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SA Version 2.5 for Show

This user guide is written for Version 2.5 of Service Autopilot. When all Snow dispatching can be
done in SA V3, we'll produce a V3 version of the instructions.

Workflow of a Show Event

If you follow the steps in this guide for setup, all your preparations will pay off when you create Snow
jobs. Here’s the basic sequence of events.

Get forecast for an upcoming snow event.
Verify all Master Routes are up to date.

Create a Snow Dispatch on the Snow Dispatch Board.

> b

Add Snow Jobs to the new Snow Dispatch at Scheduling > Snow Dispatch > More.
Click “Add to Dispatch” in the dropdown list.

v

Add the jobs you need to the Dispatch Board.

6. On the Snow Dispatch Board, verify that all jobs are:
e correct
e in appropriate route order

e assigned to correct resources

7. Dispatch all snow jobs.
e Change your Snow Dispatch from “Pending” to “Working”

e Your field resources see their snow jobs on either the SA Legacy app or printed Route Sheets
8. Get to work (stay warm).
9. Close Out Day on the Snow Dispatch Board.
10. Invoice the Snow jobs.

11. Get Paid!

“Not all storms come to disrupt your life, some come to clear your path.”
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Set Up the Snow System

This section walks you through setting up the Snow System in SA:
1. Turn On the Snow Feature in Service Autopilot page 3

2. Setup Team Leaders page 3

3. Set Up Snow Teams page 4

4. Set Up Snow Services page 5

5. Set Up Snow Products page 6

6. Set Up Asset Types for Snow Jobs page 7

7. Set Up Client Priority for Routing Snow Jobs (Optional) page 8
8. Set Up Snow Contracts page 9

9. Set Up On Demand and One-Time Snow Jobs page 13

10. Set Up Master Routes for Snow Jobs page 19
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Turn On the Snow Feature in Service Autopilot

1. Goto E] Settings > Company Information
2. Click the “Settings” tab and select the Enable Snow check box

3. Click Save Changes

Set up Team Leaders to Use the Snow System

If needed, set up your Snow Teams to use the Legacy app. Only the Team Leader needs login
credentials.

Note: The Team app does not support the Snow system in SA.

1. Go to Team > Employees, click an employee name, then click Edit to see the Edit Employee
overlay. For a Team Leader, go to the “Mobile Settings” tab and check Is Team leader. For full
instructions, see the Legacy App Setup Guide.

2. Goto E] Settings > User Roles & Rights, click a role name, then go to the “Scheduling” and
“Mobile” tabs to select the permissions and requirements. On the “Mobile” tab, you can require
before-and-after pictures. For more information, see the User Roles & Rights Guide.

3. We recommended that you enable Location Services and wi-fi on each mobile device to improve
location tracking.

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. 3
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Set Up Snow Teams

Depending on your operations, create separate teams for your various snow assignments.

Tip: The best practice is to designate a team for snow services, even if you typically have just one
employee for this work. Why? It will save you time later if you have a personnel change. It's a simple
step to switch employees on the Team Assignment screen, which carries over to each snow job.
Otherwise, you'll need to make assignment changes to every job affected.

1. Go to Team > Teams and click Add Team.
Add Team

B Team Assignments

2. Name the teams to indicate their job; for example: ,
Snow Plow Team 1, Snow Plow Team 2
Snow Shovel Team 1, Snow Shovel Team 2 S

Team Code [sP1
Tags SNOW

3. Give each team a “Team Code,” which is an abbreviation
for its name. This code appears on the Snow Dispatch
Board. For example, “SP1” for Snow Plow Team 1.

4. Inthe Tags field, add a “SNOW” tag. This will enable you to filter on tags on the Calendar screen,
to see only your Snow jobs.

5. If you know who will be assigned to the team, click the “Team Assignments” tab and set up the
resources as you would any other team.

6. Click Save.

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. 4
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Set Up Snhow Services

You will later set up a Pricing Matrix for each On Demand snow job, so it's not necessary to set up
Snow services with different depths. You also don't need to set up pricing matrixes at the service
level.

1. Go toE] Settings > Scheduling > Services, then click Add Service.

Add Service

| Estimates Rate Matrix Job Costing/Analysis

Service Details

Service |Snow Plow Default Rate 0.00

Parent Service |Search Services - Default B. Hrs 0.00
Code [ Default Commission | Not Specified

O

Start and End Times v

r Estima

nvoi Format
Track Chemicals O Task Color #0000FF

Sales Tax Code [ Tax v Account Select Income Account
*You can only update the account in QuickBooks
once the service is synced.

Service Mode Flat Rate

Invoice Description  Snow Plow

Active

m savea New N CGLCQI

Set up the various Snow Services that you offer, such as Snow Plowing, Snow Removal, Snow
Shoveling, De-icing, Salting, or Sanding, and so on.

2. Within each Snow Service, note these settings:

Service - The best practice is to start the name of each of your snow services with the word
“Snow...” or suitable abbreviation. This makes it easy to find your snow services in various service
dropdown lists, and other areas like reports.

Show In Snow Dispatch - Check this check box; it’s a required field for the Snow system. If it is
not checked, you will not be able to see your snow services when adding On Demand Snow jobs
to your clients.

Invoice Time Format - Optional: if you need to log any of these options on your Snow Invoices in
the Invoice Description area, choose the one that best fits your situation.

3. Fill'in the rest of the service fields as with any other service in SA.

4. Click Save.

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. 5
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Set Up Snow Services for Contract Billing

If you plan to use contract billing, we recommend you set up a separate Snow Service exclusively for
contract billing. Doing so lets you easily track your contract revenue on the Profit/Loss report. The
service will not be scheduled, but it will appear on your contract invoices.

Name the service something like “Snow Contract Agreement.”

Set Up Snow Products

Follow these steps for each product you might use for Snow services.

