2023

Work Order Playbook

ENCOREelectrice.

Service Department

2023




TABLE OF CONTENTS

TABLE OF CONTENTS ... iiiiiieirerrrsssr e e ssssms e s esssm e ses e e e e s sm e s easmn e e e e a s nmn e s eansmneeeeassnnnesenssnnnennansn 1
PURPOSE ... iiccree s ssssse e s ss s sme e e s s s sme e e s s s s mne e s s e s me e e e s mn e e e s e mme e e e s sme e e e essmneeeanssnmnenesnsmnnneansnnnnes 2
RESPONSIBILITIES ......ccoiccocieeiiicieeessssmeesssssmee s sssssmse e s sssssmeessssssmsessssssnmesssssssmsesessssnsessssssnneessssssnnensssssnnenes 2
DISPATCH STATUS DEFINITIONS ........ooiiiiicceeeiicsemeessssssmeesssssmse s s sssssne s s sssssmesssssssnsessssssnmeessssssnsensssssnnenes 4
SPECTRUM INFORMATION VISIBILITY ...cooiiiiicirrricsmreessssssseesssssssessssssssesssssssssessasssnsessssssnsessssssnnsesssssnns 5
SALES PROGCESS .........iiiiiiciieiiissesssssssse s s sssssss e s sssssss e s s sssssne e s sssssnsessssssnseessassnnsessassansesssassnnsessassnnsesssnsnns 5
CREATE WORK ORDER.........coiiiiiiieiicceiee s sssssnse s sssssss e s s s s sssse e s s s ssms e e s ssssmn e e s sesane e e sessanseessassnnessssssnnsesssnsnnns 5
CrEaLE NEW WOIK OFUEN ...ttt e e et e e e et e e e et e e e e a e e e s aneeas 5
CrEalE NEW CUSIOIMIET ...ttt e et e e e e e e e e et e e e et a e e e 19
CrEALE INEBW SITO ...ttt e e e et e e e et e e e e et e e e e et aeeeneseeas 30
REVIEW WORK ORDER ... irir s e e s sssme e s s sne e s sme e s s e e e s s e mmn e s s mn e e s sesmnnenennsnnes 42
REVIEW WOIK OFQEN ...ttt ettt e e et e e e et e e et e e e et e aeaanntseneeanssnenenas 42
SCHEDULE WORK ORDER........oooii i ceieiiicsecrrrssssmresssssssne e ssssssms e s ssssssse e esssssmsesssssssnessassssmsessssssnnensssssnnenes 46
MEANPOWEL PIANINING ...ttt ettt ettt e et e e 46
UN@SSIGNEA WOIK OFUEIS ..ottt ettt e et e e et e e e e e e e eneeeesnneean 48
Finished and Go Back Work Order ASSIGNMENES ............cuueeiiiiiieiie e 53
PERFORM WORK ORDER ..........otiiiiicitiniicceese s ssssse e s ssssss e e ssssssse e s sssssss e s ssessnseesssssnnsesssssnsesssassnnennssnsnnes 54
=14V (o= =T o [o [ RSP RRR 54
Field CONNECE @SSIGNIMENLS ..ottt e ettt ettt e e e e e e e s sttt aaaaaaaenessssssssnnns 55
OrderiNgG MALEITAL.............ccooieeeeeeeeee ettt e et e e e st a e e et a e e e neneeas 60
Material Return Or RESIOCK PIrOCESS. ..........cocuueeieeeeeeee et ettt e ettt e e et a e e stneaeeesnneaeeeans 61
(@ (o (=Yg T To I (oTo] K J SO PUPPPTN 61
BILL WORK ORDER ..........eeiiiiicirerirccresssssssss e s ssssme e e s s sms e e s s smne e s sessamn e s ssssmne e s snssnnsessassanseessnssnnnessnnsnnes 62
ACCOUNTEING SCREAUIE ...ttt ettt et aeeanee s 62
Bill Work Order DiSPatCh SEQTUSES ...........cceecueeeiieeeeeee ettt ettt e e st e e e st a e e asssnaa e 63
Bill WOIK OFUEN ...ttt ettt e e e e e e e ettt et e s e s e e e e e e e e e aaaaaaaaaaaens 63
CLOSE WORK ORDER...........uttiiiiccetieiissssseesisssssesssssssss e s sssssssessssssssssssasssssessassssssesssssssssssasssnsessesssnnsennanss 75
(0 (o= 0T Q@ (o L= RN 75
FLAGGING INCOMPLETE WORK ORDERS ..........cooiiiiiin it sssss s s sssss s ssnnns 82
OFfiICO PEOISONNE! ...ttt e et e e e e e e e e et e e e et a e e e neeas 82
L= (o =Yoo T 1= RS 82
All Things Power, Technology and Energy Page 1 of 83

EncoreElectric.com



PURPOSE

Define the responsibilities of each role in the service department. Provide step by step instructions for the
work order process from the creation of a new work order to the final billing and close out. Clearly define
who is responsible for the information entered into a work order. Show which information is visible to
which roles internally and which information is visible to clients.

RESPONSIBILITIES

 ACCOUNT MANAGER

O 0 0O OO OO OO0OO0OOoOOoOOo

o O

Sales process

Technical consultation to clients

Promotion of key services

Establish and maintain intimate client relationship

Client information

Site information

Vendor quotes

Determine the scope of work

Enter work ordered notes - detailed scope

Enter work summary - brief scope summary and scheduling details

Create estimates

Create work orders with complete and accurate information

Upload all relevant documents into Spectrum - proposal, drawings, product data sheets, quotes,
etc.

Provide complete and accurate work order information to operations team at turnover
Answer scope questions from service technicians

ESERVICE MANAGER

O O O O O O

Review work orders

Schedule work order

Coordinate workforce

Manage projects

Look ahead and understand project pipeline
Manage department

ESERVICE SUPERVISOR

o O O O

Review work orders

Ensure work orders are ready to schedule

Manage service technicians

Answer methods and code questions from technicians

|
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Coordinate workforce
Coordinate shutdowns
Ensure work is done safely

' SERVICE COORDINATOR

O O O O

Review work orders
Schedule work orders
Coordinate workforce

Monitor and update assignment dispatch statuses — Go back, Unassigned, Finished

SERVICE TECHNICIAN

O 0O O O OO O O OO0

Uphold service pledge

Verify scope

Check all notes sections field connect

Perform work

Enter notes - Daily Summary, 100% Complete

Update contact information

Closeout assignments in Field Connect

Update dispatch statuses - Assigned, Go Back, Finished

Call supervisor for - Methods, safety, anything non scope related
Call account manager for -Scope questions and changes

' PROJECT ENGINEER

O O O O O O O O

Submittals

Purchase orders

Tracking material

RFI's

Permits

Subcontracts

Reports

Update dispatch statuses - Needs Parts, Parts Ordered, Unassigned

 PROJECT ACCOUNTANT

O O O O O O O O

Bill work orders

Close work order

Create sites

Create customers

Accounts receivable/collections

Setup service technicians in Spectrum
Payroll functions

Inventory

All Things Power, Technology and Energy
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DISPATCH STATUS DEFINITIONS

Description

Dispatch
Code

wo
Status

Step

Denver

Assigned

A

Assigned

Schedule

WO is assigned to a technician

Ryan

C

Hold

Review

Ryan has placed WO in a hold because it is not ready to
schedule.

Finished

Finished

Perform

Assignment is finished. This removes the assignment from
techs assignment list in field connect on tablet. If there are
no more assignments in Field Connect for the WO, the work
order is put into “Finished” status in spectrum. There can
be multiple assignments for one work order. Tech should
not put assignment in finished status unless assignment is
finished. Otherwise use “GoBack” status.

NeedsParts

Hold

Review

Indicates parts need to be ordered before work can be
scheduled.

Manager

Hold

Review

Indicates the need for service supervisor review prior to
scheduling. (Permits, long lead material, manpower,
subcontractors, shutdowns, safety, engineered drawings,
documentation, project engineer support, permitting,
scheduling, and anything else that is required to perform
the work.)

PartOrdered

o

Hold

Review

Material has been ordered and has not yet shipped.

Go Back

Hold

Perform

Return trip is needed to complete assignment. This keeps
assignment on tech's assignment list in field connect. Keeps
work order open in spectrum. Requires communication with
service coordinator. What are you going back for and
when?

Scheduled

(V2]

Assigned

Used for specific date required date by customer

Cust Hold

Open

Review

WO is on hold due to customer request

Unassigned

Open

Schedule

WO is ready to schedule. All material received and review
has taken placed.

WO Recvd

Finished

Bill

Project accountant uses this code to indicate invoice has
been sent to customer

% Billing

Assigned

Bill

Used for progress billing when a work order can be billed as
the work is being done instead of a lump sum when the work is
complete. This is determined case by case and is typically based
on the value of the contract.
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SPECTRUM INFORMATION VISIBILITY

Information entered in Spectrum is visible to other Encore employees only except for Invoice Notes.
Invoice Notes are used by project accountants to create invoices for customer billing which are visible to
customers.

SALES PROCESS

Customer requests work

Account managers request customer, site, work order contact information.
Determine scope of work.

Understand specific requirements and considerations.

o
o
o
o

CREATE WORK ORDER

|CREATE NEW WORK ORDER

1. Go to work orders on the site map.

EEl EEl X
@ Dashboard o Site Map +

L Accounts Payzble W Maintenance = Waork Orders

L Accounts Receivable W Data Entry = Main Properties

v Business Intelligence W Inguiries = Work Order Billing Setup
w Employee Kiosk W Reports = User-Defined

W Job Cost e Utilities = Tasks

W Project Management i Sites = Labor

. Purchase Order ™ Work Orders X | = Material
= Work Order U . Special Reports = Other Charges

Create an Encore IT Support Reg... = Work Order Purchases

=| Motes
= Financial Summary

=| Cost History

2. For existing sites and customers, select new and search existing sites and customers in the drop-
down menus. For new customers and sites, fill out the new customer or site form and send the
request form to the project accountant. Project accountants are responsible for creating sites and
customers.

|
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=3

New Work Order

Work order |§2112 [ For
Site code - I REQUIRED

Work order type REQUIRED
Customer | 'rl REQUIRED

Cancel

‘ Search Sites |

Lakewood Office -
Site |ID MName Customer Site phone Otiher phone Address  4p
2714 Lakewood Office 2434 (Encore Elec... 720 279-5780 7125 W Jefie

&I 5|
ok [INTEN

3. Select the appropriate work order type. Typcially Troubleshooting & Repairs or
Moves/ADDS/CHANGES for work orders.
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Search Work Order Types

Type  Description Ul
01 Troubleshooting & Repair ~
02 MOVES/ADDS/CHANGES
03 Svc & Dist Upgrade (Major)
04 Fire Alarm {Only)

05 Major Remodel & Additions
0g After Hours Emergency

o7 Warranty

0& Lighting RetrofittUpgrades

09 Site Lighting

10 Snow Melt / Heat Tape

11 EM Power Systems (Gen/UPS) W
ok I

4, Search for the appropriate customer from the dropdown if different from the default and select
OK.

New Work Order

Work order 52236 For
Site code 37414 - Lakewood Office
Waork order type _ MOVESIADDS/ICHANGES

Customer @ Encore Electric

BT conce

5. Enter information as prompted in the Info on the Main tab. Phone and Contact note are the
primary contact information for the work order and should be the first call for the service
technician. Contact note and phone number are critical information and should be checked for
accuracy when each work order is created. Customer job number is rarely utilized.
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Info

Work order type
Name

Service contract
Customer P.O.
Customer's joh
Fhone

Contact note
Customer code

MOVESIADDS/CHANGES

Lakewood Office

[TESTPD |
TESTJOE |

720 123-4567 | [ 720 486-5311 |
Gabe Green |
(2434 w| Encore Electric

6. Enter information under Dispatch section.

Dispatch

Zone
Priarity

Case type
Frice method
Cuote

Est arrival

. Lakewood Internal WO
. Schedule

|CD,JW v| Colorado Journeyman License
T+M -

100]  Hours

[TEst |

Priority is how soon the work order needs to be scheduled.

All Things Power, Technology and Energy
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Search Priority Codes

Code Description Flag color Custom icon i
01 24 Hrs . ORAMNGE

02 43 Hrs . PURFLE

03 Same Day .BLUE

04 Schedule . OLIVE

05 Emergency .RED

BT cancol

Zone is where the work is taking place and indicates business unit performing the work.

|
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Search Work Order Zones

Zone | Descriplion

cs Colorado Springs

FR Front Range

HQ  Lakewood Internal WO
MFG Manufacturing

MOMN  Maontana

MT Mountains

MOR  Morthern Region

P Prefab
TS Technology Solutions
W Wireless

Flag color Custom icon

. MNAVY
. GREEN

.F‘!ED
<>F'INK

. PURFLE

. MARCION
<> YELLOW
.TEAL

. GRAY

. ORANGE

i

___ox [N

Case type indicates licensing and certification required. The system defaults to Colorado Journeyman

License.

