job__c.Name}}} I

HTML Value

[} Source  Fomt + Size ~ B I U A~ = i=

Additional Information

Created By

CCCIXXXIX

Related Entity Type
Job -

Folder
Private Email Templates

Enhanced Letterhead

Search Enhanced Letterheads... Q

Last Modified By
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7. Select an appropriate letterhead.

New Email Template

Information
* Email Template Name Related Entity Type
My Quote Email Template Job -
Description Folder
Private Email Templates
Message Content
Subject Enhanced Letterhead /

FCS Inveice - {{{FC5_OPS__Job__c.Name}}} l Fearch Enhanced Letterheads... / a ]
HTML Value

[Z] Fcs standard Letterhead

@ Source Fomr » Size ~ B J U A+ 2 32 = o= o= o~ wa-
(8]
Additional Information
Created By Last Modified By

Cancel

Q_' You can review the available letterheads. See “How to review email template
' headers and footers” on page ccclxxxii.
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8. Enter boilerplate text into the HTML. Value field.

New Email Template

Information
* Email Template Name Related Entity Type
My Quote Email Template Job -
Description Folder
Private Email Templates
Message Content
Subject Enhanced Letterhead
FCS Inveice - {{{FCS_OPS__Job__c.Name}}} El FCS Standard Letterhead s
HTML Value
[® Source  Fom » Size ~ B I U A~ = 3= : = -
Dear ,

Please find attached your quote for job .
Feel free to contact me if you have any queries or need further information about the work.

Thank you,|

Additional Information

Created By Last Medified By

Cancel Save

Business Management User Guide
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9. Toinsert variables into the email template body, press the Insert Merge Field button
(i.e. the brace button {}).

New Email Template

Information
* Email Template Name Related Entity Type
My Quote Email Template Job -
Description Folder
Private Email Templates
Message Content
Subject Enhanced Letterhead
FCS Inveice - {{{FCS_OPS__Job__c.Name}}} E FCS Standard Letterhead s
HTML Value
[® Source  Fom » Size ~ B I U A~ = 3= = &

Dear ,
Please find attached your quote for job .

Feel free to contact me if you have any queries or need further information about the work.

~—.

Thank you,

Additional Information

Created By Last Modified By

Cancel Save
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10. Select the Object Reference. Most of the time you will be referring to the Job or
Invoice. Sometimes you might reference yourself (Sender) or your organization
(Organization).

Insert Merge Field

Recipient Select Merge Field

Sender Search Recipient merge fields...

Organization

® i Contacts
Job

Accepts Reference Calls

Assistant's Name

Asst. Phone

Birthdate

Business Fax

Business Phone

Contact Description

Contact ID

Created By ID

Created Date

Data.com Key

Business Management User Guide
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11. Now search for and then select the appropriate Merge Field. Press Insert when com-
plete.

Insert Merge Field

Recipient Select Merge Field
Sender -~ / ‘
Organization

(®) First Name

Job

Franchise Name
Job Name

Last Name
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12. Enter as many merge fields as are appropriate to your template. Press Save when the
template is complete.

New Email Template

Information
* Email Template Name Related Entity Type
My Quote Email Template Job -
Description Folder
Private Email Templates
Message Content
Subject Enhanced Letterhead
FCS Inveice - {{{FCS_OPS__Job__c.Name}}} E FCS Standard Letterhead s
HTML Value
B source Fom - 16 - B I U A- = := = = w B~

Dear {{{FCS_OPS__Job__c.FCS_OPS__First Name__c}}},
Please find attached your quote for job {{{FCS_OPS__Job__c.Name}}}. |

Feel free to contact me if you have any queries or need further information about the work.

Thank you,

Additional Information

Created By Last Modified By

Cancel

ﬂ Remember to test your template before sending it to the first customer.
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T Tips

» Toinsert a merge field into a subject line, press the Insert Merge Field but-
ton (i.e. the brace button { } ) attached to the HTML Value field. Once the
variable is inserted into the HTML Value field, you can copy and paste it into
the Subject line.

» To allow the template to display the user’s own signature block, select one
of the following merge fields:

» {{{Sender.Signature}}}
» {{{Sender.Rich_Signature__c}}}

» To ensure the font appearing in your email is controlled by the template (and
not by the user’'s own browser settings) specify a suitable HTML format and
enter it into the editor while in HTML source mode. The following provides a
reasonable example of how to ensure the HTML styling and not the browser
font settings determine the look of the text.

<html style="overflow-y: hidden;">
<head>
<title></title>
</head>
<body style="height: auto; min-height: auto;">
<div style="text-align: left;"><span style="font-size:14px;"><span style="font-fam-
ily:Helvetica,Arial,sans-serif;">Dear {{{Recipient.FirstName}}},<br/>
<br />
First para goes here.<br/>
<br />
<u><strong>Bolded Heading</strong></u><br />
Next para goes here.<br/>
<br />
{{{Sender.Rich_Email_Signature__c}}}</span></span></div>
</body>
</html|>

How to create a Quote email template

When you are using the Nextdoc for document generation, you need to use an email tem-
plate for any Quotes you send to customers. You can use the standard Quote email tem-
plate or you can create your own custom Quote email template.

To create a custom quote email template

1. Follow the instructions in “How to create a custom email template” on page ccclxxxv.

2. Ensure you base the Entity Type on Job.
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How to create an Invoice email template

When you are using the Nextdoc for document generation, you need to use an email tem-
plate for any Invoices you send to customers. You can use the standard Invoice email
template or you can create your own custom Invoice email template.

To create a custom invoice email template

1. Follow the instructions in “How to create a custom email template” on page ccclxxxv.

2. Ensure you base the Entity Type on Invoice.
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Working with emails and syncing

There are several different methods of coordinating how email operates between Sales-
force and your email system. Please read “Understanding email sending, responses and
syncing” below to obtain an overview of which method may be most appropriate for your
organization.

Understanding email sending, responses and syncing

When you send an email from Salesforce, a Salesforce email server will send the email
on your behalf. The server that sends the email is not your usual company email server.
Instead, it is a Salesforce server that claims to be from your personal email account.

el

Your system administrator has to specially configure both Salesforce and your
company domain name systems to enable Salesforce to act on your behalf.

When a recipient responds to your email, the response will go to your personal email
inbox (not to Salesforce). This means:

Outbound emails Inbound emails
Sent by Salesforce server Responds to your personal email inbox

Not stored in your personal email outbox Not stored in Salesforce

If you did nothing else, your record of emails sent and received would be divided
between these two systems. Fortunately, Salesforce provide a number of mechanisms to
help overcome this divide.

Forwarding a record of sent emails to your email inbox

To ensure your email inbox has a record of all emails you send from Salesforce, you can
choose to send emails to your inbox. See “How to send all emails to my inbox” on
page cd.

Automatic capture of Salesforce-related emails

Salesforce provides a way to automatically capture emails relating to Salesforce con-
tacts from within your personal email and to associate the email with matching record(s)
in Salesforce. This feature is called Einstein Activity Capture (EAC).

If your system administrator configures EAC and you agree to use it:

» emails sent and received within your personal email inbox is captured by Salesforce
and associated with records in Salesforce

» emails captured by EAC will appear in the Activity Timeline beside each record
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» emails displayed in the Activity Timeline will, at your discretion, be visible to:
» only you

” to people who belong to Salesforce groups (you select the groups who can see your
emails), or

» everyone

A EAC is not suitable for everyone

While EAC provides a convenient mechanism, there are potential downsides
to using it.

1. Emails captured with EAC are transient. They are retained for between
six and eighteen months (depending on whether your organization is using
the free or paid version of EAC) after which they are discarded. If you wish
to store emails in Salesforce permanently, you should explore other
options.

2. Emails captured with EAC cannot be reported on. Emails that you send
from Salesforce are stored in the Activity History and can be made the sub-
ject of reports. Emails that are captured by EAC are not stored in the Sales-
force Activity History (even though they appear there) and cannot be made
the subject of reports.

3. EAC does not respect Franchise Cloud Solutions’ franchise data model.
EAC is designed for use by a single organization and knows nothing about
how Franchise Cloud Solutions products partition information between
accounts or jobs, and between franchisors or franchisees.

Given the above considerations

» If you're a franchisee looking to log customer email against accounts or
jobs, EAC may not be suitable because it will log all emails against your con-
tact rather than the account or job

If EAC is suitable for your use, your system administrator must configure the system and
grant users access to EAC. Talk to your system administrator if you do not know whether
this has been done.

Salesforce extensions for Office 365 and GSuite

If you decide that EAC is not suitable for your needs, you may prefer to use the Sales-
force extensions for Office 365 and GSuite. The Salesforce extensions allow you to
select which emails (and email threads) are stored in Salesforce. You also have control
over which records they are stored against.
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In addition to pure capture of email, the Salesforce extensions for Office 365 and Chrome
also provides access to Salesforce templates within your email inbox, increasing your
productivity even when you’re not in Salesforce itself.

» “Installing the Salesforce extension for Office 365” on the next page
» “Installing the Chrome Salesforce extension for GSuite” on page cdvii
» “Logging email using Salesforce extensions” on page cdxi

» “Logging events using Salesforce extensions” on page cdxiii

How to send all emails to my inbox

You can configure all emails you send within Salesforce to be automatically blind copied
to your own email address.

To blind copy all emails to your email address

1. Go to View Profile and choose Settings.

- G, Bearch ‘_M
5! BusinessManagem..  Home Taks v Chatier  Accoumts v Jobs v MbCalnds  iwokes v Contacti { .

John Smith
rhciralt-dee-ed my sslestorce com

c ngs  Lag Owt
g Calenda fo ot
b ity USERNAMES.
& foryn jmekinanicirisi0.deme
Search Jobs . N ‘n L el deed mpssestca o
Search lerm Mo 08 - 12, 2022
a 7 lonymiauditnon com
Job Mumber or ) Gearch s sy leidorcn com
Sun 611 Man 7110 Tus 81 Wed 811 Thu 3011
e~ i
-
« Comty

e
oy ek oy Cempact

> JN-00464 RTINS
Buinin - Sonrw,

> JN-DOG18
Crmaned by Cusch Jott,

Switich 10 Salestorce Classic @
Add Usermame

hinals

2. Open the Email option and choose My Email Settings.

Y a Seach Feae?ea
31 BusinessManagem..  Mome Tasks v Chatie  Accoums v Jobs v Kb Calendar  imeices o Conacls v Auis 4 Pamants v Rmoms v Mo v ’
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- My Parscnal Intermation
Adanced User Detads Email ®
o o e P
) My Email Settings
Change My Password Oulgeing Emal Settings. [T
Coneections
External Crecentish ot Bavenh Mutvsfoee.
P WS O T U RO 15 SR O 0 UGG G
Grant Account Login Arcess M
Language & Tima Zone - h
hsdmss | suppontanchiseciou:
Login rsssry Wt e B b ity BCC o b ot ek admns?
T
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FBaset My Security Token L
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' et Sgrters | Sence Emad_Sigratem_cil
» Display & Layout
- oo 2

I Wy Email Sattings
My Emadl to Safestorcn

My Urresobeed esms.
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3 Catendar & Reminders 3 Fiscerve Saoaiorca CRM Cortend Emad Alers

55 Fnoesen Saeniorce CRAA Contand Alerts 3e Disty igest |
> Doskion Asd-Ons
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3. Set Automatic Bccto Yes, then press Save.

ay P Faa?en
i1 BusinessManagem..  Moms Tasks o Chatter  Accoumts v Jobs o JobCalendw  Imeices o CoMacls e Audis o Payments s Repomts e Mo v ,
. [ s
Wy Parsnal iformation
= Email Setting -
Ao Setleg My Ema i

Change My Fassword Ouigeing Email Settings

External Creduntiats o Mvomh Muloafoees
Mo ekt 0 i B 5 R . 0 UG ervad]
Erd e

Ematisims | ugponganchiseciou
Login Hssory Woni o e b iy BEC sl i P

—— ] g o8 %——‘
Parsors! information
Besat My Sacurity Token Sigrunure.
Security Central Th siratre

ot Sgatert | (TSaccar Emad_Sgnatem_clll

» Caandar & Remindens 5 e Batosborre CAM Content Emad At | .
53 Fiscoies Saeoase CRMA Contend Asrt 38 Dty Cigest |

> Wmport e Camcnt

Q__' If you need to send a copy of your email to an address that is not yours, follow
the above procedure and then set up a forwarding rule within your personal

email to forward to the secondary address.