1. Go toE] Settings > Scheduling > Products and click Add Non-Inventory Product. Products can
be either Inventory or Non-Inventory.

Add Non-Inventory Product
m Estimates Price Matrix

Name ‘Snnw Salt (bag)

Parent Product ‘Search Products...

Tax Code ‘ Tax

Invoice Description ‘

Part Number ‘

Default Rate 0.00

Default B. Cost 0.00

Default B. Hrs 0.00

Track Chemicals ]

Show in Snow Dispatch @

Income Account ‘Search Income Accounts.

COGS Account ‘Select COGS Account

*This is the default account for products when creating expenses)
Active

About inventory products
e Inventory products are not tracked as inventory in Service Autopilot.

e If you sync with QuickBooks, you can use its inventory tracking feature.
2. Add any products you want to track or invoice for snow.

Tip: Start the name of each product with “Snow” so you can easily find them later, such as Snow
Salt, or Snow De-Ice, and Sand.

3. Check the Show in Snow Dispatch check box.

4. Click Save & New to add another product, or click Save if you are done.
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Set Up Asset Types for Snow Jobs

An advantage of using the Snow System in SA is the option of Asset Billing—it lets you bill by the
equipment, or assets, used for each job.

For example, you might set up a single snow plow service, but you would bill each client differently
depending on the specific equipment used. At invoice time, just select the piece of equipment that
was used on the job, and the pricing will be calculated automatically.

Note: This function is not for asset tracking, just for billing.
Follow these steps to set up each type of equipment.

1. Goto E] Settings > Scheduling > Asset Types

2. Click Add Asset Type

Asset Types
Name Asset Type Name
Add Asset Type 4 Description Asset Type Description
{ Edit Name T
7 cenha

3. Fillin the Name and Description fields, then click Apply

© 2020 Service Autopilot Proprietary Information. All Rights Reserved.
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Set Up Client Priority for Routing Snow Jobs (Optional)

You don’t have to set a priority on every client for snow jobs, but if you have clients who run
essential services or you need to serve sooner for any reason, setting the priority can be helpful. At

the time you are routing, you'll be able to see the higher-priority properties at a glance, so you can
more quickly decide the route order.

Follow these steps for each client who will use Snow services.
1. Go to CRM > Clients, click a client, then click Edit.

2. Select the Details tab, then choose the priority for this client from the dropdown list. A is the
highest and E is the lowest.

Edit Client - Marge Schott

Personal Information m Sales Billing Office Notes Custom Fields

Client Since 10/10/2016 B User name MASC5619
CSR | v Password ~ [eeeer

Account Type | ~ Latitude 32.7979388
Priority | A - Highest A4 Longitude -96.7918122

- or Cancel
- Highest

mo N o[>

Add Tag

You can see this priority in two places:
e Master Route

e Snow Dispatch Board

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. 8
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Set Up Snow Contracts

If you plan to bill a client a set amount for Snow services each month, you need to set up a Snow
Contract. You also might want to set up a contract if you bill a client for an entire season.

Contract billing in SA is also known as installment billing.

1. From an individual client’s account screen, click Add a Contract.

J

Amt: $232.74 Bal: $232.74

@ Add a Contract
Invoice #131 10/01/2019
Amt: $216.50 Bal: $216.50 Snow removal agreement

Date: 10/09/2018 - 02/28/2019
Payment 06/04/2019 Expires:  -552 days
Amt: ($216.50) Bal: $0.00 Value: $200.00
Invoice #122 02/01/2019
Amt: $216.50 Bal: $216.50
Invoice #120 01/01/2019
: o »

2. Click Add a Contract to see the New Contract screen.

New Contract
L

Other Details Jobs Under Contract Contract Notes
Client |Scholt‘ Marge - 2000 N Hall St -
Contract Name | Snow plowing agreement

Contract Start & End Date

Start Date 11/01/2020 ]

End Date 03/31/2021 =)
Line item @ | Enter Line Item +
Invoice Line Items | A| @

Here, you'll create a contract that will automatically generate a Contract Invoice based on the
parameters you set.

Client
3. The Client field defaults to the client for whom you are creating the contract.

4. In the Contract Name field, the best practice is to include “Snow” in the name. Otherwise, set up
the contract as you would any other contract.

Tip: A simple name such as “Snow Contract Agreement” is helpful. This name is internal only;
your clients will not see it.

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. 9
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Contract Start and End Date
5. Fillin the Start Date and End Date fields.
These dates are for your reference and define the overage period.

Note: You can set up your jobs with caps based on inches, pushes, or event. The date range on
your snow contract defines your season if you use seasonal caps on your snow contracts. So
make sure the Start Date and End Date includes your entire season if you have a seasonal cap in
the On Demand snow job.

Invoice Description

6. Under Invoice Description, fill in at least one Line Item, then click the + sign next to the Line
Item field. This description will appear on the invoice. You have the option to use personalization
fields like [month] [year].

Line Item @ % | [month] [year] Snow Removal Agreement i+|
Invoice Line Items Snow Flowing P
De-Ice
Snow Shoveling 4
Default Service |Sn0W Plowing -

7. Click the plus sign (+) next to the Line Item field to add another line to your invoice description.
You can use the additional lines to add more descriptive information to the invoice.

8. To edit items In the Invoice Line items field, select a line item and:
e Use the up and down arrows to change the order of the line items
e Click the X to delete the line item

9. In the Default Service dropdown list, select a service. If you previously set up a Snow Contract
Agreement service, select it here.

If you don't already have services set up for contract revenue reporting, go to
E] Settings > Scheduling > Services to create them.

Note: This service does not affect scheduling; it is the service used to calculate revenue for this
contract on your Profit / Loss report for tracking contract revenue.