All Things Power, Technology and Energy
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Search Case Types

Case type Description 4
BFA Boulder Fire Alarm Licenze
CHB Centura Health Badge

COJW Colorado Journeyman License
CSA Co Safety/Coors Badge

CSFA Co Springs Fire Alarm License
DFA Denver Fire Alarm License
DIV17 Tele/Data Experience

EWC Energized Work Cerification
FAA FAA Clearance

FACFR First Aid/CPR Certification

FLC Forls Lift Certification

G54 Government Security Clearance
HCC Healthcare Cerification

IND Industrial Experience

IR IR Certification

MTJW Montana Journeyman License
MEJW Mebraska Journeyman License
P3SFH Penrose St. Francis Badge
UTJW Utah Journeyman License
VVH Valley View Hospital Badge
VVMC Vail Valley Medical Badge

WY W YWyoming Journeyman License

BT concel

7. Select the appropriate Dispatch Code.

Status
Dizpatch code D = Assigned
Status type Assigned

This section contains dispatch codes used by all business units that create work orders such as
Technology Solutions and Prefabrication. The relevant codes for Denver service are indicated below.
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Search Dispatch Status Codes

New

Dispatch stalus Description W.0. slalus type  Flag color Cuslom icon o[
| A Assigned Assigned . GREEN 1 I
B MotDeliver Open . OLIVE o
| C Ryan Hold . ORANGE - |
(] Rejected Hold . RED @
E Follow Up Open . RED
F Finished Finished [BLACK |
G Delivered Cpen [ BLACK -
H Parts Here Open [l CLUIVE
[ In Progres Arrived [ ELUE e
J PF Open Open I FURFLE G
| K MeedsParts Hold [JYELLOW % |
[ Manager Hold [l GRAY ired
| P PartCrderd Hold . PURFLE ] |
Q Quote Pend Hold . VIOLET
R Go Back Hold [ MARCON &
S Scheduled Assigned D CYAN G
T Cust Hold Open . GREEN
u Unassigned Open D PINK
W WO Recvd Finished [JcoLp
X Flex Assigned [JYELLOW
| z % Billing Assigned D PINK P

Lok [

All newly created work orders should be put in Unassigned, NeedsParts, or Manager.
Needs Parts indicates that parts should be ordered before the work can be scheduled.

Manager indicates the need for service supervisor review prior to scheduling. (Permits, long lead
material, manpower, subcontractors, shutdowns, safety, engineered drawings, documentation, project
engineer support, permitting, scheduling, and anything else that is required to perform the work.

Unassigned indicates that the work order is ready to schedule. Simple work order with no special
requirements and does not require supervisor review. (changing a receptacle)

8. Complete the ‘Work Summary’ section with any information that affects scheduling. This section
is limited to 250 characters and should contain the following:
a. Brief scope description in 10 words or less
b. Number of technicians and estimated time required to complete work (2 techs for 1 day
or 1 tech for 2 days)
c. Start date — only specified if customer requests specific date

All Things Power, Technology and Energy Page 12 of 83
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d. Any other relevant information: lifts needed, critical dates, after hours, long material lead
times, who supplies material, etc.

Work summary (customer request)

Erief scope in 10 words or less- 2 techs 2 days - Any specific
information above standard service call that affects scheduling.
Long lead times, number of technicians, Lift needed, Special
Hours, Who is supplying material. Any special requirements|

9. Start dates specified by customers should be entered into Requested Date in the Dates section.
Use this section only for dates requested by customer. Service coordinator is responsible for
scheduling.

Dates
Ordered date [05/31/22 w| [07:32:11
Requested date/time | |
Scheduled date/ume
Assigned date/time

Arrived date/time
Finished date/time

L),
1M

10. Upload all relevant documents to Document Imager by dragging and dropping or selecting
Attach. This section should contain vender quotes, proposal, change orders, executed contract,
client PO, drawings, and any other documents necessary for operations to be successful. Once
uploaded, the documents must also be properly labeled inside of spectrum by clicking the wrench
icon at the top right of the screen. Label documents to clearly indicate the type of document.
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16 documents

E Proposal v
Accubid

Q. | * ADT Quote for Fire Alarm

Daily Huddle

Drawings

INV 61308

JCI Permit Letter

LTG Controls Submittals Approved NET
LTG Submitial Exceptions as Noted
Permit

Phillips Drawings

Prelim Lighting Control Drawings
Proposal

QED Lighting Bid

Schedule

Stryker Drawings

Subconiract
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Modify Image Information

TRANSACTION
Description Lighting Controls Submittals Approved
Cabinet WO
Drawer SITE WO
Folder G266

IMAGE
Created by ZAM
Create date 2022-02-25
Last changed by undefined
Last changed date 2022-02-25

image description

OK Cancel Delete Download

11. Go to Work Ordered Notes under the Notes tab. This section contains detailed scope
information. Details come directly from proposal and any additional details that are useful to
operations. Such as site contact information, who they are seeing on site, access codes, covid,
check in, containment, and any special requirements.

Work order 62183 Lakewood Office
AR FOLLOW UP his section contains detailed scope information. Details come directly from proposal and any
DAILY SUMMARY additional details that are useful to operations. Such as site contact information, who they are
® INVOICE NOTES seeing on site, access codes, COVID protocol, check in, containment, Any special requirements
@ PARTS LIST Example:
WORK COMPLETED
WORK ORDER NOTES Scope of Work: **** LUH Birthplace Renovation 11 Rooms 2 West ****
Budget is based upon one room at a time being released for construction:
Remove and make safe Heat fixture and controls above patient bed
U S AN LEY Relocate electrical and lighting controls in headwall
Replace wall sconces with owners stock
Please see Nate on Site he is on call 720-934-1234
All Things Power, Technology and Energy Page 15 of 83
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12. Go to Parts List in the Notes tab. Enter a generalized parts list from Accubid to give service
technicians a general idea of what was included in the estimate to complete the work order.
Service techs determine exactly what they want to use to complete the work. DO NOT ORDER

OFF THIS LIST

Work order 62183

Lakewood Office

AR FOLLOW UP
DAILY SUMMARY
@® [NVOICE NOTES
WORK COMPLETED
WORK ORDER NOTES
® WORK ORDERED
WORK SCHEDULED

14
&
b ]
o1
r

© Font Family Font Sizes

A

|

#12/2C SOLID CABLE MC - STLARMOR 880

#12/3C SOLID CABLE MC - STLARMOR 880

DEVICE CKT LABEL 132

WIRE CONN RED (22 TO 8 AWG) 627

WP CONN GRAY/RED (18 TO 8 AWG) 198

3/8" CABLE SUPPORT FOR ROD OR FLNG 88

NMC OR MC/AC SUPPORT TO WOOD OR MTL STUD 176
CABLE/CONDUIT ANTI-RATTLE SUPPORT FOR MTL STUD 352
3/8" CONN SADDLEGRIP DC FOR FLEX / AC-80 / MC 264
4x 1 1/2" 5Q BOX COMB KO W/ FLUSH MTL STUD BRKT 132
4" 5Q 1G PLSTR RING 5/8" RISE 88

4" 5Q 2G PLSTR RING 5/8" RISE 44

4x 1 1/2" OCT BOX COMB KO 66

4" OCT BOX EXT RING 1/2" KO 66

GROUND SCREW W/ INSUL #12 LEAD 132

1/4-20 MACHINE SCREW ANCHOR 264

1/4x 1 1/4 FENDER WASHER - PLTD STL 264

1/4-20x 1 1/4 R/H SLOT/PHILLIPS MACHINE SCREW 264
#8x 1/2 WAFER HEAD SHEET MTL SCREW 616

T-BAR CLIP FOR UPTURNED LIP LAY-IN FIXTURE 44

2'x 4' DROP-IN T-BAR 11

UP TO +/- 175W WALL MOUNT - INTEGRAL LED LAMP 66
#14/3C - 6' FIXTURE WHIP 11

20A 125V DUP REC - ISO GRD ORG (5G) 132
20A120-277V SIP SW - TOGGLE IVY (5G) 44

1G TGL SWITCH PLATE - 302 5/5 44

1G DUPLEX REC PLATE - 302 5/5 44

2G DUPLEX REC PLATE - 302 S/S 44

13. Go to the UDF (user-defined fields).

Prompt

CEAWD Checklist

Category
FE
Chuantity
Supervisor
Tumover?

Current setting
0o

Gahe Green

0o

All Things Power, Technology and Energy
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a. C&A WO Checklist enter 00 — Complete & Accurate. Any other value will put the work
order into the “Unschedulable” Dashboard in spectrum. This is used by other roles to flag
work orders with incomplete information.

Edit Work Order User-Defined Field

Site 62170 Site 2714
CE&AWO Checklist [oa -|
BT conce |

Search User-Defined Validation Codes

Valid entry Descripticn Ll
oo Complete & Accurate

o Missing Mat'l List

0z Missing Details

03 Missing Drawing/Pics

04 Unclear Scope

a9 Other

BT concol

Category UDF is for prefab and is not used for service work orders.

PE is entered if known at this point but can be assigned later by the service manager.
Quantity is not required for service work orders

Supervisor can be assigned at this point if known or assigned by the service manager
later if unknown at this point. Typically assigned based on which service supervisor has
the most knowledge about this site.

®ao0o

Edit Work Order User-Defined Field

Site 62170 Site 2714

Supervisor || v|

BT cance
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Search User-Defined Validation Codes

Valid entry Description o
Allen Thompson AT

EBrendan Camphell EBC

Casey Thompson CT

Darrell Fisher DF

Dusty Giles DG
EEEE
Mone Assigned MA

Patrick Wirkus PW

Fyan Janness F.J

Scott Peterson SP

BT conc

f.  Turnover? is required at this point. Indicate if turnover has been completed or is
required. No value puts the work order into the “Unschedulable” dasbhoard.

Search User-Defined Validation Codes

Valid entry Description 4k
oo Complete

01 Mot Required

0z Yes with Ops

03 ez with Tech

04 Missed Turnover

BT cance
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CREATE NEW CUSTOMER

1. Go to Customers on the Spectrum site map.

EEI EEI X
@ poshboard " Site Map +

W Accounts Payable W Data Entry = Customers

W Accounts Receivable Wi Inguiries = Main Properties
w Business Intelligence W Reports = Contacts

= Erployes Kok ®

W Job Cost w Contracts = Maotes

W Project Management = Images

w Purchase Order

W Work Qrder

2. Make sure that the customer does not exist in the system by clicking the dropdown menu and
searching for the customer.

|
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Advanced Customer Jearch Options

Enter selections to limit search, or leave blank to search all.
Selections
Customer code |
Customer name
Alpha code
Address
City
State |
Fip |
FPhone |
|

Type

Contact

Salesperson code
Organization atfribute
Cost Center

User-defined fields

3. Click new and press enter to autogenerate the next customer code number and enter the name of
the new customer.

New Customer

Customer code (5333

Mame [ Test Do Mot Use
Terms code E
Sales tax code | ~r|

~ox [T

4. Click the drop down next to terms code and enter the appropriate term. This will typically be net
30.
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Search Customer Terms

Code Description

Dwe upon receipt
Met 30

Met 45

Met 50

Met 60

Met 15

Met 120

L1 Rt I = N % R - L (%

___ox [

5. Click the sales tax code dropdown menu and enter NT into the search field. Scroll down and
select NT-100 which is the default code used at the customer level. Sales tax codes are
assigned at the site level and not the customer level because tax is dependent on location. For
instance, one customer could have multiple sites in different locations with different sales tax
codes.

All Things Power, Technology and Energy Page 21 of 83

EncoreElectric.com



| Search Sales Tax Codes |

MT

Code Diescription Percent
HOMNOLULY State + County 4 5000
LONGMONT Longmont 35150
LONGMONTBOULDER Longmont no State 4 5300
LONGMONTHOSTATE CO exempt Longmonti 56130
MINTURN Minfurn + Eagle Cty . 4000
MOMULMENT Monument/El Paso/CO 76300
NT-300 Mon-Taxable Avon DQQD
HNT-400 Mon-Taxable MT DD
NT-300 Mon-Taxable Morthem DQQD
NT-700 Mon-Taxable Mig 0000 |~
PARKER Parker/Douglas Cound S 0000
SAM ANTOMIO City and Bexar Cly . 2500
SCOSPELPASOEX Co Springs County Ex 70200
SJEFFCO State and County 20000
SPUEBLC Pueblo, County, CO 7.6000
STATEEAGLE State & Eagle County 4. 4000

Cox RN

6. On the Main tab of customer properties, enter the address and contact information from the
customer setup form. The customer type field can be left blank or enter “Service”.

|
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+ CUSTOMER ‘m Cancel

Mame

Test Do Not Use Customer code 5333 est Do Mot Usel tatus

Address = Active
7125 W Jefferson Ave Alpha reference Inactive

Address Customer type Mof used

Communication Primary contact

Lakewood, CO 80235 Address [7125 W Jefierson Ave -
Lakewood, GO 80235

Tel ne

1(303) 934-1234

-

Telephone 303 934-1234
Fax

Customer e-mail |
Web site |

7. Enter any customer specific information such as who to contact for billing into the work order
warning field. Work order warning is shown on the main page of every Work order created under
the customer. Resale and Attributes are not utilized.

Resale
HMumber [ |
Epraton [ 7]
Aftributes
Mo attributes assigned: window o select -

Work order waming

8. Select Defaults under the properties menu and enter the correct account manager in the
Salesperson dropdown menu.
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+* CUSTOMER
Name
Tes Not USe

Address
7125 W )efferson

Address

City/State/Zlp
Lakewood, CO 80235

Telephone

PROPERTIES

Main

Defaults
Contacts

Bill-to Addresses
Unit Billing Items
User-Defined
Cost Centers

FINANCIALS
DOCUMENTATION
ENTRY

REPORTS

Customer code 5331 Test Do Not USe
Invoice defaults
Salesperson Casey Kerr
Terms code |E v] Met 30
Retention
Taxable @
Sales tax code @ Non-Taxable Englewoo
Credit and collections
Date established @
Credit limit :
Finance charge code Z
. Finance charge :
) Send statements?
Pricing codes
Material j
Labor E
W/O material markup Z

Search Salesperson Codes

Code MName
| AT Allan Thompson
BF Bill Frye
BK Bill Kelson
| CA Chris Anderson
|cC Chris Clark
| CK Casey Kerr
CSH Colo Springs House Account
CT Casey Thompson
DF Darrell Fisher
|DH  Denver House Account
| EB Eric Bankert

BT conce

9. Select if the work order is taxable. Default setting is “Yes” because tax exempt status requires a
tax-exempt certificate. It is critical to know if a job is tax exempt as soon as possible. Always ask
the account managers tax exempt status.
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Invoice defaults

Salesperson Casey Kerr | Related-Party GIL Accounts: No |
Terms code E Net 30

Retention :

Taxable

Sales tax code ﬁ. 7 ' w| MNon-Taxable Englewoo

10. Leave Credit and Collections fields in their default state.

Credit and collections

Date established 05/10/22 -

Credit limit | ]
Finance charge code v|

. Finance charge

# Send statements?

11. Enter the Material and Labor values from the customer setup form into the dropdown menus.

12. Click W/O material markup drop down, click “go” next to the blank search field and select the
correct markup code.

Pricing codes
Material E|
Labor E|
I

W/O material markup
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[ Newseawn |

Search Material Markup Codes

Type Start date End date  Stalus
01/01/13  12/02/99 Active

01/0113  07/31/29 Active
08/01/16  08/01/33 Active
10/0117  10/01/34 Active

Markup Description

! Non-Commaodity Percent
INC Non-Commaodity Percent
cs Colorado Springs Service Mater Percent
CSs COS Adjustable Percent
MO Montana Service Material Percent
MT Mountain Service Material Percent

ok [T

110119 11/01/30 Active
04/10/17  04/10/30 Active

13. Select Contacts under the Properties menu and click add contacts, then click “New” to enter
new customer contact information from the customer setup form. Use the search bar to search
for existing contacts to add to a customer.