Granting EAC sync permission

If your system administrator has enabled Einstein Activity Capture (EAC) sync for your
profile, you must personally agree to using EAC. Salesforce will ask for your agreement
to use EAC by displaying a banner at the top of the Salesforce page.

»

” is syncing events and contacts only

ible to

» only you, or

»

»

is syncing emails, events, and contacts, or

A Before you agree, you should understand whether your administrator

ﬂ If you agree to using EAC, you can choose whether captured records are vis-

a defined group of users (i.e. users who belong to specific groups), or

everyone who can view the records you have access to

Installing the Salesforce extension for Office 365

The Salesforce extension for Office 365 provides you control as to

cdi
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» which Outlook 365 emails or events are logged from your email system into Salesforce

» which Salesforce records the email or event is logged against.

This level of control enables you to ensure the most important emails or events are

logged and incidental ones are not. The manual control over where emails or events are
logged works well with the architecture Franchise Cloud Solutions have created within

the Salesforce environment.

To install the Salesforce extension for Office 365

1. From Outlook 365, select the Settings menu and choose to View all Outlook
Settings.

B
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2. Choose Customize Actions, scroll to the section named Message Surface. Check

Get Add-ins and press Save.

|=
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&

v
=:]

Customize actions

Within any message, click the Get Add-ins button.
B
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4. Within the Add-ins for Outlook box, search for Salesforce. A number of different
salesforce add-ins will appear. Select the one shown in the following image or choose
Show all results.

Add-Ins for Outlook

- {®) Editor's Cholce iy i Ok
Ry B W ecormend thet greas colection of dd-int for you B get ared

R [ pre——
n ks i e e Pricrity Matris: Tum

[ [re—

Mty ey o 5 oo ke .
£ S ot b St

’ Salesforce

siskicree | sEsan | Aol puociures may b mepared

By cicking on s, you agrew 89 te add s Licenss teeres and Erivae nolcy

Additional Information
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6. We recommend you browse through each of the instructions in the Get started for
Salesforce box, so you know where to find it and how to use it.

& Getstasted for Salestores

Wesle kg eriain
o i s it L ity

7. Dismiss the Get started for Salesforce box and note that the add-in has been added.

€ ek

. Salesforce
mlsasn | eeses | ARl s b oy e et

By clhng 0 3o yind sgre 13 The et i) Lizeie tersey and Prosiey pobcy
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8. Now when you're in any message you're composing, on the Send bar, press the ... but-
ton to reveal the menu. Select the Salesforce add-in.
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Ensure you Pin the Salesforce add-in pane. Then Log-in to Salesforce using the Pro-
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10. At the login prompt, enter your Salesforce Username and Password. Once logged in,
ensure you Allow the connection between Outlook and your Salesforce account.

salesforce

Connect Outlook to Your Salesforce Account

Aner youie

ﬂ Congratulations

You have completed the configuration. Now whenever you click on a mes-
sage, you'll be able to see the Salesforce add-in, which will allow you to file
any email message (or event, if event syncing has been configured) against
selected records within Salesforce.
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Installing the Chrome Salesforce extension for GSuite
The Salesforce extension for Chrome provides you control as to
» which emails or events are logged from your email system into Salesforce

» which Salesforce records the email or event is logged against.

This level of control enables you to ensure the most important emails or events are
logged and incidental ones are not. The manual control over where emails or events are
logged works well with the architecture Franchise Cloud Solutions have created within
the Salesforce environment.
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To install the Salesforce extension for GSuite

1. Using the Chrome browser, open GMail. Select the Customize : menu, and choose
Settings.
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2. Chrome opens a tab in which it displays the Settings menu. Select the Extensions
link.
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3. Extensions opens in yet another tab. Select the link to the Chrome Web Store.
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4. A fourth tab opens and displays the Chrome Web Store. In the search box, search for
Salesforce. Select the Salesforce extension.
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9. From the Salesforce entry, select the Add to Chrome button.

& chrome web store £ lermjesiion] Pyl com

Hame 3 Extesdioss 3 Salestorce

g soesiore E—

sk g 1 D | Productivity | 300,000+ e

Overview Frivacy practices Baviemt Belateg

Crverview Additional
Information
00 Compatite with your device.
A @ Peomrt stne
n your
Oftered oy
iy in yout Genad Gangle Salenforce
- View all contacts, leads, accounts, opporturities, and cases associated 10 emails and
appointments 3404
- Saaith and bivwse SHesfoe records
- Create new Vidaihd.
e Chich, Even when Compaing emads Ceatiat. 12008
- Guickdy crat emails with emad 1omplates Size
- Manage Salesforce tasks 17000
] App Buslter 10 tafcr Tayout,
Bosiness noeds, and assign them 19 specific user pealiles Enibeh fUsted

6. From the Add “Salesforce” box, select Add Extension.

‘ Add “Salesforce"?

It can:

Read and change your data on a number of websites
Show details

Block content on any page

Manage your apps, extensions, and themes

—* Add extension
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7. Salesforce adds the extension to Chrome then provides a popup to confirm that the

extension has been added.
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8. Now go back to the tab containing GMail and click on the Extensions
click the Pin button beside the Salesforce label.
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9. On pinning the Salesforce extension, the Salesforce button becomes visible in the
Chrome extensions tray. Click the Salesforce button to show the Salesforce pane.
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10. The Salesforce extension for Chrome now appears in the sidebar of your web
browser. Click on the Salesforce cloud icon to expand the sidebar.
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ﬂ Congratulations

You have completed the configuration. Now whenever you click on a mes-
sage, you’'ll now be able to see the Salesforce add-in, which will allow you
to log any email message (or event) against selected records within Sales-
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Logging email using Salesforce extensions

When you open an email with the Salesforce extension open, the Salesforce extension
presents you with the opportunity to log the email into Salesforce against one or more
records. By default, you can log the email against a person (Contact ) and against
another object (typically Account, or, a Management Log). You can also choose to log
an email against a single object if you do not wish to log the email against a person.

ﬂ All screen shots below show the Chrome extension. The extension for Office
365 is used similarly.
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To log an email against a job (or account)

1. With your email open and the Salesforce pane opened, search for the Job record in

the search field.
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. The system will display the Job record. When you’re satisfied it is the right record,
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3. Press Save.
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ﬂ Congratulations

The record is now logged against the selected Salesforce record. You can
find the email in the record’s Activity History.
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Logging events using Salesforce extensions

If automatic event syncing is not configured from your personal calendar back to the
Salesforce calendar (check with your system administrator) you may still be able to manu-
ally log events using the Salesforce extension.
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To log an event to a Salesforce record

1. In your personal calendar select the event, then search for the appropriate record
within the Salesforce search pane.
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2. With the correct record in view, press the Log button.
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3. Now press Save.
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ﬂ Congratulations

The event is logged to Salesforce.
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Understanding material price lists

Material Price Lists support job costing and estimation.

They are used in the Job Planning process to provide a ready menu of materials that are
regularly used (with the pricing provided by particular suppliers). This feature supports
up-front estimation of job profitability by enabling the franchisee to estimate the gross
profit of each job.

'(83 Q, Search Salesforce :*[-_ ? A ﬁ
sit  Business Managem... Home Chatter Accounts » Jobs w« JobOffers ~» JobSchedule Inwcices » " JobPlanning w X More w 7’
‘ 1} Job Planning
Job Number Job Mame Due Date Customer Nama Estimated Labowr Price Estimated Material Price An save g Save and Back Cancel
IN-00166 5240.00 S682.50 Si_ ...
Roofing &  +
Job Tasks (1) New Roofing Roofing Summary

NAME DESCRIPTION TOTAL Material Material Description
$240.00 Amount Tax Include
; Yellow Q $92250 10% Ul

Doingth.. Remove br...

&
MN-00001
Dulux - 10 - Yellow Paint - 55.00 Material Cost Sub Total
Cost Profit Total
. 00 50.00 50.00
E Job Materials (2) New $675.00 S$247.50 51,014.75
DESCRI.. QUANTITY  TOTAL Markup(%) Total
150 $682.50 0.0 $.00
) @ = Labour Summary

00 500 @&
Cost Amount Profit
515000 524000 590.00

Each price list is created for a specific supplier. Multiple suppliers requires multiple price
lists.

You can create your own price lists which supplement the material price lists published
by your franchisor.

Q_' If the franchisor already provides a material price list, you could add a code to
~  the Product Name to identify the item as “yours.” This helps to distinguish
between “own prices” and prices provided by the franchisor.

Business Management User Guide
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Creating a material price list

Each price list contains items from a single supplier. When you add a new supplier, you
should consider adding a new price list for that supplier.

Some price lists may be shared between multiple companies, while other price lists are
owned by the franchisee. Franchisees own any price lists they create.

To create a price list
1. From the Material Price Lists tab, press New.

Q) Search Material Price Lists and mare.. 1 *I- ? le A Q

;:5 Business Managem... Home Chatter Accounts v Jobs ~  JobOffers « Job&mdmualeﬂaiﬁkeum v More v rd

Material Price Lists .
B My Price Lists v \ New | Import

2 @~ |C 7 68|Y

2 itemns « Sorted by Material Price List Namae - Filtered by Franchise - Updated 13 minutes ago

MATERIAL PRICE LIST NAME T “
1 Bondi Beach - Bunnings v

2 Bondi Beach - Home Timber & Hardware

The New Material Price list dialog box displays.

CHAPTER 12 | Creating a material price list
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2. Enterthe Material Price List Name, the Franchise, and the Supplier, then
press Save.