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. 10
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Invoice Details

10. Under Invoice Details, fill in how much to charge your client for the months that fall within your
snow season. Months that have 0.00 dollar amounts will not generate contract invoices.

January July 0.00 Billing Day of Month @ [1
February 200.00 August 0.00 Bill 1 Month in Advance @ U
March 0.00 September 0.00 Payment Type Credit Card v
April 0.00 October 0.00 PO Number
May 0.00 November 'W Auto Generate
June 0.00 December 200.00 Active
Include Sub Properties by
Default

Tip: To quickly fill in the rest of the fields, type a dollar amount in the January field, then click
Auto Fill. The rest of the fields will automatically be filled in with the same amount. Just clear the
fields that aren’t included in the date range you need.

For clients who pre-pay for the whole season, fill in the full amount in the month you'll bill them.

11. Fill in the Billing Day of Month field. This is the date when SA will automatically generate your

contract invoice for this client.

Note the help message. You can see this by
hovering over the (?) icon for this field.

12. For the “Bill 1 Month in Advance” check box:

Check this if you want the invoice to be
created in advance of the billing month. The
invoice would be generated on the date you
put in the Billing Day of Month field, for the
following month.

Leave this unchecked for the invoice to be
generated in the current month.

13. Fill in the rest under Invoice Details.

The day of the month the invoice is automatically created by
Service Autopilot. If you enter the 31st Service Autopilot will
adjust the day to the last day of the month if there are not 31
days in the month.

Billing Day of Month | 1
Bill 1 Month in Advance @ O

Payment Type | Credit Card v
PO Number |

Auto Generate

Active

Include Sub Properties by
Default

The check boxes are preselected, but you can change any of them as needed:

Payment Type: Any selection here will carry over to the invoice as the default for this contract.
(You will have the option to override the payment method in an individual job.)

PO Number: If applicable.

Auto Generate: Check this to have SA automatically generate the contract invoice according to

the billing day you specified.

Active: Check this if the contract is active. Uncheck to deactivate the contract.

© 2020 Service Autopilot Proprietary Information. All Rights Reserved.
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Include Sub Properties by Default: For clients (master properties) with sub-properties, checking
this includes both the master property and its sub-properties under this contract.

Note: Everything above the Services & Packages section applies to billing, and everything below

applies to scheduling. By adding services a
services to bill under contract.

Services and Packages

14. Hover over Actions and click Add Contrac

Add a contract item for each service the contract will include.

This creates a blank line for each service.

15. Fill in each line with all possible services under contract for

the client.

If this is a master property, and you checked Include Sub Properties
by Default, all the sub-properties will have the same services billed

nd packages to the contract, you are telling SA which

Services & Packages

t Item.

Actions v

Add/Remove

Add @ontract Item

“| Remove Contract Item

Active/Inactive
Make Active

Make Inactive

by the contract. So add to this list any additional services you'll

provide for the sub-properties.

Services & Packages

Actions v

Active Inactive

Service/Package Client
Schott, Marge : 2000

|5now Plowing * | N Hall st

Schott, Marge : 2000
N Hall St

|Eear:" Services/Packages...

4

7

Qty/Visits  Alert Over Qty/Visits Contracted Hours Alert Over Hours Invoice Overage

0.00 [ Never

Never -

The fields on the right side of this section don’t apply to snow contracts: Qty/Visits, Alert Over
Qty/Visits, Contracted Hours, Alerts Over Hours, and Invoice Overage. These fields are used

with On Demand jobs.

Note: In the Snow system, you will not set up a rate matrix for overages within a contract or service.

But you have the option at the job level to set
explained in “Add a Rate Matrix” on page 15.

16. Click Save.

up a rate matrix for caps and overages. This is

© 2020 Service Autopilot Prop
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Set Up On Demand and One-Time Snow Jobs

Two types of jobs can be used on the Snow Dispatch Board:

e On Demand jobs are typically used for existing clients who will be serviced throughout the snow
season or across multiple snow events.

e One-time jobs are typically used for requests that are last-minute or outside the norm. These can
be useful for clients who are not already in your SA account.

Add an On Demand Snow Job

For snow clients who need recurring services, you need to set up On Demand jobs.

Note: These jobs will not appear under “Upcoming” when you hover over the job and select

More > View Upcoming on the client account screen. This is because SA does not put them on a
schedule until you add them to a “Snow Dispatch” for an individual snow event. This is different than
other types of jobs in SA.

When adding an On Demand job, you must set up both the initial scheduling parameters and
invoicing parameters in advance.

1. On the Client account screen

(CRM > Clients > [Client Name]) [ =iy o
click Add a Job, then click I One Time -
Add an on demand job. I — i

On Demand
Snow Plowing Rate:$40.00 Start: 07/17/2018

2. In the New On Demand Job overlay, select a service from the Service dropdown list.

The only services that appear in this list are those you designated as “Show in Snow Dispatch”
when you created the service.

New On Demand Job for Schott, Marge
m Details Products Notes

Service | Snow Plowing - Invoice Type ‘ Select Invoice Type -

Assign To [ snow crew2 5c2) .

# Inch-Trigger 3 Inches

Days Autherized | 7 selected -

3. Best practice: in the Assign To dropdown list, select a Team or Resource--this will save you from
having to assign them every time a snow event occurs. Assigning a team is the most flexible
solution.

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. 13
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4. Optionally, fill in the # Inch-Trigger and Days Authorized fields. This will later allow you to filter
using the Exclusions fields on the Add to Dispatch screen for the Snow Dispatch.

# Inch-Trigger defines how many inches must fall before you
Service ‘ Snow Plowing - . . .
— service this client.
Assign To ‘ Snow Crew 2 (SC2)
# Inch-Trigger ’—3 Inches . . .
ij = - Days Authorized defines any days that the client allows you to
;
E— service them. Uncheck any check boxes for days that are not
sunday

allowed.