P [ e [ETEEN

Test Do Not USe Customer code 5331

Test Do Not USe

W Jefferson Add Contact Il

Edit

H Set as Primary, “ Remove

Customer Contacts .

Status: Active ]

Contact name

Lakewood, CO

~ PROPERTIES

Main

Defaults
Contacts

Bill-to Add|
Unit Billing Iterr
Usei d
Cost Centers

Primary phone Contact attributes

Remarks

|
=

|
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Search Contacts

Status: Active
v £ [ New |
Maodify, || Save | Last name Contact name Organization name Title Prim+

(Organization attributes: NA
Contact attributes: NA

|4l partial search fields

|All organization types

|Active organizations only

i<l I

EETEE e

14. Complete the fields under the “Properties” tab. Addresses and Jobs tabs are not changed.

|
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New Contact

Properties | Addresses | Jobs

Contact name @ - Status :l

Title |
Remarks

Attributes -

E-mail ||E] | 0 More
Not authorized to access Spectrum.
(7] Default as a job contact on contracts / subcontracts?

Telephone
| New I Edit I Delete || Setas Primany
BT conce |

|
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MNew Contact

Eroperties Addresses Jobs
| New || Edit [ Remove || setas Primary Organization Status: Active
Description Relationship Address City State/prdk
Test Do Not Use Customer 7125 W Jefferson Ave Lakewood co
< | ?
BT cence |
15. Go to Main under properties and click save to save the new customer.
~ CUSTOMER m Cancel
Name
Test Do Not Use Customer code 5333 |T95( Do Not Use Statu
Address =) Active
7125 W Jefferson Ave Alpha reference Inactive
Address Customer type Not used

/Zip Communication

Lakewood. CO 80235 Address 7125 W Jefferson Ave =
Telephone Lakewood, CO 30235
1(303)934-1234

~ PROPERTIES
Main Telephone 303 934-1234
Contacts Fax 1

Customer e-mail |

» FANANCIALS Web site [

+ DOCUMENTATION
Resale

» REPORTS

MNumber

All Things Power, Technology and Energy
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CREATE NEW SITE

1. Go to Sites on the site map.

W Accounts Payable

o Accounts Receivable
ws Business Intelligence
ws Employee Kiosk

W Job Cost

W Project Management

o Purchase Order

Maintenance

Data Entry

-
-

W Inquiries
W Reports
-

Utilities

we Work Orders

#» Work Order LY . Special Reports

= Create an Encore IT Support Req...

Sites I

Main Properties

Site Contacts

Site Equipment

Site Labor Billing Rates
Material Pricing

Site Standard Charges
Site Payroll Setup
User-Defined

Site Work Order History
Warranty Management
Related Jobs

MNotes

Images

2. Use the search function to search key words or click the drop down for advanced search options
to determine if the site already exists in the system.

ucH ] | New Search |
| Edit || Delete || Send E-Mail |
Site Name Status Customer

4202 TS-UCH HRH Technology Active 4111 (TeamLinx)

4012 TS-UCHealth Longs Peak Active 1238 (Univ Of Colorado Hospital-UCH)
8950 UCH Gastroenterology Active 3129 (Poudre Valley Hospital)

6913 UCH Loveland Pediatric Active 3727 (UCHealth)

6838 UCH Family Med Center OE2059 Active 3129 (Poudre Valley Hospital)

All Things Powe
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Advanced Site Search Options

Enter selections to limit search, or leave blank to search all.
Selections.
Site 1D

Name
Address
City

State

Zip

Site phone

Other phone
Contact
Customer code

Customer name
WO type

User-defined fizlds

[NAICS Code v| | v|
[Incentive (%) v| | v|

~ox  |RETE

3. Click New and then press enter to autogenerate a new site number.

New Site

Site code 5960

Site name ||
Customer | '|
Cost Center | v|

BT cence
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4. Enter the site name. Use the Customer drop down to search for the correct customer associated
with the new site. A common mistake is to create a site under the wrong customer. Use the drop
down to search and select the appropriate cost center. Denver service is 120 for example.

New Site

Site code [594?

Site name [Test DO NOT USE |
cusamer ReIDONOT USE
LT

Search Cost Centers

Code Description Address 1 Address 2 W

120 Front Range Service

130 TS Service

220 So. Colorado Service

320 Mountain Service

420 Montana Service

520 Morthern Service

<l il
ok [IETIE

|
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5. Enter the site contact information from the site setup form.

Site code 6962

Site address
MName [Test Do Not Use
Address -

Site phone | Ext
Other phone | | Ext I:l

Customer [5333 w| Test Do Not Use

6. Enter the lead source information from the site setup form.

Waork order defaults

Lead source | v|
Requested tech |

Type )
>

Zone

Case type
Customer's job

hd

vl

|
|
Sales tax code |NT—1[]II]I '| Non-Taxable Englewoo
|
|

UUse tax code v|

Cost Center 120 -r| Front Range Service
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Search Lead Sources

Lead source Description afn

AD 1 Ad Campaign 1

AD 2 Ad Campaign 2

AD 3 Ad Campaign 3

ADVERTISEMENT  Local Advertisement

BILLBOARD Billboard

EXISTING Existing Customer -

INTERNET Internet

MEDIA Media (Radio/TV)

REPUTATION Reputation

TRADE SHOW Trade Show v
BT cence |

7. Enter the Zone, Case Type, and Sales Tax code fields under the work order defaults section.
Other fields in this section are not entered at the site level.

|
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Search Work Order Zones

Zone  Description Flag color Custom icon L
CS5  Colorado Springs . NAVY
FR  Front Range . GREEN
HQ  Lakewood Internal WO . RED
MFG Manufacturing . PINK
MOMN  Montana . PURPLE
MT  Mountains 4 MAROON
NOR  MNorthermn Region OYELLOW
P Prefab .TEAL
Technology Solutions . GRAY

BT coce

|
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Search Case Types

Case type Description o

BFA Boulder Fire Alarm License

CHEBE Centura Health Badge

]

CSA Co Safety/Coors Badge

CSFA Co Springs Fire Alarm License

DFA Denver Fire Alarm License

D17 Tele/Data Experience

EWC Energized Work Certification

FAA FAA Clearance

FACPR First Aid/CPR Certification

FLC Fark Lift Certification

GSA Government Security Clearance

HCC Healthcare Certification

IND Industrial Experience

IR IR Certification

MTJW Maontana Journeyman License

NEJW MNebraska Journeyman License

PSFH Penrose St Francis BEadge

UTJw Utah Journeyman Licenss

VVH Valley View Hospital Badge

vwmMmC Vail Valley Medical Badge

WY W Wyoming Journeyman License
BTSN conce |

8. Sales tax information can be found using entering the site address into the Geotax website.
Enter the appropriate sales tax information into the search field in the Sales Tax Code dropdown.

|
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IO GeoTax x + v = o X

< C @ geotaxcom/geotax 2 * » 0@ :
p GQOTAX Tax Search Users @ Eric Graboski

Instant Local Sales, Use and Automotive Tax Rates

29

" ) Transactons Made
This site allows any consumer or business in the US to determine local tax jurisdictions and tax rates based on US

addresses input.

27-Apr-2022 To 26-May-2022
GeoTax 100 Annual / 75 Transactions left

Single Tax Lookup Multiple Tax Lookups

Tax Rate Type
Genera& v

Address (Complete address returns higher accuracy tax rate results)

| 7125|

15267 Barthol Rd, Jones, LA 71250
14626 Armstrong Rd, Jones, LA 71250 - 7 Addresses

18006 B M Hunt Trl, Jones, LA 71250

11968 B.M. Hunt Trl, Jones, LA 71250

Search Sales Tax Codes

Search [lakewood | | New Search
Code Descripiion Percent
LAKEWOOD Lakewood 7.5000
SLAKEWOOD Lakewood City Only 3.0000

BT concel
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9. Make sure the check the Default new work orders to be taxable and Material subject to sales
tax checkboxes.

Taxability
Default new work orders to be taxable (sales tax)?

Labor subject to sales tax?

QEERQ

Material subject to sales tax?
Material subject to use tax?

10. Go to Contacts under the Properties menu to add new site contacts and designate the primary
contact. Enter as much identifying information as possible when adding contacts such as title
and who to call first.

* SITE m

Name
Test Do Mot Use Site code 5962 Test Do Mot Use
Address

Site contacts

Site Phone [ Addcontact ||  Edit ][  setasPrimary || Remove || E-Mail
720 123-4567

Pri... Contact name = Phone Contact attributes
Primary 5ite Contact

Customer Name
Test Do Mot Use

~ PROPERTIES
Main
Contacts
Equipment
Labor Billing Rates
Material Pricing
Standard Charges

Payroll Setup mm

.
er-Defined # &l fontacte far thic ructnmar

11. Equipment is not utilized, and labor billing rate is entered at the customer level.
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12. Go to Payroll Setup and enter the correct work state.

- sme sove [N

Name
Test Do Mot Use Site code 6962 Test Do Not Use
Address
Defaults
Site Phone Worker's compensation | |
720 123-4567 Wark state ” 'l
Primary Site Contact Work county | 'l
Work local -'|

Customer Name Rate lavel :l
Test Do Mot Use Pay group I:l
~ PROPERTIES

Main

Contacts

Equipment

Labor Billing Rates

Material Pricing

Standard Charges

Payroll Setup

User-Defined i
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‘ Search Tax Codes

Search |c0 '| | New§earch| | Jurisdiction |

Jurisdiction: State, Unassigned

| Related Tax Codes / Instructions |

Tax table Description Jurisdiction Ll

CO Colorado 2022 Unassigned

NM New Mexico 2022 Unassigned

XX PR Corraction Unassigned

YY PR Corraction Unassigned
BT conce |

13. Go to User-Defined under Properties and double click the NAICS Code field and enter the

NAICS Code from the site setup form.

s

Name
Test Do Mot Use Site code 6962 Test Do Not Use

Address
Prompt Current setfing

Incentive (%)
Primary Site Contact NAICS Code

Site Phone
720 123-4567

Customer Name
Test Do Mot Use

~ PROPERTIES
Main
Contacts
Equipment
Labor Billing Rates
Material Pricing
Standard Charges
Payroll Setup
User-Defined i
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Edit Site User-Defined Field

Site code 6962 Test Do Mot Use

NAICS Code I |

BT concel

Search User-Defined Validation Codes

Valid entry Description + v

713940 Fitness & Rec Facili |

721110 Hotels

721120 Casinos

722510 Restaurants

813110 Religous Facilities

921100 Exec & Legislative

922110 Courts

922120 Police Protection

922140 Correctional Insti

926110 Admin Gen Econ Pro .

928110 Military Base "
ok [EETI

14. Go to Notes under the Documentation menu. Copy the account manager contact information
into the Account Manager field. This is visible to the service technician in field connect.

|
All Things Power, Technology and Energy Page 41 of 83

EncoreElectric.com



v SITE
Name
Test Do Mot Use

Address

Site Phone
720 123-4567

Primary ¢

Customer Name
Test Do Mot Use

PROPERTIES
FINANCIALS

DOCUMENTATION

Notes
Images

ENTRY
REPORTS

Y

m Cancel

Site code 5962 Test Do Mot Use

Account Manager

DIRECTIONS
FYl

15. Click Save to save the new site.

‘REVIEW WORK ORDER

¥ h B B 4 © Font Family

1 Sam Harrison
Email: Sam.Harrison@EncoreElectric.com
Phone: (303)638-2781

1. Service supervisors should review their assigned work orders daily.

2. Account manager receives notice to proceed from customer and notifies the service supervisor
that a work order is ready for review if supervisor assignment is known at that point. The
customer purchase order is sent to service supervisor.

3. Work orders that are created without assigning a service supervisor are put into Unassigned,
Manager, or Needs parts dispatch status. Emergency calls are put into Unassigned and the
service coordinator is notified.