New Material Price List

Information
* Material Price List Name Owner )
Bondi Beach - Tradezone Loryn Jenkins
* Franchise Supplier
[ rcsBondi Beach x Tradezone
System Information
Currency
Australian Dollar -
Cancel Save & New
The new price list displays.
;:& Q. Search Material Price Lists and more... %[ 2 A 6
i3t Business Managem... Home Chatter Accounts ~ Jobs + JobOffers ~  JobSchedule Inwvoices ~  Material PriceLists ~ More v P
B Material Price List
< Bondi Beach - Tradezone Edit  Delete Cone v

DETAILS RELATED

Material Price List Name Ownar

Bondi Beach - Tradezone 5 Loryn Jenkins

Franchise Supplier

FCS Bondi Beach Tradezone

Created By Last Modified By

#4 Loryn Jenkins, 23/05/2018 3.02 PM §4 Loryn Jenkins, 23/05/2018 3:02 PM
Cumency
Australian Dollar

Business Management User Guide
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Adding a material

Once you have created a price list, you will want to add the most commonly purchased
items from that supplier to the price list.

O__' Infrequently used items can be added when they are first used. You can add
) any item as needed while creating a Job Plan. See “How to add a new mater-
ial to a price list” on page cxlviii.

To add a material to a price list

1. From the Material Price List, select the Related tab.

@ Search Material Price Lists and more... l - ? $ ... ‘_5
:3:  Business Managem... Home Chatter Accounts ~ Jobs ~ JobOffers » JobSchedule Inwoices ~  Material Pricelists ~ More w v

Material Price List

Bondi Beach - Tradezone Edit  Delete Clone
DETAILS RELATED k’-
Material Price List Name Owner
Bondi Beach - Tradezone 5 Loryn Jenkins
Franchise Supgiier
FCS Bandi Beach Tradezone
Created By Last Modified By
a Loryn Jenkins, 23/05/2018 3:02 PM @ Loryn Jenkins, 23/05/2018 3:02 PM
Currency
Australian Dollar

2. From the Materials section, press New.

Q, Search Material Price Lists and mare... \_*]. ? ¢ a \G
i3 Business Managem... Home  Chatter Accounts v  Jobs v JobOffers v  JobSchedule Invoices v Material PriceLists v More v rd
E Malkfhﬂ_ﬁkellst

< Bondi Beach - Tradezone Edit  Delete  Clone
DETAILS RELATED

[ Materials (0) “ New

The New Material dialog box displays.
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3. Enter all the relevant material details.

New Material

Information

Material Number Price

13.00

* Product Name Currency
36 Watt BSD Series LED - Frosted Diffuser - White Australian Dollar v

Quantity Unit Of Measure Safety Data Sheet Issue Date
Each L

&t

Size Safety Data Sheet Product Name

Supplier Safety Data Sheet Required
Davis Lighting

Supplier Part Number
BSD4364K

Description

36 Watt BSD Series LED Slimline Batten IP40 With
Frosted Diffuser 4000K 4320Im White

&

* Material Price List

Bondi Beach - Tradezone x

Cancel Save & New

The new material record is added to the price list.

. Search Matetial Prico Lists and more... [*]~ 244 E

'EE Business Managem... Home Chatter Accounts ~ Jobs  JobOffers +»  JobSchedule Inwoices w  Material Pricelists ~ More w rd

MJ Material Price List
B Bondi Beach - Tradezone Edit  Delete Clone

DETAILS RELATED

Materials (1) New

MATERIAL NUMBER PRODUCT NAME QUANTITY LUNIT OF MEASURE DESCRIPTION

I MN-00015 36 Watt BSD Series LED - Frosted Diffuse...  Each 36 Watt BSD Series LED Slimline Batten L.+ I

View Al

. Business Management User Guide
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Moving a material between price lists

To move a material between price lists

1. Locate the material, either by searching for it, or by finding it on the Related tab of a
material price list.

2. Editthe Material Price List field to switch the material from the current price list to
a new one.

@y Ww] S SOl RN < |
i1 Business Manage... Home Cratter Actounts »  Comtacts »  Jobs o JobOffens o JobCalendar  Invoices v Pmyments w  Customas Feecback o  MaterialPricelsts +  ° v X Mo ¥ rl
Material
H MN-00018 i sl Mocascell
Details
WMatera Rurbe price
MN-00018 $8.50
ot Name Curmency
Box of screws - 50 AUD - Australian Doltar
Quaniy Unit Of Measure “Salory Data Shest I Gt
Each
o Satity Diata Shot Pricuct Narno

‘Satuty Datn Shoet Regquired

Created L Mocified By
€ Jonn Smith, 19/06/ 2018 457 PM 1@ Jonn Smith, 20/06/2018 9:53 AM
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Understanding Xero integration

Business Management’s Financial Integration provides the ability to connect Salesforce
financial information with Xero. This allows franchisees to take advantage of the
strengths of Salesforce and Business Management, while also providing the financial
reporting, controls and compatibility with software required by book keepers and account-
ants.

What data is exchanged

Business Management exchanges the following financial records
» Accounts

” Invoices

» Payments

» Credit Notes

» Credit Allocations

This data is replicated from Salesforce to Xero. Changes made in Xero are synchronized
back to Salesforce.

"1

Supplier Invoices can optionally be sent to Xero. Supplier Invoices don’t sync
back from Xero to Salesforce.

When data is exchanged

When you create a new invoice, payment, credit note or credit allocation in a Job owned
by a Franchise Profile Account that is connected to Xero, the sync to Xero occurs almost
immediately. Customer Accounts are transferred to Xero with the account’s first invoice.

When you create a new invoice, payment, credit note or credit allocation in a Xero
account that is connected to Business Management , changes are replicated back to
Business Management in the next sync cycle. The frequency of the sync cycle is determ-
ined by the configuration set by your franchisor.

Business Management User Guide
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How to connect to Xero

You will need your own Xero account and have on hand your Xero username and pass-
word to connect Business Management to Xero.

ﬂ If you manage more than one franchise, you may wish to connect each
Franchise Profile Account to a single Xero account. This will allow you to con-
solidate your accounting. To do this, simply perform the following procedure
for each Franchise Profile Account.

To connect your Master Franchise Profile Account to Xero

1. In your browser, login to Xero.
2. From Salesforce, connect your Franchise Profile Account to Xero.

How to do this is described below.

To login to Xero

1. Go to the Xero website www.xero.com.au and click the Login button.

Accounting software that
makes it easier to get clear
on cashflow.

Xevw's ohling sccoanting For small basisess gives you visibility of your cash fiow 5o

CHAPTER 13 | How to connect to Xero .
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http://www.xero.com.au/

3. Xero may prompt you to set up two-step authentication. Press Set up two-step authen-
tication to continue.

4. If you don’t already have the Google Authenticator app on your mobile phone, go to
the App Store (for iPhone) or Google Play (for Android) and download the Google
Authenticator app.

With 2-step verification, whenever you
sign in to your Google Account you will
need your password and a code that this
app will generate.

BEGIN SETUP

Business Management User Guide
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9. If this the first time you’ve used Google Authenticator, tap Begin Setup (otherwise, tap
the + button) then tab Scan barcode.

Scan barcode

r Manual entry

CHAPTER 13 | How to connect to Xero -
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6. If this is the first time you’ve used Google Authenticator, you may need to grant per-
mission to use your camera. Press OK.

"Authenticator” Would
Like to Access the Camera
Authenticator uses your camera to

scan barcodes.

Business Management User Guide
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7. Now point the camera at the QR code on the screen. The camera will recognize the
code and create the authentication key on your phone. The authentication key shows
a time-limited code that changes regularly.

S

support+ss@fra

com ‘

8. Enter the six digit code and press Log in.

9. Having logged into your Xero account, you’re now ready to connect your Franchise
Profile Account to Xero.

CHAPTER 13 | How to connect to Xero
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To connect to Xero

1. From your Franchise Profile Account, press the Connect to Xero button.

‘ v G Sew Accounts snd more

G- RN -
i Business Manage. . Home Crater Accoustn v Contachh v Jobm v MobOffen v jobCaleedar  dovoke v Pmments o Customer feedback e Material Price Lt Begorin v Dsstboards v Cabndar o Mow v ’

E E"-‘Mm a

4 Fosow e CreweNew b
Addora Sdatn Statun o
123 Sarmewhess 5L Act

Litdale VIC 3160
Austraka

Detalls  Relsted Connection Status M
Moot Nare

o o mot bear et up : Discormectes
FCS - Mantrose @ John Smitn

[

-

Horyn ferkiny@ranchivecioudsokutions com Acthity
Siamn
Actve

Chatter

e
CAIBEL07T LogaCal  NewEverl  MewTwk  Emad
Sistin B, [

Lnactrve Bosson [

— [ ]
—

Frirnary Cot Goongs
e

Fiters: A tirme - Al activitirs - Ml typrs. T
Sy o8 G
AustraliaSydney GMTs 5000

Rafredts » Exparal 4 + Vi A
w Upeeming & Dverdue

The Welcome to Xero login page appears.

2. Press the Allow Access button. Doing so gives permission for your Business Man-
agement account to synchronize financial data with your Xero account. Changes and
additions to data in Xero will be synchronized back into Salesforce.

Organisation data.
S Montrose

e
i
=

By g et T s by Foe Vv o v e
20 o i ccedance wih Rary

Your Franchise Profile Account displays and the Account Code Mapping Setup dia-
log box appears.

: Business Management User Guide
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3. Select appropriate values for the Account Code Mapping Setup and press Save.
Account Code Mapping Setup

* Default Account Code Irvoice| Credit Nate

“ Detault Account Code Payments{ Credit
Lines.

Allacations

11000-00 - Sales. - l 66000-00 - Feceivables - ]

* Default Accourt Code Supplier Irvoice
22000-00 - Cost of Goods Soid

* Crodit Note Status
AUTHORISED

* Irwoice Status

- AUTHORISED

* Ruveni I Tax Code = Reverue Exermpt Tax Code

GST on Income g GST Free Income

* Expense Inc Tax Code “ Expense Exempt Tax Code

GST on Expenses . GST Free Expenses

* Select Currency

Enabled Currencies. Selected Curmncies.

Australian Dollar =

o -

|’_"| The above image shows a mapping to an edited Xero chart of accounts.
When you edit your Xero chart of accounts, you can review the mapping to
ensure Business Management is still pushing to the right accounts.

4. Your Business Management account is now connected.

e ) A Seawch Subestonce 58 258 @
I3 Business Manage... vome  Cratier  Accounts v Contach v Joba v JobOffen v MobCaledsr  Iwolols o Peyments o Costomer feedback o MeteialPece Lits v Begorts o Deihbomdi v Cawncer v Mo .
B FCS - Montrose A + Follow | Gt Crasts New hob
Beig Az P,
123 Somewhere S Actve.
Liydsle VIC 3140
Auariana
oo e E——— e
PO Monteone | Connected
Ackurs N Acxur Omerar
FCS- Montrow @ sonn smen
Pt Acszunt Emad Activity  Chatter
ey jerikim ranhrecioutsobstion tm —
soma Enone
Active LIIeEI0TT togaCal  HewBreet NewTosk  Ewall
et e Fas
[o—— -
Inacten Gmaton Cat Martar e
Pt anager

Py o G Filter: At - AR activition - Aty ¥

ﬂ Now that your Xero account is connected, financial data you enter into Busi-
ness Management is automatically transferred to your Xero account. Inform-
ation you enter into Xero is synchronized back to Business Management
periodically. How frequently this occurs depends on your franchisor’s
chosen synchronization schedule. Check with your franchisor for more

information on how they have configured synchronization between Busi-
ness Management and Xero.

