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Protean Software General Introduction
Once you have logged into Protean there are 3 Tabs — File / Home / System.

“ Home System

File: contains information about the version of Protean you are running and contact details for Protean Support.

Home: is the tab that you will go to when logged into Protean, this contains all the items you will use on a day to day
basis within Protean.

System: is where the settings and setup of Protean is done, so any configuration details will be done through this tab.

Home Tab: this is what we call the Protean Ribbon:

Home System

EBSEEGE BEERE B B9 F O a8

Customers Suppliers Stock Purchases Sales Invoices | Equipment lee Maintenance Jobs Plannerboard Tasks Inbox | Reports | Windows Help Log Exit

This is broken up into sections for each module that you have access to.

There is a global enquiry button, / \ and a drop down for each section. "
\&u\stomsz

If you hit the dropdown it gives you the other functionality to do with this section of Protean.

Customers| Suppliers | 5tocd  Depending on which section you click on you will get different options.

- - -

The example here is the customers section.

Q}: Create Customer

(Again these options can be controlled by access rights).

IE'—II': Create Contact

8= ' View Contacts

If you hit the Global Enquiry button, this brings up a list of all the current items within this section of Protean.

[=] Global Enquiry - Jobs - 1 record IS
PRS- 2! 7 2] [istentiended W Plannerboard | [ Map
Accounting | Site [ | (or ) Eauip | | (oer ) Status From [Entry ~] Tvee | -
pn Depot | [<]Fiter | [+ ) StatusTo  [Awaitng Detais [ ][ Filter Il Reset
Equipment

These Lists (Global Enquiries) are how each individual user can quickly get the information they need about that
particular module of protean.
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Every global enquiry has common buttons at the top left, which are also available by right clicking on within the middle
of the global enquiry:

=

Create
|—E| Glebal Enguiry - Jobs - 1 record View
U ] iy Pick
- | 1 F e |
. | f') ‘{h'i'| ':l...;:,i [ : Lt ﬂ Print List
Export List
Create, creates a new record. Send List
View drills into the record selected. Reports
Pick is used when a global enquiry is bought up within another record. Refresh
. . . . i Site Attended
Print / Export / Send will send your list to Printer / Excel / Email.
Plannerboard
Reports will shortut to the reports for this module of Protean M
ap
Refresh just refrehses your list (can be set to happen automatically). Choose Fields...
B 4
|y Save Layout

e

The final 2 options are for customising the Global Enquiry view per user.

Field Selector

Choose Fields brings up a lit of fields you can see, tick any you want, untick ] Action N
any you don’t want. Area b

[ attachments A
This then dispays these fields this one time you are in the global enquiry. ] Authority =

] ' ] ] [ cCause

If you wish (per user) to always see these fields, then right click on the [] Chargeable £
global enquiry and click “Save Layout”. [ Completed Date

[ cContact Mame
Save Layout can also be used to save a users prefernce for a sort order, or [ ContactTel
column order within each global enquiry screen, which can be achieved by Current Engineer
clicking on or dragging a column as below. L] Customer

[ customer Equip Mo

[ Depot

Due Date

[l DuelInDays

[l Entered By 57
Click to sort. Click and hold to drag

Default l ’ (0] 4 ] ’ Cancel
Site I =T i | [ ] Status Fr
Depot [ [+]Fitter | l EE] Status Toy
-

JobNo © [ Job Type Site

Make & Model Curr | Area Due Date | To Do Status
1| Project A it
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Common Layouts & Features:

When you are in a record within Protean it will follow a common layout: The Top left will show you where

you are / what you are looking at.

=5] Customer - MATTS COMPANY s =
General | Accounts | Sales | Attributes | Other | Memo |
Standard Details
W& . St e [
Mame MATTS COMPANY |
reet 1: [MATT STREET
The form will be broken IMM—WLLE :
up into different Tabs. | |
. United Kingdom =] These Burgandy
Post Code: coloued headings
Phone: 0800 1234567 (&) will break up the
Fax: | | form into sections.
Email: | |
Website: | |@
Equipment Contact: | El
Accounts Contact: | El
Reference 1: | [=]
Reference 2: | / [=]
And the bottom of the
form will have buttons. Invoice Account MATT - | ||'le'|'|' |
Site Route: [ [=]
Depot: IMain Depot [=] |
Sa *
The first 6 are consistant in [ s || modifyApha || cRMbstory || createTask || cose |
every module.
The other ones depend on what
type of record you are viewing.

Other Common Features:

|Customer These (...) buttons will open up a Search screen.
Customer A Magnifying Glass will Drill into a record and move you to that record in

W )& Protean.
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If you open up a search screen in Protean, its an automatic smart search, so it will wildcard before and after what you
type, and you can fill out any, or a combination of search boxes.

% Customer Search

Search Criteria
e — L
5
Name: [att
Address: | | ’7 Active  [|Prospect [ Closed
Search Reset
Telephone: |

Address
MATT STREET, MATT VILLE,

Searching for a current Job

To view

E:I
e
a list of Jobs, click on the Jobs Global Enquiry icon: ' lobs

The system will then display a screen similar to the one shown below:

=5 Global Enquiry - Jobs - 515 records. = =
/_) (a5 00 ) 2 ) steatended | T Plannerboard | [ Map
e Site [ \Esqmp [ |E]Sﬁms From [Entry -] Tvpe | -
= Depot Nottingham ~ | Fiter | EE]smms'ru [ Filter ][ Reset
Equipment Job Mo < | Job Type Site Make & Model Curn | Area Due Date | To Do Status a
[Calowt——[Mrehnesmih —Fotioton206C | | | 01202015 1807 | srtoutrewboler ety || El
17505 Call out Compton Packaging Potterton 30EPC 6 CIM North 04/12/2015 12:03 wegherghrtdnytr4  Waiting Acceptance [ ] —
ﬁ 17501 Call out Bronson Inc MC Texas 27/11/2015 14:01 Fix the iift Waiting Acceptance | ]
17500 Call out ABC Second Depot Vaillant £50 STO Midar 27/11/2015 13:56 Fix stuff Waiting Acceptance [
Engineers 17499 Callout Bronson Inc Texas 27/11/201508:12 Test Job with Misc Iter Awaiting Complete [
17498 warranty service ABS Garages Ltd MC North 24/11/2015 12:24 Waiting Acceptance ]
) 17497 Call out ABS Garages Ltd North 19/11/201509:55 Fix equipment Awaiting Parts ]
‘% 17496 Call out Kingston Water Authority Vaillant H70 North 19/11/201508:28 werwerwer Site Attended | ]
— 17495 Call out Kingston Water Authority North 19/11/2015 14:22 Repair equipmentasre Awaiting Complete | ]
17494 Cal out ABS Garages Ltd North 19/11/2015 14:01 sdfgsadfudf Awaiting Parts | ]
S 17492 Call out F G Landscape &Design CIM Esst  19/11/201508:35 test Waiting Acceptance | ]
"fg 17491 Call out ABS Garages Ltd North 19/11/201508:20 test Site Attended [
& 17490 Call out Business Exhibitions Ltd North 18/11/2015 13:32 qwerqwerwager Awaiting Complete [
Equipment 17489 Annual checkincCP12  ABS GaragesLtd JPC North 19/08/201402:00 Service Waiting Acceptance ]
Transport 17488 Routine inspection ABS Garages Ltd CIM North 19/12/201302:00 Service Waiting Acceptance | |

Every global enquiry has common buttons at the top left, which are also available by right clicking on within the middle
of the global enquiry.

% Global Enquiry - Jobs - 543 records

_/..-} {-—-w] f._,,l % =2 f E| itéiitehttended @F‘Iannerhnard I~ Map

[ | site e |Equip |

e Create: Used to create a new Job.

e View: Drills into the record selected.

e Pick: Used when a global enquiry is bought up within another record.

e Print/ Export / Send: Used to send the list to Printer / Excel / Email.

e Reports: Provides a shortcut to the reports for this module of Protean.

o Refresh: Refrehses the list displayed (Can be set to happen automatically).

e Site Attended: This allows a user to quickly update all of the visits on a Job, without the need to access each one
individually. Once a job is selected, any visits on it that have a status of “Allocated”, will be updated to a status
of “Visited”. This process will also update the overall status of the Job “Site Attended”.

e Plannerboard: Provides a shortcut to the Plannerboard screen.

e Map: If a site is using MicroSoft MapPoint, this will then display a screen showing the location of each Job
displayed in the Global Enquiry screen and their current status.

Author: David Morris (24/07/2017) Version 2
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Accessing a Job:

To access a Job already created, simply double click on the Job required and the system will then display a screen which

looks similar to the one shown below:

/

The Top left will show you where
you are / what you are looking at.

=5 Job - 17539 4 o R
[ capmen: | See Job
B ) e | A)E) s [w]@) | Comctiene: o sencers [=] e Mo
Broomwade FE15 ABS Garages Ltd ABS Garages Ltd Contact Phone: Type:
ey etysons g atae Fetpaons I atae ol (mlge
Customers Own Hebburn Hebburn Order No: [ ] Priority: ow <]l
el e Authority: [ | status: [ Waiting Acceptance
Main  |Labour | Parts | Misc | Attributes
Servi Depot: Nottingham - By: :
Entered By: Sales Rep: n -
Logged: Additional Info 1
Due: (@] Additional Info 2
FEEC: meecton: e[ ] These Burgandy
Complete: Transport: [ No | [ ] [catiect] [0eid
. Invoced: [ |5 aecmenss [ || coloued headings
The form will be broken up oieMor [ |@) Credtes [ W |

into different Tabs.

Internal Notes

will break up the

form into sections.

T
Job Classification Equipment Service

Fault: | []|| Contract: [ 1010 |[&)][fully chargeable | [ =]
Cause: | [<]||NextService: [ 13-Jun-14 [ [Routine inspection ] [ ]
Action: | [=]||Lastservice: [ 06-Jan-00 [ Routine inspection ] [ ]
(oo ) [ oo ][t ][ e ][ e[ comer ][_iowee ][ goe ]

/

And the bottom of the form will have buttons. The
first 6 are consistant in every module. The other ones
depend on what type of record you are viewing.

Show Previous Record: Allows access to the Job record that is above the record selected, in the Global screen.

Show Jobs List: Returns the user to the Global screen.

Author: David Morris
Last Edited By: David Morris
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[

Create a Message: Allows a user to create either an Internal Protean message that can be sent to another user
on the system, an external email or a Task within the CRM area of the system.

(2

Output a Job Report: Allows a user to print, view, email, export or fax either an Estimate, Quotation, Work
Sheet or Invoice based on the information entered on the Job (An invoice can only be produced if the Job has
been invoiced).

Create a New Job: Allows a user to create a new Job.

@ L]

Engineer Plannerboard: A quick shortcut to the Engineers Plannerboard, particulary useful when creating new
Jobs.

Other Common Features:

|Custc'mer «— These (...) buttons will open up a Search screen.

= A Magnifying Glass will Drill into a record and move you to that record in

E:

Protean.

Other Buttons:

Along the bottom of the screen are a number of buttons, which are as follows:

Create Copy . . o .
Allows a user to create a copy of the job they’re currently accessing. This is particulary useful

when dealing with credit notes.

Cancel
- Depending upon the status of the Job, this allows a user to cancel it. A canellation date and

reason must be selected.

Place
- Allows a user to alter the status of a Job from Entry to Unallocated.

Add Visit
Allows a user to add further Visits in the Labour Tab.

Waitin
—aTa Allows a user to alter the Status of the Job to Awaiting Parts. This happens automatically if a

Purchase Order is creating from within the Job itself.

NLIRN

C te . . . .
omple Once all entries have been made on the Job, a user must then click on this button before being

able to invoice it. The system will then validate the Job to check everything is in order.

Author: David Morris (24/07/2017) Version 2
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Tax Point date as required.

Close

Creating Jobs

e To create a New Job, click Jobs and then Create Job:

B e BEsH 70 ag

Jobs |Plannerboard = Tasks Inbox | Reports  Windows Help Log Exit
- - - Off

Iy,
1 ﬁ-’j Create Job

S View Inspections
2N

After the Complete button has been clicked and possibly Authorised (Depending on the System
Settings), this is used to then either view a Preview Invoice or generate the Full Invoice with a

This button is used to close the Job screen down and will save any additions or changes made.

e Depending on how Protean is configured, you will be presented with a Customer Search form, an Equipment

Search form or the Job form.

e Inthe Customer Search form, enter the required search criteria and click the Search button. Then double-click

on the relevant item in the results list, to add the customer to the job.

E Customer Search

Search Criteria
Alpha:
Status
Mame:
Address: V| Active Prospect
Telephone:

Alpha Mame Address
Activis Activis,
AD1001 AD1- Daryl Industries Ltd Alfred Road,,Wirral, ,CH44 7HY

Finance Department Box 130,Cambridge Univ Hosp NHS Found Addenbrookes NHS Trust, Hills Road, Cambridge, CB2 20Q

ADDOD2 Addenbrookes Hospital
ADVOD1 Advanced Filtration Systems Ltd Carrington Business Park, ,Carrington, Manchester, M31 40D

‘ Search ‘ ‘ Reset ‘

Note: It is possible to create and complete a Job without an equipment record being entered. However, if the Job is an

invoicing Job, then a customer is required before completion.

Author: David Morris
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e If you wish to select a piece of Equipment, click the ... button to the right of the Equipment field in the top left
hand corner of the screen, to access the Equipment Search form:

EJob - «Mew>

| ___Equipment | |
[ [e=e ] [24]]|[BReC

Bro
185
Suit
Dall
us#

—

e Inthe Equipment Search form, enter the required search criteria and click the Search button, double-click on
the relevant item in the results list to add the equipment to the job.

(5] Equipment Search o R’
Search Criteria
Equip No: [ Make: =] Customer: g S Quick Create | [ Full create
Serial No: Model: = Site: A
Cust Equip No: Category: = EWS Status =l
Status: [=] Type: [=] Reference 2 Tt o
Depot: [=] Sub-Type: =] Motes:

Note: If the piece of equipment isn’t displayed, then you can click on the Full Create button to create the equipment
record if required. Once you have selected a Site and Customer and optionally an Equipment record, a Job No will then be
allocated.

Job Section
=1 £3
e  Gsome [

LEIOD101 (=) LEI0O01 = ContactName:  [John Smith =1 [&) (2] Ne: 317
Leicester General Hospital Leicester General Hospital Contact Phone: @ Type: callout [=]
Theatre 3 Payments Section University . —

Hospitals of Leicester NHS Tru Contact Email: |E| Chargeable

Leicester Royal Infirmary Order No: Priority: Low E|

PO Box 189 .