All Things Power, Technology and Energy
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[ <] wewsearcn|

[ Edt || peste || Fom || BilNow |

Woark order Dizpatch status WO summary £ JobiSite
51300 [](U)- Unassigned  4-27 / RETURN WHEN DOOR OPENER ARRIVES - Exte... 4743 (Highlands Ranch Hospital)

62134 .(U}- Unassigned  4th Floor Remodel - Small. Permit ELD22-0283 May Start. 2966 (Craig Hospital)

59192 [ (V) - Unassigned  5/16 - SEAN STILL WAITING ON CUSTOMER TO FINISH ... 3497 (Veolia Environmental)
60861 .(U}— Unassigned 6-1 waiting on hot work permit for Kenny to return - ARRI... 2833 (KCNC)

61931 . (W) - Unassigned Add 2 2«4 in aluminum welding shop - fixtures are inthe ¢... 5884 (MKS Instruments)
62609 . () - Unassigned  Add dimming/replace fitures in 4 migraine exam rooms ... 535 {(University of CO Hospital)

I [ T e e e
62589 (U]-— Unassigned Add outlet per G977 (Peakview Senior Living) |
59603 . (U} - Unassigned Concourse A- Semi Annual Tesling- Elecirical System Ser... 2134 (DIA Data Center)

62540 .{U}— Unassigned Darrell & Charles will run this one. Scope of Work: **__ 1664 (Lockheed Martin Deer Creek)
62606 . () - Unassigned Install 1/2" conduit and customer supplied cable from ATS... 5918 (West Litfleton ED)

62345 . (W) - Unassigned  Install 2 new circuits and connections to IStar Controllers i 535 (University of CO Hospital)
62516 . () - Unassigned Install 3 mew duplex receptacles for display monitors in ga... 535 (University of CO Hospital)
62652 .(U}- Unassigned Install fire alarm cable from BAS panel in mech space abo. . 3393 (Littleton Adventist Hospital)
62103 . () - Unassigned  Install new circuit and receptacle for crypto coin ATM, call ... 6911 (Loaf N Jug #750083)

4. Supervisor assignments are determined by the service manager in the weekly work order review
meeting or as needed. Work orders in Manager or Unassigned dispatch statuses are assigned
to service supervisors in the user defined fields (UDF) tab based on availability and familiarity
with customers. The goal is to keep same supervisors with their same customers.

| Cancel || Form || 2-Labor H 3-Material || 4-Other || 5-PD || 6-Motes H 7-Financials H 8-Tasks I 9-UDF I

Work order 62170 Site 2714

Prompt Current setling
CEAWO Checklist nz

Category

FPE Gabe Green
Cuantity

Supervisor

Tumover?

|
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Search User-Defined Validation Codes

Valid entry Description 4

Allen Thompson AT

Brendan Campbell BC

Casey Thompson CT

Darrell Fisher DF

Kyle Gilbert KG

Mone Assigned MNA

Patrick Wirkus PW

Ryan Janness F.J

Scott Peterson SP
BTN concel |

5. Work orders requiring material order prior to start are put in NeedsParts dispatch status.

Status E
Dispatch code % MeedsParts
Status type Hold

6. Work orders requiring review by service supervisors are put into Manager status.

Status
Dispatch code E @ Manager
Status type Hold
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Search | "| | MNew Search

[ Edt || peete || Form || illMow |
Wark order Dispatch stalus WO summary JobiSite
62613 .‘ (K} - NeedsParts 20 MR16 drivers. Todd will deliver o site 5492 (Gaylord Rockies Hotel)
62093 ...'~ (K) - MeedsParts A Riser Breakers and Installation 5520 (Lockheed Martin)
B2R32 ‘ (K) - MeedsParts  Add new and panel and wire split sytesms 6101 (Sacred Heart of Jesus School)
62274 ...'~ (K} - MeedsParts  Bid Project to BOA Technology, Dusty will PM this work, tu... 6598 (BOA Technology Inc- HQ Office)
62371 ...;‘ (K} - MeedsParts  Furnish and install 120V power from Emergency Power 5., 388 (Craig Hospital)
62427 - (K) - NeedsParts  Install new heater in fire riser room. MNeed to order heater... 6297 (118 Inverness Drive East)
62538 ‘ (K} - MeedsParts  Remove and reinstall light poles. G932 (Sorrel Ranch)
62039 ...;‘ (K} - MeedsParts  Replace (2) Panelboards in the Pool House. Quotes and ... 487 (William Pauls)
62542 - (K) - NeedsParts  Scope of Work: **** Indigo UPS Installation of 2 - 8kWVAUP. .. 6983 (Richard Rodriguez - Indigo U ..
55246 ‘ (K} - MeedsParts  Strut Cuts 20068 (Confidential COS - NG Sub)
61844 .‘ (K} - MeedsParts  housings for over head lights are loose in the ceiling and ... 2177 (Cheesecake Factory-Littleton)
62623 tech needed for (3) small projects. no lift needed, 16 hou... 3891 (Elevations Credit Union)

‘ (K} - NeedsParts

7. The service supervisor reviews the customer purchase order, proposal, quotes, work order notes,
and documents to determine material, manpower, subcontractors, shutdowns, safety, engineered
drawings, documentation, project engineer support, permitting, scheduling, and anything else that
is required to perform the work. There may be additional communication with the account
manager and customer for clarification at this point.

8. Reviewed work orders that are waiting for parts, permitting, or anything else are put into Parts
Ordered status until they arrive. Otherwise, they are put into Unassigned to indicate they have
been reviewed and are ready to schedule.
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| Search Dispatch Status Codes
Digpatch status  Description W.0. status type  Flag color Custom icon i
A Assigned Assigned . GREEN =
E NotDeliver Open . OLIVE
C Ryan Hold . ORANGE N
D Rejected Hold . RED 9
E Follow Up Open .RED
F Finished Finished . BLACK
G Delivered Open . BLACK F ]
H Parts Here Cpen .OLIVE
| In Progres Arrived . ELUE £2/]
J PF Open Open [l FURFLE G
K MNeedsParts Hold DYELLOW %
M Manager Hold B GRAY @
R Go Back Hold . MARCON »
5 Scheduled Assigned . CYAN G
T Cust Hold Open .GREEN
U Unassigned Cpen [CJPINK l
W Bov Finished D GO0 pre
X Flex Assigned DYELLOW
Z % Billing Assigned .PINK =l
ok [ITSIN

9. Service supervisors communicate with service coordinators in manpower meetings to forecast
upcoming work and confirm unassigned work orders are ready to be scheduled.

SCHEDULE WORK ORDER

|MANPOWER PLANNING

1. Use the shared monthly manpower spreadsheets in the Service Superstars channel in
Microsoft Teams to plan workforce needs. Manpower meetings are held weekly where service
supervisors, service coordinator and service manager discuss upcoming workforce needs.

2. Service supervisors fill out their manpower planning sheet weekly and email to service manager,
other service supervisors, and service coordinator. The template contains dates, job name,
requested service tech, and work order number.

|
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. Service Super Stars

General

Account Managers

Manpower Meetings ©

Service Ops Team

WO Tracking

1 hidden channel

Manpower Meetings 5

[ Name- Modified - Madified By
= 2020 Movember 1, 2021 Konnie Terry
o0 2021 December 22, 2021 Konnie Terry
APRIL 2022.xIsx April 28 Konnie Terry
} AUGUST 2022.xIsx May 11 Konnie Terry
DECEMBER: 2021.xlsx December 27, 2021 Konnie Terry
37 FEBRUARY 2022.xlsx March 15 Konnie Terry
JANUARY 2022.xlsx February 3 Konnie Terry
35 JULY 2022.xdsx May 11 Konnie Terry
JUNE 2022.xlsx Yesterday at 2:26 PM  Konnie Terry
MARCH 2022.xlsx March 30 Konnie Terry
(] MAY 2022.xlsx Yesterday at 2255 PM  Konnie Terry
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A B & D E F G H J K L M N (o]

= Scott's = waiting _Rvan's | = Dusty’s
changes to confirm change change

2 Week of: MAY 16, 2022
3 16th 17th 18th 19th 20th 21st 22nd
4 [Projects / Motes: |
5 Bernie Avila
6 Curtis Kohout
LOCKHEED
7 Daniel Murphy 50033
Hunter Douglas - | Hunter Douglas
& | Eric Autret 60173 - 60173 VILLAGE CENTER STATION - 62252
LOCKHEED -
9 Forest Goody 558346/ CPI McKesson - 60667 - see Zack if they approved quote
10 Jal Staples
11 |James McKnown HOME / SICK |HOME / SICK |HOME / SICK
UCH UCH UCH
12 James Schultes W/IORDAN |W/IORDAN |W/IORDAN
13 Jason Wicker BANDIT BANDIT BANDIT BANDIT BANDIT
14 Jordan Heeftle UCH UCH UCH UCH UCH
UCH UcH
15 Justin O'Rourke W/IORDAM | W/JORDAN
1/2 day DIA /116
16 Kenny Goerdt INVERNESS 51364 |residential VACATIONS:
CPA - 62263
17 | Ken Pease v /KBERNIE JAL - 7/5 THROUGH 7/8
100 ST PAUL |100 ST. PAUL - (100 ST. PAUL - | oo ¢ paul
12 Malone Snyder - 62189 62189 62189 52047 52183 KEN PEASE - 7/22 only.
MUSEUM -
19 Manuel Lovato 50232 f 60653 KEN PEASE - 6-19 - 6-26
20 Rich VonDuyke LUH - 52083 |LUH - 62083 ERIC AUTRET - 5/13 - 5/17
[

The manpower board in Teams is used for longer term forecasting and changes frequently. Assignments
are put into Field Connect for the upcoming week when assignments are definite.

a. After the overall manpower plan has been created in teams, then use spectrum to assign
technicians to work orders.

b. Use Field Connect to create multiple assignments for each day when necessary.

1. Review unassigned work orders daily to understand the scope of each work order and when they
should be scheduled.
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[ <] NewsSeawn]

Status Type: Proposed, Unfinished

Edit Delete Form Eill Now

showing 24 of 24 records

Work order
62429
62424
62420
62400
62395
62345
62332
62330
62284
62170
62166
62151
62083
62073
61704
61662
61607
61540
61444
61309
60582
59803
59583
59192

Digpatch status
. () - Unassigned
. () - Unassigned
. () - Unassigned
. () - Unassigned
. (U) - Unassigned
. (U) - Unassigned
. (U) - Unassigned
. (U) - Unassigned
. () - Unassigned
. () - Unassigned
. (V) - Unassigned
. (U) - Unassigned
. () - Unassigned
. () - Unassigned
. () - Unassigned
. () - Unassigned
. (U) - Unassigned
. (U) - Unassigned
. (U) - Unassigned
. (U) - Unassigned
. () - Unassigned
. () - Unassigned
. (V) - Unassigned
. (U) - Unassigned

£ WO summary

Felocate conduit and wiring for fire riser room. 2-3 days work fo complete.
Summer work at Brush Schools Dist.
Rose OR 1 boom lights

Exterior Conduit for Card Reader, Boring quote and proposal attached to work order. Will turnover with Ryan Janness.

tech needed to install outlets and change smoke detectors at Unit 2030 at Four Seasons. Still waiting HOA approval, 05.16....

Install 2 new circuits and connections to |Star Controllers in AIP COMM rooms on 5th and 8th floors

SUMMARY SCOPE OF WORK: “We have noticed a high rate of ELM and Q17 breaker trips onsite. Pleaze MEGGER test . .
Scope Details: Description: 100123-02- Non-Session- Damage-Fastener Long Problem Description: Electrify Americ. ..
Install TV in conference room

Brief scope in 10 words or less- 2 techs 2 days - Any specific information above standard service call that affects scheduling. ...

SCHEDULE IN JUNE - Disconnect and Reconnect of pumps. Work to happen during summer
UPS Replacement - 15kVa to a 10kVa Start after July 4th

Furnish and install Power for DI in SFD. 30 Day Metering required.

Special Project - DMNS Tunnel Lighting

Install power on window wall and connection to powerad furniture, try to use existing circuits if possible, no one has visited th. .
Provide and install (1) new sample fixture to replace 18" cans in main lobby-fixture is 2 weeks out. Once it comes we will nee.

RETURN WHEN WE RECEIVE THE LIGHTS & CUSTOMER FINISHES DRYWALL - Lighting changes in Office
SPD Decontamination room remodel

5M16 WAITING ON CUSTOMER TO COMPLETE WORK - Tech needed for 3-4 days of work to install conduit and control cabl...
4-27  RETURN WHEN DOOR OPEMER ARRIVES - Extend existing life safety circuit and provide connection fo auto operato...
LEAVE OPEN - SEE SCOTT - Relocate 1 40 amp, 400 volt circuit and add 1 new 40 amp 400 volt circuit for new and relocate...

Concourse A- Semi Annual Testing- Electrical System Service INSPECTION DATE 4/25/22
South Data Center- Quarterly Testing- Electrical System Service INSPECTION DATES 1/22/22, 4113122, 77122

5/16 - SEAN STILL WAITING ON CUSTOMER TO FINISH REPAIRS - Sean needed to repair outdated disconnect by using p...

We are going to help install (3} split units over the summer. need to coordinate with Sc...

Job 4+
G2Ea
63
67
42
A9
53
2
2
0
27
i)
69
38
22
63
23
381=
57¢
34g
474
221
213
213
348

2. Confirm that Unassigned work orders have been reviewed by the assigned supervisor and they
are ready to be assigned. The supervisor is assigned in the UDF tab in spectrum.

‘| Cancel || Form || 2-Labor || 3-Material || 4-0Other || 5-PO || a-Motes || 7-Financials || 8-Tasks || 9-UDF |I

| switch || 1-main || 2-tabor || 3-Material || 2-0ther || 5-Po || s-Notes || 7-Financials || 8-Tasks |

Work order 62429 116 Inverness Drive East
Prompt Current setiing
Category
PE
Cuantity
Supervisor Dusty Giles |
Tumnover? 01

Communicate with technicians, service supervisors, and service managers to understand when
technicians will be finished with work orders and available to start new work orders.
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4. Use Work Order Summary scheduling information and estimated hours along with
conversations with the service supervisor to determine the right technician, material, and safety
equipment for the job.