CHAPTER 13 | How to connect to Xero o=
| cdxxxii



O_ If at any time you need to revise the mapping for a connected account,
= simply press View Mapping. You will be able to edit and save the mapping
while it is still connected.
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How to upgrade to OAuth 2.0

ﬂ OAuth 2.0 is a new and improved way to connect to Xero.

For those whose account has already been connected to Xero, you need to

perform a one-time upgrade to begin using OAuth 2.0. Follow the instructions
below.

For those who have never connected to Xero, See “How to connect to Xero”
on page cdxxvi.

To upgrade an existing connection to OAuth 2.0

1. When your Franchise Profile Account is currently connected to Xero, press the
Upgrade to OAuth 2.0 button.

31 Business Manage... Mome  Choter  AGwnts v Coniacts v Jbs v KOORmn o RS Galeds ke v Pameet

o 2ea @

v Gamomarfedbeh o MasdslPricelat - Bepem v Dahsosds w Caleds o Tads v Netes o s

4 Folow B Crestebesin

Connection Statvs - Oteth 1.0 || RRESERE Upgrace o Guan 30
FES Bngwond ; Conrmcsed
Accturs e it e
FCS - Ringwotd @ sore Sman
et Acxenrt [ Activity  Chateer

o jenikna@banttiseckoudishsorm com

e =

Actve CAXIGTT LogaCel  Newlverd  Newlnk  Gnsd
e :

- s

.

Frimary Cot Gowen Foturs. 40 v+ A e - ASnpes T

Setrrss + Exgunc 40 - View A1
Secoretary Cod oo

v Uptoming & Overibes

AusiruiSydeey GMT+ 1000

2. Alternatively, when your connection is Disconnected, press the Connect with OAuth
2.0 button.

Y T i@ rea D
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Now you are shown a login prompt. Enter your username and password (or accept the

suggested username and password), then press Log in.

e g P e 10 g spananca L more

If there has been a change in your system (e.g. changing your browser) you may be
asked to verify your identity. If you see this, go check your email.

There's samething different sbout how or
whars this Xero acceunt was asccesiad

Wa've sent you an email to verity your scoount
'

2, Then come back hem to frsh grantng access

. Open the email Xero send you and press the This login was me button.

Hi Ringwood,

You recently requested that your Xero logan for lornjs free@amsail.com be
trusted.

To gain access to sansitive areas of Xero, you'll need to verify your login by
clicking the link bedow:

This login was me

Wednesday, & July 2020 a1 325 PM

Near New South Wales, Australi
J  This locat approximate and determined by

={I Chrome on Mac 05 X

Didin't request this email? Visit our support pago now.

Thanks,
The Xero Team

Now go back to your browser and press the Continue granting access button.

“There's something different sbout how or
whvrs this Xers acesent was sccessad

Wa've sent you an email to verity your sccount

2, Then come back hem 1o frsh grantng access

cdxxxv
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7. If you have previously set up a two-step login, open Google Authenticator on your
phone and enter the six digit code, then press Log in.

If you have never set up a two step login, you will need to set one up now.
See “To login to Xero” on page cdxxvi.

8. You are now logged into your Xero account. Grant Salesforce access to your Xero
account by pressing Allow access.

9. Congratulations! Your Franchise Profile Account is now connected to Xero.

i Business Manage..

Wome Chatter  Accownts w  Costacts w  Jobs ~  JobOffen +  JobCalends bwoses »  Peyments o CustomesFeedbeck v MaterialPicelists v Gepons ~  Dastbosads v Candst v Mow v #

Fr@e2ea @

AN w O SeschSalfos

EWWA

B A e
8 Byron Street actve
Bingwood VIC 3134

Auistraba

Austraka Sydney GMT+ 1000
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0 Any invoices you create will now be synced to Xero. Any payments you

h enter into Xero will be synced back to the Salesforce invoice on a regular
schedule. (The schedule is often set to every 15 minutes, but may be dif-
ferent in your implementation.)
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Understanding syncing and sync records

Sync Statuses

When you are connected to Xero, your financial records will have an icon showing the
sync status of that record. Business Management works by pushing financial information
to the financial system and then pulling it back.

Changes in Business Management are immediately pushed to Xero.

Business Management checks periodically to see if data has been changed within Xero.
If data has changed then it is pulled back to Business Management.

The results of each push to and pull from the financial system are tracked within the
Syncs records attached to the Franchise Profile Account.

The following table describes the meaning of each sync status.

-:':::::.} Sync has not been attempted.

= The record has been pushed to the financial system and pulled back suc-
- cessfully.

= The record has been pushed to the financial system but not yet pulled back
~ from it.

- The record has been pulled from the financial system.

:."' Attempt to push the record to the financial system has failed.

Types of sync records

There are three types of Sync records.

S Business Management User Guide
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» Automated Sync Request records.

All w 0 Search Salesforce [*l v| ? ﬁ a @
:it  Business Managem... Home Chatter Accounts ~ Jobs ~ JobOffers ~ JobSchedule Irwoices ~  Payments ~ Morew v
T A s o e e e B i e T o i O 7 ek R s e T T e e T
Synec.
» 5011895 Edit  Delete  Change Owner
RELATED ACTIVITY

Sync Name Franchise
5011895 FCS Ringwood - niEs

e Filters: All time « All activities - All types ¥
Request Sent Time Irvoice

Refresh Expand All

Response Received Time c Status

il Next Steps
Error Mi N of

iy umber Of fecords Mo next steps. To get things moving, add a task or setup a
meeting.

Parent Syme From Date e

16/08/2018 1:18 PM Past Activities
Type To Date
Automatic 16/08/2018 1:33 PM Mo past activity. Past meetings and tasks marked as done

show up here,

Created By Owner -
@ Integration User, g Integration User
16/08/2018 1:33 PM
Currency Last Maodified By
Australian Dollar 9 Integration User,

16/08/2018 1:33 PM

These are the automatic syncs that occur on the schedule set by the franchisor. They
have no parent. You recognize an automatic Sync by looking at its Type. You recog-
nize it as a Request record by observing that the Parent Sync field is empty.

» Manual Sync Request records.
Mlw Q Search Salesforce (%]~ 2G4 @

it Business Managem... Home  Chatter Accounts ~+ Jobs ~ JobOffers v JobSchedule Invoices »» Payments ~ Morew Vi

Sync.
S011914 Edit Delete Change Owner
RELATED DETAILS ACTIVITY

Sync Name Franchise
5011914 FCS Ringwood -

Filters: All time - All activities - All t v
Request Sent Time Irvoice

Refresh Expand All

Response Received Time Syne Status

Succeeded Next Steps
Error Message Number Of Records . .

Mo next steps. To get things moving, add a task orsetup a
meeting.

Parent Sync From Date -

16/08/2018 1:48 PM Past Activities
Type To Date
Manual 16/08/2018 1:58 PM No past activity. Past meetings and tasks marked as done

show up here,

Created By Owner v
G Loryn Jenkins, 16/08/2018 2:01 PM G Loryn Jenkins
Currency Last Modified By
Australian Dollar a Loryn Jenkins, 16/08/2018 2:01 PM

These are Sync operations initiated by a system administrator. You can recognize
them by seeing they are of TypeManual, and the Parent Sync field is empty.

CHAPTER 13 | Understanding syncing and sync records
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» Child Sync Response records.

Al v Q. Search Salesforce (%]~ 2G4 @

3t Business Managem... Home Chatter Accounts ~ Jobs v JobOffers v JobSchedule Invoices v+ Payments v Morew P

03 -
5011900 Edit Delete Change Cwner

RELATED DETAILS ACTIVITY

Sync Name Franchise

5011900 FCS Ringwood
= Filters: All time - All activities - All types ¥
Request Sent Time Irvoice
Refresh Expand All
Response Received Time Sync Status
Succeeded Next Steps
Error Message Number Of Records

No next steps. To get things moving, add a task or setup a
reeting.

Parent Sync From Date

5011895 Past Activities

Type To Date
Mo past activity. Past meetings and tasks marked as done
show up here,

Created By Owner A d
@ Integration User, @ Integration User
16/08/2018 1:33 PM
Currency Last Maodified By
Australian Dollar g Integration User,

16/08/2018 1:33 PM

Each Request record has one or more child Response records associated with it. Each
Response record is a child of the Request record. You recognize a Response record
because it has the name of its parent within the Parent Sync field.

: Business Management User Guide
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How to find the most recent sync

]

This topic assumes you have connected your Xero account. See “How to con-
nect to Xero” on page cdxxvi.

Synchronization occurs automatically based on a schedule configured by your fran-
chisor. Syncs can also be manually initiated by system administrators. You can check
the most recent sync history from your Account.

To check the most recent sync period

1. From your Account, select the Related tab.

Al » L Search Accounts and more... l* 'J ? 13 !‘ @I
i Business Manage... Home  Chatter Accoumts ¢  Jobs ~  JobOffers ~  JobSchedule  Inveices ~  Payments ~  People ~  Morew rd
1
Account
FCS Ringwood & + Follow | Edit
Type Phone Wabsite Account Owner Account Site Inclustry

0404 303 808 #3 Ringwoad Franchisee

Details

Related

Connection Status

FCS Ringwoed : Connected

Agcount Name Account Owner
FCS Ringwood 3 Ringwood Franchisee 1
Master Franchise Email @
VIC Master lorynj i ions.com
Staws O Phone
Active 0404 303 808 Email
Status Reason @ Fax.
Create new..
Inactive Reason @ Cafl Member Role
Fiold Manager © Primary Coll Group Filters: All time - All activities - All types T
Refresh Expand All
Timezone @ Secondary Cell Group

AustralialMelbourne Mext Steps

2. Scroll down to the Syncs section, then press View All.

Ml w O Search Salesforce (%]~ raR o | @

E&E Business Managem... Home Chatter Accounts » Jobs v  JobOffers ~  JobSchedule Inwoices w  Payments ~  Morew r
B FCS Ringwood & + Follaw  Edit

Syncs (6+) New

SYNC NAME SYNC STATUS ERROR MESSAGE FROM DATE

3011052 Succeeded hd

5011053 Succeeded -

5011062 Succeeded 15/08/2018 5:33 PM -

5011072 Succeeded 15/0B/2018 5:48 PM hd

5011075 Succeeded v

I /

CHAPTER 13 | How to find the most recent sync
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3. Click on the Sync Name column to order newest to oldest.

Al w O Search Salesforce Ei ? !EI a "g‘

Business Managem... Home  Chatter Accounts »~ Jobs » JobOffers v JobSchedule Irwoices ~  Payments v Morew r
2 :
gc;::r:s FCS Ringwood 1 New
50+ items » Sorted by Sync Nagge » a few seconds ago 8-
SYNC NAME 4 SYNC STATUS “ ERROR MESSAGE » FROM DATE . w TO DATE v

1 5011900 Succeeded L4
2 5011895 Succeeded 16/08/2018 1:18 PM 16/08/2018 1:33 PM -
3 SO11885 Succeeded L4
4 5011883 Succeeded 16/08/2018 1:03 PM 16/08/2018 1:18 PM -
5 S011877 Succeeded -
6 5011871 Succeeded 16/08/2018 12:48 PM 16/08/2018 1:03 PM -
7 5011862 Succeeded L4

The most recent set of syncs is given by the latest Sync records.