0 Authaority: Status: Unallocated

Leicester

I Misc | Invoicing | 5umm.ary|

e Contact Name: Defaults from the Equipment record. User can enter a Contact Name or select an existing
Contact from the drop-down list. If you enter a contact you will be prompted with the option to add the contact.

Note: If you select “No” on this prompt, the job record will hold the contact details but the contact will not be linked to
the Site record. If you select “Yes” on this prompt you will then be presented with the Contact form. On this form you can
add additional information such as Job Title, telephone number and email address etc).

e Contact Phone: Defaults from Equipment record, can be amended if required.

e Contact Email: Defaults from Equipment record, can be amended if required.

e Order No: Enter an Order Number if required. Depending on the settings on the Customer Record, the system
may remind you that an order number is required.

e Authority: Enter the name of an additional contact in the Authority field, if applicable.

o Type: The system will automatically put your default Job Type in for you. If it is different, select an alternative
Job Type from the drop down list.

e Chargeable / Non Chargeable: Pre-determined by the Job Type selected in the previous field.

Author: David Morris (24/07/2017) Version 2
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e Priority: Amend the priority of the Job if required (Low — Green, Medium — Amber, High — Red). This can be seen
in the Jobs Global Enquiry screen.
e  Status: Displays the current status of the Job, defaults to “Unallocated”.

Main Tab

e Enter the details reported by the customer into the “To Do” field.

Main | Labour | Parts | Misc | Invoicing | Summary

Unit leaking «||C

e Any details you type here will print on the Job Sheet/Work Sheet for the engineer.

Reference Section

e Depot: Defaults to the Depot attached to the user who is raising the Job. Can be amended if required.

e Entered by: Defaults to the name of the user who raised the Job. Can’t be amended.

e Logged: Displays the date and time the job was first created/logged.

e Due: Displays the date and time the job should be attended, job type category needs to be ‘call-out’ (An
exception would be when the ‘Update Service Jobs’ process is run). Default response time can be set in System
> General-Settings > Default response time or in a maintenance contract. Can also be entered manually if
required.

¢ Instructed: Displays the Date and time the job is allocated to an engineer.

o Complete: Displays the date and time the job is completed.

e Invoiced: Displays the date on which the Job was invoiced.

e Invoice No: Displays the invoice number, click on the magnifying glass icon to view the invoice itself.

e Completed By: Displays the name of the user who completed the Job.

e Sales Rep: Defaults in, can’t be amended here.

o Reference 1: Additional user defined field for the recording of additional information as required.

o Reference 2: Additional user defined field for the recording of additional information as required.

e Inspection: An inspection sheet can be ‘attached’ to a job, shows the inspection no. in the first field, ‘eee’ goes
to sheet details.

Author: David Morris (24/07/2017) Version 2
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e Transport: If ‘yes’, ‘eee’ displays the global enquiry screen for Equipment Transport, for that customer.

e Collect: This raises a request for transport from the customer site to the workshop.

e Deliver: This raises a request for transport to the workshop to the customer site.

e Attachments: Allows a user to attach any documents for the Job, which can be viewed on the Engineers PDA’s.
e Credited: If a credit note has been raised against the Invoiced Job, then this field will say “Yes” and the credit

note can be viewed by clicking on the magnifying glass icon.

Internal Notes Section

Notes can be entered into this section, which just display on screen and don’t print off on any documentation.

Internal Notes

Job Classification Section

Faults, Causes and Actions, are user definable and are useful when reporting on reason for call-outs/breakdowns as they

help keep the information entered consistent (They are setup in System > Job > Faults, Causes & Actions).

Fault:

Cause:

]

Action:

e Faults: Use the drop down icon to select if required. Text will appear in the ‘To Do’ field, if blank and text details
have been set up against a fault.
e Cause: Use the drop down icon to select if required.

e Actions: Use the drop down icon to select if required.

Equipment Service Section

Author: David Morris (24/07/2017) Version 2
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Equipment Service

Contract: 1010 Fully chargeable
Mext Service: 19-Dec-15 [ Routine inspection
Last Service: 17Dec-15  |El| Routine inspection

e Contract: If the equipment is on a maintenance contract, the number of the contract will show here, the

magnifying glass icon will display that contract details.
e Next service: Date per service schedule on equipment.

e Last service: Date the last service was completed.

Cancellation Section

Cancellation

If the Job has been cancelled, this section will display the following details:

e Date: The date on which the Job was cancelled.
e Reason: The reason selected when the Job was cancelled.
e By: Will display the name of the User who cancelled the Job.

Allocating an Engineer using the Planner Board

e The Planner Board form allows you to plan Engineer visits, move allocations and add unavailable time and is

accessible from where ever you see the Plannerboard icon: [ smeboad

Author: David Morris
Last Edited By: David Morris
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) Engineer Plannerboard (3=

Depot: [Coventry | Type: _=| EngFiter: =l thuttodzoor | cc | o | > | o [[10ay -] & &

&Engineers 700 00 %00 10:00 1100 12:00 1300 1400 15:00 16:00 17200
| 1 1 | | | 1
[Harrabroak Motors [6 CHILLED FOODS LTD [Harrcbraok Mators
Andrew Jones fwarranty - Complate [Parts Sales - Alocated IRefurb - Allocatzd
[Due: 030 11}10/07 (R [Due: 11:00 11)10/07(R) [Due: 13:15 11/10/07(R)
[Protean Software [solid Car Company
David Lamb [Breakdown - Complete [Breakdown - Allacated
[Due: 08:00 11/10/07(F) [Due: 14:30 11/10/07(R)

IHoliday

Tan Bradshaw

[The Car Company
John Smith [Breakdown - Visited
[Dus: 08115 11/10/07(R)

[1CM RETAIL SERVICES [INTERCONTINENTAL B [Prokean Software:
Lee Evans [Repair - On Site. [Ereakdown - Allocated Service - Allocated
[Due: 09:00 11)10/07(R) [Due: 12:15 11)10/07(R; [Due: 14:45 1310007,
lear Harrobrol [The Car Company [The Car Company
Heil W/arnock fear lBreakdow| [Service - Allocated [Refurb - Allocated
[bue [Due: 11:( [Due: 13:30 11/10/07(R)| _[Due: 15:00 11/10/07(R
[other [Harrabrack Motars
Simon Mutley

[Bresakidown - Allacatsd
[Due: 10:00 11/10/07(R)

W vy ] ol
Depot: [Coventry 7| Status: Unallocated < | ko [Parts In =] 3ob Group: | Reset View Refresh
Job Mo | Job Type site Site Route | Area Due | Status - Hotify
200002 Repair The Car Comparty 5110/2006 09:56 Parts In
200052 Repair (Custom) The Car Company 31/10/2006 LO:0S Parts In
200174 Repair The Car Company 0110/2007 16:00 Unallocated
200012 Repair Protean Software 3010/2006 1555 Parts In
200030 Repair (Custom) Protean Software 0111/2006 13:25_ Parts In hd Close

e The top half of the Plannerboard will display a list of Engineers together with details of Jobs Completed, Due,
and Overdue. For Each Job the Plannerboard will display The Customer, Job Type, Status and Time Due. The
board will display other time for Engineers such as Holidays & Sicknesses.

e The bottom section of the Plannerboard will display a list of outstanding jobs, similar to the main Jobs Global
Enquiry screen.

Allocating an Engineer

1. Locate the Job from the list of outstanding jobs in the bottom half of the Plannerboard.

2. Drag and Drop the Job against the engineer. You will then be prompted to “Add Visit” where you can enter
the proposed arrival time, then click ok. If the Arrival Time not known,
simply accept the defaults and click ok. The time can be amended later

B Add Visit

. Job Na: 200174
on th e JO b reco rd . Wisit Dhabe: 11/10{2007 ) Scheduled
arrival Time: s 0o E]| *) Response Time
Duration: [ ]| O arranged

Cancel oK

Note: To go to the Job Record, Right Click on the Job in the Plannerboard & select View Job.

Job Colour Codes:

Red: Job Is Overdue.

Grey: Job has been completed.

Yellow: Job Due in less than 1 Hour (This time Due Setting can be amended in Settings).

Green: Future Jobs whereby “due Time” can still be met.

Blue: Engineer Unavailable (You can choose from 4 set reasons, Holiday, illness, Training & Other).

Adding a New Labour Visit

e Go to the Job in question and click the Add Visit button. If you choose not to select an Engineer at this time then
the Job will remain as Unallocated.
e Then select an Engineer (if appropriate) from the list which opens automatically:

Author: David Morris (24/07/2017) Version 2
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=51 Job Visit - <New> £2

Main Signatures

Visit Date: mme: [ [@
Engineer: )E] (™) scheduled
Maobile No: % @ Response Time
Bay: I:E (™) Arranged
| [&]| [e]| 8]
| [&]] [®]| [®]
Total: _00 i}
[ omoo || om0 I[ £0.00 |
e e
T NN 0w || om | mo | o
Further Work: JobNo: I:l. -| £0.00 || £0,00 || £0.00 || £0.00 || £0.00 |
visit Report Sent: [

| Barts || Notfy | |Accepted | [Start Travel || Cancel Travel | |on Site || visited || Complete | [uncomplete || lose |

e C(Click the Engineer from the list. Once an engineer has been selected, the Van or Bay (if workshop) that they are
assigned to will be automatically filled in.
e Once the Engineer has been allocated to the job, the status of the Visit will be set to: Allocated
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Creating a Purchase Order for Parts on a Job

If you wish to buy a part in specifically for this Job you can use the Purchase Orders for Jobs facility as an alternative to
ordering via the Purchase Order module.

1. Go to the Parts Tab.
2. In the box in the bottom left hand corner of the screen, enter the part number if know and press Return:
| Wiew1 || | (== J (3] )1
3. If the part number isn’t known, click on the ... button, & use the Find Part screen to search for the part
required.
4, Double click on the Part required.
5. Enter quantity required for the job in the Qty box.

Note: The system may display a warning message advising that there isn’t enough stock of the part selected and to
search for another part instead.

' =
Job Parts l""“""']

I.-"'_"\-.I There is not encugh stock to satisfy the quantity you entered.
k. ° 4

Do you wish to search for another part instead?

.

Note: Click on the No button to continue with the part number entered earlier.

6. Repeat step 3 to 5, for as many parts as are required from Stores. Ensure that the Visit No is set to 0 (zero),
the system will default to this Visit No.
7. If you do not wish to order all the outstanding parts on the Parts Tab simply un-tick the selection box on the

right-hand end of each Part line.

E Job - 200175
[ meren | s [ Cosomer |

PELISS77 ... | & || ProoO1 P e PRODOL =

MITSUBISHI Frotean Software Protean Softwears

FD30 101 - 110 Lockhurst Lane 101 - 110 Lackhurst Lane

ElH
Coventry Caventry Priority: N
e SSF Cve SSF Status: Awaiting Complete

Main | Labour Parts IMisc | Invoicing | Summary | Mema |

[t | _rato | besciton [5x] _y [ 005 | tost | Price F] Dise | vaue [S|B
[pssooisoi0 |[m|forms | O 3] e

[0 -] a|pssoo-19010 O-RING 3 [ 3| eS| £r7e|00[ o0 £5.37]
[0 -] allpiesi-oo112c AIR FILTER m} 1]| sn| 1 £1.95 £6.50/ ]| 0.00% £6.50
£l o -] alpiosza WwASHER [m] 4| =n| 4 £2.80 £s3.24) 0| 0.00% £212.98|ED
[1 ]2 pos4 12y BATTERY( N SERS O 1]] =nl 0 £10.00]  £111.46] 00 0.00% £111.4a)0
*|[o -]l 0 m el O

Wigw 1 woo | 9 | _Purchase Orders | RaisePo | ] £16.70| _ Process | meauest | £336,31 -
| 4| €| F El e Cancel | /aefy | Add visit | waiting ‘ Complete | Invoice | Close: ‘

8. Click the Raise PO button at the bottom of the screen.
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10.
11.

12.

13.

14.

15.

16.

17.

The system will then display a Parts Order List screen, which summarizes the P/O’s that will be created. Click
on the Create P/O’s button at the bottom of the screen to continue.

A new Purchase Order is created for each Supplier for the Parts listed.

The system will tell you what orders it has raised and offer to show them to you so they can be placed. The
orders are created at 'Entry' status so that the spending limit authority levels can still be applied. You would
then Book In the Purchase Orders as normal on Receipt of Parts.

Job - 200175

9P There were 2 Crders created

Do you wish to view them?

Yes Mo |

For each Purchase Order now displayed, Internal Notes and Instructions can be added as required.

If you amend the cost price here the small box to its right will be 'ticked'. This means that it will update the
Cost Price on the Stock Enquiry screen with the new price. If you do not want this to happen then untick the
box.

Then check the Due Date for each line. This will default to today + the Suppliers lead time, but can be over
written here if required.

If you wish to save the order without processing it (which will lock the fields down) then simply click the
Close button.

Clicking the Process button will take the order to the status of “To be Placed”, and means that the order
cannot be amended.

The system will then ask you to confirm where the parts should be delivered to:

The delivery address is not the same as the site of the job. Where
would you like the items delivered?

(D Deliver to the job site

I () Leave the delivery address asitis I

oK ‘ I Cancel ‘

Select the option as required and then click on Ok.

Note: Depending upon system settings, you may have to get the Purchase Order authorised by another user.

18. Clicking Print, Fax or Email will advance the status to Placed and print a copy of the order (or e-mail if so
configured).
19. Click on the Close button, in the bottom right hand corner of the screen, to return back to the Job screen
seen earlier.
Author: David Morris (24/07/2017) Version 2
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Creating a Purchase Order for Misc Items on a Job

If you wish to purchase any miscellaneous items specifically for this Job you can use the Purchase Orders for Jobs facility
as an alternative to ordering via the Purchase Order module.

Go to the Misc Tab.

In the Description box, enter the Sub Let item required.

Using the drop down arrow icon, select the appropriate Misc Type required.

Enter the Cost Price and Charge Price as required.

Repeat step 2 to 4, for as many Misc Items as are required.