‘m| Cancel || Form || 2-Labor || 3-Materia || 4-Other || 5-PO || &-Motes || 7-Financials | B-Tasks || 2-UDF

Work order §2429 Site 6297

116invernessAP@ cushwake.com

Info Status
Work order type @ MOVES/ADDS/CHANGES Dispatch code O Unassigned
Name 116 Inverness Drive East Status type Open
Service contract
Customear P.O. [signed proposal | Work summary (customer request)
Customer's job —v| Relocate conduit and wiring for fire riser room. 2-3 days work to
Phone 303 6620800 | | | complete.
Contact note [Jake Garcia |
Customer code 5060 w| MG-116 Inverness, LLC
Dispatch Dates
Zone . Front Range Crdered date (051822 =] [10:27:31 ]
, Priority [04  w|@ Schedule Requested dateftime | | | |
" Case fype Colorado Journeyman License Scheduled datedime | v| | |
Price method @ Assigned date/time | -| | |
Cuote m Hours Arrived datetime | -| | |
Est arrival [ H Finished date/tims | - | |

5. Ensure that the work order has accurate contact information, an accurate work summary, and a
detailed scope in the Work Ordered Notes.

6. Special equipment like a lift should be ordered at this time.

7. Change the Dispatch code to Assigned and click into the Code column drop down to search
and assign a technician to the work order. The first assigned technician is designated as the
lead, and all others are Second. Click the Scheduled Date column to enter the time of the work
order. Enter the estimated number of hours for the assignment in the Hours column.

[ Fwai Il new || Edit || Delete | Reguestedtechnician atthis site 1566 - Dale Vaughan Bochert

Code Technician name Responsibility Scheduled date Scheduled time Hours s
966 Jason L Wicker Lead 04/01/22 07:00 1.00
9 - -
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Search Technicians

Technician Mame Category Bill 4

63 3|
_ox [ENTEN
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Advanced Technicians Search Options

Enter selections to limit search, or leave blank to search all.
Selections
Technician
Mame
Labor category
Labor category description
Labor bill code
Labor bill description

ok [T

8. If a work order requires more than 8 hours or more than one assignment for return trips, those
additional assignments must be entered in Field Connect. In Field Connect Gateway, click find
and search for the work order number.

Dispatch  Planning Scheduling Map Messaging Availability | Find

Customers  Supervision

Search Criteria

Find Orders by Number/Date | Find Orders by Customer Find Orders by Site Find Fon

All Search Dates are Entered Date
Work Order Number

Number: | | Search
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9. Click Edit on the correct work order in the search results. Click New assignments to add
additional assignments.

Search Results

Entered = Customer | = Address
7125 W
Jefferson

. my| B 4/29/2022  1/1/1900 . Front Encore Lakewood
Detail}| Edit B2170 1025 AM | 12:00 AM Unassigned | MOVES/ADDS/CHANGES Hatr Schedule Electric Office Ave

Lakewood,
CC 80235

Mew Assignment

Assignments on the Work Order

Description Scheduled

Properties
Test Description Jason L Wicker 4/1/2022 7:00 AM Assigned

Dispatch

10. Enter the information for the additional assignments and click save. Create one assignment for
each day of work.

Close

Description: [
Technician: [ +| | Filter
Equipment: [ v
Scheduled: Date: Time:
Duration: Hours: [:] (decimal format i.e. 2.5)

Save

FINISHED AND GO BACK WORK ORDER ASSIGNMENTS
It is important to monitor work order assignments to ensure they are in the correct dispatch status.

1. Go to the Planning tab in Field Gateway to look for assignments in Assigned status that are
green or Goback status that are red.

FieldConnectse

Connacting Your Mablile Woarkforce

Dispatch | Planning| Scheduling
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Monday | Tuesday | Wednesday |
11 12 13

63152 Assignment:392637, SCL Health West Sub

63191 Assignment: 392636, SO Health West
Cudh

57405 Assignment:391501, Northglenn High
Srhonl
63184 Assignment: 392562, CSU Water 58801 Assignment: 352480, SCL St. Joseph's

Bacruera Condor

Hnsnital-Fadilitiec
51849 Assignment: 392651, PVH Arc Flash
wli
Assignment:392658, Banner Health
ErtAC DR
50280 Assignment: 392582, Loxo Oncology
Sish 1100

2. Review assignments in GoBack status and communicate with technician to determine the reason
for the return trip and when it will happen. Then put the work order in the correct dispatch status.

62554 Assignment:390931, Ball AMC

3. Review any open Assigned assignments to determine if they should be in Finished status and
ask technicians to close them. When the assignments are known to be complete and needs to
be billed, put all assignments for the work order into Finished status.

PERFORM WORK ORDER ‘

We will...

Arrive on-time at our jobsites

Call ahead to confirm every appointment

Thoroughly review the work to be performed with our customer before starting
Maintain an orderly jobsite free of hazards and clutter

Clean-up after ourselves daily

Draft a thorough plan for any return trips

Inform the customer of when we shall return to complete the job

O O 0 O 0O O O
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o Always review the work we’ve done with the customer upon completion
o Make our customer aware of any items needing future attention
o Thank the customer for choosing Encore Electric!

REVIEWING ASSIGNMENTS

Review your assignments in Field Access daily. Depending on your schedule you may be required to do
the following several times a day.

1. Each morning log into Field Access and review your schedule and assignments. At the end of
each day review your schedule and assignments for the following day.

E@ Assignments - All En [Log.out]
I

Site: 4278 - |dex Band IT-5ervice Scheduled: 5/20422 11:00 AM
R Address: 4799 Dahlia St, Denver CO 80216 Status:
Details Contact: Work Summary: Tech needed for multiple service
Brandon Ochs 720-322-6385 projects (7). See notes for more
information.
Description: Priority Schedule
Site: 4278 - |dex Band IT-5ervice Scheduled: 5/20/22 T:00 AM
61368 Address: 4799 Dahlia 5%, Denver CO 80216 Status:
Details Contact: Brandon Ochs 720-323-6385 Work Summary:
Description: Priority Schedule
Site: 4278 - |dex Band IT-5ervice Scheduled: 5/19/22 11:00 AM
62338 Address: 4799 Dahlia 5t, Denver CO 80216 Status:
Details Contact: ‘Work Summary: New 480« Feed for Laser Robot
Brandon Ochs 720-322-6385 Machine. To be added to Jason W's
work load at Band it.
Description: Priority Schedule

2. Review the Assignment Details tab for an overview of the work order.

a. Contact Information: The primary contact information for the work order is listed under
“Phone” and “Contact Note”. Additional contacts for the site are listed under “Contact”
and the “Site Contacts” link in blue. Contact the account manager to verify or update
contact information for work orders.

b. Work Summary: Contains a brief scope description and any other details that affect
scheduling. For the full scope description, see the “Work Ordered Notes” or open the
proposal for flat rate work orders under “Attachments”.

c. Estimated hours: Shows hours for the individual assignment and the total for the work
order on flat rate work orders.
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Assignment Details

»

Assignment Description: ‘Work Order: 61570
Customer: 4140 - Idex Band It Work Summany: Tech n.eeded f?r multiple service projects (7). See notes for
more information.
Address: 4799 Dahlia 5%, Denver CO 80216 L%l Site: 4275 - Idex Band IT-Service €
Scheduled: 5/20/2022 11:00:00 AM Contact: Brandon Ochs 720-322-6385 Site Contacis
‘Work Order Type: 02 - MOVES/ADDS/CHAMNGES (Flat-Rate) Estimated Hours: 4.00 - (estimated for work order 290.00)
Contract: PO Number: 108138
Phone: 303-320-4555 Contact Note: Brandon Ochs
Priority Schedule

EWORKING WITHOUT WIFI OR CELL SERVICE

If you know you will be in an area without cell service or access to WIFI you will need to follow the
following procedure

1. You will need to connect to the available WIFI (cell phone hot spot or other) touch the menu bar

Go offline

E on the left-hand side of Field Access and select

NOTE: during offline mode any changes made in the system office side or field side will
not be synced until you are back online
2. To cancel offline mode simply touch the upload data tab in the left-hand corner of you tablet.

Upload Data

EARRIVING ON SITE FOR AN ASSIGNMENT

1. Open the assignment .

2. Review all work order notes and attachments. Review all site notes and any other comments
from other technicians.

Attachments contain: quotes, proposals, change orders, executed contract, client pos, drawings,

permits, submittal, RFI'S, invoices, COIS, tax exempt certificates, cut sheets, one lines, daily huddles and
any other forms completed in field connect.
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Attachments

There are 23 attachments

Type: Work Order
File: Choose File | Mo file chosen
MName: |
Description: |
Upload
Type Name Date Description
3/17/2022 10014
Work Order  |22013168.0df P ifeses PO 3
A
/1772022 10615 i
Work Order 22019171 pdf i‘r11 f202z 101 proposal - lunchroom workstations =
1772022 10015
‘Work Order 22019173.pdf ir:lq /2022101 Proposal - Office Data Crop (1) &
A17/2022 10 . :
‘Work Order 2201974, pdf ilil*l /2022 10:18 Proposal - Deburring Machine Relocate o
3/17/2022 1017
Woark Order 22018176.pdf AIH feses ! Proposal - Water Treatment Exhaust Fan =
31772022107
‘Waork Order 22019177 pdf A.H fenes " |proposal - Machine 214 and 215 &

Proposals: Contain full scope that was agreed on with the customer. Review and understand the work

description that was sold to the customer to understand their expectations.

Work Ordered Notes: Contains detailed scope from proposal and detailed job specific information such
as access codes, COVID protocols, check-in requirements, containment, and any other special
requirements.

Daily Summary: Completed daily by technicians. Brief description of work performed, job difficulties and
or any other pertinent information.

3. Fill out your daily huddle form in Field Access and save, (Make sure you identify the appropriate
job hazards for tasks that day)

Select the Forms tab to access all required forms to complete the work order. Select New to
create a new form. On each form, Save allows you to return to the form later while Complete
adds the forms to the attachments for the work order.
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Forms There are 14 forms available 2~
Name Title Status Controls
cs Customer Survey MN/A Mew

DH Daily Huddle NAA MNew

EE Permit Energized Electrical Permit /A Mew
Energized Work Permit Energized Work Permit (TEST) NAA MNew
Equipment Operators Checklist Equipment Operators Checklist /A Mew
Excavation Permit Excavation Permit (TEST) MN/A MNew
JHA Job Hazard Analysis /A Mew

lob Time 1 Job Time 1 MAA MNew
MTH katerial Handling Form /A Mew
MOFP hethod OF Procedure MAA MNew
IMissed Rest Period Wiszed Meal or Rest Period M/A Mew
PRF Payroll Reimbursement Form MNyA MNew
Service Pledge Service Division Pledge MAA MNew
Energization Permit Form Service Energization Permit MNyA MNew

| Saue”ﬂnmplete ” Complete and Email || Print || Cluse|

ECOMPLETING ASSIGNMENTS FOR THE DAY

1. Enter labor for you and your crew. The labor tab also indicates your individual labor hours
entered for the work order and the total labor hours entered for by everyone on the work order.

Labor Total Hours: 292.50 - My Hours: 111.00
Labor There are no labor hours entered. ~
Date |Tech Hours |P‘a5.r Type Equipmenit Task
Pay Type Regular v
Labor Date (5/18/2022 |

[ Task completed?
Equipment w
Jason L Wicker
Timothy Lee Koons

Mauricio Vargas Ramirez
Jonathan Schultz

Technicians

Add Labor

Advanced

2. Enter material (this is for material from your van stock, meaning anything you pulled off your van
Material pulled from co-worker’s vans needs to be entered via their field connect portal to properly
track inventory for individual van warehouses.

All Things Power, Technology and Energy Page 58 of 83

EncoreElectric.com



Material There are no parts entered 2
Item |Quam|'ty |Equipment Task

Search | | Search

Item b

[ Task completed?
Equipment b

Add Matenal

3. Enter any non-stock material (this would be anything purchased outside a PO for this assignment
— this would also include any material ordered to van stock that is not in the commodity list)

If purchasing material with a credit card you must enter the description and cost in invoice notes field.
Van inventory is updated when the job is billed and is not updated real time. Enter INC as the Item
value. Enter the lump sum plus tax of a few items (Unit Cost) and entering 1 for Quantity and EA
“Unit Of Measure. Add receipts/invoices as attachments and start your reimbursement form at this

time.
Non-5tock There are no non-stock items entered [
Item | Quantity Unit OF Measure | Unit Cost Equipment Task |
Item | |
Description | |
[ Task completed?
Equipment bl

Add NonStock

Advanced

Other Charges (if you have questions on what goes in here, please call you supervisor)

4. Enter Daily Summary: This is a description of work completed today.
5. Choose the correct Status when you have completed your work for the day.
a. Finished: Select when the assignment is complete. This removes from assignment
from your tablet. There can be multiple assignments associated with a single work order.
Putting the last assignment for a work order into finished status puts the entire work
order into finished status which indicates it is ready to be billed.
b. Go back: Select when work order is not finished and requires a return trip later and you
have no future assignments for the work order. Assignments in GoBack status stay in
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your assignment list in Field Connect. The service technician is responsible for
communicating with the service coordinator about when they will return to the work order
and why the return trip is needed. The service coordinator is responsible adding
additional assignments and putting the work order in correct dispatch status

6. When a work order is completed, and all assignments are in the finished status (there can be
several assignments for one work order) complete the following:

a. Inthe Daily Summary, write 100% COMPLETE followed by a brief summary of the work
completed in layman’s terms. This is used to create the invoice for billing by the project
accountant and will be visible to the customer.

b. Change to Finished status and verify all assignments have been changed to finished
status. Service technicians can view all assignments under the WO assignments tab to
verify that open assignments are not assigned to others

WO Assignments There are 10 assignments for this work order ﬁ
Tech Status Scheduled

Jason L Wicker Assigned : 31272022 9:£4:23 AM 572042022 11:00:00 AM

Jason L Wicker Assigned : 5/9/2022 12:30:08 PM 5/13/2022 11:00:00 AM

Jason L Wicker Finished : 5/12/2022 1:45%:04 PM 5/6/2022 11:00:00 AM

Jason L Wicker Finished : 5/2/2022 7:21:22 AM 4/29/2022 11:00:00 AM

Jason L Wicker Finished : 4/25/ 4/22/2022 103000 AM
Jason L Wicker Finished : 4/ 471472022 70000 AW
Jason L Wicker Finished : 4/11/ 4/772022 10000 AM
James P McNawn Finished : 4/8/2( 47172022 11:00:00 AM
Jason L Wicker Finished : 4 3/31/2022 T:00:00 AM
Jason L Wicker Finished : 3 F2022 720000 AW

For special projects and work orders you must order material via a purchase order. A purchase order for
material is obtained from the office for a special project or a work order. You do this in one of four ways.