4. Check the From Date and the To Date in the most recent automated sync to determ-
ine when the most recent sync occurred.

Business Management User Guide
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How to update an invoice after it is created

When an invoice is created in an account that is synced with Xero, the sync occurs as
soon as it is created. Sometimes you need to change some details on the invoice within
Salesforce and then send to the financial system. Other times, you may change some
details within the financial system, and then want to immediately make further changes
within Salesforce. When this happens, it is useful to send the invoice to the financial sys-
tem or to pull the invoice from the financial system. This can ensure both systems have
the most up-to-date detail.

"1

You can update an invoice to the financial system after the first sync and
before any payments are recorded.

To send changes to the financial system

1. Start with an invoice whose details you want to change.

( Is f =
Al v O Search Salesforce (%]~ ?2HGAa @‘
::E Business Manage... Home  Chatter  Accounts ~  Jobs ~  JobOffers ~  JobSchedule  Invoices ~  Payments ~  Morew ra

M Invoice
INV-00007 + Foliow Edit  Clone  Delete  SendToFinancial System  Pull From Financial System
Account Irwoice Date Amount Inc Tax Status
Mark Williams 21/08/2018 AUD 192.50 Open
Details Related Activity Chatter
Sync Status. Owner E
2 #$ Ringwood Franchisee ebiony
Invoice Number Amount
INV-00007 AUD 175.00 Create new.
Invoice Date @ Tax Amount @
21/08/2018 AUD 17.50
Filters: All time - All activities - All types Y
Due Date © Amount Inc Tax ©
21/08/2018 AUD 192.50 Refresh Expand All
Type O Tax Exempt @
Full Next Steps
St @ Job © No next steps. To get things moving, add a task or setup a
Open IN-00061 meeting.
Account Has been emailed? ) g
Mark Williams Past Activities
Reference O No past activity. Past meetings and tasks marked as done

show up here.

CHAPTER 13 | How to update an invoice after it is created o=
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2. Now make a change to it.

My Q Soarch Invoices and more.. [e]+] 2 A "U
Business Managem.” Homa Chatter Accounts »  Jobs w  JobOffers «  JobSchedule Invoices ~  Payments ~  CustomerFeedback ~  Contacts w  Momew r
My Invoice
L4 INV-00007 + Foliow Edit  Clone Delete  Send To Financial System  Pull From Financial System
fecount Irvoice Date Amount In Tax Status
Mark Williarms 22/08/2018 AUD 192.50 Open
DETAILS RELATED ACTIVITY CHATTER
Sync Status Owrier
Ringwood Franchisee

: c Email
Invoice Numbet Amount O
INV-00007 AUD 175.00
Invoice Date @ Tax Amount @ Create new...
22/08/2018 AUD 17.50
Due Date @ Amount Inc Tax @ n
22/08/2018 AUD 192.50 Filters: All time = All activities - All types ¥
Type © TaxExempt © Refresh Expand Al
Full
St @ b O Next Steps
Open JN-DO051 . .

nt O Haa bewn sralind? @ Mo next steps. To get things moving, add a task or set up a meeting.
Mark Williams Past Activities
Reference @

No past activity. Past meetings and tasks marked as done show up

After making the change, you will want to update it in the financial system.

3. From the Invoice, press Send to Financial System.

f(nH Ml w O Search Salesforce |;—[: ? ¢ a @
Business Manage... Home Chatter Accounts * Jobs ~ JobOffers ~  JobSchedule Invoices w  Payments ~ Morew P
M Invoice
' INV-00007 4+ Follow Edit Clomne Delete Send To Financial System Pull From Financial System
Account Invoice Date Amount Inc Tax Status
Mark Williams 22/08/2018 AUD 192,50 Open

Details Related Activity Chatter

Sync Status. Ownar

= 3 Ringwood Franchisee Erriad

Invoice Number Amount

INV-00007 AUD 175.00 Create new...

Invoice Date Tax Amount

22/08/2018 AUD 17.50

PR A TEeD Filters: All time - All activities - Alltypes ¥

u

22/08/2018 AUD 192,50 Refresh Expand All

Type @ Tax Exempt

Full Next Steps

Stauns @ Joh @ Mo next steps. To get things moving, add a task or setupa

Open JN-00061 meeting,

A '3 Has be led?

M“a"’;":”;:ams s e Past Activities

Reference @ No past activity. Past meetings and tasks marked as done
show up here.

The Send to Financial System dialog box appears.

Business Management User Guide
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4. Press Finish.

Send To Financial System

Succeeded

The Invoice has now been updated in the financial system.
{(& Al v O Search Salesforce }'*[v 2 A \5

EES BusinessManage‘__ Home  Chatter Accounts w  Jobs ~  JobOffers ~  JobSchedule Imvoices s~  Payments ~  Morew ra

Invoice
INV-00007 + Follow Edit Clone Delete Send To Financial Systern Pull From Financial System
Account Invoice Date Amount Inc Tax Status
_Ma(k Williams 22/08/2018 AUD 192.50 Open
Details Related Activity Chatter
Sync Status Owner
> #5 Ringwood Franchisee Sl
Invoice Number Amount 0
INV-00007 AUD 175.00 P
Inwvaice Date © Tax Amount
22/08/2018 AUD 17.50
Filters: All time - All activities - Alltypes T
Due Date @ Amount Inc Tax @
22/08/2018 AUD 19250 Refresh Expand All
Type O Tax Exempt
Full MNext Steps
St Job @ No next steps. To get things moving, add a task or setup a
Open IN-00061 meeting.
Account © Has been emailed? O e,
Mark Williams Past Activities
Reference © Mo past activity. Past meetings and tasks marked as done
show up here.

CHAPTER 13 | How to update an invoice after it is created
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To retrieve changes from the financial system

1. Start with the invoice whose details have been changed in Xero.

All w Q. Search Salesforce !['| 7 m '.' '@'

Business Manage... Home Chatter Accounts  Jobs ~  JobOffers + JobSchedule Inwoices v  *JobPlonning ~ X  Morew ra

Irvoice
INV-00009 + Follow Edit Clone Delete Send To Financial System Pull Frem Financial System
Account Invoice Date Amount Inc Tax Status
Mark Williams. 4/01/2019 AUD 1,680.00 Open
Details Related Activity Chatter
Sync Status Dwnaer ]
> #4 Loryn Jenkins Email
Irveice Number Amount
INV-00009 AUD 1,527.27 Create new... Add
Irwvoice Date @ Tax Amourt )
£/01/2019 AUD 15273
Filters: All time - All activities - Alltypes T
Due Date @ Amount Inc Tax @
4/01/2019 AUD 1,680.00 Refresh Expand All
Type O Tax Exempt @
Full MNext Steps
Siats @ Job @ No next steps. To get things moving, add a task or set up a
Open JN-00095 meeting.
Account Has been emailed? ) T
Mark Williams Past Activities
Reference © Mo past activity. Past meetings and tasks marked as done
JN-00095 show up here.

2. Press Pull from Financial System.
Al w  Q  Search Salesforce *]-] 7201 A @l

EEE Business Manage, i Home Chatter  Accounts ~  Jobs ~  JobOffers ~  JobSchedule Imwoices w  *JobPlonning ~ X  Morew rd
M Invoice
s INV-00009 =+ Follow Edit Clone Delete Send To Financial System Pull Frem Financial System
Account Invoice Date Amaount Inc Tax Status
Mark Williams 4/01/2019 AUD 1,680.00 Open
Details Related Activity Chatter
Sync Status Qwner Pl
= £ Loryn Jenkins Email
Irvolce Number Amount
INV-00009 AUD 1,527.27 Create new... Add
Irvoice Date Tax Amount )
£/01/2019 AUD 15273
Filters: All time - All activities - All types Y
Due Date @ Amount Inc Tax
£/01/2019 AUD 1,680.00 Refresh Expand All
Type O Tax Exempt
Full Next Steps
Status @ Job @ No next steps. To get things moving, add a task or set up a
Open JN-00095 meeting.
Account ) Has been emailed? ) oA
Mark Williams Past Activities
Reference No past activity, Past meetings and tasks marked as done
JN-00095 show up here

The Pulling this record dialog box appears.
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3. Press OK.

Pulling this record
Financial System data will update this record.

Cancel

4. The system retrieves and updates the invoice record.

All w d, Search Salesforce *l' ? $ ! ::él‘

Business Manage... Home Chatter Accounts s  Jobs w  lobOffers v JobSchedule Invoices w  *JobPlanning ~ X Marew P

Invoice

INV-00009 " PR To Financial System  Pull From Financial Systemn

Account Invoice Date Ameunt Inc Tax Status ¥
Mark Williams 4/01/2019 AUD 1,540.00 Open
Details Related Activity Chatter
Sync Status Owner
- 4 4 Loryn Jenkins Email
Invoice Number Amount §
INV-00009 AUD 1,400.00 Create new.
Invoice Date @ Tax Amount )
4101/2019 AUD 140.00 v
Fil : All time - All ities - Al
—— pPreT———— ilters: All time activities types
4/01/2019 AUD 1,540.00 Refresh Expand All
Type © Tax Exempt )
Fuil Next Steps
States © 1ob © No next steps. To get things moving, add a task or setup a
Open IN-00095 meeting.
Account @ Has been emailed? O s
Mark Williams Past Activities
Reference § No past activity. Past meetings and tasks marked as done
IN-00095 show up here,

CHAPTER 13 | How to update an invoice after it is created
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How to perform end of month reconciliation

Performing an end of month reconciliation involves comparing the invoice report
provided by Xero with the invoice report for Franchise Owners available within Business

Management.

To obtain the Xero end of month report

1.
2.

Log into your Xero account.

:= Ashcroft Franchisee

Dashboard Accounts Payroll Projects Reports.

Ashcroft Franchisee

Welcome to Xero

—
Business will run smecther and you'll get the
Xero by following these steps to get set up,

If you need help from a pro, invite your

ookkeeper of find a Xero-cerified advisor,

Get set up on Xero

3.

From the Reports dashboard, choose

= Ashcroft Franchisee

Dashboard Accounts Payroll Projects

Contacts

From the Reports menu, choose All Reports.

Settings

Draft mvoicas 000
1588.61
Overdue 0.00

Oider 12-18 Aug  This week 26 Aug-1Sep 2-8 Sep

the Customer Invoice Report.

Contacts Settings

Custom Draits Published Archived

Financial
% Balance Sheet
Budget Manager
+ Cash Summary
Movements in Equity
% Profit and Loss

Profit and Loss

cdxlvii

| Re
Sales
 Aged Receivables
Aged Receivables Detail / =
Customer Invoice Report
Purchases
# Aged Payables

Aged Payablas Detail
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4. Modify the parameters to suit and press the Update button. The report appears on-
screen and can be exported.