If you do not wish to order all the outstanding Misc Items on the Misc Tab, simply un-tick the selection box
on the right-hand end of each Misc line.

oukwWwNE

ElJob - 17513

[szs ][] [a]||[prooot ERE BRODOL =& ContactMame:  [Jm Rodgers | Moz 17513 Charge
Potterton P200 Bronson Inc Bronson Inc ContactPhone: 001214 24624 Type: (Call out =]
SN; 5055847 18969 Royster Road [

18989 Royster Road
Customers Own site 343 Suite 343 Contact Enai

Dallas Texas 769544 Dallas Texas 769544 Order No: | priority: [ tow |l
UsA UsA
Authority: | status: [ Awaiting Parts |

Main | Labour | Parts | Misc | Attributes | Invoicing | Summary | J
e iiia i iiiiiiiiiiiiiisiiiiiiiiiiiiDéfiéitp - b IS

Description

#| Sub Let Scaffold Hire] Sub contractor ~|standard ] £500.00 £750.00 [ 33.33%| (1]

o

[T Cost only Status: Entry

Il [=]] [l .00 =000 00
[ cost only saws [ |

[_Process ][ unProcess ][ RaisePo ] [Purchase orders | [ visweanzeL | Totsls: | i I (]

i. Pa [ cestecopy || coamcel [ place J[ adgvst ][ wetng || compete ][ Imoce ][ s |

7. Click the Raise PO button at the bottom of the screen.

8. The system will tell you what orders it has raised and offer to show them to you so they can be placed. Click
on the Yes button and the system will then display the Purchase Order screen:

Author: David Morris (24/07/2017) Version 2
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[=5] Purchase Order - 30223 =

Deliver To
| I | Y prrooior ][]

Protean Nottingham Depot
Melors Way
Nottingham Business Park
Nottingham

Purchase Order
Order No: ps [ Meelacows [
Order Date: 04/12/2015 Entered By:
Store Default: MNottingham Store | Depot: [ Nottingham [+]
Carriage: £0.00

== i — S

—_—

Items to Buy | Other Details | Receipts|

| pescipton |  costtype | cost | bue |  Jobho |
[P [5ub Let Seaffold Hire [5ub contractor = £500.00| 04/12/2015 (]| 17513] [ ] [R)
Status: Entry
= = .00 04/12/2015 [m@)]| E(EY
Status: Entry
Total: Caneel ) (3]
[Creagel:upy ][ Cancel ][ Process ][ Print ][ Fax ][ Email ] [ BookIn... ][ Recl ][ Close ]

9. Select the Supplier who is supplying the Misc Item (s), buy using the ... search button shown in the top left
hand corner of the screen.
| @ Purchase Order - 30223
[ Y P
Pr
\ :
I
10. Internal Notes and Instructions can be added as required.
11. If you wish to save the order without processing it (which will lock the fields down) then simply click the
Close button.
12. Clicking the Process button will take the order to the status of “To be Placed”, and means that the order
cannot be amended.
13. The system will then ask you to confirm where the parts should be delivered to:
The delivery address is not the same as the site of the job. Where
would you like the items delivered?
O?Z)eliver to the job site
I OlLeave the delivery address as itis . I
oK ][ Cancel ]
14, Select the option as required and then click on Ok.
Author: David Morris (24/07/2017) Version 2
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Note: Depending upon system settings, you may have to get the Purchase Order authorised by another user.

15. Clicking Print, Fax or Email will advance the status to Placed and print a copy of the order (or e-mail if so
configured).

16. Click on the Close button, in the bottom right hand corner of the screen, to return back to the Job screen
seen earlier.

Further Work Required Process
Step 1: Engineer highlights the job as requiring further work required:

e Whilst completing the Job on the PDA, an engineer can use the “Further Work Required” button, to enter details
of the work required, parts to be ordered etc.
o (Details of how to do this are shown on page 19 of the attached PDA Guide).

Step 2: Office staff view the further work required requests:

e  Office staff can then use the Jobs Global Enquiry screen and change the status to “Further Work Required”, to
then view the jobs highlighted earlier by the engineer as requiring additional work. /

=2] Global Enquiry - Jobs - 56 recards

yo) e w % = | = ;:";!}SiteAttandad & Plannerboard o] Map

Accounting | 51t [ [ (e | Equip | | [+es ] Status From [GIER ] Type
T o |Deeot | [=] Fiter | [+] [ Status To  [Further Work Reg] [ Filter Il Rest
Equipment Job Mo Site: Job Type Make & Model Logged Date | To Do Status
MEXT Distribution South Ockendon Breakdown - Tail lift (FF Mainte | Dhollandia Unknown 02102015 15:55 [ Lift runner is 'on the teeth’ Further Work Reg .
237253 Dartford CDC Breakdown - Trailers (FP Maint  Lawrence David Triaxle Curtainsider 01/10/2015 16:09 Interior light inop Further Work Req .
u

O 73RQ731 TIP Trailer Services K 1t Rehill - Tail | ifte Phallandia NH-SMR Retrartshls 7T ANNQINTG 1654 Tail | ift cervics lnler and weinht test Fuirther Wnrk Ren

.
5

e Double click on the Job required and then on the Labour Tab, click on the button shown on the far
right hand side of the screen.
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Further Work: To Do... Job Mo:
Meter Reading: Visit Report ¢
e  Whilst in the visit, click on the Further Work “To Do” button,
shown in the bottom left hand corner of the screen.
e The system will then display the details of the further work required, entered by the engineer on the PDA:

2] Further Work - Visit 1 o

Partho Description Qty ‘

Miscellaneous Ttems

Description ‘

|
{ Add to Job... H No action required J |‘
(=

Step 3: Office staff then process the request as required:

e If there doesn’t need anything to be done, then click on the “No Action Required” button:

:| I Mo action required

e The system then changes the status of the job accordingly.

o If the user wishes to process the request, then click on the “Add to Job” button:

Add to Jab... ”

e The system will then display a list of Jobs that are currently open for the same customer:

Author: David Morris (24/07/2017) Version 2
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Add Further Work to a Job

i Which Job would you like to add the Further Waork to? I
Job No Job Type Status
233399 | Breakdown - Tail lift (Reb | Site Attended
234250 Breakdown - Tail lift (Reb  Parts In
234441 FP Service - Tail Lifts Further Work Req
236250 FP Maintenance - Tail Lift Further Work Reg
236251 FP Maintenance - Tail Lift Parts In
236281 Breakdown - Tail lift (Reb  Further Work Reg
I 236355 FP Maintenance - Tail Lift Further Work Req I
236861 FP Maintenance - Tail Lift Further Work Req
236897 Rebill - Tail Lifts Unallocated
236893 Rebill - Tail Lifts Unallocated
[ Add to Job l ’ Cancel ]

e If you wish to attach the work required as an additional visit to a current job, select the Job required and then
click on the “Add to New Job” button. The system will then add the work required to the job selected as a new
visit, with a status of “Un-Allocated”. This can then be allocated to an engineer, inspection sheets added, parts
ordered etc.

e If you wish to add the work required to a new job, then click on the “Add to New Job” button. The system will
then create a new job with the text automatically entered in the Main tab and also creates a Labour Visit, again
with the text automatically entered. This visit can then be allocated to an engineer, inspection sheets added,
parts ordered etc.

Author: David Morris (24/07/2017) Version 2
Last Edited By: David Morris Page 22 of 79



Job Management User Guide

Completing a Job

Before you can complete a Job, check the following:

e Check that there are no Outstanding Parts or Miscellaneous Items.

e Inthe Labour Tab, Ensure that you have entered the Time On & Off for each Labour Visit, with any details of
Travel time & mileage.

e Inthe Labour Tab, ensure each visit has been individually completed and is at a status of Completed.

e Check your Job Costs & Charges using the Summary Tab for the Job as a whole, and check the final invoice value

(net) if you require.

e Go to the Invoicing Tab and ensure the selections there are correct (they are defaulted from the Job Type to
save repetition).

e Click the Complete button. If the Job Status changes to “Completed” or “Authorisation Required”, then you have

been successful.

If the status changes to Awaiting Details then Protean could not complete the Job as there was information missing.

The system will display a message informing you what the missing data is. Review the Job, make the changes and
the Job will automatically 'complete' as soon as it can.

Note: The most usual cause of non-completion of a Job is because there is a Labour Session still 'open’. These are closed
using the Labour Only button.

00

| [ et

|caro01

lal

s ||l

ho:

200174

ElH

The Car Company
The Lane
Holbrooks
Coventry

The Car Company
The Lane
Holbrooks
Coventry

Type:

Priarity:
Status:

Repair u
e -IW

| Main Labour ]Parts ] Misc ] Invoicing] Summary 1 Memo 1

[vist |_bate _Jtime on [rmeoff] Trovel | tows | tng | boyvan | ___stous |

| [Complee | o]

j| 11-0ct-07 @[ 08:30 |[ 13:30 | omoo || 500 |[ L |[vam2
\

Job - 200174

)

?/I e yOU SUrE youU want to complete this job?

o
Total
i€ g @; j @ Caneel ‘ Place | ydd Yisit | Waiting | Complete | Invaice | Close
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Labour:

Check that all of the visits made are entered and the correct details shown.

|||Main | Labour |parts |Misc | Attributes | Inveicing | 5 v|
[Vist | Date | Tmeon | Tmeoff | Travel | Hours | tikeage | Engneer | Bayvan | statws |
1 |[ 15Dec-1s [@|[ 0&:30 || 100 |[ omoo |[ 250 |[ 0 |[chris Margan |[Ns&s aTO | [petails Req
Carried out service and all working fine.
. 4

e (Click on this button to view / amend the details of the visit as required. /

o The system will then display a screen similar to the one shown below:

[E3] Job Visit - 1 3
Main Signatures
Visit Date: [#]||Tme: [ 1144 [@]|Date: | (=) Details Reg
Engineer: E (71 scheduled Time: )
Van: [ nsesato [ () Arranged
(Carried out service and all working fine.
[ 08:30 ®]f 11:00 [®] 02:30 (@]
[ ]l [e] )
Total
lmmlmm
[ oowo [ omoo | £38.75 |
T ———
Refrene £: | =]
Reference 2: | | m\ o000 |[ 01:30 || o0 | o
Further Work: [ ToDo.. |JobNo: | \. \ £50.00 || s0.00 || o0 || g0.00 H £110.00 \
Meter Reading: l:l Visit Report Sent: [
; . - m IAmepted ] ISlartTraveI ] ICanoeI Travel ] [Dn Site l [ Visited ] I Complete l [Unmmplete ] [ Close l

General Section

This displays the Visit Date, the Engineer who carried out the visit, their phone number and Van information.

Visit Date:

|

Engineer: |  ChrisMorgan [ | E]
|
|

15/12/2015  |=]

Mabile No: 07967637932 |
Van: N566 ATO (=]

Target Arrival Section

This displays the time that the visit should take place, dependent upon the Job Type attached to the Job.

Author: David Morris (24/07/2017) Version 2
Last Edited By: David Morris Page 24 of 79



Job Management User Guide

Target Arrival

Estimated Arrival Section

This displays the Estimated Arrival Date, Time and the Default Duration of the visit.

Estimated Arrival

Date:
rie:

Duration: 02:00

Status Section

This displays the current status of the Visit.

Complete

Report Section

Check the text entered by the Engineer on their PDA, and amend if required.

Carried out service and all working fine.

Costs Section

This displays the Labour Costs associated with this visit. Check the times on and off the Job entered via the engineers
PDA, and amend if required.

Costs
[ 08:30 [&][ 11:00 [&][ 02:30 (=]
| [&]] [a]] 8]
Total
[ oo || oooo || 0 || £38.75 |
Author: David Morris (24/07/2017) Version 2
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e Time On: Will display the actual time of day the engineer started working on the Job.

o Time Off: Will display the actual time of day the engineer finished working on the Job.

e Travel To: Will display the amount of time spent travelled to the site by the engineer (Can be amended if
required).

e Travel From: Will display the amount of time spent travelling from the site by the engineer (Can be amended if
required).

e Mileage: Will display the actual distance travelled by the engineer (Can be amended if required).

Other Section

This allows a user to add additional information for the Visit and view / add further work required.

Reference 1 ]
Reference 2:

Further Work: To Da... Job Mo
Meter Reading: Visit Report Sent: |:|

o Reference 1: Add additional information regarding the Visit as required (The name of this field is user defined).
o Reference 2: Add additional information regarding the Visit as required (The name of this field is user defined).

e Further Work: If the engineer discovers other work needs to be carried out, this can be recorded under Further Work.
This can also be entered by the engineer via their PDA.

Click on the & | button to view / enter the Further Work required.

[

==] Further Work - Visit 1 - <New>

| -

Part Mo Description Qty

Miscellaneous Items

Description

ll [ Add to Job... ] [ Mo action required ]

e Description: Displays the free text details of the work that is needed.
e Parts: Displays a list if the parts that will be used.
e Miscellaneous: Displays details of misc. items used / charged for.

e C(Click the relevant button to either add this work to the current Job (as a new visit) or to add it to a new Job.
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If you select to add it to a new Job the system will automatically create a new Job, add the Site, Customer and
Equipment details from the originating Job and put the work required into the To Do box.

e Meter Reading: Displays the meter reading entered by the engineer via their PDA. Can be entered here also if
required.
e Visit Report Sent: Displays a tick, if the Visit report has been sent to the customer.

Charges Section

Displays the Charges associated with the visit.

First Hour| Standard | Travel | Mileage | Total |
[ units [[TED 01:30 00:00 0

| Charge [N £650.00 £0.00 £0.00 £110.00

e These charges can be amended if required, by clicking on the Edit Charges button. Access to this option can be
restricted by user / role.

Buttons Available:

The buttons shown along the bottom of the screen are primarily for use with the PDA system. Some may also be used manually.

Parts
Provides a user with a shortcut to the Parts screen.

Mot
Notify If a visit is entered manually, this allows a user to send the Job information to the required engineers PDA

without going via the Engineer Plannerboard (Changes the status of the Visit from “Notification Required” to
“Notification Sent”.

Accepted ) . P
This changes the status of the Visit from “Notification Sent” to “Allocated”.
Start Travel
This changes the status of the Visit to “En Route”.
Cancel Travel
This returns the status of the Visit to “Allocated”.
This changes the status of the Visit to “On Site”.

Wisited
This changes the status of the Visit to “Visited”.

This changed the status of the Visit to “Completed”.

Author: David Morris (24/07/2017) Version 2
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If a Visit has already been completed, this button must be used to then allow a user to amend any details in
the Job Visit screen.

Close
This returns the user back to the main Job screen and saves any information entered or amended.

Viewing Parts Added to Jobs:

| Main | Labnur| Parts | Misc | Attributes I Invoicing | Summarv|

| vist | Parto | Oesaption __|Sx] Gy | aivos | cCost | Price @] Disc ] Vale | Hargm g|s|
[o [=]&]] L] | O [lfsw]] I I ] I I [

e Visit: Indicates the visit number; 1 upwards = engineers stock, may also be workshop in some instances. ‘0’
issued from the main store. Clicking on the magnifying glass icon, displays the Job Visit screen.

e Part No.: The box to the right indicates the state/condition: New, Used, Refurbished or Quarantined

e Description: Displays the description of the Part Number.

e SX:Tick if the part is a service exchange item, ensures the part removed will be returned to the supplier.

e Qty: The quantity of parts required.

e SN: If the part(s) are serial numbered, the field will be Blue, indicating that a serial number for the part used
needs to be confirmed.

e Qty OS: Default state of quantity to be issued (See ‘view 2’; other states are Q. Order, Q. Issue, Q. Desp and Q.
Returned)

e Cost: Displays the cost value of the part (Stk Avg value x Qty), which will be replaced with the actual value once
the PO invoice is matched.

e Price: Will display the standard selling price of the part, which is held on the Stock record or calculated using a
special price on a Price Lists.

e Padlock Icon: Tick this box to fix the selling price, prevents overwriting by Price List entries etc...

e Disc: Displays any discounts to be applied to this part, defined by the customer’s Stock Discount Group, Parts
Discount Category or special settings in a price list.

e Value: shows the extended value less any discounts.

e Margin: Displays the margin as a percentage.
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e S: This is ticked by default, and indicates that the line is ‘selected’, and therefore will be included in any future
processes. Un-ticking a line will exclude it from any processing, such as Requests or the raising of a Purchase

Order.