Gm

Asset Type: g
set Type: General Friday
Range From ’70 In B saturday

O+

5. Under Invoice Setup, select the way the client will be billed in the Invoice Type dropdown list:

New On Demand Job for Schott, Marge

m Details Products Notes

Job Info Invoice Setup
Service ‘ Snow Plowing - Invoice Type [Camracl - ]
Assign To ‘ Snow Crew 2 (SC2) - Contract Contract
Per Push, Per Inch
# Inch-Trigger 3 Inche: Cap Type
nen-ingger nenes ap Per Event, Per Inch &
Days Authorized ‘ 7 selected M Hourly

e Contract

e Per Push, Per Inch
Each time a field resource clocks into and out of a per-push per-inch job, a separate line item
will appear on the Snow Dispatch Board, and the Snow invoice.

e Per Event, Per Inch
e Hourly
6. In the Invoice Type dropdown list, select a contract that you previously set up (see “Set Up Snow
Contracts” for details).
7. Inthe Cap Type dropdown list, choose an option to set up an overage:
e No Cap
e Number Inches
e Number Pushes

e Event

If you chose options that have a cap, additional fields appear.

e Inthe Cap field, enter the number for the Cap Type you chose.
e For Cap Reset Period, choose “Monthly” or “Contract Year.”

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. 14
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e For the Overage Invoice Desc field, type the description to appear on
the Overage Invoice. This invoice is automatically generated in addition
to the contract invoice any time an overage occurs.

If you are billing by asset type, fill in the Rate Matrix section for each asset, such as a piece of

equipment.

Add a Rate Matrix

A rate matrix, when set up properly, creates pricing for any type of on-demand job. For snow jobs, a
rate matrix can calculate your fees based on a range of snow depths, pushes per inch, the number of
inches for a snow event, and/or equipment used.

In any of these cases, the rate matrix also helps you prepare for billing above the standard contract
invoice amount.

Tip: It's a good idea to run a “test” Snow Event to make sure the rate matrix is working correctly.

1. At the bottom of the Edit On Demand Job overlay, select an asset in the Asset Type dropdown

list.
Rate Matrix
Asset Type: [ Berthg - ] +
Range From[ Bertha % o 0| Inches Rate 0.00 B. Hrs 0.00 Bill As | Flat Rate -
=L Skid Steer
Add Range Copy Group Add Group
m v Can(e'

2. Fillin the inch inches, rates, budgeted hours, and billing type for that range.

The best practice is to have a range that starts at 0. Also, there should be no overlap in the From
and To fields. In the example, the ranges are 0 - 4.0, 4.1 - 6.0, 6.1 - 8.0, etc.

3. Optionally, click the note icon D to add an Invoice Description for this range.

4. Click Add Range to add a new line to the rate matrix.

Rate Matri

Asset Type: [Skid Steed - ] +
Range From 0 Inches To 4 Inches Rate 175.00! B. Hrs 0.00 Bill As | Flat Rate -
O+

Add Range Copy Group Add Group

m o sl

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. 15
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5. Continue filling in the ranges. In the sample, we are creating new lines for each two inches, at an

additional cost of $10.00 for each increment.

Rate Matrix

Asset Type: | Skid Steer ML

Range From 0 Inches To 4 Inches Rate 175.00 8 Hrs‘ 0.00 Bill As ‘F\al Rate

D+ %

Range From 4.1 Inches  To 6 Inches Rate 244.00 B Hrs| 0.00 8ill As | Flat Rate

O+ %

Range From 6.1 inches  To 8| Inches Rate 324.00 B. Hrs 0.00 Bill As | Flat Rate
1

O+ %

Range From 8.1 Inches To 999 Inches Hourly Rate 105.00 B. Hrs‘ 0.00 Bill As ‘ Hourly

O+

Range From 0 Inches  To 0| Inches Rate 0.00 B. Hrs 0.00 gill As | Flat Rate
9

O+ %

Add Range Copy Group | | Delete Group

AssetType: | Bertha ML

Range From 0 Inches  To 4/ Inches Rate 160.00 B Hrs| 0.00 8ill s | Flat Rate

O+ %

Range From 41 inches  To 6| Inches Rate 175.00 B Hrs 0.00 Bill As | Flat Rate
El

D+ %

Range From 6.1 Inches To 8 Inches Rate 200.00 B. Hrs‘ 0.00 Bill As ‘ Flat Rate

O+ %

Range From 81 Inches To 999 Inches Hourly Rate 150.00 B Hrs| 0.00 8ill As | Hourly

O+ %

Add Range Copy Group | | Delete Group | | Add Group

Note: If you are billing by assets, the best practice is to add an additional blank matrix group that

can be used for exceptions when closing out the day on a Snow event.

Elements of the Rate Matrix screen

e Copy Group - Click to easily copy an entire group of ranges and create a new group. Just
select another asset, then adjust the price fields as needed.

¢ Delete Group - Click to delete the group above this button.

¢ Add Group - Click this button to add a new blank group.

D D Click this icon to see the Invoice D+ %
Description, which comes from this PD + %
service in the Service List. Sow plowing frem 1217 we 1 VD + %
You can edit the description to be g : :
more specific for each line in the Rate D4 x
Matrix. The example shows a : ,
description of the inch range you will — )

bill for.

« + (Copy Range) - Click + to copy the increments and save time filling out fields. You need

to have a minimum of two range lines for this function.

e X (Delete) - Click X to remove this line from the rate matrix.

Each increment will probably be a flat rate until you get to the last range. That final range should
be all-inclusive, make it very large and set the Bill As field to Hourly, to account for any

possibility.

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. 16



Service Autopilot’ Snow User Guide

7. After you have built out the rate matrix for an asset, you can click Copy Group to duplicate it,
change the Asset Type, and update the other fields as needed.