:Z Ashcroft Franchisee

Dashboard Accounts Payroll Projects Contacts Settings.

Reperts »

Customer Invoice Report (Australian Dollar)

Wide view ®

Dates: From: To: Status: Currency:
{1vorce Date: [+l [1aug20ia [-] [31 Aug2018 [ [shawan [=] [AuD hustraion Dot |~ |
sotly:
[1nvoion Mumper [ =]

Urssent Ondy

Include Defeted & Voided

Customer Invoice Report (Australian Dollar)
Ashcroft Franchisee
From 01 August 2018 to 31 August 2018

Invoice Number  Reference  Type To Date Due Date Expected Date  Paid Date Invoice Total Paid Due Semt  Status
ENV-D0G01 IN-ODOSE  INY  Kylie Scott 15 Aug 2068 29 Aug 2018 15 Aug 2018 108845 49500 S9345  Ursent Awaiting Payment
INV-00002 IN-DDOST  INV  Franidin Smith 21 Aug 2018 4 Sep 2018 578.16 0.00 578.06  Ursent Awaiting Paymont
INV-DOCOS INDDOS6  INY  Dianna Ross 21 Aug 2048 4 Sep 2018 mam 0.00 18171 Ursent Aweaiting Payment
v-00004 _IN-000S6 INV DiannaRoss 21 Aug 2008 4 Sep 2018 _BA29 000 2429 Unsent Awaiing Payment
Page Total 2,083.61 45500 158861
Report Total 2,083.61 49500 1,588.61

Page 1 B of1 (4ot nems) sheming | 100 [ items per poge

To obtain the Business Management end of month report
1. From the Salesforce menu, select Reports.
Al v O Search Salesforce ' [+ 2 A @;
i3 BusinessManagemn..  Home Chatter Accounts v Jobs v JobOffers ~  JobSchedule Invoices v Payments v ore v s

To see your oppartunity-related data, contact your Salesforce admin,

CHAPTER 13 | How to perform end of month reconciliation
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2. From the Reports page, go to All Folders and select Franchise Owner Reports

folder.

Al w 0, Search Salesforce *|~/ ? A {b'\
Business Managem... Home Chater Accounts ~ Jobs +  JobOffers +~  JobSchedule Inwoices +  Paymems ~  Reports w  Morew Fa
Reports
All Folders ' New Repaort MNew Report (Salesforce Classic) - X
1itemn
REPORTS NAME ~  CREATED BY “ CREATED ON ~ LAST MODIFIED BY ~ LAST MODIFIED DATE ~
Recent W Franchisee Owner Reports Integration User 14/03/2018, 9:45 am Integration User 14/03/2018, 9:45 am -
Created by Me
Private Reports
Public Reports
All Reports. '
FOLDERS
All Folders
Created by Me
Shared with Me
FAVORITES
All Favorites
fB; Al w O SearchSalesforce (%[ 2 4 Q
iit BusinessManagem..  Home Chatter Accounts ~ Jobs v JobOffers ~ JobSchedule Irwoices »  Payments v  Repoms v  Morew s
Reports
All Folders > Franchisee Owner Reports NewReport  New Report (Salesforce Classic)  gx ~
21iterns
REPORTS NAME “~ DESCRIPTION ~ FOLDER “ CREATED BY ~ CREATED ON } w SUBSCRIBED
Recent Invoice Status Report Franchisee Cwner Reports  Franchise Owner 21/08/2018, 8:52 am -
Created by Me Job Status ALL OPEN Franchisee Owner Reports  Integration User 14/03/2018, 9:45 am -
Job Source v Profit Franchisee Owner Reports  Integration User 14/03/2018, 9:45 am -
Private Reports
Job Status Last 90 Days Franchisee Owner Reports  Integration User 14/03/2018, 9:45 am v
Public Reports. Open Invoices by Age Franchisee Owner Reports  Integration User 14/03/2018, 9:45 am v
All Reports Open Imvoices by Custa... Franchisee Owner Reports  Integration User 14/03/2018, 9:45 am v
KB Planned v Actual COGS Franchisee Owner Reports  Integration User 14/03/2018, 9:45 am -
L
Planned v Actual Hours Franchisee Owner Reports  Integration User 14/03/2018, 9:45 am -
Al Folders
Quote Conversion - Last ... Franchisee Owner Reports  Integration User 14/03/2018, 9:45 am -
Crested by Me Quote Conversion by Job. . Franchisee Owner Reports  Integration User 14/03/2018, 9:45 am -
Shared with Me Quote Conversion by Job... Franchisee Owner Reports  Integration User 14/03/2018, 9:45am -
o Client Growth by Type Franchisee Owner Reports  Integration User 14/03/2018, 9:45 am -
FAVORITES
Actual Hours v Target Franchisee Owner Reports  Integration User 14/03/2018, 9:45 am -
All Favorites
Gross Profit Monthly Franchisee Owner Reports  Integration User 14/03/2018, 9:45 am -

cdxlix
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4. The data for the current month appears. You can export as needed.
*-@?a@®

::t  Business Managem...
Hi

(4 records)

AUD 2,08361

NUI

INV-00001

INV-00002

INV-0000%

INV-00003

INVOICE: INVOICE ACCOUNT
MBER

108

KySie Scott | IN-
00058

Franidin IN-

Smith 00057

Dianna N
Ross. 000

Dianna IN-
00056

Ross

Al v €, Search Salesforce

INVOICE AMOUNT INC  AMOUNT
DATE DUEDATE  TAX PAID
15/08/2018 29/08/2018 AUD 108845 AUD 49500
21/08/2018  4/09/201B  AUD 578.16 AUD 0.00
21/08/2018  4/09/2018  AUD 234.29 AUD 0.00

21/08/2018  4/09/2018  AUD 18271  AUDO.0O

ALD 2,083.61 AUD 455,00

To reconcile the monthly reports

AMOUNT
OWING
AUD 593.45
AUD 578.16
AUD 23429
AUD 182.71

AUD 1,588.61

AMOUNT
CREDITED

AUD D00
AUD 000
AUD 0,00
AUD 0.00

ALD 0.00

Home  Chatter Accounts w Jobs »  JobOffers »  JobSchedule Invoices »  Payments » Reports + Morew

E REPORT )
Invoice Status Report TeS|®N & v

Total Records  Total Amount IncTax  Total Amount Paid  Total Amount Owing  Total Amount Credited
ALD 495,00 AUD 158861 AUD0.00

O_ Use the filter button to reset the reporting period to suit.

1. Compare the totals of the two reports to check that they match.

rs

2. Examine the detail in the case that there is any discrepancy and make changes to

bring the two systems into reconciliation.

CHAPTER 13 | How to perform end of month reconciliation
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CHAPTER 14

Working with Customer
Feedback

Understanding customer feedback

How to remove someone from job satisfaction surveys



Understanding customer feedback

Business Management supports gathering customer feedback. There are two types of
customer feedback supported by Business Management

» feedback from job satisfaction surveys
» unsolicited complaints or compliments about the service.

The franchisor may choose to run the job satisfaction customer feedback program by ran-
domly sampling a portion of customers whose jobs have recently completed.

Q_' Customer feedback programs are a really useful way of receiving feedback
" that you may not be able to get any other way. Customers often don’t tell you
directly what they think face to face. They are often more willing to reveal their
true service experience when they complete a survey.

Itis in your best interest for as many customers as possible to be included in the cus-
tomer satisfaction program.

Unsolicited feedback can be received from the online customer feedback web form or by
directly contacting the franchisor’s call center. All types of feedback provide useful inform-
ation for growing and improving the business.
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How to remove someone from job sat-
isfaction surveys

It best that as many customers as possible are included in the customer feedback pro-
gram. But when a customer requests removal from the program, it is best to remove
them.

el

By default Business Accounts and Contacts are excluded from customer
feedback programs.

To prevent an existing customer from being included in a customer feedback survey

1. Find and open the customer’s Account.

2. Scroll down to the Marketing Information section.

}8:) 0, Search Accounts and more.., *|~ ? A @
.:E Business Managem,. Home Chatter Accounts » Jobs +» JobOffers +  JobSchedule Invoices v  Payments v More v r
[} Genevieve Mcmullan + Follow  Edit  Delete

~ Marketing Information

Preferred Communication Channel Last Job Date
Unsubscribe Days Since Last Job Offer
Survey Opt Out Last Survey Sant

SMS Unsubsesibe Days Since Last Survey

[

3. Place the Account in Edit mode.

Q,  Search Accounts and more... *[ - ? A 5
131 Business Managem... Home Chatter Accounts » Jobs ~  JobOffers ~  JobSchedule Invoices v Payments v More w ra
[} Genevieve Mcmullan + Follow  Edit  Delete

~ Marketing Information

Preferred Communication Channel Last Job Date
Unsubseribe Days Since Last Job Offer
Survey Opt Out Last Survey Sent

F 4
SMS Unsubscrive @ Days Since Last Survey

0

CHAPTER 14 | How to remove someone from job satisfaction surveys
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4. Check survey Opt Out, then press Save.
T, Seaftch ACCOunts and more,., ﬁE ') l EI

EEE Business Managem... Home Chatter Accounts » Jobs ~  JobOffers ~  JobSchedule Invoices ~  Payments ~ More w P
[ Genevieve Mcmullan 4 Follow  Edit  Delete
¥rererrea Lommunication Cranner Last Job Uate
sone- . -
Unsubscribe Days Since Last Job Offer
Survey Opt Out - Last Survey Sent
1 :
SMS Unsubscrive @ Days Since Last Survey

0

~ System Information

Created By Last Modified By
Simon Walker, 19/04/2018 10:06 AM Simon Walker, 19/04/2018 10:16 AM
* Account Curmancy Account Record Type
. Individual
Australian Doltar
Rilline
Cancel

The customer will now be excluded from the customer feedback program.

Business Management User Guide
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Understanding reports

A report provides a summary of your records filtered by specific criteria at a point in time.
Reports provide a great way to remain aware of the overall performance of your busi-
ness.

Business Management ships with a range of reports tailored to operations.

To discover available reports

1. From the Salesforce menu, choose More, then choose Reports.

38 Al w O Search Salesforce ‘ ~m@m?a [@

EE Business Managem... Home Chatter Accounts +» Jobs +  JobOffers »  JobSchedule Invoices »  Payments +  Contacts Morew ’

To see your opportunity-refated data, contact your Salesforce admin.

The recent reports folder appears. If you have yet to use a report, this will be blank.

2. To see the different types of reports, go to the All Folders folder.

Miw O SearchSalesforce [x]+] ? A4 (EJ

i1 Business Managem... Home Chatter Accounts ~ Jobs ~ JobOffers » JobSchedule Inwoices v  Payments ~ Reports v  Morew r

Reports
Recent NewReport  New Report (Salesforce Classic) %~
Qitems

REPORTS

Recent

Created by Me

Private Reports

Public Reports O

Al Reports
FOLDERS g

Created by Me

Shared with Me

No items to display.
After you view a report, it appears here.

FAVORITES

Al Favorites

There you will see each of the different categories of report that come with Business
Management.

e Business Management User Guide
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3. Select any one of the report folders.