Adding Parts from Stock to a Job:

Parts can be booked out to a Job from 'Stores' using the Stock Issue screen. A Stock Issue can either be raised from the
Stock Module — Stock > Issue Stock to Jobs, or via the Parts Tab on the Job itself.

Adding a Part from Stock:

1. Click on the Parts Tab in the Job required.

| Main | Labour | Parts | Misc | Attribi

| visit |  Partbo | |
o =1R)

2. The Visit Number will default to '0' (i.e. not linked to a visit/van).

3. Inthe bottom left hand corner of the screen, enter the Part Number if known or click on the 'Stock Search'
button

| -

and search for the part required.

4. When you have entered the part number, then enter the quantity in the "Qty” field.

5. Repeat the above steps for as many parts as are required from your main “Stores”.

6. Click the 'Request Parts' button in the bottom right section of the Part Tab. A message will appear that confirms
the creation of a Stock Issue and gives you the Issue Number.

7. You can then either notify the stores man of the issue number, or carry out the booking out yourself.

The message will offer to open the Stock Issue so you can simply click 'Yes' to continue.

9. If you close the message by mistake you can still get to the Stock Issue form the Job screen by clicking the 'View'
button twice and then using the button to jump to the Stock Issue in question.

10. On the Stock Issue screen you will see the line(s) showing the part number, quantities and Job number it is for.
Click the 'Allocate’ button. The system will ensure that enough stock is available for your request. If not, a
message will inform you of the shortfall. The system will allocate what stock it can.

11. Click the 'Book Out' button. This transfers the stock from the stock location to the Job itself.

12. Close the Stock Issue screen and the Qty OS box on the Parts Tab will show zero(s) (if there was enough stock to
satisfy the request).

o0
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Adding Parts from an Engineers Van:

Engineers do have the ability to add the parts that they’ve used from their Van stock via their PDA. However, a user can
also add the parts used if required

1. Go to the Parts Tab for the relevant Job Number

2. Select the correct Visit no from the drop-down list on the left hand side (see below)

Note: Remember Visit/Session zero (0) designates that the Part is not tied to an Engineer's visit but is coming from
stores.

3. Add the Parts that the Engineer has used by either entering the Part No (if known) in the white entry box at the
bottom left-hand side of the screen and press “Enter”, or use the [...] button to Search

4,

5.

Enter a required quantity. Check the selling price and discount fields. Make any necessary amendments.
Repeat steps 3 and 4 for all the parts you want to add that are to be drawn from the engineer's stock location /
van.

& Job - 200175

S]]
T T T — - —
FEUSST? ... | A || Pro0OL o Y| PRODOL | No: 200175
MITSLBISH Protean Software Protean Software Type:  |Repair -]
EB?D 101 - 110 Lockhurst Lane 101 - 110 Lockhurst Lane Chargedtie
Coventry Covventry Priority: Low -
Y5 55F V6 55F Status: Site Attended
Main | Labour Parts |Misc | Invaicing | Summary | Memo |
I e LR -
1 -] aboszo | [WASHER. 16]] sn| 16|[  £1r.z0 £53.24 D 0.00%] £851.84
1 -] apose 1| [12% BATTERY( M SERS D 1] =n 1 £a188||  £111.48/00 | 0.00%) £111.48
BEr 2
Visit e

O

o
1

Lee Ewans 11/10/2007 | WANZ

Wiew oo | &) | _Purchase Diders | _RaiseFO

ﬁﬂﬂﬂ@JgJ e ‘

17

£53.08| _ Process. Request

£963.32]

=
Place

| Add visit | waiting ‘ Complete | Invoice ‘

dese |

6. When you have added the visit numbers, click the 'Process” button shown at the bottom of the screen
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7. The system will attempt to 'move' the stock from the stock location (van) to the Job.
8. If there is enough stock, the Qty OS box (es) will change to show zeros.

If there was insufficient stock on one or more lines, the system will book out what it can and display a message
informing you that “Not all parts could be fully booked” out and “There are outstanding Parts for this Visit”.

Job Parts

9. The “Q.0S” column will show what is still required for the Job. You will need to do \V Mot allparts could be fully booked out.
one of the following to bring the part in

e Transfer the required amount from Stores to the Engineers Van via “Stock Adjustments” then run
through the Process procedure again.

e Raise a Manual Purchase Order using the “Raise PO” button from within Jobs, ensuring that you edit the
Store to the Engineers Van.

e Raise a Purchase Order from within the Purchase Order module for the part.
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Adding a Miscellaneous Item to a Job:

1. Go to the Misc Tab.

2. Click into the large Description box on the left and type in the text you would like to appear on the
invoice (if this is a chargeable Job). NB you can use the <enter> key to go to a new line within the box.

3. Select the appropriate Misc Type from the drop-down list.

4, Then, if filled in on the Misc Type record, the VAT rate, Cost and Selling Prices will automatically be
copied down to the screen. If these values have not been entered they must be entered now.

5. Select which Visit No you wish to add these Misc Items to, Visit No O (zero) represents Main Store.
Amend the Cost and Price fields as appropriate.

6. Add any other Misc items for the Job.

7. To tell the system that these items are in relation to the Job, click the Process button.

B Job - 200175

T R
[PEUSS77 | o | &)/ PRODOL |aelal FRO0O1 o = hio: 200175
MITSUBISHI Protean Software Protean Software Type:  [Repar =1
FDZ0 101 - 110 Lockhurst Lane 101 - 110 Lockhurst Lane
Cawentry Coventry Priority: | low <[
V6 55F V6 55F Status: Parts In
| Main | Labour | Parts  Misc llnvoicingl Summary | Memo |
ot | Deopion | Msctype | Tontwe | Cox | pree r[SIB
2|1 = fcarweves e e (T
O iCost orily: Status:
*{le -] [ 1l | [ enaOM
O cost only Stabus: ||
=l Process | Rais=PO_ | Purchass Orders | GRAWFL | Totalst [ || =
ﬂﬂﬂ@@JﬂJ Cancel Place | Add visit | Waiting ‘ Complete | Inwoice ‘ Close |
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Invoice Formatting Options:

~ Protean Help
File Edit Bookmark oOptions Help

Qontents| Index | Back | Print | E it |
What do all the different Invoicing Formatting options do ?

Shows Fault, Cause &
Action an top of invoice

detail section Extra narrative field for further
text entry (default is contents
of To Do’ box

Job Invoicing Options
Shows only no of hours

* rate

Formatting Options

(] Pripe$ailt, cause & action

L+ Frink job header detai Prints date of wisit, text of

Print visit summary — “isit Repart and hours *
Any zero priced lines Tk wisit reporks rate

are hidden on invoice | ] Hide zero-priced items

—sommarise-prast _Instead of a listing of parts
used (Part Mo, Description
etc) will display just the word
‘Parts' and a total price

Merges First Hour Rate
with Subsequent Rate
to show just one line for
labour

Print combined labour rates

—

™ Instead of listing each labour
visit individually will display

Even if the labour rates

are different will merge
thern together to show just the word ‘Labour' and a
just ane labour line with tatal price

an averaged rate
includes Travel hours with rest of
labour, otherwise shows as a
separate line on the invoice

NB Al these options are also avallable on each Job Type so that the formatting can be ast Up and be inherited onto individual Jobs.
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Costs associated with the Job:

e At any point in the life of a Job you can view the current cost and revenue figures on the Summary Tab:

| Main ] Labour I Parts ] Misc } Invoicing Summary ]Memo ]

s | vame | Pots | Msc | Fathote | total | Margn |
[ AcualCost | s eem) @m0
| Calculated Charge | 35| £164.00| £0.00/| £0.00(| £0.00/| £164.00]
[ £85.00| £0.00]| £0.00]| £0.00]| £88.00/[  53.66%)
T —r
[ oudgered ot | O - |-
[ Costvariance | os|  esm|  mm| o
| Quoted Charge B = £0.00/01 | £0.00/00 | £0.00/ 0] £0.00/| £0.00]
[ £88.00/| £0.00|| £0.00]| £0.00|| £83.00  53.66%)

ﬂﬂﬂﬂ@JﬂJ Cancel ‘ Flace | Add Visit | Waiting | Complete | Inwoice | Close |

e The Actual Cost row contains the summary information of costs on this Job.

e On the Calculated Charge row you can see what you will be charging the customer, with an Actual Profit
calculated at the bottom including the margin.

e Lower down is an area where you can enter Budgeted Costs with a variance calculation and therefore keep an
eye on the mounting costs of a Job against budget.

Note: The figure that appears in the Calculated Charge Total box on the right will be the invoice total excluding VAT.

e Other tools for viewing costs on completed Jobs are the Job Visit Reports on the Job Menu and Profit Analysis
on the Analysis Menu.
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Invoicing a Job
There are two ways of invoicing a Job:

A Raise an Immediate Invoice from the Job Screen

1. On the Invoicing Tab of the Job in question ensure that the selections are consistent with the type of invoice
you want to produce.

2. Ensure the Job is of the status Completed.
3. Click the Invoice button. Then select whether to view a preview of the invoice or to go ahead and generate it
now.

|PELOOL [ | Z0017 |
T Ty [roparr =
ML FBZE003 [ chargeabi |
Priorkyr | Low -
cva sep Statusi | Awalting Complete |
Main  Labour |parts | Mise | Invoicing | S
[visit 1 pate __J1ime on Jtime off ] travel § Hows ung [ vay/van T status ]
[0 | otoctnr @il omoo || iao0 || oowo || 4so || as | van | [Complete | eee
L |
(e vi ] rotall | 480 |

L‘ L‘ ﬂ f_-ﬂ E‘ _]| :I_[ cancel Blace faeldl Visit Walting Compiete | TTevoieal Closs

If you want to reprint the invoice, you can do so on the far right of the Invoicing Tab. Simply click the button
next to the invoice number.

Alternatively, you can go to Invoicing | Create Sales Invoices. Go to the Reprint Tab. Either select the invoice from the
list or use the Invoice reprint facility, key in the invoice number and choose to print or preview on screen.
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Consolidated Jobs

In the Invoicing tab on a job record modify the Cycle field within the Invoicing section. Repeat this step for all jobs that
you wish to generate consecutive invoices for:

Invoicing | Summary

Print fault, cause & action Cyde:
Print job header detail Grouping: |Ind|'u'|dua| El

Print isit summeary
Print visit reports Sales Opportunity:

Hide zero-priced items Equipment Quotation: |:

Summarise parts Quoted Date:

Print combined labour rates Attached Documerts: E

Summarise
’

SEEEOEO

Click Invoices > Create Sales Invoices:

= :.1.| i |_| i i i o | E
== = NEU EJ N
|Imr::uices| Equipment Hire Maintenance Job

- - - -

J =t _ L
= | 'I;l Create Sales Invoices E
I—I

Create Sales Credit Note -

[

J" View Sales Credit Notes L
i ik

Enter Purchase Invoice/Credit No

- "] View Purchase Invoices/Credit Mos -

o J

o J

3 ﬁ =

¥ 4 Batch Update

i - ir

mAanre Firectaer Immmvatnn [ enfre Enr
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Tick Jobs and clear the ticks from the Invoice cycles that are not applicable:

General | Maintenance | Hire | Reprint | Archiving|

—Items to invoice

Depot |(Al) [ ]
Document types ———  Inwvoice cydes
[7] Despatch Motes Immediate

Draily
Jobs Wweekly
) b crithily
[ Misc Sales Orders Birhanthly
w| Cluarterly
Semi Annually

You can now generate the invoices so each job in the batch has a consecutive invoice number.

If you require all jobs to go on one invoice an additional modification has to be made on the job record. Change the
Grouping field within the Invoicing section to Customer:

Invoicing | Summary

[ Print fault, cause & action Cyde: |Quarter|y El

Print job header detsi Grouping: fcustomer [
Print visit reports Sales Opportunity: |:
Hide zero-priced items Equipment Quotation: |:

Summarise parts Quoted Date: |:
Print combined labour rates —| Attached Doaments: |I

NOTE — the consolidated invoice option is only applicable when raising invoices through Invoices > Create Sales Invoices.
This function is not applicable if raising an invoice directly from a job or maintenance contract record, i.e. when clicking

Immediate Invoice

the ] button.
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Cancelling a Job
NB You may only cancel a Job prior to invoicing.

1. If you want to cancel a Job click the Cancel button at the bottom of the screen.
2. You will be asked for confirmation of this to ensure you haven't pressed this button by accident.
3. Another message will appear asking you to select a reason for the cancellation. Click OK to this message to say

you have read it. Select a reason for the cancellation of the Job and then click the Close button. The date of the
cancellation will be stored automatically.

Note: If you do not have any cancellation reasons in the list they can be created at System | General | Cancellation
Reasons.

Printing a Job Sheet

1. After you have created a Job you may wish to print the Job/Work Sheet. To do this ensure that you have saved
the Job by pressing the Place button at the bottom of the screen.

2. Then click the button in the panel of icons on the right-hand side of the Job screen. A list will appear (see
screenshot below), select Work Sheet and then Print. A Job Sheet will automatically be printed containing the
site, equipment and job requirement details as well as having space for an engineer to fill in labour and part
information and a place for the customer to sign it.

Job Classification Equipment Service Cancellation

Cause: | _=| || Last Service:

|
B S Y [ =

Cancel | Place | Add visit ‘ Wiaiting ‘ Complete | Invoice |

= el | |

Estimate 13

Close

Quotation b

Work Shest »

Invoice 4

Prink

Wiew

=1 Email

Export

Fax
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Producing a Credit Note

This process enables you to raise Credit Notes against any invoice raised on the system.

1. Go tolInvoices | Create Sales Credit Note on the menu:

E B E R E

Invoices| Equipment Hire Maintenance Job:

- - -

kY
= Create Sales Invoices b
=

—

%
e Create Sales Credit Note

—

View Sales Credit Notes

Ensure that the Type box in the top right-hand corner of the Credit Note screen is set to Job (this is the default position).