1. Technicians are responsible for ordering their own commodities. Supervisors typically write PO’s
for quoted material. Supervisors place large orders of pipe and wire when it is required.

2. Before going to the supply house, request a PO in Field Connect by going to the PO tab in the
assignment in WO details. Create a new PO by selecting the vendor and assigning the PO a
number using the correct numbering sequence (WO#.000#). The system will not let you create
duplicate PO’s.

Purchase Orders

3. To create a new PO, select New PO and enter the next available PO# in PO#. Enter the PO#
and order total and in additional comments. Additional comments generate an email to office
personnel indicating there is a new open PO.
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Purchase Orders  There are no purchase orders for this work order

New PO

PO Request

Vendor:
| | Search

Item:
| | Search

Quantity: \ | Add To List

Additional Comments:
PO# assigned being used and order total

Submit Request

Anytime you pull a PO number yourself you need to also submit a PO request with the dollar amount of
the PO so that we may update Spectrum with the correct dollar amount for the PO.

Emergency calls: for an emergency call after hours, you must order the material to the call address and
office personnel will transfer it to the work order later.

Unused material ordered for a work order can be returned, disposed of, or restocked back to the van. Do
not return material if it is not worth your time. Material can be thrown away on flat rate work orders.

Return material: return all overstock material that can be returned to the vendor and notify the project
manager for that job that you have returned material from that project.

Restocking material: If you need to restock material to your van it must fall into the following categories.
1. It must be a small quantity of material that can be used within 6 months.
2. It cannot be a stock item.
3. The material must be in a condition to be sold as new.
Ordering van inventory: Requires a supervisor for the process.
1. Get quote for van inventory from vendor

2. Material must be in inventory items list (must have a code in our system)

3. Only a supervisor can enter P.O. for van inventory
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4. Requires a twostep invoice entry
5. Material must also be received in twostep process

6. Service Electrician can pick up inventory

1. Obtain approval from your Service Manager or Project Manager prior to ordering the tool
2. Provide a proper PO number to the vendor 5556-120-( your employee number)

3. Notify the Service Manager or Project manager of the tools identification number and location
once received.

BiwoRKoRDER

Accounting schedules indicating important dates are created annually and revised periodically. The
example schedule below is for 2022 and should be updated in this document annually. The most up to
date copies are found in the accounting shared network drive.

& ENCOREelectric _

ACCOUNTING SCHEDULE - 2022

4

January Fah;.lary Ma‘:'nh A;ril Mly Jngna .Iur;yI Aug‘nsl Scpt:a;hal Oct:lbcr Nu\r:mhnl Daua::nbsr
#PR Weeks 4 4 5 4 4 4 5 5 4 4 4
[Cast Work Date Posted [PM information] [Jon3072 Feb2822 War3122 Apr3022 May2922 Jun3022  Ju3122 Aug3i22 Sep3022 Ou3122 Novanzz Decaizz |
IPairoll Weekending Date [ Jan3022 Mar B 22 Apr 322 May 122 May 29 22 Jul 3 22 Jul 31 22 Sepd 22 Oct 2 22 NovB22 Decd2? Jan123 ]
[Open AR Module for Month (closing menth and next menth open) | Feb122 Mar 1 22 Apr 122 May 2 22 Jun 122 Jul 122 Aug 122 Sep 122 Oct321 MNov122 Deci22 Jan 3 23
Construction | WO Billi I Budget Updates Completed in S| m Feb 2 22 Mar 8 22 622 May 4 22 Jun 122 Jul 6 22 322 Sep7 22 Oct522 NovB22 Dec722 Jan 4 23
|AR Closed for Current Month | Feb3az Mar 10 22 Apr 7 22 May 5 22 Jun 2 22 Jul 7 22 Aug 4 22 Sep 8 22 Oct622 MNovB22 DecB22 Jan523 |
[AP Cut-Off (Monthly Vendor Check Run) | Jan2522 Feb2522 Mar2522 Apr2522 May2522 Jun2722 Jul2522  Aug2522 Sep3022 Oct3122 Nov3022 Dec3i22 I
|A.II Invoices Entered in AP - email will be sent | Jan 27 22 Mar 3 22 Mar 31 22 Apr 28 22 May 26 22 Jun 30 22 ¥ ¥ X
invoice Tfor Contract Labor & Utilities [PM [ Weekly  Weekly  Weekly  Weekly  Weekly  Weekly  Weekly  Weekly  Weeky _ Weeky  Wea W
All AJP Invoices roved (AP Close) - by NOON | _Jan 3122 Mar 7 22 prd 22 May 2 22 May 31 22

uip/Tool Rentals updated & emailed to Asst. Controller Jan 3122  Mar7 22 422 May222  May3i22 Jul 522 122 622 Oct322 Nov722 Dec522 Jan 323

|Ilis: Transfers | Jan 3122 Mar 7 22 Aprd 22 May 2 22 May 31 22 Jul 5 22 Aug 122 Sepk 22 Oct 3 22 MNov 722 Dec522 Jan 323 |
|.Inh Cost Closed - email will be sent to PA's & PM's * Attach Bond List * | Feb3zz Mar 10 22 722 May 5 22 Jun 2 22 Jul 722 422 Sep8 22 Oct 822 Nov822 Dec822 Jan 523
|m0ﬁ.rRmnmcm|MMn| | Feba2a Mar 11 22 Apr8 22 May 6 22 Jun 3 22 Jul 8 22 Aug 522 Sep922 Oct722 Novi1122 Dec822 Jan 6 23 I
[AR Follow-up & Documentation in Spectrum Netes [PA] | Febazz Mar 11 22 Apr 8 22 May 6 22 Jun 3 22 Jul 8 22 Aug 522 Sep 9 22 Oct 722 MNov1122 Dec922 Jang23 |
Start CTC Process [PM] Leave JC month-end date Feb 4 22 Mar 11 22 822 May 6 22 Jun 3 22 Jul 8 22 522 Sep 8 22 Oct722 Nov1022 Dec822 Jan 6 23
w.mb Reviews [PM & PA] | Febg&a2 Mar1522 Apr1222 May 1022 Jun 7 22 Jul 12 22 Aug 9 22 Sep1322 Oct1122 Novi1122 Dec1322 Jan1023 |
[CTC Proj ons complete & UPDATED in S rum [PM Feb 1022  Mar 17 22 14 22 May 12 22 Jun 9 22 Jul 14 22 Aug 1122 Sep1522  Oct1322 Novi1522 Dec 1422 Jan 12 23
|Balln:o Sheet Account Reconciliations | Feb1122 Mar1B22 Apri1522 May1322 Juni1522 Jul1522 Aug1222 Sep1622 Oect1422 Nov1122 Dec1622 Jan1323
|Flnal Financials | Feb 1822 Mar2122 Apr2022 May2022 Jun2022 Jul2022 Aug1922 Sep2022 Oct2022 Nov2122 Dec2022 Jan2023 |
Timesheets are due to Payroll by noon every Monday. FISCAL YE

Notes:

Owr fiscal year end - 9/30
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Dispatch Dispatch WO Work Order
Status Code Status Process Block

Definitions

Assigned A Assigned | Schedule

WO is assigned to a technician.

% Billing yA Assigned | Bill

Used for progress billing

Finished F Finished | Perform/Bill

Assignment is finished. This removes
the assignment from techs
assignment list in Field Connect on the
tablet. If there are no more
assignments in Field Connect for the
WO, the work order is put into
Finished status in spectrum. There
can be multiple assignments for one
work order. Tech should not put
assignment in finished status unless
assignment is finished. Otherwise use
GoBack status.

WO Recvd W Finished | Bill

Project accountant uses this code to
indicate invoice has been sent to
customer
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A work order is ready to bill if for all assignments, including other co-worker assignments.

e Finished dispatch status
e 100% Complete technician notes in Daily Summary

1. Run the Work Orders Not Billed report and export from Spectrum to excel. Filter by status to
find finished, complete, and progress billing status.

® ga =N EE| X EEI X 4
ashboard Work Order Main Site Map

Accounts Payable Maintenance = Cost History =

Accounts Receivable Data Entry = Billing History

Business Intelligence Inquiries = Equipment History

Document Imaging = Labor

Employee Kiosk Utilities = Materials

Equipment Control Sites = Other Charges

Equipment Tracking Work Orders = Dispatch

Human Resources Special Reports = Site Listing

Inventory Control = Create an Encore IT Support Req... = AP Invoices for Work Orders

Job Cost = Dispatch Status Report for Excel

Payroll = Hourly Rate by Lead Technician

Project Management = Konnie's Report

Project Setup = WO Hours not in Payroll by BU

Purchase Order = Work Order Listing by Dispatc...

Service Contracts = Work Order Profitability

Time + Material = Work Order Summary for Cust...

["="Work Orders Not Billed |

= TEST Work Orders Not Billed
= TEST WO Hours not in Payroll ...
= TEST WO Hours by Supervisor

Select Report Output

| Export Cancel
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Export Report

Export format
Acrobat (FDF)

) Crystal report (RPT)
Rich text format (RTF)

Seaenarated values (CSW

Microsoft Excel (XLS)

Option
Export file name|Waork Orders Mot Billed
(7) Export data only?

| xls

BT conc

AutoSave (@ of) 05.26.22 WO Not Billedxls - Compatibility Mode ~ £ Search (Alt+Q)
File Home Insert Pagelayout Formulas Data Review View Developer Help BLUEBEAM  ACROBAT O Comments 5 Share
[Ryfrom Text/CsV [ Recent Sources Di" [T Queries & Connections 8l ? = E M B E @HGroup ~
[& From Web [® Existing Connections ~ 4 S - ? @l Ungroup ~
Get Refresh z| Sert | Fiter Tetto =0 7| What-If =
Data + 5 From Table/Range PRE A S@Advanced | Columns £5 * [ | anaiysis v &l subtotal
Get & Transform Data Queries & Connections Data Types Sort & Fiter Data Tools Forecast Outline [
Al5 - fe | 61681
A B G D E E G H ] J K
‘WO Number Customer # Name wo Status Dispatch ~ Complete LastLabor 5/26/2022 Quote Notes
Ordered Status. Date Date Amount
1 Date
2 603401086 Longmont United Hospital 12/15/2021 F F 02/09/2022 01/28/2022 118 0.00 Talk to Ryan before transfer
3 607924732 Ball Corporation 01/20/2022 F F 05/11/2022 02/11/2022 104 0.00 TRANSFER - Warranty for 19040
4 61091 4599 Southern Glazer's Wine & Spiri 02/10/2022 F F 05/17/2022 03/04/2022 83 0.00 Asked Scott for a summary
5 614102584 Swinerton Builders 02/28/2022 F F 03/22/2022 03/17/2022 70 0.00 Haneywell
6 613162434 Encore Electric 02/25/2022 F F 03/23/2022 03/18/2022 69 0.00 Wil be a transfer
7 60795 2004 Emcor Facility Services 01/20/2022 F F 05/13/2022 03/24/2022 63 0.00 Need to e-mail Scott about this one
8 607581238 Univ Of Colorado Hospital-UCH 01/19/2022 F F 04/01/2022 03/31/2022 56 0.00 Note that says this could be warranty
9 60645 2538 Randy Sewald 01/11/2022 F F 05/17/2022 04/02/2022 54 000" #NIA
10 618185112 Lone Rock Foundation 03/31/2022 F F 04/15/2022 04/08/2022 48 0.00 Waiting to hear back from Ryan - he is confirming that the work completed notes are correct.
1 618812584 Swinerton Builders 03/31/2022 F F 04/11/2022 04/08/2022 48 0.00 Honeywel Warranty
12 619922434 Encore Electric 04/18/2022 F F 04/21/2022 04/13/2022 43 0.00 Will be a transfer
13 614822920 Flintco LLC 03/09/2022 F F 04/21/2022 041202022 36 4,908.00 Ready to bill
14 618172905 Vertix Builders 04/03/2022 F F 04/26/2022 04/22/2022 34 0.00 Not able to bill for laber, just half of material cost. Cenfirm with ZM if we shegdd markup material after cost hi
15 616811848 Colorado Plasticard Inc 03/25/2022 F F 05/12/2022 04/25/2022 31 2,980.00 Waiting on PO
16 62017 4599 Southern Glazer's Wine & Spiri 04/19/2022 F F 04/26/2022 04/25/2022 3 0.00" #NIA
17 620823791 Kimpton Hotel Born 04/25/2022 F F 04/27/2022 04/25/2022 31 0.00” ENIA
18 62057 1849 KUSA 04/21/2022 F F 04/27/2022 04/26/2022 30 000" #NIA
ikl 621082671 Central Platte Valley Metro 04/26/2022 F F 05/05/2022 04/26/2022 30 0.00” #NIA
20 621024631 At Your Service LLC 04/26/2022 F F 04/29/2022 04/27/2022 29 0.00” HNIA
21 621034631 At Your Service LLC 04/26/2022 F F 04/29/2022 04/27/2022 29 0.00” HNIA
22 62019”1208 Saint Joseph Hespital 04/19/2022 F F 05/05/2022 04/28/2022 28 0.00” HNIA
23 620954047 Costco-Parker 04/25/2022 F F 05/09/2022 04/28/2022 28 0.00” HNIA
24 621353095 City & County of Denver 04/27/2022 F F 05/24/2022 04/28/2022 28 0.00" HNIA
25 621494480 IKON EFS 04/28/2022 F F 05/03/2022 04/28/2022 28 0.00" #NIA
26 616681848 Colorado Plasticard Inc 03/24/2022 F F 04/29/2022 04/29/2022 27 5,115.00 Sammy sending the PO
27 617775112 Lone Rock Foundation 03/31/2022 F F 05/24/2022 04/29/2022 27 9.87597" #NIA
28 62127 5187 BOA Technology Inc 04/27/2022 F F 05/03/2022 04/29/2022 27 000" #NA
29 62175 2942A The Cheesecake Factory 04/29/2022 F F 05/02/2022 05/02/2022 24 1,000.00" #NIA
30 620025229 RCC Associated General Contrac  04/25/2022 F F 05/09/2022 05/03/2022 23 0.00" #NA

2. Sort by the number of days since cost has hit jobs to prioritize billing oldest work orders first. This
allows time for invoiced cost to hit purchase orders in the work order so the cost is accurate
before billing. This is especially important for T&M work orders. Typically, do not bill less than 25
days out on T&M work orders.