8. Optionally, click the Products tab to make additional selections for Snow products.
To set up products, go to E] Settings > Products.

9. Click the dropdown list to select a product for this snow job, then click Add Product.

10. For each product, click the Options button and select the check boxes you need:

New On Demand Job for Schott, Marge

b Detats (T Nores

Product Information

Products

Product Qty Rate

Snow Salt (bag) 1 0 Options
Select Product ~ | | Add Product

Invoice?

<]

‘ Confirm?

-

% RO %

Create Installed Product?

[ aenty  Jcomcel |

s R

Confirm - After the job is complete, this will highlight the line item in red on the Snow Dispatch
Board, as a reminder to confirm that you used the product, and if so, that the quantity used was
correct.

Invoice - To list the product as a separate line item on the invoice.
Create Installed Product - This is not applicable for snow, so leave it unchecked.

Tip: Product quantity always defaults to 1, so if you want to know whether your field employee
added any product on the Legacy app, you can change the quantity to something different, such
as “.01,” so you'll be able to tell if the field employee changed it.

11. Click Save. The On Demand Snow job is now added to the client’s account.
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Add a One-Time Snow Job

Scenario: Two hours before a snowstorm is predicted to arrive, your snow service company gets a
call from a new lead who wants plowing services. The best practice to handle a new service call is
adding a One-Time Job. One-Time Jobs work for any last-minute request or for a service that you
don’t normally perform for a client.

Later, you can set up the new client with an On Demand job if they want to sign on for future service.
1. If needed, create the new client (CRM > Clients > Add Client).

2. Inthe client’s account, click Add a Job > Add a one time job.

All Jobs | All Upcoming | All Hi

(¥) Add a Job

Add a Job

Add a recurring job m
Add awaiting listjob  Add a package job!
Add job from a template Add an on demand job

3. In the dropdown list under Service, select a snow service.

New One Time Job
m Details Notes Assets
Client ‘Hogg_. Ura : 105 County Line Rd. - History
Contract T — - No history items found.
Create a Work Order? ) Yes (@ No
IDiSFﬂtCh ‘ Select Snow Dispatch - I
Is this job complete? () Yes (@ No
Service Start Date Assigned To
% |Snow Plowing - ] |12/18,f2020 B | Select Resource(s) -
Description Category Prepay Contract  Chemical Estimate Maf
Shrub Trimming Service
Snow Plowing Service

A new Dispatch dropdown list appears. Select a snow dispatch to add this job to.
4. Select a resource under the Assigned To dropdown list (optional).
5. Complete the rest of the fields as for any other job.

6. Click Save. The job will now appear on the Snow Dispatch board for that event.
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Set Up Master Routes for Show Jobs

Setting up Master Routes is optional, but highly recommended. Master Routes let you decide the
route order in advance, so that you don’t have to do as much routing work when the Snow event

happens. This will help you dispatch your jobs and get your employees and vendors to work much
more quickly when a Snow Event happens.

SA's Master Routes are flexible, so you can set them up according to your needs.

¢ You might create a route for each Team and include all possible services, such as plowing,
shoveling, and salting.

¢ Another option is to create a separate route for each service team. For example, Snow Plow
Team 1 would have its own route, and Snow Plow Team 2 would have its own route. You
might also have other teams like Snow Shovel Team 1 with its own route.

1. Goto E] Settings > Scheduling > Master Routes.
2. Click Add Master Route.

3. On the New Route screen, name the route in the Description field.

New Route
§ Master Route Details
Description ‘S”DW Plow 2 Active
Create Service(s) ‘ Select Create Service(s) ~ ®
(Snow Only)

Search Criteria

Assigned Resource ‘ Select Resources - Postal Cade | 3 selected .

Service ‘ Select Services - Map Code | Select Map Codes -

Exclude \ - Proximity within[2 | mi of

Exclude Job Assignments O

4. Under Search Criteria, use the filter options to locate clients who meet your criteria for this Snow
Route. (As we like to say, “Filters Are Your Friends!”)

e It's best to not filter by Assigned Resource, because it depends on you having assigned the
same resource when you set up the On Demand job

e For the Exclude check box, check all except “On Demand Jobs”
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5. In the Service dropdown list, check one or more Snow services for this route.

New Route

£ Master Route Details

Description ‘Snow Plow 2

Create Service(s) [ Select Create Service(s)
(Snaw Only)

Assigned Resource ‘ Select Resources -
Service [ Snow Plowing -
Exclude [ €t keywords Checkall  Uncheck all
L MuIch InStallation
a
Exclude Job Assignments | [ Professional Lawn Care
[ shrub Trimming

e Check the Exclude Job Assignments check
box, which applies to assigned resources. This |, .. ... [ Seloct Resources
check box confines the search to On Demand | ..... [snow Plowing
jobs at the client level. Excluby 3 selected
A ) [Exclude Job Assignments |
e Optionally, use any of the filters for Postal
Code, Map Code, and Proximity. ¥
[ ] Order Client Address

6. Click the Search button. All clients who meet the search criteria will appear in the Route List.

New Route

£ Master Route Details

Description ‘Sm)w Plow 2 Active

Create Service(s) ‘ Select Create Service(s)
(Snow Only)

Search Criteria

Assigned Resource ‘ Select Resources - Postal Code ‘ 3 selected -
Service ‘ Snow Plowing v Map Code ‘ Select Map Codes v
Exclude [ 3 selected - Proximity Within[2 [miof
Exclude Job Assignments

s

(] Order  Client Address City State  Postal  MapCode  Priority Apx Mileage|
L] [ 0 adams,Del 1343 Richardson ™ 75080 A 0

] [ 0 lones Charlie 1405 Cibolo Dr Allen ™ 75013 1058
(] ]T Hogg, Ura 105 County Line Rd. Richardson ™ 75080 11,99
(] ]T Schott, Marge 2000 N Hall St Dallas ™ 75204 A 10.85

Save Changes or Cancel

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. 20



Service Autopilot’ Snow User Guide

7. You can auto-route the client properties, or manually refine the route as needed.
a. Select the first property you would visit during a snow event for this Master Route.

b. Drag that property to the top of the list using the blue arrows seen when hovering next to
the property on the left side.