2. Inthe field below the Type box either enter the Job number you wish to credit and press Return, or use the
button to open the Global Enquiry screen to search for it.

4. Once selected the Credit Note screen is automatically filled in with the details from the Job (the Customers name
and address and all the Labour, Parts and Miscellaneous information).

5. Now, amend the details that have come through from the Job to suit the Credit you need to raise. For example:
you may only be crediting the Parts charges, or refunding some of the Labour charge. Using the record selectors
and the Delete key remove the items you do not wish to credit. NB Whatever items remain on the screen when
you press the Credit button will appear on the Credit Note.

6. You can amend all of the cost/charge fields on all Tabs and can even add extra items to the Credit Note at this stage.

7. Next, for each line that remains on the Credit Note you need to select a Reason. This reason will determine what
happens to this line on the Credit depending under which Stock Adjustment Category it was created under.

Stock Adjustment Categories - An Explanation

In order to perform a stock adjustment, which may be anything from an opening stock take to a write off, you need to
use Stock Adjustment Reasons. These consist of a description (name) and an account codes (if applicable). Each Reason
belongs to a Stock Adjustment Category (non-user definable) and the Category dictates how that Reason operates. See
table below:
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Adjust Normal adjustments to stock e.g Spot Check, Returns to Supplier etc
Credit Charge Only Used by the Credit Note system - only updates charge values

Quar In Used for booking in quarantine stock items

Quar Out Used for booking out quarantine stock items

Credit Return Used by the Credit Note system - actually puts parts back into stock
Stock Take For Opening or Cyclical stock taking

Xfer For transferring stock from one location (store) to another

It is important to select the correct category when creating the reasons otherwise the stock adjustments you carry out
will not perform as wish.

For example if you are raising a credit note for some parts that have been returned you should select a reason under the
Return category which will move the values in the nominal and put the parts back into stock on Protean. Selecting a
reason under the Credit Charge Only category instead, for example, would have moved the charge values but not put
the parts back into stock.

NB You can create as many different reasons (with their attendant nominal codes) under each category as you wish.
8. Check the Credit Total box just above the Close button. This is the Net Credit Note value. If it is satisfactory click the

Credit Button. This will raise the Credit Note based on the details left on-screen. If you have not allocated Reasons
to all the remaining lines the system will remind you.
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Creating a Quote (Using Protean Layout):
1. Click on the arrow shown below the Jobs icon and then on the “Create Job” option: (= -4 B

e
| Jobs |Plannerboard  Tasks

S5
1 ﬁ-’j Create Job

1 - ) - N
—~ View Inspections
FAsiY

2. The system will then display the following screen:

= o] e = onome | siome
s - N

G tpp e cagy S e

- P Calmer soct st

e S e -~

Same e Yo =T T St Lo

| o

3. Then search for the customer required, by clicking on the button next to the Customer Field. The system
will then display the following screen:

Status
Actve [JProspect []Closed

Estate Hebbum, Tyne & Wear NE31 1v8

ABS00101 ity Bay North Tyneside,NESS 4ER
BRO001 s 76954, USA,

BUS00L imbria, CA 11 08U

BUSO0101 89 igh Street, } Cumbria, CAL2 STY

CASHODL

comMoo1 Compton Packaging Grange RdBede Indusrial Estate, Jarrow, Tyne & Wear,NE32 344

COMO0101 | Compton Northern Division Warrengate Rd, South Mimms,Essex, £N6 300

comoo11 rn e

PICO0101 me L
PRTOOL Protean Main Office

Lockhurst Lane,Holbrooks,
ROBO01 Robertson Joinery 599, Eidon Avenue, Hounsi
ROBO0101 Chiter Rd, Dunstable Bect

iddlesex, TWS 0LD
iner i
SDEDOL 5DEnterprises 50C Rothbury Terrace, Heal

ire L1
, NES 5CC v

Create vew Select. Cancel

4. Search for the customer required and then select their record as required (Click on the “Create” button shown
in the bottom left hand corner of the screen, to create a new customer record if required).
5. The system should then display a screen similar to the one shown below:
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‘|=s_=|Jub-913
[ Fwement | s ] Gestomer ] b |
. . S | [aLLoos Q, ALLOOS a, Contact Name: No
In the “To Do” section, enter the details of the e O T O v s >
. . - 23 Queens Road 23 Queens Road ConactEnal | g
work, materials etc. required. devedon Gevedon e
Somerset Somerset

BS21 7TH BS21 7TH Authority: Stz

Main | Labour | Parts | Misc | Invoicing | Summary |
| Tt | Referencd
Quotation for works required to thingymejig - || Depot: Complet
[ || Entered By: Sales Re
Logged: 04/01/12 |&@)|[ 10:29 Referer
Due: [05/01/12 [ 10:1% [ Referer
Instructed: ‘ @ | Inspecti
Complete: \ Transpc
Invoiced: Attachr
Invoice No: :| Creditec

6. Then click on the Summary tab:
[ — - ] Tyne & Wear Tyne & Wear
palti bonigement NE31 1VE NE31 1VE

|Main_| Labour | Parts | Misc | Attributes | Invoicing | Summary |
[

7. Then populate the Quoted Charge row near the bottom of this form with the required values for Labour, Parts
and Misc. items as required:

[ = ¥ 0 0 PICLE | LU.UU“ LU.UU” LU.UU' =u.ug
[ Quoted charge 3 o ) o = =Y - [ ==
| £150,00| £52.33) | £20.00|| £0.00|| £222.35 100.00%
8. If you wish to just show one total value, then enter this value in the Flat Rate field: [ FatRate |
]
[
[ eoo000]]
@I Emo00
[T

9. To “hold” this total value for invoicing, you must make sure there’s a tick in the Labour, Parts and Misc.

Columns:
| Quoted Charge M| o| A/ £0.00| [ ... | | £0.00| | £0.00/ | £2500.00]| £3500.00

10. Click the Output a Job Report button (the button to the left of the blank paper button).

E0®) (o]
iOutput alob Reportn_n
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11. Select Quotation and the relevant option to Print, View, Email etc...

@ Print

Estimate 3

_ (4 View
Quotation » ]
@ﬁl Ernail
Work Sheet »
o W Export

]_Enic_e. bé} Fax E

Creating a Quote (Using your own Quote already produced):
1. Create the Quote as shown earlier, following steps 1 to 5

2. Click on the Invoicing tab:

Main | Labour | Parts | Misc | Attributes | Invoicing | Summary|

Repair motar on i, [T Print Fault, Cause & Action Cyde: Monthly — [«]
Print job header detail Grouping:  [Individual ~ []
[Z] Print visit summary Quotation
[C] Print visit reports Sales Opportunity: e
Hide zero-priced items Equipment Quotation: 1
[ summarise parts Quoted Date: =]

Print combined labour rates Attached Documents: E

Job Report Sent: (]

3. Quoted Date: Enter the date that the Quote was produced.

4. Attached Documents: Click on the | button and the system will display the following screen:

| Comoe =

5. Then click on the button.

6. Locate the Quote already produced:
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7. Select the File Type

-
[ Select File to Attach

| Look in
T
i
Recent Places

[ Documents R < B =g

Name

]»

1 7.3 Demo data and Reports
J. Blustooth Exchange Folder

w J. CP Templates =
J| Custom Office Templates
Desktop. | Customer Quotes
I\ Impart Templates
= ! Installation Info
Libraries 1! Layout Samples 7.3z - Aristzeus
I\ MapRoint
ﬁ>..! My Data Sources
Computer i MyInfo
t b :ut\nnk;\\e: Il
. Protean Guides
“ « [ »
Network
il name | - Open
Flescftpe:  [AlFies <] [ canea |
of “Quote”:
Attached Files

8. Click on the “OK” button.

Please select a Type for the attached file.

CWI Attachment
General fax cover sheet
General intro letter
General letter

Job Picture

Mot Spedified

Outiook Email

Quote

Send general price list
Training booking form

9. The system will then display a screen similar to the one shown below:

J 5] Attached Files

23

“ooe | twe | oescrobon |

[ 25/01/2016 ||Quote [+ [Quote

|E] |C:‘,Users\davidm‘Domments\Pmtean Screen Prints.docx | E]

10. Click on the Close button, shown in the bottom right hand corner of the screen. The system will then display the

following:

Sales Opportunity:
Equipment Quotation:
Quoted Date:
Attached Documents:

L B
L &
L e[
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Searching for a Quote

All of the Job Quotes created in either way, are then available in their own search screen which is accessible by clicking

on the small down arrow shown below the Sales Icon:

3

-
;e

Sales

-

N .. g :o-:'t' % 4 b Lyl 5y 4 ‘0 L )

The system will then display a list of Quotes that have been created:

3] Global Enquiry - Quotes - 1 record

T andthen selecting “View Quotes”:

PoleBER D R

&

Customer
Contacts

Accounting | Customer | J[=] [ J
cam Depot Nottingham < | Flter | =] E
Type Doc No Doc Type Customer Name Address Quoted Date | Rep
18015 Quoted job F G Landscape &Design | 189 Sussex Rd,,Morwich, Morfolk,| 25/01/2016

Don’t forget you can change the columns displayed, by right hand clicking your mouse button and selecting “Choose

Fields”:

You might only require the following information:
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Then click on the OK button, then right hand click the mouse button for a second time and select “Save Layout” to save
the column changes made.

Simply double click on the Quote required to check/amend or cancel the quote if required.

Converting a Quote into a Job

If the customer is then happy to proceed with the quote, these can then be found using the standard Jobs Global
Enquiry screen, by clicking on the Jobs icon:

5% .

Jobs

1. Then change the “Status From” and “Status To” fields to “Quoted”:

3 Status From M—EI Type |:
- |StatusTo  [Quoted =]

l'o Do

bort ouit the lift that’s broken.....Materials as reg

2. Then double click on the quote required.

3. To then allocate this job to an engineer, click on the “Place” button shown at the bottom of the screen:

4. Then click on the “Engineer Planner Board” button shown at the bottom of the screen:

5. The job will be shown at the planner board screen, so simply “drag & drop” it on the Engineer and Date required:

[
rl . KN [ ] +

Depot: [Nottingham [+ Status: [Unaloated [+ ]to [ParsIn [=] 30b Group: «|[ Reset || view
Job No < | Job Type | Site | Site Route | Area To Do Logged Due | Equip No | Serial No Status | Site Post C | Make Model | Category | Type Sub Type | ~
18013 | Quoted job | ABS Garages Lid | Morth |North | Fix lift as required &1 | 22/01/2015 14:51 | 22/01/2016 16:51 | | unallocated 1 | | B
18011 Quoted job ABS Group Ltd Morth North 22/01f2016 1414  22/01/2016 16:14 Unallocated . NE31 VB W
18010 Service / Inspecti Malcolm Hall Asso Morth Chester 22/01/2016 12:40  22/01/2016 14:40 9991 7558767 Unallocated . CH14PL  Express P201 Personnel| Hydraulic  Indirect 52

6. Then click on the Notify button shown on the right hand side of the screen, to send the Job to the engineers PDA.
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Multi Equipment Jobs

Create the Job as normal (if not an auto-created service), pick Site etc. If the Setting is turned on then a button will be at
the bottom of the Equipment box on the Job labelled ‘Multi Equipment’. Click this button and use the [...] to open the
search screen for Equipment. A list of Equipment appears for that Site, as normal. You can pick the items for the Job
from the list, or use the Select All option at the bottom of its quicker. All selected Equipment will be returned to the Job
and shown on a new Equipment Tab.

NB You can select one item from the list, go to the Equipment Tab and use the ‘Service Group’ button to drag on all the
other items in the selected items Service Group to save time.

[E5] Job - 17460
WtpeEgionent [\ 30001 ()@ (003 )@ ||Comcttiame: fredoves =] @)f6) M
ABC Second Depot ABC Machine Tools Ltd Contact Phone: m Type: E|
Grove Lane 53, Cotswold Drive Contact Email: W .
Smethwick 1
Birmingham Coventry Order MNo: | Priority: | Low El.
B66 25L CV36EZ FmiEisE | | staws: | Entry |
Main | Equipment |1abour | Parts [ Misc | Invoicing | v/
T N P T T [ M R
b|13 Express/P200 45654356 Kitchen Minor Service - £45,00||Outstanding -] [
14 Express/F200 5464577 Kitchen Minor Service - 25 £45,00||Outstanding -
15 Express/P200 78904564 Canteen Minor Service - 2] £20.00||Outstanding -
16 Express/P200 8639849 Canteen Minar Service - 2 £20.00||Qutstanding -
17 Express/F200 16784735 Canteen Minar Service - 2 £35.00||Cutstanding -
* - o |
[ ][ )[®) (] [ddservice Group... |[Addtonewdob |[ Parts_|[_ Misc | Meters |[Collect][Deliver | Totals: | 11.00]|  £165.00] [view1 ][0
E [ Create Copy ] [ Cancel ] l Place ] l Add Visit Waiting ] [ Complete ] [ Invoice ] l Close ]

On a Multi-Equipment Job the button at the bottom of the Equipment field changes to ‘Single

Equipment’ if you wish to switch back to the ‘normal’ style.

On the Equipment Tab there 3 ‘Views' available to get all the new fields in! In View 1 you can see the Equipment No,
Make, Model & Serial No. Also available is the Location (from the Equipment Record) and Service Group/Service Type.
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Note you don’t have to use Service Groups if you don’t want to. Also note you would be able to select a different Service
Type on different lines of Equipment. It is also possible to add the same item of Equipment more than once as long as
they are linked to different Service Types. Also on View 1 you can see and enter the Target Hrs & Charge. The target Hrs
defaults from the Make & Model per Service Type. The Charge also defaults from here.

The status could be one of the following:

e Qutstanding: Not yet visited

e Done: Visited

e Not Done: Site visited but this item not serviced/worked on

e Item Retired: Reason for ‘Not Done’ — Equipment item no longer in use
e Skipped: Reason for ‘Not Done’ — Couldn’t carry out works

e Added to New Job: Reason for ‘Not Done’ — Moved to another Job

The Engineer on the PDA sets the Status to ‘Done’ or ‘Not Done’ as applicable. If they select ‘Not Done’ they must then
enter a reason. This reason is shown to the office users (on View 2), who will then interpret that into one of the three
Status listed above.

