Unscheduled Service Calls - Service Orders
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1. From the main EnergyService menu, select Unscheduled Service Orders.
2. Tapin the Name column and begin typing the last name of the customer or, enter the customer account

number in the Customer# column.

Narme Customen Divisionté
BARE MFG

BARKER BETTY
BARKMAN AE

BARKMAN DARREN

BARN ANEW BED & BREAKFAST
BARMETTE ANDY

BARNEY KERRY M

BARR IZETTA

EARRETT MABEL

BARRETT ROBERT OR JEAN
BARTEL TIM
BARTHOLEMEW YONG
EBARTHOLOMEW E L
BARTLETT KEVIN T
BARTON DEREK J

BASHAM KIM D

BASHAW DAVID A

Phone:  (307)245-3312 [rerms:  JcHARGE
Work Phone: () - Safety Info Date: 00/00/00
Credit Limit: $500.00

Current: $299.11 Add Comments

30 Day: $0.00 Service Orders ‘I Service Locations
80 Day: $0.00 r

90 Day: $0.00 \
Total: $299.11 Tanks | Payment " Back

|

|

Proposals “ Invoices I
| |

3. Select the account. From this screen, various information pertaining to the customer displays.

4. Select Service Orders. A message will appear to indicate if a customer does not have any active Service
Orders. Select OK.

5. Choose Create.

6. Double tap in the Service Loc#, Type, and Status fields to make the appropriate selections.

Senice Order#|Order Date Order Time | Inwoice#  Customer # Senice Loc# Name | Division|Zone | Type Status | Sched. Date |Sched. Time

4,304 TRINT 4 00.00 AM

Senice Order Status [SCHEDULED Senice Order Type TANK REPAR [  February2020 [®
§ M TWTEF §

Customer Info  Service Order Service Requested Technicians | 2|[3j[4][s][6][T] 8
9 1[0 ][] [12][13][s4][35
Disparttilooromo00 Jloc:00 1AM / Enrouts [30,00/0000 | 0 AM
ispatch [oo/00/0000 |[n0.00 Jlav] Set Date / Time oornoioooo | no:00 [avi | Set Date / Time GIiER e FlE
Arive 00/00/0000 |0000 [av] | Set Date / Time  Clear ponooooo Joo00 | am  Set Date / Time 23| 2425/ 26|27 | 28 || 29
Typical Time |01:00 Total Technician Time |01:00
Fuel Order

Tech Seq Tech Name

| Tech Type

iEl Shaw Al ~
Inv Sel
Create Modify
Print SO Save

Create and Open Proposal

Open Inve. Exit
7. Double tap in Sched. Date field. When the calendar opens, it will display the number of scheduled and
unassigned Service Orders that are pending per day.

8. Select the date the work will be performed by double tapping the date.



20 21 22 23

Scheduled: 6 Scheduled: 1 Scheduled: 5 Scheduled: &
27 28 29 a0
Scheduled: 3 Scheduled: 3 Scheduled: 2 Scheduled: 2

9. Enter the Sched. Time.
10. Select the Service Order tab in the lower section of the screen.

11. If servicing a specific tank at the service location, choose Select Tank to indicate the appropriate tank.

Select Tank ‘l Co, Owng? v | Tank Type P PROPANE Tank
Tank S| ooap1081
@ Select Tank =2 E=E m<"
. Tank Serial Number Tank Name Tank Type
Location) 0 R0401081 =

i

MWeter Type| 0

Projected Close Date 0D/A00D/A0

4 1 3

Close Reason| 0

12. Select the Technicians tab. Double-click in the Tech column and select the Technician(s) assigned to the job.

@ select Technician E]
Seq Mame Technician Type -
1 STEVE KESY SERVICE/ANSTALLATION TECH

2 DAVE BARRETT SERWICEANSTALLATION TECH
3 GEORGE TAYLOR SERVICE/ANSTALLATION TECH
4 MIKE LOWRY SERVICE/INSTALLATION TECH
5 JOHM ROSE SERVICE/INSTALLATION TECH 7
6 CHRIS MCDONMNELL SERVICE/INSTALLATION TECH
7 MAINTEMANCE SERVICE/INSTALLATION TECH
8 TYLOR HANZLIK SERVICE/INSTALLATION TECH
9 ROGER BRELSFORD SERVICE/ANSTALLATION TECH
] m | b i

| Select ‘ ‘Cancel‘

13. Choose Save. The Service Order has now been saved and will be visible under Scheduled Service Orders and
can also be accessed under Unscheduled as well. Refer to Scheduled Service Orders for details on how to

complete the Service Order and create an Invoice.
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