+ 2

[ ] Order Clien Address
L] 0 adams, Dell 1343
(] 0 Jones, Charlie 1405 Cibolo Dr
‘ )
j 0 Hogg, Ura 105 County Line Rd.
[ 0 Schott, Marge 2000 N Hall 5t

8. Click Route.

Select either Group Stops or Optimize Route. This creates a route order based on the first client’s
starting location.

“

Address

105 County Line Rd.

1343

Jones, Charlie 1405 Cibolo Dr

:‘

Schott, Marge 2000 N Hall 5t

9. Check to be sure the order is what you want. To adjust the order, click a property, then drag and
drop it into another place in the list. Or type new numbers in the fields under Order.

10. When the list is complete and routed in the correct order, click Save Changes to save the Master
Route.

L] Order Client Address City State  Postal Map Code Priarity Apx Mileage
O [ 1 adams, Del 1343 Richardson @ 75080 A 0

O [ 2 schott Marge 2000 N Hall 5t Dallas @ 75204 A 1247
O [ 3 Hogg U 105 County Line Rd. Richardson ™ 75080 10.85

O ’T Jones, Charlie 1405 Cibolo Dr Allen T 75013 11.99

Save Changes or Cancel

When a Snow Event happens, this Master Route will be available on the Snow Dispatch Board.

Create as many Master Routes as you need.
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Dispatch Snow Jobs

This process includes:
e Checking your Master Routes, below
e Adding jobs to a Snow Event, then dispatching them, page 23
e Creating Route Sheets, page 27

Check Master Routes for Snow Jobs

Before a snow event arrives in your area, double-check your Master Routes to make sure they are still
correct and up to date. You'll need to select the services that are needed for this route based on the
forecast. For example, if the storm will include ice, you might want to add services like de-ice and
salting in addition to plowing, etc.

If you've added any recent clients who have snow jobs that can be included in an existing route,
perform these steps for each new client:

1. Goto E] Settings > Scheduling > Master Routes and click the Master Route to open.
2. Click Search to update the list.

Any new clients you've added since you created your Master Route will be at the top of the list
and shaded in blue. They will have a number of O.

Edit Route &
€ Master Route Details

Description [Snow Plow 2 Active

Create Service(s) [ select Create senvicets) )
{snow Only)

Search Criteria

Assigned Resource [ snow Crew2 5c2) - Postal Code [ select Postal Codes

Service \ Snow Plowing v Map Code \ Select Map Codes -

Proximity Within |2 mi of

Exclude I

Exclude Job Assignments  (J

+ E0

|

] rder  Client Address City State  Postal  MapCode Priority Apx Mileage
I (] ]T Malo, Raul 2115 Malaga Drive Richardson @ 75080 0

0 [T1] adams, Del 1343 Richardson ™ 75080 A 152

@] [[27] schott, Marge 2000 N Hall St Dallas ™ 75204 A 1247

O ]T Hogg, Ura 105 County Line Rd. Richardson X 75080 1085

@] [ 4] Jones Charlie 1405 Cibolo Dr Allen ™ 75013 1199

e Click the Route button, or manually drag each new client into the list where you prefer.
e Remove any clients as needed, by selecting them and clicking Delete.

3. In the Create Service(s) dropdown list near the top of the screen, select the check boxes for all
services to include in the route for this snow event.
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4. If the dropdown list is blank, first go to the Service field Under Search Criteria and select snow
services. They will then appear in the Create Services dropdown list.

5. Reroute the order of the properties as necessary by doing one of the following:

Manually: hover over a property to see the blue up/down arrow on the left, then click and drag
the line to a different place in the list.

Automatically: Click the Route button and choose either Group Stops or Optimize Route.

6. Click Save Changes.

Create a Snhow Event

Because you set up your Snow jobs as On Demand jobs they are not scheduled until you create an
Event. When a snowstorm is coming, follow these steps to add a new Snow Event and add your jobs.
You can even add more than one Snow Event for the same snowstorm.

1. Go to Scheduling > Dispatch Snow Jobs.

2. Create a new Snow Event by clicking the small green plus sign “+”.

E Snow Dispatch ‘ G ‘ Print |m

0 Jobs Total

Select Snow Dispatch v 5 Edit Jobs Show Map Show Stats Columns ¥

(0 oOrder# Pri# st %+ Client % AcctBalance # Service + Date + Map + City $ Zip % Assigned & LastSvc 4 SubStatus % As

The Add Event overlay appears. Leave the Dispatch Add Event X
Status as “Pending” for now. You'll update this to s [ :
Working when it's time to dispatch the Snow job. patch Date/Time  [o5r0/200ozazom |

Sat Feb 11 2020 2:43:31 PM Dispatch

3. For Dispatch Date/Time, it defaults to the current date.
Change this to the date and time you'll begin working the o PR
event.

4. The Event Description is what you'll see in the Snow Dispatch selection list. Keeping the date and
time in the description is helpful, but you can change the description as needed.

5. Check or clear the check box to indicate whether the event is active or inactive.

6. Click Save.
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The page reloads to view a new, empty Event to which you'll add jobs.

E Snow Dispatch ] G [ Print Im

0 Jobs Total

Actions « Fri Sep 11 2020 11:40:23 AM Dispatch - (Pending) 4 Edit Jobs Show Map Show Stats.