T&M work orders with quoted dollar amounts indicate do not exceed this amount.

All Things Power, Technology and Energy

EncoreElectric.com

Page 65 of 83



A

603401086
60792 4732
61091 4599
614102584
61316 2434
60795 2004
607581238
60645 2538

1=+ - I = - T R R S T

B Cc

WO Number Customer # Name

Longmont United Hospital

Ball Corporation

Southern Glazer's Wine & Spiri

Swinerton Builders

Encore Electric

Emcor Facility Services

Univ Of Colorado Hospital-UCH

Randv Sewald

| D E
wo Status
Ordered

Date

12/15/2021 F
01/20/2022 F
02/10/2022 F
02/28/2022 F
02/25/2022 F
01/20/2022 F
01/19/2022 F
01/11/2022 F

F
Dispatch
Status

|| A A A AR

Com plete

G | H
Last Labor

Date Date

02/09/2022 01/28/2022
05/11/2022 02/11/2022
05/17/2022 03/04/2022
03/22/2022 03/M17/2022
03/23/2022 03/18/2022
05/13/2022 03/24/2022
04/01/2022 03/31/2022
05/17/2022 04/02/2022

|
e

5/26/12022

118
104

83
70
69
63
56
54

3. For quoted work orders that are ready to bill, compare the technician Daily Summary notes to
the proposal to determine if everything in the proposal was completed. Verify that the work order
is finished and ready to bill. Sometimes work orders are put into Finished dispatched status to
remove it from technician’s iPad when the work order is not ready to bill.

[Z' pocument imaging

Site Work Order 62093

Attach

Batch

Refresh

¥ H © O a-
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AR FOLLOW UP

| DAILY SUMMARY

INVOICE NOTES
PARTS LIST
® WORK COMPLETED
WORK ORDER NOTES
@ WORK ORDERED
WORK SCHEDULED

IC

© Font Family Font Sizes B 7

K
&
o
=

A

[Tech: Eric Joseph Autret, Date: 4/12/22 7:06 AM - 4/11/2022 cut in a new box for t
new location of the GFCI helped Flintco demo out the old receptacles, and roughe
in the new locations for receps.

Tech: Eric Joseph Autret, Date: 4/12/22 7:07 AM - Met with Flintco to tie in the nev
receptacles to the existing circuit. All receptacles are working and finished!

Tech: Justin James ORourke, Date: 4/20/22 10:08 AM - Cut in new receptacle tiec
into existing circuitry. Fixed existing receptacle.

4. Enter Work Completed notes that will be used to generate invoice based on proposal and
technician notes. Flat rate relies more on proposal and T&M relies heavily on the 100%
COMPLETE summary in layman’s terms from technician in “Daily Summary”.

AR FOLLOW UP
® DAILY SUMMARY
INVOICE NOTES
PARTS LIST
WORK COMPLETED
WORK ORDER NOTES
@ WORK ORDERED
WORK SCHEDULED

~
[ ic|

X
&
3
ar

) © Font Family Font Sizes B
A

CE #007 - 018 - Lime Light Panorama Ortho Casting Room

Cut in a new box for the new location of the GFCI. Helped Flintco demo out the o
receptacles and roughed in the new locations for receptacles.

Met with Flintco to tie in the new receptacles to the existing circuit.

Cut in a new receptacle tied into existing circuitry. Fixed existing receptacle and
verified receptacles are in good working order.

5. Compare quoted hours on Main tab to actual labor entered under Labor tab to confirm all work is
completed. These numbers should be in the same range.

Dispatch .

Zone
Priority

Case type

. Front Range
. Schedule

ICOJW v| Colorado Journeyman License

Price method Flat Rate

Quote

Est. arrival

4,908.00 | | Hours | 16.00 ||
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M| Switch ]l 1-Main || 3-Material || 4-Other H 5-PO ” B6-Notes H 7-Financials || 8-Tasks || 9-UDF ]

Work order 61482 Panorama Castle Rock
[ edt || Edtar ][ Reprce || Delete | Stat
Work date” Bill # Source Technician Pay type || Hours worked Hrs billed to customer
04120122 Entry 1614 (Justin James ORourke) R 3.50 3.50
04/12/22 Entry 1726 (Eric Joseph Autret) R 1.00 1.00
04/11/22 Entry 1726 (Eric Joseph Autret) R 8.00 8.00

6. Under the Material tab, select new and add 1% of quoted material cost for miscellaneous supply

fee to flat rate work orders. This is internal and is not visible to customers. Uncheck the taxable

box to not charge tax on this fee.

W| 1-Main |[ 2-Labor || a-other |[ 5-Po || &-Notes || z-Figancials || g-Tasks |[ o-uDF |

EncoreElectric.com

Work order 61482 Panorama Castle Rock Transactions available to bill m
[ Edt || EditAl || Reprice || Delete | [ stausanl
Bil# & Source Vendor PO. Item uim

Entry G017 (3/8 MC/AC CONNECTOR SAD... EA
Entry G022 (#0 ANTI SHORT BUSHING) EA
Entry K018 (12-2 HCF CABLE SOLID) EA
Entry NO018 (KX CADDY) EA
New Material Transaction
ltem code |!NC v| Misc Hardware / Supply Fee
Quantity 1.00 Unit of measure [ |
Details

G/L Department  [wQ | SERVICE WORK ORDERS

Task |

Task completed?

Equipment | v|

Component

Contract

(7] Accrue use tax?
Customer billing Warranty

(v) Bill customer for this material? Expiration date

|[—] Taxable on customer invoice? I Bill manufacturer for this material?

(7] Show this item on A/R invoice in detail? ~ Taxable on manufacturer invoice?

Unit cost Manufacturer NONE

Unit price : Billing rate

Invoice extension | T 49.04 | Warranty extension

BT o |
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7. Select the Material button on the top right of the Material screen to see available purchase order
costs. Select all and then click “Continue” to bill those material costs.

Work Order Materials

Transactions available to bill

| Status: All |
fw L Init nrice Invnire eytens.d .
| Bill Available Material Transactions
m“ Select [ DeselectAl || Deselect
Selected? Current location Vendor PO. P.O. status Invoice # Type Item
Purchase order 1086 (Convergint Technol... 61482.0001 Open INC (Fire Alai
< N ___________________________________}
[ Continue | IIKEUETI

8. Subtract 1% from the quoted amount and enter remaining amount in the Tasks tab. Select New
and enter 100 in the Task field and then enter the quoted amount that was reduced by 1% under
sell price.

M[ Switch [ 1-Main ” 2-Labor 4-Other H 5-PO ” 6-Notes H 7-Financials | 8-Tasks l 9-UDF ]

Work order 61482 Panorama Castle Rock
Edit || Edit All || Re-price || Delete
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mt Switch | 1-Main H 2-Labor H 3-Material H 4-Other ” 5-PO ” 6-Notes H Z-Financials H 9-UDF ]

T
Work order 51482 Panorama Castle Rock
[ Edit Delete |
Task code £ Description CQuantity Price Extension

New Task

Task [100 w| 100% Complete billing

Pricing type Flat rate

Task
Equpment [ <]
Contract -
Quantity 1
Sell pnice/unit [ 4,858.92
Extension 4,858 92

Budget financials
Labor cost 0.00
Material cost 0.00
Other costs 0.00
Subtask costs 0.00
Total cost budget (estimate) 0.00
Overhead 0.00
Profit 0.00
Subtotal (including overhead and profit) 0.00
Flat price 4,858.92
Sell price/unit 485892

Bill #

Equipment

9. Go to Billing Setup and uncheck the Taxable? checkbox to ensure tax is not paid on this fee.

Finished

Priority
Schedule

Scheduled
04/11/22 07:00
Contact

Wayne Saiz

Telephone

1(719) 243-1603
~ PROPERTIES
Main
Billing Setup
User-Defined
ACTIVITY
FINANCIALS

Terms and conditions
Terms code
Sales tax code
7| Taxable?
Gl aeparument
; [\Cost Center

Alternate bill-to address

Bill-to code

Work order 61482 Panorama Castle Rock
Classification
Lead source [m v] Existing Customer
Salesperson ZM w| Zack Maestas
Taken by
Print status UNPRINTED

Net 30
CASTLEROCK w| Castle Rock Douglas

D SERVICE WORK ORDER W/INVENTORY
120 w| Front Range Service

() Print alternate address on work order form and invoice?

All Things Power, Technology and Energy
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Billing rates.
Material level
Labor level
Material markup

[1]
1
DS -

Denver Service
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10. Review the numbers in the Financials tab to check for accuracy and anything that needs further
investigation such as profitability. If the target of 40% profitability is not being hit, then there
should be a conversation with account managers to find out what is going on. For example, if a
change order is necessary?

(Sﬂhch [ Bill Now ” 1-Main H 2-Labor ” 3-Material ” 4-Other H 5-PO || 6-Notes ” 8-Tasks H 9-UDF ] Work Order Financial Summary

Work order 61482 Panorama Castle Rock

Quote 4,908.00
Billings and cost

Labor/Equip Material Other Flat rate Total Tax Invoice total
Unselected 0.00 0.00 0.00 0.00
Current billing 0.00 49.08 0.00 4,858.92 4,808.00 0.00 4.,908.00
Total unbilled 0.00 49.08 0.00 4,858.92 4,808.00
Billed-to-date 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Total sale 0.00 49.08 0.00 4,858.92 4,908.00 0.00 4,908.00

Standard Cost |

Estimated cost 3,124.10 3,124.10
Unposted cost 0.00 0.00 0.00 000
Actual cost 616.50 0.00 0.00 616.50 Net profit: 4,291.50 ( 87.4 %)
Total cost 616.50 3,124.10 0.00 3,740.60 Net profit: 1,167.40 { 23.8 %)

11. Select Bill Now and select the upcoming Friday for the invoice date. Put all invoices for that week
into a batch for the service manager to review. Put the billed work order in W WO Recvd status
to indicate they have been invoiced. Anyone changing the dispatch status out of W WO Recvd
must notify the project accountant. This is critical for understanding which work orders have been
billed.

( Switch [ Bill Now [ 1-Main H 2-Labor ” 3-Material H 4-Other H 5-PO H G-Notes H B-Tasks H 9-UDF ]

Work order 51482 Panorama Castle Rock
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Create A/R Invoice

Work order # 61482
Accounts receivable invoice
A/R invoice # 61482
Customer @0 Flintco LLC
Invoice date |05,r27;22 'I
G/L date [05/27/22 w
Invoice batch code KMF052722 =
erms 3 v
Sales tax code CASTLEROCK -] Castle Rock Douglas
Bill through date

(7] Preview customer invoice now?

Invoice totals

Manufacturer subtotal
Customer subtotal
Sales tax

Invoice total

Work order

4,908.00

I

4.908.00

(7] Setwork order to complete?

New dispatch status
New priority

_continue | IEKCSY=INN

~
i O Recvd (Finished)
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Search A/R Invoice Batch Codes

[}l Newsearch |

Batch code Mumber of invoi... Total amount s

KDP051722 16 43,114.31

KDP052522 2 9.074.78

KMF052722 8 64,018.58

MJ053122 1 340.00
Coc [T

12. Review the batch of invoices for accuracy and errors. T&M material tabs must be manually
edited to show an accurate description. Spectrum defaults to Materials Used as the material line
item description when generating invoices.
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REMIT TO: 7125 W Jefferson Ave Lakewood, CO 80235

Invoice 61279

Bill to:

Colorado Plasticard Inc
10368 W Centennial Rd
Littleton, CO 80127

Job:

CFI Centennial

10368 W. Centennial Rd.
Littleton

Co 80327

Invoice # 61279
Net 30
1848

Payment Terms:

Customer Code

_Dater | 05/1322

Salesperson: Zack Maestas

Customer P.O. #: _ 2045120

Remarks: CPI Centennial WO# 61279

Quantity  Description

Quote

Qi stions of crédit card payment for this invoice: Lakewood - (T20)279-5701

Unit Price

Subtotal:

Total:

Add Exit Sign/EM Circuit and Receptacle/Receptacle for TV in Scodex Room

Cruantity

Descriplion

Install (1) duplex receptacle for TV monitor. Circuit to nearest 120 volt circuit in room.

- Install conduit, wire and (1) new 20 amp, 120 volt EM circuit from panel into Scodex Room

Extension

4,702.00

4,702.00

4,702.00

- Install (1) customer fumished exit sign. Circuit to nearest un-switched local lighting circuit in room.