5] Job - 17460
Wipecupnent | pooor )@ A3 ()@ | conactiome: Fredines [<][a)e) Mo
ABC Second Depot ABC Machine Tools Ltd Contact Phone: Type: El
L 53 otk ree Cortoct
Birmingham Coventry Order Mo: [ | Priority: | Low El.
866 25L c36Ez e ‘ | Status: [ Entry |
Main | Equipment | Labour | Parts | Misc | Invoicing | v/
o | et | iepecton | ruherwok | Reswonnordone | Addedtoroh | stans |5
b3 - 26 |[ )@ No (o] Outstanding -
14 = 7 (] (&) No (=) Outstanding =
= > 23 E] No E] Outstanding =
16 - ER No (=) [&][outstanding -
i7 = 30 = No &= [&][outstanding =
% : e = S(E]

[ =& (3] [Addsenice Group... | (Addtanewdob |[ Parts ][ Misc ][ Meters ] (Collect |[Daliver |
[ Create Copy. ] [ Cancel I [ Place ] [ Add Visit ] [ Waiting ] [ Complete I [ Invoice ] l Close ]

Also on View 2 you can see the Visit (i.e. which Engineer worked on this line), Inspection information (see more on this
later), whether there is any Further Work Required and the Job No (if added to another Job).

View 3 on the Equipment Tab will expose the Fault, Cause & Action fields which are now per line also.

The Meters button is now at the bottom of the Equipment Tab also (from the Labour Tab) as this needs to be entered
per line also.

On the Parts & Misc. Tabs you can now filter the lists by the Equipment line as any materials used will need to be
allocated to the appropriate item they were fitted to (if using PDAs this will happen automatically). There is now a View
4 on Parts to accommodate an Equipment selection box.
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[52] Job - 17460

[~ coupment |
Wikt |t ()@ [0 @) | Conicttoner Frecines o] @B
ABC Second Depot ABC Machine Tools Ltd ContactPhone: (01132 666 4444 |[@] Type: [Miner Servics =1
Grove Lane 53, Cotswold Drive c il
= -
Birmingham Coventry Order Mo: Priority: Low : .
B66 25 3 6Ez ROFEihr \ | status: | parstn |
| Main I Equipment | Labmlr‘ Parts ‘ Misc | Invoicing I Sulnmarvl
Show Parts for Equipment: | =]
I | == 7 | ==t o I - | I AN | = | I v R S|
» p.727.40 [][pre HeatRelay i 1 0 =]
|D| ‘ F ‘ H Equip Make Model Serial No Visit | Engineer Wisit Date
14 Express/P200
15 Express/P200
16 Express/P200
17 Express/P200
[ views |[o.727.40 | [~ ] (&) (3¢] [Purchase Graers |[ RaisePo ][~ Process ][ Reauest || 0 O
[3 [ Create Copy. ] [ Cancel ] [ Place ] [ Add Visit ] [ Wiaiting ] [ Complete ] [ Invoice ] [ Close ]
(51 Job - 17460
r— T S e e S
ABC Second Depot ABC Machine Tools Ltd Contact Phone: Type: D
Grove Lane 53, Cotswold Drive Contact Emails
Cs -
Birmingham Coventry Order No: l:l Priority: .
e ez I —
‘ Hain I I Labnllrl Parts ‘ Misc |1|wnicing| vl
Show Misc for Equipment: ‘ E'
I S IS T B
F|[ 0 [+][censumables |Cansumables [ | [standard [=l[ £0.00][ £25.00/[[] [
[ Cost anly Equip: = Status: Entry
*[ 0 [« Equip Make Model Serial No Visit | Engineer Visit Date
13 Express/P200
14 Express/P200
[[] Cost only| 15 Express/P200
16 Express/P200
17 Express/P200

On the Invoicing Tab there are three new options.

1. Equipment List
2. Equipment Category Summary
3. Equipment with Parts & Misc.

If you don’t select any of the options the invoice looks traditional and doesn’t mention Equipment at all.

Equipment List: Adds a list of the Equipment on the Job at the top of the body of the invoice showing No, Make, Model
& Serial No

Equipment Category Summary: Shows a quantity for each combination of Category & Type e.g. Fire Systems/Smoke
Detectors x 25

Equipment with Parts & Misc.: Will group the Equipment with its associated materials (not dissimilar to a consolidated
jobin look)
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Inspections:

You can now have multiple inspections per Equipment line on the Job AND multiple Inspections on a Job itself
independent of the Equipment Inspections. For example you could have a Risk Assessment form attached to the Job and
the actual Inspections attached to the Equipment.

Inspections can be specified on the Make & Model screen for each Service Type. You can also select an Inspection to a
Job Type as well, including Service Category Job Types (as the relationship is now broken).

Use the [...] button on the Main Tab to add an Inspection and then the [+] button to add further Inspections if required.

— e v

- .
% [i®| Booked by:
|| Reference 2: |
1 @] Inspection: (multiple) \:’ x
@] Transport: Mo |:|
Attachments: Mo
(@) Credited: Mo

[

58
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Jobs Module Setup

In order to use the Protean Job Management system, a number of pre - determined settings and lists must be setup.
This is done, by clicking on the System tab and then selecting the various options as shown:

% [ Accounts ~ @ ™ @ Phrase Book 3\}{‘{; 4] &% Job Type Defaults E‘;ﬂ o Attributes  CRM - Hire ~
1{u) T ST =|
ﬁ Mominals = @ j Price Lists L &= Job -~ -é] Types Maintenance = Utilities
Periods Import/Export Employees Settings Job  Labour Create Makes View Makes
More ~ Types Rates Inspection = & Models & Madels Maore = Stock = Security
Accounts General Job Equipment

Job Types:

1. Click on the System Tab and then on the Job Types Icon:
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-_—
1e System
B Accounts - W ¥ Phrase Book ‘“2"}?_,
. s % daet
Mominals ~ =7 Price Lists s "
xport Employees Settings Job  Labo
More - Types Rate
unts General

2. The system will then display a screen, similar to the one shown below:

%JobT}rpe- Emergency Call Out 83
General ‘Chargﬁ I I Misc Items I Inspectimls|
MName: |Emargency Call out El Madify
Description: Emergency Call Out
Group: |Ca|| Out EI
Category: Call out [ |
[ van Job

[T Automatically Allocate Engineer

[ off Hire Inspection

o< || concel ][ acoly

General Tab:

To amend an existing Job Type, simply use the drop-down menu to select the appropriate one and then the data can be
amended.

1. To create a new one, either highlight the Job Type Name or delete the name showing and type in a new
one. Press Return / Enter.
2. If entering a new Job Type, the system will then display the following message:

F |

Job Type - Emergency Call Cut ——

'@' Jeb Type not found.

Do you wish to add this one?

3. Click on the “Yes” button to continue.

4. Description: Add a description if required. This is not a required field.

5. Group: Select which Group you wish this new Job Type to belong to. If you wish it to belong to a new group then
simply type the text into the Group box and press Return. If you wish to add it, click 'Yes'.
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NB: Each Job Type is placed in to a Job Group. In this way you can report and filter on the data at two different levels.
The Job Group facility allows you to filter the Job list on the Global Enquiry screen and in various reports by the text you
enter here.

6. Category: Select the appropriate Category:

e Abuse: When a Job is changed to having a Job Type belonging to this category the system checks to make
sure that the Customer (invoice address) on the Job is the selected invoice address for that Site.

e (Call Out: When a Job is created using a Job Type in this category, then it will automatically calculate a Due
Date based on the Logged Date and the Response Times set up in the System Settings elsewhere in the
system.

e Repair: A normal Job. No extra functionality.

e Service: When selected a new box appears to its right allowing you to link this Job Type to a Service Type

NB You cannot add to or amend this list and, like Group, it is required.

7. Van lJob: This tick-box controls where the service parts (if any are allocated to the equipment service records)
will come from to the Job. If this field is 'ticked' then any service parts will come from the Engineer's van and be
added to the current Labour Session. If it is not ticked then the parts will be added from 'Main Stores' to
Session 0.

8. Automatically Allocate Engineer: If ticked, will use Site Routes to assign engineer. If you have previously set up
Site Routes then you can determine what types of Jobs require an automatic allocation of engineer to the Job.

For example: You may wish to allocate an engineer for service work, but for breakdowns you just want whoever is
available at the time.

NB: In order for this to work correctly the Site Route must have already been created with an Engineer's name and have
been selected on the appropriate Customers' Records screen.

9. Off-Hire Inspection: If ticked this Job Type is to be used to inspect Hire equipment on its return from a
customer’s site.

10. Show on Customer Web: If selected, all jobs created using this Job Type, will then display on the Customer Web
facility within the Protean system.

Charges Tab:

A user can use this screen to decide what items to charge for when invoicing a Job using this particular Job Type.

=g] Job Type - General Call Qut &E

General  Charges | Accounts | Misc Items Inspections

e Charge for Labour/Mileage/Travel: Defines whether labour/mileage/travel are chargeable.

Author: David Morris (24/07/2017) Version 2
Last Edited By: David Morris Page 53 of 79


javascript:DisplayHtmlPopup('Protean.chm::/GeneralTabGroup.html',-1,-1,250)
javascript:DisplayHtmlPopup('Protean.chm::/Filter.html',-1,-1,250)
mk:@MSITStore:C:/ProgramData/Protean%207.3/Protean.chm::/GlobalEnquiry.html
mk:@MSITStore:C:/ProgramData/Protean%207.3/Protean.chm::/GlobalEnquiry.html
javascript:DisplayHtmlPopup('Protean.chm::/GeneralTabCategory.html',-1,-1,250)
javascript:DisplayHtmlPopup('Protean.chm::/MainTabDueDate.html',-1,-1,250)
javascript:DisplayHtmlPopup('Protean.chm::/MainTabDueDate.html',-1,-1,250)
javascript:DisplayHtmlPopup('Protean.chm::/MainTabLoggedDate.html',-1,-1,250)
mk:@MSITStore:C:/ProgramData/Protean%207.3/Protean.chm::/ServiceTypes.html
ms-its:C:/ProgramData/Protean%207.3/Protean.chm::/SiteRoutes.html

Job Management User Guide

e Labour Profile: Assigns a labour profile for the job type. This must have been setup first in System > Job >
Labour Profiles.

e Override Labour Rate Basic Charge: To specify a default callout/set charge.

e Charge for Parts/Misc: Defines whether parts and misc items are chargeable.

e Charge at cost: Used to charge parts/misc items at cost price.

e Exceptions: Used to define certain parts/misc items that should not be chargeable.

Accounts Tab:

Using the 'tick' boxes in the top of the screen, a user can tell the Job Type how the invoices will look for Jobs of this type.

=3] Job Type - General Call Qut 3

General | Charges | Accounts | Misc Ttems | Inspections

e Creates Invoices: Used to define whether invoices should be created for this job type (i.e. if the job type is
chargeable).

Print Fault, Cause & Action Print combined Labour Rates

Print job header detail
Print visit summary

| Print visit reports

| Hide zero parts

Surmmarise parts

Updates Equipment Value

You can select to show the following:

e Print Fault, Cause and Action: Shows any Fault, Cause & Action on top of invoice detail section.

e Print Job Header Detail: Extra Narrative field for further text entry (Default is contents of “To Do” box.

e  Print Visit Summary: Shows only No of Hours, multiplied by the rate.

e Print Visit Reports: Prints Date of visit and text.

o Hide Zero Parts: Any zero priced lines are hidden on the invoice.

e Summarise Parts: Instead of listing all of the parts used (Part Number, Description etc), the invoice will just
display the word “Parts” and a total price.

e Print Combined Labour Rates: Merges the First Hour Rate with subsequent Rates to show just one line for
Labour.

e Summarise: Instead of listing each labour visit individually, the invoice will display just the word “Labour” and a
total price.

e Average Rates: Even if the labour rates are different, the invoice will merge them together to show just one
labour line with an average labour rate.
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e Combine Travel: Will include Travel Hours with the rest of the labour, otherwise shows as a separate line on the
invoice.

e Updates Equipment Value: Defines whether the cost of the work contributes to the stock value of the
equipment.

e Recharge for Labour/Parts/Misc: Opens up the charge fields for non-chargeable work to allow nominal
accounts to be entered for cross-charging.

Nominal Codes:

In the bottom part of the screen, depending on the choices selected earlier, anywhere from 2 (4) to 4 (8) boxes will be
white in the Nominal Codes' section at the bottom of the Nominals Tab. This enables the system to post the correct
costs and revenues associated with Jobs, into your accounts system.

|_Account | Dept _J| Account | Dept |
I | | o000 | |
o000 | || | |
| | | [ooo0 | |
I |

pooo | || I

Nominal Codes

bour Cost
abour Charge

Parts Charge

Misc Charge [oooo [l |

Fill in the appropriate boxes by clicking into the box and then using the drop-down list to select the correct Nominal
Code.

There are four possible variations in the number and type of codes that require setting up. These depend upon other
choices on the Nominals Tab of the Job Type. They are as follows:

1. A Chargeable Job Type: Creates Invoice
2. A Non-Chargeable Job Type: No invoice
3. An Internal Recharge Job Type: No Invoice
4. An Update Equipment Value Job Type: No invoice

A Chargeable Job Type:

This Job Type would create an invoice. Four accounts boxes at the bottom of the screen become white, with four
remaining grey (If you include the dept boxes it would be eight and eight).
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e Labour Cost Debit: Select from the drop-down list the appropriate Cost of Sales account. Protean will post the
cost of the labour on Jobs of this type as a debit (increase) to this account when the Job is invoiced (Add a Dept
code if this account is departmentalised).

e Labour Charge Credit: Select from the drop-down list the appropriate Sales account. Protean will post the sales
value of the labour on Jobs of this type as a credit (increase) to this account when the Job is invoiced (Add a
Dept code if this account is departmentalised).

e Material (Parts & Misc) Cost Debit: Select from the drop-down list the appropriate Cost of Sales account.
Protean will post the cost value of the material on Jobs of this type as a debit (increase) to this account when
the Job is invoiced (Add a Dept code if this account is departmentalised).

e Material (Parts & Misc) Charge Credit: Select from the drop-down list the appropriate Sales account. Protean
will post the sales value of the materials on Jobs of this type as a credit (increase) to this account when the Job
is invoiced (Add a Dept code if this account is departmentalised).

NB: The four grey boxes should show a valid Nominal Code that Protean supplies from the Nominal Code screen in
System / Accounts / Nominal Codes. On a chargeable Job Type these should be:

Labour Cost Credit - Work In Progress

Labour Charge Debit - Trade Debtors / Sales Control

Material (Parts & Misc) Cost Credit - Work In Progress

Material (Parts & Misc) Charge Debit - Trade Debtors / Sales Control

A Non Chargeable Job Type:

This Job Type would not create an invoice. The two accounts boxes at the bottom of the screen become white, with six
remaining grey (If you include the dept. boxes it would be four and twelve).

e Labour Cost Debit: Select from the drop-down list the appropriate Cost of Sales account. Protean will post the
cost of the labour on Jobs of this type as a debit (increase) to this account when the Job is completed (Add a
Dept code if this account is departmentalised).

o Material Cost (Parts & Misc) Debit: Select from the drop-down list the appropriate account. This would be a
Cost of Sales account. Protean will post the cost value of the material on Jobs of this type as a debit (increase)

to this account when the Job is completed (Add a Dept code if this account is departmentalised).