Al v @, Search Salesforce

a?2a2®

Business Managem... Home Chatter  Accounts ~  Jobs ~ JobOffers ~ JobSchedule Imoices ~  Payments ~  Reports v  Morew #

Reports
All Folders MewReport  New Report (Salesforce Classic) g =
1item
REPORTS NAME “ CREATED BY “ CREATED ON “ LAST MODIFIED BY “ LAST MODIFIED DATE ~
Recent Franchisee Owner Reports | Integration Uiser 14/03/2018, 9:45 am Integration User 14/03/2018, 9:45 am -

Created by Me

Private Reports
Public Reports
All Reports
FOLDERS

I All Folders
Created by Me
Shared with Me
FAVORITES

All Favorites.

Now you can see the reports within that folder.

;’E’ Al y Q. SearchSalesforce L*J'i ? A Q

Home Chatter Accounts ~ Jobs ~  JobOffers ~  JobSchedule Invoices ~  Payments +  Reports v  Morew i

All Folders > Franchisee Owner Reports NewReport  NewReport (Salesfarce Classic) 1 =
21items
i
REPORTS NAME ~  DESCRIPTION ~ FOLDER “  CREATED BY w CREATED ON v SUBSCRIBED |
Recent Client Growth by Type Franchisee Owner Reports  Integration User 14/03/2018, 9:45 am
Crested by Me Actual Hours v Target Franchisee Owner Reparts  Integration User 14/03/2018, 9:45 am
Gross Profit Monthly Franchisee Owner Reports  Integration User 14/03/2018, 9:45 am
Private Reports
Gross Profit Weekly Franchisee Owner Reports  Integration User 14/03/2018, 9:45 am
Public Reports Job Offers Summary Franchisee Owner Reports  Integration User 14/03/2018, 9:65 am
All Reports Job Request Conversion Last 90 Days Franchisee Owner Reports  Integration User 14/03/2018, 9:45 am
T Job Size Invoiced Franchisee Owner Reports  Integration User 14/03/2018, 3:45am
I Job Size Profit Franchisee Owner Reports  Integration User 14/03/2018, 9:45 am
All Folders.
Job Size Quated Franchisee Owner Reparts  Integration User 14103/2018, 3:45 am
Coentad by Ma Job Source Summary Franchisee Owner Reparts  Integration User 14/03/2018, 9:65 am
Shared with Me Job Status ALL OPEN Franchisee Owner Reports  Integration User 14/03/2018, 9:45 am
Job Source v Profit Franchisee Owner Reports  Integration User 14/03/2018, 9:45 am
FAVORITES
Job Status Last 90 Days Franchisee Owner Reports  Integration User 14/03/2018, %:45 am
All Favorites
Cpen Invoices by Age Franchisee Owner Reports  Integration User 14/03/2018, 9:45 am
Open Invoices by Customer Name Franchisee Owner Reports  Integration User 14/03/2018, 9:45am
Planned v Actual COGS Franchisee Owner Reports  Integration User 14/03/2018, 9:45am
Planned v Actual Hours Franchisee Owner Reports  Integration User 14/03/2018, 9:45 am
Quote Conversion - Last 90 days Franchisee Owner Reports  Integration User 14/03/2018, 9:45 am
Guote Conversion by Job Size <52000 Franchisee Owner Reports  Integration User 14/03/2018, 9:45 am
Quete Conversion by Job Size >S2000 Franchisee Owner Reports  Integration User 14/03/2018, 9:45 am
Irvesice Status Report Franchisee Ownet Reparts  Franchise Owner 21/08/2018, B:52 am
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4. Open up some of the reports and look at them. You will begin to understand the range
of reports available to you. After you have browsed around for a while, the Recent
reports folder will contain all the reports you have opened and looked at recently.

(9]

see :
it  Business Managem...

Al -

Home  Chatter  Accounts

Q. Search Salesforce

Jobs ~  JobOffers

08--I W(e)

Job Schedule  Irwoices +  Payments ~  Reports »  Morew ra

Reports

Recent

Sitems
REPORTS

| st

Created by Me
Private Reports
Public Reports
All Reports
FOLDERS
Al Folders
Created by Me
Shared with Me
FAVORITES

All Favorites

cdlix

REPORT NAME
Invoice Status Report
Planned v Actual COGS
Gross Profit Monthly
Client Growth by Type

Job Offers Summary

~ DESCRIPTION

~ FOLDER v
Franchisee Owner Reports
Franchisee Owner Reports
Franchisee Owner Reports
Franchisee Owner Reports

Franchisee Owner Reports

CREATED BY

Franchise Cwner
Integration User
Integration User
Integration Uiser

Integration User

New Report New Report (Salesforce Classich Lo

% CREATED ON % SUBSCRIBED
21/08/2018, 8:52 am
14/03/2018, 9:45 am
14/03/2018, 9:45 am
14/03/2018, 9:45 am

4 4 4 4 4

14/03/2018, 9:45 am
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Standard reports

While you can always create your own reports, the reports that ship with Business Man-
agement are summarized below.

Franchise Owner Reports

Actual Hours v
Target

Client Growth by
Type

Gross Profit
Monthly

Gross Profit
Weekly

Invoice Status
Report

Job Offers Sum-
mary

Job Request Con-
version Last 90
Days

Job Size Invoiced
Job Size Profit
Job Size Quoted

Job Source Sum-
mary

Job Source v
Profit

Job Status ALL
OPEN

Job Status Last
90 Days

Open Invoices by
Age

CHAPTER 15 | Standard reports

Count of job offers by week.

New accounts listed by month.

Gross profit by month.

Gross profit by week.

Enable periodic reconciliation with external financial system.

Count of jobs in each status by created date.

Converted leads vs job count in the last ninety days.

Count and sum of actual hours aggregated by job value.
Profit aggregated by job size.

Count and sum of quoted hours aggregated by job value.

Count of jobs by month.

Profit grouped by job source.

Count of jobs by status.

Jobs by status in the last ninety days.

Invoice numbers by account by age.

cdlx



Open Invoices by

Invoice numbers by account name.
Customer Name

Planned v Actual
COGS

Planned v Actual
Hours

Estimated cost of goods sold (COGS) value vs actual COGS value.

Estimated hours vs actual hours by month.

Quote Conversion Job count and dollar value as a percentage of quotes issued in the
- Last 90 Days last 90 days.

uote Conversion :
Q Job count and dollar value as a percentage of quotes issued where

gg é%%Slze ) job size is less than $2,000.
Sugéeb%ci);evgrsmn Job count and dollar value as a percentage of quotes issued where
$§ 000 job size is greater than $2,000.

Business Management User Guide
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How to export a report

You can export the results of a report to Excel or a comma delimited format.

To export report results

1. From any report, press the Show more button then choose Export.

}Z?z‘ Ml w O Search Salesforce 1 (%]~ ? A |‘Q]\
231 Business Managem... Home Chatter Accounts ~ Jobs ~  JobOffers ~ JobSchedule Invoices ~  Payments ~  Reports ore r
E REPORT
Invoice Status Report Y ¢ = v
Edit (Salesforce Classic)
Totsl Records Total Amount Inc Tax Total Amount Paid Total Amuunloﬂiﬂg Total Amount Credited
4 AUD 1,463.00 AUDEB9B.00  AUD365.00 AUD 20000 ’\m s
SYNC STATUS  INVOICE: INVOICE NUMBER INVOICE DATE AMDUNT INC TAX  AMOUNT PAID  AMOLINT OWING - AMOUNT CREDITE Expat
ACCOUNT  JOB DUE DATE
Add to Dashboard
2 INV-00001 Greg Oleary  IN- 17/08/2018 17/08/2018 AUD 418.00 AUD &18.00 AUDOD.0O AUDOOD x
00059
E3 INV-00002 Janet Baker | IN- 20/08/2018 20/08/2018 AUDS2250  AUD150.00 AUD172.50 AUD20000 x Open
00060
= INV-00006 Mark IN- 21/08/2018 21/08/2018 AUD3I000  AUD330.00 AUD0.00 AUD OO Closed
Williams 00061
z INV-00007 Mark IN- 21/08/2018 21/08/2018 AUD 19250 AUD 0.00 AUD 15250 AUDDOD x Open
| Williams. Q0061
| Grand Total AUD1463.00  AUDBSB.00 AUD 365,00 AUD 200,00 1

(& records)

The Export dialog box appears.

2. Choose between a Formatted Report and a Details Only report.

Export
Export View
Formatted Report Details Only
Export the report as it Export only the detail rows.
appears in Salesforce, Use this to do further
including the report header, calculations or for
groupings, and filter details. uploading to other systems.
Format

Excel Format .xlsx -

A Formatted Report will appear similar to what you see on-screen and is useful for
printing or pasting into emails and reports. A Details Only report is preferable for per-
forming further calculations.

CHAPTER 15 | How to export a report o=
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Export View

Formatted Report

Export the report as it
appears in Salesforce,
including the report header,
groupings, and filter details.

Format

Export

Details Only

Export only the detail rows.
Use this to do further
calculations or for
uploading to other systems.

N

Encoding

If you choose Details Only, choose the format you need (Excel format .x1sor
Comma Delimited .csv)then press Export.

I Excel Format .xIs . I 1SO-8859-1 (General US & Western Europe

You will find the exported data in your browser’s Downloads folder.

cdlx
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How to print a report

To print a report

1. Export the report. See “How to export a report” on page cdIxii.

2. Printitusing Excel.

CHAPTER 15 | How to print a report :
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Further Product Documentation ... cdlxvii
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Further Product Documentation

Congratulations for starting along the pathway to accelerate your operations using
Franchise Cloud Solutions products. We know you’re likely to have questions and need
support along the way.

The first port of call should always be our comprehensive video tutorials and user guides.

Knowledge Base

Franchise Cloud Solutions maintains a Knowledge Base covering
» Release Notes

» Tips & Tricks

» Configuration instructions

» Error messages

Customers can access the Knowledge Base at any time.

Business Management User Guide
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https://www.franchisecloudsolutions.com/help/
https://www.franchisecloudsolutions.com/help/fcs-kb/Content/Home.htm

Contacting Customer Support

Customers can access our customer support team between the hours of 8:30 am and
5:30 pm Monday through Friday. Your project manager will add key personnel to our Ser-
vice Desk to allow them to raise issues and request assistance.

Q_ Customers can also reach our support team by sending email to

» service@franchisecloudsolutions.com

Raising Service Requests

When you log into the Service Desk, you're shown a list of the types of service requests
you can raise with us. We ask you to choose the most appropriate request type so that
we can help you most effectively.

Serviee Desk [ Franchise Cloud Selutions

Franchise Cloud Solutions
‘Welcome to Franchise Cloud Solution's Service Desk. Raise any request with us by choosing
an option below.

What can we help you with?
‘ How do ..
Help using our products,

x Technical support
Help installing, configuring, or troubleshooting.

= Reportabug
* Tell us the problems you're experiencing.

A Suggest improvement
' See a place where we can do better? We're all ears.

Suggest a new feature
Let us know your idea for a new feature.

Licensing and billing guestions
Choose this if you have questions about licensing or billing.

G Other questions
Don't see what you're leoking for? Select this option and we'll help you out.