Columns ¥

[ Order~ pri# st % Client 4+ Acct Balance # Service ¢ Date 4 Map $ City ¢ Zip

No items to display

Add Jobs to the Show Event

7 Add your jobs to this Snow Event by
hovering over the More dropdown list and
clicking Add To Dispatch. e

Export

Add To Dispatch

Assign Teams

Customize Sort Order
. Copy

Show Tabs

Inactive Events

Show Legend

The Add to Dispatch overlay defaults to the “Dispatch By Route” tab.

Dispatch By Route Dispatch By Service Dispatch By Resource

Route

% Snow Dispatch Details

Exclusuor?s . Global Update

Day of the Week Select Days of Week - T
Temperature

Priority Not Set -

Ity Depth
rigger Inches _ Resource (Assign To) Select Resources

Show Exclusions © ispatct B

Dispatch Date [=]

* I I

Exclusions

[ ] Order Client Service Date Priority Trigger Excl.Days B.Hrs Resources Temperature Depth

Add To Dispatch or Cancel

§ Dispatch by Route

Update |

8. Select the Master Routes you previously created to add to the event.

9. Optionally, under Snow Dispatch Details, add any exclusions, if needed.
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10.

11.

12.

13.

The most common exclusion is the Trigger Inches field where
Exclusions you might exclude jobs that have a higher inch trigger.

Day of the Week 5 selected

— A vghet | For example, if you add a 2 in the Trigger Inches field, then all
Tigger Inches ’72 c.Ilents with triggers over 2 inches W|Il.be excluded from the
o Bl ® list, unless they have the Show Exclusions check box selected.

If you leave Show Exclusions checked, then any jobs over 2 inches will appear in the list,
highlighted in red. You can then make a judgement call about adding them to this Snow Event,
possibly based on the snowfall patterns in your area.

Click Search.
All client jobs appear for the Master Route you chose and any criteria you may have added.

Optionally, you can update the Temperature Global Update

or Depth fields for individual client jobs, or e -
use the Global Update box to make bulk tlu eignty [swcons 4
changes to multiple jobs. B e

lispatch Date 02/11/2020 th

a. Select the check boxes next to the jobs,
then change the data fields in the Global Update box.

b. Click Update. The appropriate columns will be updated with the new data.

In the list of Snow jobs, reroute them if needed, or delete any jobs that aren’t applicable for this
Snow Event.

Neither rerouting nor deleting jobs from this screen will affect your Master Routes or On
Demand jobs at the client level. This option simply lets you handle any changes or exceptions
during a Snow Event.

Note: You can add additional jobs to an Event at any time during a snow event. This gives you
more flexibility to respond to an evolving situation.

When you're satisfied with the list of jobs and their order, select the check boxes for the jobs,
then click Add to Dispatch. The jobs will appear on the Snow Dispatch Board.
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S My Day CRM ~ Scheduling Accounting v Marketing v

RE Snow Dispatch ] G

2 Jobs Total

Snow Dispatch - (Working) 7 Edit Jobs

Order~ Pri# St % Client

= AcctBalance % Service *

Team v Reports v

Select a Filter: Resource  Service  Proximity Search  Map Code  Address  Client  Status  Priority

Show Map

Date ~ Map

Tags

Show Stats

=+ City

Resource Tags

Zip

To Do Types

Assigned

1405 Cibolo Dr

1 % Adams, Dell 1266.46 SP 9/11/2020 Richardson 75080 SP1
1343 W Campbell Rd
2 % Jones, Charlie 43.30 SP 9/11/2020 Allen 75013 SP1

14. On the Snow Dispatch Board, review the list of jobs to be sure all clients are included, and the

work assignments and route are correct.

Make changes as needed:

e Add additional jobs at More > Add to Dispatch
e Assign resources at Edit Jobs

e Change the Route Order at Actions > Routing >

Manual

e Change Team assignments at More > Assign Teams

Dispatch Snow Jobs

Dispatching Snow Jobs is a two-step process: changing the status, then dispatching.

1. On the Snow Dispatch Board, click the pencil
icon, and on the Edit Event overlay, change the
Dispatch Status to Working, then click Save.

2. Select all the check boxes, then click

Edit Event

Dispatch Status
Dispatch Date/Time
Description

Active

‘ Pending

[ZI ol Enter keywords

Pending
Working
Complete

s

-

N .
Actions > Dispatch.
= Snow Dispatch W Q
2 Jobs Total
Actions &[] Snow Dispatch - (Working) . m
Job Status Routing Communication
Dispatch [CREINE  Manual Email Clients
Cancel Dispatch Group Stops Jobs without Emails
Complete Optimize Stops
Cancel Job Master Routes
Waiting List Spiit Assignments
Skip Job Cancel Split Assignments
Clear Rescheduled Flag

© 2020 Service Autopilot Proprietary Information. All Rights Reserved.

26



Service Autopilot’

Snow User Guide

Print Route Sheets for Snow Jobs, if Needed

On the Snow Dispatch Board, after you dispatch your Snow Jobs by clicking Actions > Dispatch, you
might need to print Route Sheets.

1. Click the Print button, then choose the Resources, date, and printing format.

2.

3.

Click Update.

The Route Sheet appears.