Install new 20 amp, 120 volt breaker in EM Generator panel in main electrical room. Energized work will be required

Install (1) duplex receptacle above ceiling in room to feed new IT equipment/Black Box on new EM Circuit,

7.000 SERVICE TECHNICIAN
1.000 MISC HARDWARE/SUPPLY FEE

HRS

Linit Price

165.00
2.00

Extension

1,155.00
5.00

13. Progress billing is determined by reviewing profitability report. Typically, on larger work orders.
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Revenue and Cost
| Customar Nama | | Work Summary | Total
Work Ordst  guatus  Dispaten Finshed Date  Guote Thvoice Tost
Work Order Status as of Period-End Date: Unfinished
56767 H € Univ Of Colorado Hospital-UCH IR Scan on ATS's only per proposal 2,970.00 000 0.00 000 0.00%
sered H € UnivOf Colorado Hospital-UCH IR scan of ATS switches only 6,220.00 0.00 0.00 000 0.00%
sTiat § A Univ Of Colorado Hospilal-UCH Add auto ope ity rough in and C: for this work to OR's in AIP, 99,015.00 69.310.50 uAa.s.ﬂI 2682538 3870%
AIP and RMLEI"****Do not schedule, waiting on Shawn to schedule a kick off
meeting
STREE H € MA Mortenson CUSTOMER MOVED START DATE TO NOV - SJD NICU and L&D Triage 47,.971.00 HiT.0 AMTH 9.823.01 FRTES
Expansion / KP Suite Renovations  Project Manager- Jason Becker Project
start date July 19th
57405 © T  Adolfson & Peterson NORTHGLENN HIGH SCHOOL - Di: 24,734.00 T.088.96 341996 3840.00 5162%
ST H € Centura Health AP/Payroll Annual MV Transformer oil testing, quote from H&H attached, this is the 3rd year 2,265.00 .00 12637 12537 0.00%
we've done this testing.
oed O T Becknell Industrial LED lighting retrofit of Mondelez Building - Ryan Janness will handle this one. 72,579.97 5435064 4324302 1111652 2045%
PARTS ORDERED 6/9 - Added exhaust fan and reconnect whips
s8407 § A Gilmore Construction Corp. Mobile MRI Project 71,271.00 63,898.00 7341849 052040 -14.90%
Ba0u S A TKMGroup Leprino Lab Cooling, more info to follow. This work order will be increased once 35.737.00 2684700 nom RS
we get our contract from TKM
58501 © T Hunter Douglas WFD NEEDS PERMIT - HD recently purchased anew building at 2880 Midway, we 39,890.00 000 4212 42812 000%
need to bore across the parking lot to get fiber to it. See attached proposal-need
to release Interface and Advanced Underground, quotes attached.
S8541 © T UnivOf Colorado Hospital-UCH DO NOT DISPATCH, WAITING ON SCHEDULE from UCH - Installiextend 1.480.00 000 o0 0.00 oi00%
power for |-Star security panel in IDF room of ED, and install (2) conduit sleeves

14. Review overtime and double-time pay approval for emergency calls. Priority should indicate if
the double-time and overtime pay is required. Account managers confirm approval for billing with
OT and double time pay with clients.

CLOSE WORK ORDER

|CLOSE WORK ORDER

1. At month end, run the Work Order Close Report under work orders>special reports on the site
map. Export the report as an excel file and select the export data only check box. Select the
appropriate cost center and the W WO Received dispatch status. W WO Received indicates the
work order is being billed.

w Accounts Payable w Maintenance WO Sales Summary by Customer

W Accounts Receivable e Data Entry = WO 5ales Detail by Work Order

w Business Intelligence W Inguiries = T5WO Sales Summary by Custo...
W Employee Kiosk W Reports = Sales Detail by Customer and Type
w Job Cost e Urilities = 5ales Summary by Customer and...
W Project Management W Sites = Sales Summary by Type

W Purchase Order e Work Orders = WO 5ales Summary by Customer...

W Work Order » |} W8 Special Reports »

= Create an Encore IT Support Req...

Open WO Report Rev 1
EEI WO Sales Summary by Custo...

I = Work Order Close Report .g.l
= TEST Work Order Close Report
= Labor Report
Select Report Output
[ Export || cancel |
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Export Report

Export format

() Acrobat (POF)

() Crystal report (RPT)
() Rich text format (RTF)
(1 Separated values (CSV

* Microsoft Excel (XLS)

Cptions:
Export file name|Work Order Close Report | e
I [7)Export data only? |

BT oo |

Set Report Parameters

Enter Cost Center:

Siring

Enter Dizpatch Siatus:
Siring

2. Sort the report by the OpenAR column to determine if Encore has been paid for the work order.
Zero balance indicates payment has been received. Work orders cannot be closed unless
payment has been received.

|
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aQ

R

VarianceQuote-Invoiced Open POs Unposted  ActualCostMNetProfit Total-Actual Total Paid

1

5 T u W

0.00 884.08 29592  1.fd00

759.22 §92.23 ATT.77 870.00)
0.00 24850 34250  591.00|
0.00 467.61 467 .61 0.0
0.00 237.24 20276 4400
0.00 46951 153049  2,000.0
0.00 82.92 115.08 196.0
0.00 50577 6524 .09 1.029.8
0.00 261776 999824 12.616.0
0.00 306254  1,087.06 4,496
0.00 303.30 356.20 660.0
0.00 237.24 20276  440.0
0.00 476458 161042 63750
0.00 5911 5063  110.0
0.00 266 89 228.11 495.0
0.00 207 .58 17742 3850
0.00 177.93 15207 3300
0.00 351.75 30825  660.0
0.00 9.3 50.69 110.0
0.00 41617 35483  770.0
0.00 5931 5063  110.0
0.00 504.13 43087 935.0
0.00 148.27 12673 2750
0.00 355.86 30414 660.0

FETAEY

3. Sort by the Last Cost column to determine work orders that have not had cost in the last 60
days. The 60-day period allows time for all invoices to be received and processed as well as
credit card charges that take 30 days to process. Do not close work orders that have had cost in

the last 60 days.

a A B | C o E F G 4 H |
1 WO Close Repon  5/27/22
Price  Site Ordered Date Days Since Last Inv Date Days Since Date |Last Cost Days Since Date
F Fo2640  12/9/20 12:00 AM 53400 12920 12:00 AM 534.000 2/26/21 12:00 AM 455.00
F FoO2357 101221 12:00 AM 227.00 111221 12:00 AM 196.00
a7 " 3497 1219021 1200 AM 169.00 12724/21 12:00 AM 154.00
T ¥ 3650 12/16/21 12:00 AM 162.00 4/30/22 12:00 AM 149.00
T " 6308 12/29/21 12:00 AM 149.00  112/22 12:00 AM 141.00
F T 3497 1272021 12:00 AM 158.00  1/28/22 12:00 AM 119.00
T ¥ 3497 12/34/21 12:00 AM 147.00  1/28/22 12:00 AM 119.00
T ¥OEB48  9/27/21 12:00 AM 24200 /31722 12:00 AM 116.00
F " 6488 9/30/21 12:00 AM 23900 1/31/22 12:00 AM 116.00
F Y3497 12/23/21 12:00 AM 15500 1/31/22 12:00 AM 116.00
T "oB214 27122 12:00 AM 109.00  3/25/22 12:00 AM 109.00
T FOGTI 2722 12:00 AM 109.00  318/22 12:00 AM 109.00
F " 535 17122 12:00 AM 14000 1/31/22 12:00 AM 108.00
T ¥ O§337 27122 1200 AM 109.00  3/18/22 12.00 AM 108.00
T : 6337 2/7122 12:00 AM 109.00  3M18/22 12:00 AM 108.00

.

am oAam ana

ams An

- s

amomm ana

labor by clicking on the blue Labor button in the upper right side of the Labor tab.

P

Use this sorted report to determine works order that meets the criteria for ready to close.
Go through each tab and make sure there are no outstanding labor and material cost.
Go to the Labor tab on the work order. Time that was entered into a workbook can be added to

I cancel |[ rorm |[ 2-Labor ][ 3-material || 4-other ][ s-po |[ &-Notes |[ z-Financials |[ g-Tasks ][ s-uoF |

Work order G098T

Site

4278
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M| Switch H 1-Main H 3-Material ” 4-Other ‘l &-Notes H Z-Financials ” 8-Tasks ” 9-UDF ‘

Work Order Labor

Work order 60987 Idex Band IT-Service
[ Edt [ EstAl ][ Reprice || Delete |
Work dater Bilz Source  Technician Faytype  Hours worked Hrs biled to customer  Invoice extension  Warranty extension  Labor coststatus  Equipment e
02i28/22 0001 Entry 966 (Jason L Wicker) 00 Updated [
02122122 0001 Entry 2023 (James P McNown) R 3.00 3.00 00 00 Updated |
0214722 0001 Entry 966 (Jason L Wicker) R 5.00 500 00 00 Updated

7. Go to the Material tab look for the blue Material button in the upper right corner indicating that
there is outstanding material cost available to bill. Click the material button>select all>continue to

pull in the outstanding material cost.

Work Order Materials

Transactions available to bill

[ Status: All |
voice extension Unit cost Cost total «»
2187 ] L
Bill Available Material Transactions
BT 5ot [ Deselecian || Deselect |
Selected? Current location Vendor PO F.O. status Invoice & Type Item »
Yes Material cost history 2060 (Graybar Electric Co... €0987.0002 Open 9325599753 I INC (material
Yes Material cost history 2060 (Graybar Electric Co... 60987.0001 Open 9325579812 I INC (material
< e, >
=TT Cancel

8. Go to the PO tab and confirm there is nothing outstanding. Outstanding balances require further
information from service supervisors and service managers to confirm the work order can be

closed.
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[M| switch ][ 1-Main |[ 2-Labor |[ 3-Material |[ 4-Other |[ e-Notes |[ Z-Financials ][ 8-Tasks || g-upF |

Work order 60987 Idex Band IT-Service

][ Newseun|

L
Edjt | Delete
Purchase order  Vendor Order date<s  § ordered § received $ outstanding umpsum?  Lastreceived date
60987.0001 2060 {Graybar Electric Company, Inc.) 02115722 220.86 220.86 00 fres 0272172,
60987.0002 2060 {Graybar Electric Company, Inc.) 02116722 48.86 48.86 00 fes 0272242,

9. Select each purchase order with a zero outstanding balance and change the status from Open to
Closed. Confirm that the cost center for each PO is 000.

[l Cancel || Form || Save and Continue Entry |

Purchase order 60987 0001

Vendor w| Graybar Electric Company, Inc.
Cost Cantar 000 w|| Assets & Liabilities
For [BOSET w| Idex Band IT-Service
[ Forminfo || FommNetes || oOtherinfo || intemalMotes |
MNew || Edt || nseq || Delete |
Line Type Quantity Item code Item description
001D 1.001INC material
Purchase Order Entry
Financials

Purchase amount 22086

Sales fax

Purchase order total 220.86

Purchase order status
Current revision 000

(before tax) GIL accoun) AT
220.86 5310
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10. Review all notes to ensure there is no reason to keep the work order open.

m| Cance ” 1-Main || 2-Li

Work order 60987 |

AR FOLLOW UP

@ DAILY SUMMARY
INVOICE NOTES

@ PARTS LIST

® WORK COMPLETED
WORK ORDER NOTES

WORK ORDERED

WORK SCHEDULED

11. Go to the Task tab to confirm there is no outstanding tasks.

12. Go to the Financials tab and review all information closely to ensure it is ready to close. Look for
things like missing cost, net profit values that are very high or low, and anything out of the
ordinary that requires investigation. If nothing is outstanding, then click Bill Now, check the Set
work order to complete box and click continue.

| Switch || Bill Now ” 1-Main || 2-Labor | 2-Material || 4-0ther
Vork order GO9ET Idex Band IT-Service
Quote 2187.23
Billings and cost
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Create A/R Invoice

Work order # GO9&T

Accounts receivable invoice

AR invoice # 6098TA

Customer 4140 Idex Band It

Invoice date W

GIL date 0531722 »

Invoice batch code D

Terms code Met 30

Sales tax code [DENVER v| Denver and State
Bill through date

= Preview customer invoice now?

Irmvoice totals
Manufacturer sublotal
Customer subtotal

Sales tax |

Invaice total

Work order
» Setwork order to complete?

JIn

It is possible to reopen work orders that are in the same fiscal years. This should be avoided if possible
because it affects when the revenue is recognized for the work order. Closing work order on time gives a
more accurate picture of revenue.

Work orders are typically closed at the end of the month.

Meet with Service Manager to determine if the Work Order can be closed

Ensure all costs have come in (corporate credit cards have about 30-day delay)

Ensure you do not prematurely close the work order - i.e. all expected cost is in and captured
Work Order 100% billed

PO's are reconciled (where applicable)

Work Order paid in full

Set to Closed in Spectrum
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FLAGGING INCOMPLETE WORK ORDERS I

Work orders that are missing information should be marked by office personnel in
Spectrum using the C&A WO Checklist UDF’s to indicate what type of information is
missing. This will populate a dashboard in Spectrum that is visible to all roles. Account
managers and service supervisors should check this dashboard daily to resolve
incomplete work orders. The work will not be scheduled until the missing information is
added and the UDF is put in complete status.

The person flagging the work order will reach out to the account manager or other
appropriate person to gather the missing information. They should document what is
missing in the Internal Feedback notes field. Communicating with the right people to
get the information will allow the work to proceed. Otherwise, the work order will remain
in the Unschedulable Spectrum dashboard until the account manager inputs the missing
information.

 UDF FLAGGING PROCESS

1. Select the type of missing information in the C&A WO Checklist user defined
field (UDF)

2. Enter notes in work order internal feedback

3. Notify account managers via email

If a work order makes it to the technician and is missing information, the tech should
contact the account manager or supervisor to find the missing information and then
document what was missing in the note field Internal Feedback. Documenting missing
information is a critical step so the team knows where we need to improve.

EFIELD CONNECT FLAGGING PROCESS

1. Contact account manager or service supervisor to find missing information to
proceed with work. The account manager contact information is notes section
under the site tab by selecting the account manager drop down.

2. Document what information was missing in Internal Feedback notes in field
connect.
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