From this menu, select the type of request you’re wanting to raise. Each type of service
request is explained below.

We provide comprehensive videos and user guides for all our
products. These materials cover all standard and basic procedures.
However, there will still be a range of things it doesn’t cover, such as
site-specific customizations and advanced uses. For these types of
requests, we encourage you to ask our support specialists how to do
something.

How do |...

CHAPTER 16 | Contacting Customer Support
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If you are the site administrator and need help configuring the
product, we encourage you to reach out to us for assistance with tech-
nical support.

Technical sup-
port...

If you see behavior that you believe contradicts the documentation
Report a bug.. or performs in a manner against your expectations, feel free to report
a bug.

Suggest an When there is an existing piece of functionality that you believe could
improvement...  be improved, feel free to suggest it here.

When you would like to the system be extended to cover a new area
of functionality, we’re keen to receive your input. (We can’t always
promise that we implement every feature request promptly but we do
regularly review customer feature requests and prioritize them based
on business need.)

Suggest a new
feature...

Licensing and For questions related to licensing and billing, please complete this
billing questions type as our licensing specialists can deal with it.

For any questions not falling into one of the above-listed categories,

Otherquestions. ¢ ) roe 1o use this request type.

How to Suggest Improvements or Features

We’re always keen to better understand how you work and what your needs are. When
you request a new feature, we’re always keen to understand how you do business today.

We would like to know:

1. Your current business process. What do you do? What are you business rules?
2. How your team members achieve the task today.

3. How you reckon the task could best be achieved in our software.

O Most people only tell us #3.

We’re always more able to help you if you give us all three pieces of inform-
ation.

How to Report a Bug

Franchise Cloud Solutions implementations come with a suite of test cases to assist you
with UAT. Each UAT case provides a set of steps that you should be able to follow to
completion.

ﬂ If a test fails, then congratulations!, you have just found a bug!

Business Management User Guide
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There may be several different reasons for bugs. It might be:
» abrowser bug
» a problem with our code

» an issue with test data or templates

» a documentation bug
» an issue with the test suite

» or, perhaps, something else entirely.

Whatever the case may be, reporting it well and in a timely fashion will help us resolve
the issue as soon as possible.

What is a useful bug report?

When you do find bugs that need fixing, we’re keen to get them resolved as soon as pos-
sible. What really helps with this is getting all the information we need to identify the
issue.

Q__' Some of this depends on getting high quality information from you.
Here’s how you can help us help you!

Within our Help Desk, you can see all the service requests that your organization has
filed. We’d appreciate it if you’d check that your bug hasn’t already been raised.

When you log a bug, please remember to describe only a single bug in a service request.
Feel free to raise as many issues as you need!

Here are some tips on writing a good bug report.

How to write a good bug report

Write a Summary that outlines the bug as best you can describe it.

Within the Detail section, we need the following information

What happened? What concrete things did you observe?

Steps to replicate? List each page, field, data value and button pressed to replicate.
What you expected the system to do (if there was no error).

The error that you observed.

Your browser and operating system.

L o

Include a screen shot of the issue. Make sure the screen shot includes the entire win-
dow.

CHAPTER 16 | Contacting Customer Support
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Optionally, we would invite you to also characterize the Business Impact according to
this scale.

1. Who is affected (franchisees/who in head office)? What proportion of franchisees?

2. Visibility? Estimate of how many times per month (per franchisee/affected party) this
issue will be encountered.

3. Blocks? Does this block a process? What process is blocked?

. Business Management User Guide
cdIxxi 9



Example Bug Report (minimal)

Summary

Franchisee does not have permission to create a new job from a customer's Accounts
page.

Description

Cannot create new job from a customer's Account page.
To replicate:

1. Log into Business Management as a franchisee.

2. Go to the Accounts tab and select an account.

3. Click the Create New Job button.

EXPECT: A new job to be created.

ACTUAL: Error dialog "Create New Job" displays with the message "You can't perform
this action on this page."

Mo 0, Search Accourts and more._. 5:*]'-_! ? A .@|
. B\JSiI"ES&MEI’]&g&ﬂ’\... Home Chatter Accounts v Jobs v JobOffers +  JobSchedule Irwoices + Payments w " JobPlonning w X Momew ”
Parson Account
m Mrs. Janet Baker 4 Follow  Edit Create New Job
T Phone(2) v Ernail Account Ownee
G Ringwood Franchis.. 1§ 1

DETAILS RELATED ACTIVITY CHATTER

Actount Name Acoount Owrar

Mrs. Janet Bake Ringwood Franch

o b m—— Log a Call Email
Title Fanchise ©
FCS Ringwood East

Mobile Ermail Croate new. -
0404 080 300

it Filters: AN time - All activities - All types T
T Create New Job Refresh Expand Al

ps
v Address Information
tops. To get things moving, add a task or set up  mesting,
Billing Address

ivities
~ Invoice Summary Information Cancel m mctivity. Past meetings and tasks marked as done show up
here.
Tax Bempt @ Has Overdue Balance -
Tots Irwoice Amount @ Overdue Balance
AUD 9.962.70
Amount Paid 0 Debtors 0-15 days
AUD 150.00 Activity Lists Add List
Amount Cutstanging () Detitors 16-30 cays
AUD 961270 NAME NUMBER OF TASKS COMPLETED TASKS
Crecit Balance @ Debtors 3145 days
AUID 51.00
Balance Payable () Debtors 46+ days
AUD 9,561.70

Accounts Recahvabie Notes ()

Environment
Sandbox.

Google Chrome.
Desktop (Windows 10).

CHAPTER 16 | Contacting Customer Support H
| 9 PP cdlIxxii



Example Bug Report (technical details)

Summary

Accounts with Financial Integration throw component error on page load
Description

In a Franchise Account already connected to Xero (e.g. HAH Prod: Ringwood East), click-
ing onto the Account Details screen causes the Account Code Mapping Setup dialog to
appear. When it appears, it throws A Component Error exception.

Component error throws in both Chrome and Safari.
I'm logged into Golden UAT as system administrator.
To replicate

1. Go to the Accounts screen.

2. Choose the FCS Ringwood East account.
EXPECT: FCS Ringwood East account displays.

ACTUAL: FCS Ringwood East account displays, loads Account Code Mapping Setup
dialog, and immediately throws Component Error.

@ A Component Error has occurred!

Error details

Business Management User Guide
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Uncaught afterRender threw an error in 'lightning:duallistbox' [Cannot
read property 'filter' of undefined]

Message
markup://lightning:duallistbox
Component Descriptor

https://fcsopsgoldenut-dev-ed. -
lightning. force.com/components/lightning/duallistbox.js

Function
H.validateSelection
Stack Trace

H.validateSelection () @https://fcsopsgoldenut-dev-ed. -
lightning. force.com/components/lightning/duallistbox.js:2:17398

H.get validity () @https://fcsopsgoldenut-dev-ed. -
lightning.force.com/components/lightning/duallistbox.js:2:9567

Environment

Production

Google Chrome OR Safari (BUT NOT Firefox).
MacOS 10.13.
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Example Bug Report (medium complexity replication)
Headline

Events on job calendar are clickable only once per instantiation.
Description

You can only cause the Event dialog to appear on an event in the calendar ONCE per
instance. After you've used up your one click, you have to reload the calendar in order to
cause the Event dialog to re-appear.

To replicate:

1. Open calendar.

2. Click on an event. The Event dialog box appears.
3. Click the Cancel button.

4. Click again on the same event.

EXPECT: Event dialog to re-appear.

ACTUAL: Event object is not clickable (does not show clickable mouse pointer; clicking
on it elicits no response).

Further:

5. Click on another event. The Event dialog box appears. (So, it's only the event that was
clicked that has become unclickable; not all events on calendar.)

6. Click Cancel.

7. Click again on the same event.

EXPECT 1: Event dialog to re-appear.
EXPECT 2: Event object unclickable.
ACTUAL: Event object is not clickable.
Environment

Safari & Chrome

Mac OS 10.12

Business Impact

» Who affected: All franchisees, Users of Job Calendar.
» Visibility: 40 times per month per franchisee.
» Block: None.

Business Management User Guide
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Granting Account Login Access

Sometimes, in working with you on a service request, our customer support team may
need access to your environment. Here is how to provide the access to our customer sup-
port team.

To provide our customer support team access to your system
1. Select your account Settings.

a» e G semnsmen ‘ﬂ..na.»@i
— |

31 BusinessManage..  Home Cratier  Awounss - Jobs o JbOfes w  JobSchedule Imeies v Paments v ClsiomesFeedback o Comacts v MateralPcslan v Rl v Ren Loryn Jerikins:

MACIAO] v oy salestonce com

Quarteriy Performance vt e | B PE SR [
ciosin AUDBO000 oo (7w AUDBO00  cos — #

| O suppon@ghaioncom

| erveeea myssestonss com

' L oo oove
__’__,-"" Mothing nees your | </ Comity
- Compact
R comions:
___<_—--_'___ Sertich 10 Salestorce Classc @
R = Ack Unermare
o Gos W e - Open (T0%)
Today's Events Today's Tasks a

Lois Sk youre deee and Chua B rest of Bha day

iew Calerstae

2. Select the Grant Account Login Access page. Then select an appropriate Access
Duration from the Franchise Cloud Solutions Support user.

‘ e Pr——— @ A
i1 Business Manage... Homs  Chale  Aceunts w Jobi v lbOfes o JebSthedule  Dwsies o Peyments o Cultomer Feeterh - CoMarts o Mteisl Pricelsts v Fle o Bepo - Duhbie o Mosw =
& Quik Find ﬂ Grant Account Login Access
< My Personal Infumanon
Achuarcnd User Dotain.
Grant Account Login Access rumng @
Approves Sestings
Autnertication Senangh dze s g
el Sysems
| €9 cwom sem
Coungpe My Passmesrd =
ool iy Userraer oy ki S st e
I Gt Acoound Logen Access S o '
St oom et
Language & Trme
PR 4
Loty !n._u.-;._-—- '
=
Security Cortral
3 Diply & Laysut =
5 Bt
3 Cramer ‘
3 Caterytir & Rerringers
3 Deskiog AS3 O
3 tpon
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3. Press Save. Our support team will be able to access the system during the period of
time you have granted.

- ; = [e— B EE-T Sl
i1 Business Manage... Homa  Chame  Aceunts v JobE - BDOfes o JebSChedul  Dwsies o Pements o Cullomer Feetberh - COMBOS o Mteral PriceLsts o Fle o Bepons o DMnbie o Mosw T g
Q Quick Fina E Grant Account Login Access
My Pesonal Insmanon
Actvanced User Detsin
Grant Account Login Access Lot
% iz el 10007 A, 0
Exteeal Sysems
Change My Passweid ‘9— il
o 1y s vorge i i e
I ot hcteun Lopin Actess St e W Roieas S
Ty Smaarcica cam S - aecaa B
' e e B
Login History

i ELT=T T
Ferisnal Infos mation 55 i S B
Security Contral

7 Depley & Laysant L

3 Catenciar & Rermindans
+ Desking AsdGre
3 tmpon

bl
‘ ﬁ You can revoke access at any time.
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