Route Sheet

Resources: | Snow Crew 2 (SC2) | From: | 2/11/2020 | Tor |2/11/2020 [ Override Format | Normal

~ | Include Completed Jobs: Update

© B 1€ [€] o2 [3] Pl Exortto the selected format v | exvore [2g] 8]

Snow Crew 2 (SC2) Arrival Time Departure Time
Status: Dispatched Weather Conditions Site Conditions
Jones, Charlie [ furries [ raining Air Temp

1405 Cibolo Dr [ snowing [ freezingrain  Surface Temp
Allen, TX 75013 [] clearing [ icersiest Snow Qty
Priority: Nermal [[] nigh wind [ temp faiiing Cars on Site

Please note any damage on site prior to beginning work

D hard pack
O e
[ wet
[] siusn
[0 av

Tuesday, February 11, 2020

SP - Snow Plowing

[] FullPlow (B5% of Iot or greater) Time Started am / pm (circle one)
D Paritial Plow (10% - 65%) Time Completed am / pm (circle one)
[ Touchup (less than 5 minutes time) 50 Ib bag (qty) per bag
D None {No work Performed) 80 Ib bag (aty) per bag

bulk (qty) per ton

material

material

material

If you are unable to print, click Email to send Route Sheets to field resources. This also is useful if

your teams start work from somewhere other than your office.
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Using the Legacy App for Snhow Jobs
One difference when using the Legacy mobile app for Snow Jobs versus other types of jobs: a Snow

Event will maintain a status of “Working” on the Legacy app, even after it's completed. This allows
your field resources to clock into Snow jobs multiple times as needed.

Update the Job Details

The Team Leader in the field can update some 2197 i -
snow-related items on the Job Item Details Job Item Details ~ [Save
Screen, SUCh as: Sub Status Not Set
Schedule Date Sep 16, 2020
e Billing Depth .

Appt. End

e Temperature

Billing Depth 3

Permissions to make updates like these are set | ™ o
in Settings > User Roles & Rights. R

Rate Each 40
Invoice Notes

Snow Plowing service
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Add Snow Products from the Legacy App

The Team Leader can add products and adjust quantities on the Product screen.

1. On the Job Detail
screen, tap Options.

3. On the Add Product
screen, tap a product.

5. Click Save.

Snow User Guide

217

Schott, Marge
2000 N Hall St
Dallas, TX 75204

View Work Order
Started: 11:23 AM

Snow Shovellng
|
EST: 0 hr 0 min
Products
Snow Met (1)
Comments (0)

Notes To Client
Options

Custom Fields.

# of windows

(=)

>

@

ETR: 0 hr 48 min

Details

12:367

qQ

Snow Melt
Snawi Melt

Snow Salt
Snaw Salt

Snow Salt (bag)
Snow Sah {pag)

Snow Sand
Snaw Sand

1257 W T -

Add Product
Add Installed Product
Add Picture
Reassign

Skip

View Time Log

Add Damage Case
Forms

Cancel

2. Tap Add Product.

-==1 4.  Fill in the quantity

Snow Meft

Used Product? v

Invoios? v

Senice Snow Shaveling
Quantity 1

Rate 10

Cost 20

Is Upsell

Invoice Nates

Snow Melt

and other details
as needed.
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Close Out Snow Jobs

When the Snow Event is over, follow these steps to close out the jobs.

1.

Go to Scheduling > Dispatch Snow Jobs and select Snow Close Out from the dropdown list.

a Snow Dispatch | Q

Saved Filters
Create View
Dispatch Board
Dispatch Board
Close Out Day
Waiting List
Waiting List
Snow Dispatch

now Dispatch Saue X
| Snow Close Out |

Edit the Snow Event by clicking the pencil icon.

E Snow Close Out J B

0 Jobs Total

Sat May 30 2020 2:49:16 PM Dispatch - (Pending) = 7 Edit Jobs Show Map

[J order~ pi¢ st ¢ client = AcctBalance # Service 4+ Date - Map

¢ dity

Change the Dispatch Status to Complete.
Click Save.

Complete the jobs in one of these ways:

e If you use the Legacy app, jobs are completed when the field resource completes the job.

e If you don’t use the Legacy app, select the jobs by checking the check box on the left, hover

over Actions, and click Complete.

2 Jobs Total
Actions (V] I Mon Jun 22 2020 4:42:07 PM Dispatch - -
Job Status Routing Communication
| Dispatch Manual Email Clients
Cancel Dispatch Group Stops Jobs without Emails
Optimize Stops
Cancel Job Master Routes
I Waiting List Split Assignments
Skip Job Cancel Split Assignments
Clear Rescheduled Flag

Select the check box next to all the jobs for specific Bulk Editing, then click the Edit Jobs button.
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6. On the Edit Jobs overlay, enter applicable data for the
Plan Depth, Temperature, Bill Depth, and Asset Type for
the actual Snow Event.

Take care with the accuracy of Bill Depth and Asset Type,
because when applicable, your billing will be calculated on
these fields.

7. Click Update. This will add all information necessary for
billing your snow jobs.

Edit Jobs

X

8. Make sure all resource times and amounts are correct, then save any changes.

Note: If a job goes past midnight, there will be a two time records to account for two calendar

dates.

9. If you track products with your Snow jobs, click the Product icon at the

far right of the grid.

Check the Job Detail overlay to confirm that the product and quantities

are correct. This can affect Invoicing and Job Costing.

10. Click Confirm? for each product line item, and select either:

e Add to Invoice
OR
e Used, do not Invoice

11. Click Save.

O |
0 |m

Now, you are ready to invoice your Snow Jobs. The Snow System in Service Autopilot has separate,
manual invoicing. This is due to some states requiring that snow records must be maintained.
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Invoice Snow Jobs

After you close out your Snow Jobs, follow these steps to invoice your clients.

1.

Go to Accounting > Snow Invoicing.
Filter by Client, Service, and/or Date to find the Snow jobs.

Select the event(s) for which you want to create Invoices from the Event dropdown list. You can
select multiple events to invoice together.

Select the Invoice Date and Terms.
All jobs will appear for the events you selected.

Select the check box for all the jobs you want to Invoice, then click Generate Invoices.
A confirmation message appears. Click the link to view the invoices.

The link takes you to Accounting > Invoices and pre-sets the date filter to show the invoices you
just created.

Note: You can'’t delete Snow Invoices until you cancel the job from the Snow Dispatch Board.
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