NB: The two grey boxes alongside those above should show a valid Nominal Code that Protean supplies from the
Nominal Code screen in System / Accounts / Nominal Codes. On a non-chargeable Job Type these should be:

Labour Cost Credit - Work In Progress
Material (Parts & Misc) Cost Credit - Work In Progress

An Internal Recharge Job Type:
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This Job Type would not create an invoice. A possible six accounts boxes at the bottom of the screen become white,
with two remaining grey (If you include the dept. boxes it would be twelve and four).

The number will depend on whether you wish to recharge both labour and parts. For the sake of this example, we will
assume both will be recharged.

e Labour Cost Debit: Select from the drop-down list the appropriate Cost of Sales account. Protean will post the
cost of the labour on Jobs of this type as a debit (increase) to this account when the Job is completed (Add a
Dept code if this account is departmentalised).

e Labour Charge Debit: Select from the drop-down list the appropriate 'recharge' Balance Sheet account. Protean
will post the sales value of the labour on Jobs of this type as a debit (increase) to this account when the Job is
completed (Add a Dept code if this account is departmentalised).

e Labour Charge Credit: Select from the drop-down list the appropriate 'recharge' P&L account. Protean will post
the sales value of the labour on Jobs of this type as a credit (increase) to this account when the Job is completed
(Add a Dept code if this account is departmentalised).

e Material Cost (Parts & Misc) Debit: Select from the drop-down list the appropriate Cost of Sales account.
Protean will post the cost value of the material on Jobs of this type as a debit (increase) to this account when
the Job is completed (Add a Dept code if this account is departmentalised).

e Material Charge (Parts & Misc) Debit: Select from the drop-down list the appropriate 'recharge' Balance Sheet
account. Protean will post the sales value of the labour on Jobs of this type as a debit (increase) to this account
when the Job is completed (Add a Dept code if this account is departmentalised).

e Material Charge (Parts & Misc) Credit: Select from the drop-down list the appropriate 'recharge’ P&L account.
Protean will post the sales value of the materials on Jobs of this type as a credit (increase) to this account when

the Job is completed (Add a Dept code if this account is departmentalised).

NB: The two grey boxes should show a valid Nominal Code that Protean supplies from the Nominal Code screen in
System / Accounts / Nominal Codes. On a non-chargeable Job Type these should be:

Labour Cost Credit - Work In Progress
Material (Parts & Misc) Cost Credit - Work In Progress

An Update Equipment Job Type:

This Job Type would not create an invoice. All accounts boxes at the bottom of the screen become grey.

When a Job of this type is completed the system will use the nominal codes set up in Nominal Codes in System /
Accounts / Nominal Codes.

The cost of the Job are transferred from Work-In-Progress to the nominated Equipment Stock Account (i.e. it increases
the value of equipment stock by the cost of the Job).

Setting up Fixed Price Job Types:
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If you want to be able to have Jobs that don't charge for Labour or Parts but instead charges a fixed price (e.g. a service)
then you can easily create a Job Type to achieve this.

1. Create a new Job Type and fill in the boxes on the General Tab as required. Go to the Charges Tab.

2. Untick the charge for Labour, Mileage and Travel and the tick the Do Not Charge for Parts & Do Not Charge for
Misc boxes.

3. Then go to the Nominals Tab and make the appropriate selections.

4. When you have created the Job Type to your satisfaction click OK.

NB Obviously you can also do combinations of charges. For example you may want to set up a fixed price job that also
charges for parts. In that scenario you would leave the Charge for Parts box ticked instead of switching to Do Not
Charge for Parts. Then on the Job it will invoice the customer for the fixed price plus the sales value of any parts as and
when they are booked onto the Job.

Setting up Non Invoicing Job Types:

If you want to be able to have Jobs that don't charge for Labour or Parts and don't raise an invoice (e.g. a service or
warranty job) then you can easily create a Job Type to achieve this.

1. Create a new Job Type and fill in the boxes on the General Tab as required.
2. Go to the Nominals Tab.
3. Untick the box labelled 'Creates Invoice'.

NB: The system automatically greys-out the options on the Charges Tab.

4. When you have created the Job Type to your satisfaction click OK.

Setting up Internal Recharge Job Types:

If you want to be able to have Jobs that don't raise an invoice but instead recharge the sales value to another
department (e.g. A prepare for sale job), then you can easily create a Job Type to achieve this.

Create a new Job Type and fill in the boxes on the General Tab as required.

Go to the Nominals Tab.

Untick the box labelled 'Creates Invoice'.

The system automatically greys-out the options on the Charges Tab.

The three boxes below however, become active. These are 'Recharge Labour', 'Recharge Parts' and 'Recharge
Misc'.

Tick the appropriate box (es) and fill in the relevant nominal codes below.

When the Job is completed, the value of the Job will be posted to the codes entered instead of raising an
invoice.

8. When you have finished creating the Job Type, click OK.

vk wnN e

No

Misc Items Tab:
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Used to define whether any of the auto-add Misc Types, should not be auto-added for this Job Type.

%JDI:I Type - General Call Qut 52 ]
‘ | General | Charges | Accounts | Misc Ttems |1nspect|nn5|
| |

Inspections Tab:

Used to define which inspections should be automatically added to this Job Type.

[%an Type - General Call Out £3 ]
H | General | Charges | Accounts | Misc Items | Inspections l
| |

Labour Rates:
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1. Click on the System Tab and then on the Labour Rates Icon:

System \

Accounts d¥ Phrase Book L2,
8 @ R

Maminals = | Price Lists -
rt Employees Settings Job  Labour
More - Types Rates

1]

5 General

2. The system will then display a screen, similar to the one shown below:

El Labour Rate - Standard Rate

MName

Description  [Standard Rate

Basic charge

Initial rate £30.00 | for minutes
Subsequent | £30.00 | per hour
Round charges up to nearest minutes

Mileage per mile
Travel per hour

Week lsat ]Sun ]Hohday]

Time On |T|me Off |Mulﬁplier
1

00:00 00:00

oK Cancel

3. To create a new Labour Rate, highlight the text in the Name field and type in the name of the new rate you wish
to create and press return. The system will ask if you wish to create a new Labour Rate. Click 'Yes'.

4. The other fields on the screen will blank out ready for you to enter the details of the new rate. Enter the
Description of the new rate. Although this can be left blank we advise that some text is entered here as it will
ensure ease of use later when the reason for creating the new rate may have been forgotten.

5. If you wish to add a fixed call out fee to this Labour Rate enter it in the Basic Charge.

6. Then enter the Initial Rate, and how many minutes this covers, the Subsequent hours rate, and the number of
minutes you would like to round up to. Then enter the Travel and Mileage values if applicable.

NB: If you do not have a different First Hour rate simply type the same value here as you have in the Standard box. Do
not leave it blank.

7. Enter any Overtime parameters that you wish.

If you want to save what you have done and stay on the screen to enter/amend another Labour Rate, click Apply.
If you want to save what you have done and exit the screen click OK.
If you want to cancel what you have done choose Cancel.

Job Type Defaults:
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1. Click on the System Tab and then on the Job Types Defaults Icon:

System \

Accounts - &% Phrase Book  Rlies & Job Type Defaults
o %’ ! N E 5

Mominals = :J Price Lists Job -
rt Employees Settings Job  Labour ] (
Mare = Types Rates Inspection ~

{s General lob

2. The system will then display a screen, similar to the one shown below:

=] Job Type Defaults 3
Global  Equipment
Prepare for Hire Job Type: Prepare for hire v
Off Hire Job Type: Off hire inspection v
Sales Order Job Type: Prepare for sale -
Warranty Job Type: ‘Warranty on equipment | .
Further Work Job Type: Quoted job v

o
Global Tab:

This screen allows a user to allocate the default Job Types used in certain specific processes within the Protean system:

Prepare for Hire Job Type: On the Hire Contracts Despatch screen,
there is a button called 'Prepare for
Hire'. This button will create a Job for
the selected equipment on the contract
of whatever Job Type is selected here.

Off Hire Job Type: On the Hire Contract Collect screen
there is an 'Inspect’ button. This button
will create a Job for the selected
equipment of the type specified here.

Sales Order Job Type: When you raise a Sales Order for an
item of equipment you have the
opportunity of raising a 'Prepare for
Sale' Job. This Job will be raised with
this Job Type.
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Equipment Warranty Job Type: If an item of equipment is under
warranty then when you raise a Job the
system warns you it is under warranty
and asks if you would like to change the
Job Type to the warranty one. If the user
answers yes to this question then the
Job Type will change to whatever is
selected here.

Equipment Tab:

This screen allows you to link Job Types to Equipment Status', to limit mistakes when allocating Job Types on Jobs.

=] Job Type Defaults £

Global Equipment

Equipment Status: “ustomers Own -

Allowed Job Types for equipment status

V| Fark # Chain Insp ~
| Hire Sbuse

Hire Breakdown

Loler ingpection

Qff hire inzpection

FOI

Frepare for hire

Prepare for zale
v| Quoted job
| Refurbishment

Refurbizhment own stock
v| Revigit
V| Service

Service - Partz only
v| "W arranty on equipment
| " arranty an work, done
V| W arranty- Recharge

" arranty Spares

Default Job Type: Breakdown v

oK Cancel

For each status of equipment that you utilise on the system, select the appropriate Job Types that appear in the list
below.

This is done by selecting the status from the 'drop-down' list, e.g. Customers' Own and then 'ticking' the boxes next to
the Job Types that are allowed for equipment of that status.
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Job:

Click on the System Tab, and then on the Job Icon:

System
Accounts = 4 Phrase Book St &% lob Type Defaults
B @ e R
Mominals = 111 Price Lists = - Job -
rt Employees Settings Job  Labour ] (
Maore - Types Rates Inspection =
is General Job

Then select the required option:

= B

I
| EEI:&%‘ Activity Types i

|
A ,g\ Attributes

%ﬁﬁ Commission Profiles
=

Job -

-.r-. Engineer Plannerboard Setup
=5
an
@ Engineer Types

2’(‘5 Faults, Causes & Actions

=
& -,a\, Job Groups

i._ Labour Profiles
=

Activity Types:

These allow you to record Engineers time that cannot be allocated to a Job. You can create different types of Activity
and choose how they are represented on the planner board. You can also stipulate whether it is a paid Activity for
Timesheet purposes.

Attributes:

Attributes allow you to store information about a Job. They are completely user-defined, allowing you to hold as much or
as little information as you wish about anything in connection with a Job on Protean.

There are various 'Types' of Attribute that essentially govern in what form the information is held. These Types are
Numeric, Text, Yes/No, List & Date.

Each Attribute can also be Categorised (again using user-defined Categories), to enable you to control long lists of
information.

They then can be used in Global Enquiries, using the Advanced Query option.

Engineer Planner board Setup:
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Here you can customise the look and feel of the Engineer Planner board. You can determine what information about the
Jobs and Visits you wish to see on the Planner board and what colour schemes to use.

Engineer Types:

You can set up different groups for your Engineers to belong to assist in filtering the Engineers on the Planner board, to
make it easier to find the right Engineer for the Job.

Faults, Causes & Activities:

This screen allows you to create and maintain the Job Classification system. By setting up the list of Faults, Causes and
Actions here and then allocating them to Jobs you will be able to analyse the Job data for common trends. For example,
at the end of the year you can run reports that might show you that 75% of all Jobs done were on a certain Make and
Model and of those 50% were the same fault (bad starters for example). This may lead you to decide not to buy any
more of that particular model.

Job Groups:

Job Groups are used to group Job Types together for reports and enquiries around the system.

For example you may have Job Types of: Customer Breakdown, Hire Breakdown, Contract Rental Breakdown etc. in a
Job Group of 'Breakdowns'. In this way you can enquire or report on say just Customer Breakdowns, or all Breakdowns
by using the Job Group. Similarly you can in this way have a Service Group despite the fact that you may have 4 or 5
different Service Job Types.

On the Job Type screen you can select which Job Group you want this Type to belong to. This can be changed at any
point so that you can re-allocate Job Types if requirements change later:

Zs_lJob Type - Breakdown &5

General Charges Accounts Misc Ttems Inspections

Mame: Breakdaown ~ | | Modify
Description: Call out - standard

Group:
Category: Abuse

van Job Service
Warkshop
] automatically Allocate Engineer

[ offHire Inspection

Show on Customer Web

You can filter the Jobs Global Enquiry screen by this Job Group:
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2] Global Enquiry - Jobs - 514 records = 2
,D {:. ‘ Q % fj | J ‘ B ‘ @Sne Attended e Plannerboard &0 Map
prp— T |/ | Eqip | | -er | Status From [Entry [ Tvee [ =
Depot Coventr: [ | Filter Status To Abuse
CRM | oventry - | EI Waring Detals Call out
Equipment Job Mo | Equip Mo Job Type Site Make & Model Current Engineer Area Due Date | To Do Service
Breakdown F & Landscape & Design Komatsu FB20-3 3 27/05/2016 14:49 | Fixx compressor P
-~ 17469 91658 Breakdown ABS Garages Ltd Halla ER. 25 TEST 27/05/2015 13:59 Entry 0.00
:_' 17466 ABC123 Breakdown ABC Machine Tools Ltd Caterpillar BIT 1000 Glasgow 27[05/2016 10:14 Fix the compressor asap &c Entry . 0.00
You can also run several reports using Job Group as a filter:
Reports System = 3
— Report selection —Report criteria
System Completed
Reports
From [ 01/01/1995 00:00
Admin Allocation Response Analysis -~
Call Qut Response Times Analysis - Detailed To 01/06/2016 23:59
{| | Call Out Response Times Analysis - Summary
Callout Job Visit Count
Completed Call Qut Jobs by Site Route Depat 1
Complehed Jobs by Job Group and Type - Detailed |Covenhy |
mpl Job Group
Credited Jobs by Period - Detailed |
Credited Jobs by Period - Summary s
Customer Job History Abuse
Customer Job History (with charge info) cal Q“t
Employee Activities by Type Service
Engineer Analysis by Job Group - Detailed
Engineer Analysis by Job Group - Summary
CEmmimmme Amaluamic ko Tabk Tomes Pedeilad

Labour Profiles:

Labour Profiles allows you to set up a Labour Rate matrix, so that different charge out rates can be applied depending
which Engineer is selected for a Job.

Labour Profiles

o R
Profile Engineer Charge Code I
Default | Junior Engineer | senior Engineer |
Contract rate Standard Rate i v || contractrate Contract rate
Default Labour Cost | Standard Rate Internal Rate Internal Rate

Discount labour profile | Standard Rate Internal Rate Expensive Rate
High charge profile Standard Rate Standard Rate Expensive Rate
Regular charge profile | Standard Rate Standard Rate Standard Rate
Zero profile Standard Rate Zero Rate Standard Rate

| addProfle | RenameProfle | DeleteProfie | AddCode | RenameCode |  DeleteCode |

On the right is the Profile name. Each Profile has a Labour Rate set against it for each Engineer Charge Code.
These Codes are then applied to an Engineer's employee record:
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1 Ealummnant [ antact iy Lnte [ amtact

=] Employee - Bob Storrie
General Login Engineer Attributes Purchasing Messaging |

Engineer

Work Area:

Labour Cost: Internal Rate W

Labour Charge Code: Junior Engineer V

Job Controller: Jermain Defoe “

Type: e

Last Timesheet: 01/01/2009

A Customer has a Profile attached to it:

ZEI Customer - ABS Garages Ltd

General Accounts Sales Attributes Other Memo

Invoice Cyde: Monthly + | DueDate
Invoice Grouping: Individual | SettleDa
Tax Code: Standard ~ | Currency
Vat Reg Mo; Settle Da
Email Invoices to: Site o Email Address:
. Jobs |
Labour Profile: Discount labour profilgl « | 9,/ Discount
Order Mo: Mot Required | Standard
Priority: Low v Standard
Price List; Default w | 3| LeaseCo
Stock Disc Group: Trade +~ | Company

In this way, Jobs can determine which charge out rate to apply.

Inspections:

Protean allows you to create an unlimited number of templates for inspection/service report sheets. These sheets that
can be automatically added to Jobs (when linked to Job Types, Service Types or Makes & Models) and can either be printed
or sent to engineers mobile devices for use during service checks or inspections.

The data compiled can be keyed into an on-screen version of the sheet (if printed) or viewed if completed by engineers
on mobile devices and is permanently tied to the Job including any notes or recommendations.

The setting up of these templates is divided into 4 areas. These are:

Codes: These are the possible results of inspecting an item e.g. Serviceable, Requires Attention

Types: Allows you to group together these Codes under different names
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Attributes: The actual list of items to inspect or check. Each has a Category and a Type (so you can
control what Codes are not appropriate and which aren't.

Templates: Here you can put together all the elements above to create an inspection 'sheet'

Reasons not done: A list of reason why an engineer might not be able to complete an inspection sheet

How do | create new Inspection Codes?

Inspection Codes are the results or evaluation an engineer might record when he/she inspects an item of equipment. For
example, some popular Codes are:

Serviceable; Requires Attention; Needs Replacing; Not Applicable; Worn But Serviceable
Or
Pass; Fail

Protean allows you to create as many Codes as you wish for use in your Inspection Templates. They can be grouped
together into Inspection Types so that each item to be inspected (Inspection Attributes) can have a unique set of Codes
that relate to it.

1. Go to System | Job | Inspection | Codes on the menu

2. Click into the Description box and type the name for this Code (i.e. the result of the inspection).

3. Then enter an appropriate Code against this Description. For example if you had a description of Not Applicable
you could have a Code of NA.

4. |If selection of the Code will result in the item being satisfactory (e.g. Serviceable, Pass, Yes) tick the Pass box.

5. If you wish the engineer carrying out the inspection to record any notes about the inspected item when this Codes
is used (e.g. Requires Attention) then tick the Notes Required box and select the appropriate Note Type.

6. Repeat steps 2 to 4 for as many different Codes as you require.

7. When you are satisfied with your entries click the Close button.

How do | create new Inspection Types?

Inspection Types allow you to group Inspection Codes together. These Inspection Types can then be applied per Inspection
Attribute (these are the items to inspect).

For example: Most of the items you inspect on a given piece of equipment may have the following possible results -
Serviceable; Requires Attention; Worn but Serviceable.

However, some items on the same equipment may be simply - Pass or Fail.
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Using the Inspection Types screen you can create two Inspection Types, e.g. Pass/Fail and Standard (containing the other
Inspection Codes mentioned above). Then, when creating the individual items to inspect (Inspection Attributes), apply the
Pass/Fail Inspection Type to those that require it and Standard to the rest.

You can also nominate a Default Code. This allows you to automatically fill in the Inspection report with this Code at the
touch of a button to save having to fill in 30 boxes with the same code. The default code should be the most commonly
used.

1. Go to System | Job | Inspection | Types on the menu

2. Inthe Type box at the top of the form type in the name of the new Type you are creating (you may overtype an
existing one of you are adding to the list).

3. The system will then ask whether you wish to add this as a new Type (click Yes); modify the Type you overtyped
(click No) or abandon the change (click Cancel).

4. Ontherightis a list of all available Inspection Codes that have been created so far. Click to highlight the Inspection
Codes you require in this Inspection Type and then click the < button to send them over to the left-hand box.
Repeat this for as many Codes as you need.

— Ifthe Inspection Codes you require are not in the list use the Create Inspection Codes button to add more.

5. Click Close when you have added as many as you require.

How do I create Inspection Attributes?

Inspection Attributes are the individual items that require inspection/servicing. Each Attribute belongs to a Category and
is linked to an Inspection Type (so that only the appropriate results can be selected).

For example: Inspection Attributes may be Cabling, Connectors, Engine Housing, Pipe Work, Switches. Switches can either
be Pass or Fail, whereas Housing could be Serviceable, Requires Attention etc.

1. Goto System | Job | Inspection | Attributes on the menu.

2. Enter the Category name that this Inspection Attribute belongs to. This will act as a heading on the inspection
sheet.

3. Enter the Inspection Attribute name. This is the actual item to inspect.
4. Select from the drop-down list the appropriate Inspection Type.

5. Repeat steps 2 to 4 for each Inspection Attribute. Note that once you have entered a Category you can then select
it from the drop-down list for further Inspection Attributes in that Category.
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6. When you are satisfied with your entries click the Close button.

How do | create an Inspection Template?

Creating an Inspection Templates is the final step in the process. This screen allows you to bring together all of the other
areas of the Inspection system (Codes, Types & Attributes) to create an inspection/service sheet.

Completed Inspection Templates can be attached to Service Types, Job Types or Makes & Models for use around the
system.

1. Go to System | Job | Inspection | Templates on the menu.

2. Inthe right-hand pane right-click with the mouse and select New from the pop-out menu that appears.

3. Anentry labelled New Template will appear highlighted in the right-hand pane. Right-click it and select Rename
from the menu. Enter the name of this Inspection Template.

4. Then left-click on the new template (that you have just renamed) in the left-hand pane. All the available
Inspection Categories currently set up on the system will appear in the right-hand pane.

5. Click on the first Inspection Category you wish to add and you will be taken to a list of the Inspection Attributes
under it. Click these to add them to your Inspection Template (a large tick will appear so you can see what you
have added).

6. Repeat steps 4 & 5 for as many Inspection Attributes as you need on your new template.

- If you need to add Inspection Attributes at this stage use the Create Attributes button at the bottom of
the screen.

Author: David Morris (24/07/2017) Version 2
Last Edited By: David Morris Page 69 of 79



Job Management User Guide

- You can use the 'explorer' style interface in the left-hand pane to view and move around the templates.

- You can specify the order the Inspection Attributes appear in by clicking on the item in the left-hand pane
and clicking the up and down arrows in the bottom left of the form till the item appears in the required
place.

How do | create a Reason Not Done?

Reasons not Done are used to specify why an Inspection that has been attached to a job has not been carried out.

1. Goto System | Job | Inspection | Reasons not Done on the menu.

2. Click the Add button, and then type in the description of the Reason.

3. Repeat for as many Reasons as are required, and then click Close.
- You can edit existing reasons by clicking on the item you wish to change and clicking Edit
- You can delete reasons that have not already been used by clicking on the item you wish to remove and
clicking Delete

End Of Visit Inspections & Customer Feedback Surveys

Builds from 7.3.3743 onwards have incorporated two new types of Inspection for use with the Job system.

‘End of Visit’ Inspections:

Following on from the ability to have Inspections being required to be completed prior to work commencing (risk or
health and safety assessments) Protean now has the ability to flag an Inspection to take place ‘Post Visit'.
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On the Inspection Template screen right-click the Inspection Name and select ‘Type’ from the list:

Please choose the type of Inspection.

Pre Visit
In Wisit
Post Visit
Feedback

3l Inspection Templates = =
All Templates | Templates |
| Templates Hame Type | Aum-ComplEtel Allow Multiple | Sub-Report | Override Report MName
F] Egg st & ccr In Visit Yes CCIR Inspection Override
S Py ar |& CCIR PartB In Visit Yes CCIR Inspection Override
E- 2t In Visit Yes CP 12 Inspection Override
j E;i General & P12 General In Visit Yes CP12 Inspection Override
5 15 General A cris In Visit Yes CP 15 Inspection Override
31 Customer Feedback Survey 131 cr15 General In visit Yes CP 15 Inspection Override
|&l Endof Job N Tt Yes
Explre v
13 Feas & End of Job E es
131 Risk Assessment 14 Feas Delete Yes
|&l Routine Inspection |2 Risk Assessment Rename Yes
|&l ServiceMaintenance &l Routine Inspection - Yes
|8 WARNING/ADVICE &) service Maintenar, Type.. Yes Service Maintenance Insp Override
|2 WARNING/ADVICE Auto-Complete.. Yes Warning Advice Insp Override
v Allow Multiple
Sub-Report
Select Override Report...

Then choose ‘Post Visit’ from the list. Add to Job as normal.

On the mobile app when the Engineer hits the ‘Sign Off’ option to signify that he has finished his visit the flagged
Inspection will open for completion automatically:

Author: David Morris
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(ElJob - 17438 o =
Multiple Equipment |A00301 PERIY |A0003 - Q) Contact Name: v |Q][€k] No: 17438 Charge
ABC Second Depot ABC Machine Tooks Ltd Contact Phane: || Tt [alout |
Grove Lane 53, Cotswold Drive .
e e Contact Emait =
Birmingham Coventry Order No: ] riority: [ tow [C][ll
Single Equipment B66 251 cvaeez Authority: | status: Unallocated

Main | Equipment | Labour | Parts | Misc | Attributes | Invoicing | Summary
ToDo

Depot: Nottingham | Completed By: v
Entered By: [Chris Morgan SolesRep:  [Chvis Morgan v
Logged:  [30/11/2015 ][ 1953 [G] Bookedby: v

Due: [ B (e %conpet

Instructed: El Inspecton: (muitpie) ][« ][]
[

Complete:
Invoiced; Gl

528 | End of Job
529 Risk Assessment
530 _Customer Feedback Survey

Invice Na:

Delete View Close
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P~
&) Protean Sync

Are you sure because we
don't want anyone to die do
we?

No

Yes

The Engineer completes the Inspection as normal and after confirmation the app will go to the ‘Job Sheet’ view for the
Customer to review as normal.

Customer Feedback Surveys

Following on from the ability to have Inspections being required to be completed prior to work commencing (risk or
health and safety assessments) Protean now has the ability to flag an Inspection as a ‘Feedback’ inspection to capture
Customer satisfaction on the device.

Please choose the type of Inspection.

Pre Visit
In Visit
Post Visit
Feedbadk

On the Inspection Template screen right-click the Inspection Name and select ‘Type’ from the list:

5l Inspection Templates s =
Al Templates Templates
| Templates Name Type | Auto-Complete | Alow Muitiple | Sub-Report | Override Report Name
Bl CCIR & ccr In Visit Yes CCIR Inspection Override
Bl CCIR PartB | CCIR PartB In Visit Yes CCIR Inspection Override
E ﬁ EE; el EH In Visit Yes CP12 Inspection Override
P enersl | P12 General In Visit Yes P12 Inspection Override
B CP15 General & cp1s In Visit Yes CP15 Inspection Override
55} Customer Feedback survey 141 cP15 General In Visit Yes CP15 Inspection Override
B[ End of lob e o e Ves
B FGAs [ End of Job Bxplore Yes
-5 Risk Assessment 1< Feas Delete Yes
()] Routine Inspection | Risk Assessment Rename Yes
H-|d ServiceMaintenance & Routine Inspectior = Yes
F-[] WARNING/ADVICE | serviceMaintenar  Type... Yes Service Maintenance Insp Override
2 WARNINGIADVICE 4 Cormctete, Yes Warning Advice Tnsp Override
Allow Multiple
Sub-Report
Select Override Report...
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Then choose ‘Feedback’ from the list. Add to Job as normal.

In Visit
&l CCIR Part B In Visit
& cp12 In Visit
& cP12 General In Visit
& cp1s In Visit
&l cP15 General In Visit
|&l Customer Feedback Survey Feedback
|&l End of Job Post Visit
& FGas In Visit
&l Risk Assessment Pre Visit
,& Routine Inspection In Visit
,& ServiceMaintenance In Visit
d WARNING/ADVICE In Visit
B Job - 17438 - = K m.
Multiple Equipment ADD301 . | |ADDD3 PRI Contact Name: v |[Q][dR] No: 17438 Charge
ABC Second Depot ABC Machine Tools Ltd Contact Phone: |l&| Type:  [callout ™
Grove Lane 53, Cotswold Drive c ‘ =
Smethwick
Brmingham Coventry Order No: | priority: [ Low [l
Single Equipment L e Authority: | status: [ Unallocated |
Main | Equipment | Labour | Parts | Misc | Attributes | Invoicing | Summary
Reference
Depot: Nattingham v | Completed By:
Entered By: [Chris Morgan Sales Rep: (Chris Morgan v
Logged: 30/11/2015 & ‘ 1453 Booked by: v
Due: =i % complete:

Instructed: El Inspection: (ndtpie) ][ || X
Complete: =]

Invoiced El
Invoice No: Inspection No | Type

528 | End of Job

529 Risk Assessment
530 Customer Feedback Survey

Delete View Close

On the device, when the Customer Signature is captured and the customer hits ‘I Accept’ the Feedback Survey will open
and the Customer will be asked if they are willing to take part in the survey.

@ How did we do?

Please take a moment to rate your experience
with us.

Rate Us No thanks

Hitting ‘No Thanks’ will return the app to the signature screen for the Engineer to sign. If the Customer taps ‘Rate Us’
the Inspection is made available to complete as normal. Obviously these surveys are created as Inspection Templates &
so users can have whatever questions they wish to have on their survey.

Once completed the Customer taps the ‘Done’ button & the app returns to the signature page and pops up a ‘Thank you
for your time’ message. The Engineer can then sign the screen and complete the job as normal.
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Job 17438 - Customer Sign Off

Customer Not Present
Order Not ‘ h23s7
Name: Fred Jones v
Customer Signature: Engineer Signature:
I Thank you for your time
Job Sheet Inspections Signature

Feedback Survey results are fed back into the office system at refresh as a normal Inspection.

Attaching Inspection Templates:

Completed Inspection Templates can then be attached to Service Types, Job Types or Makes & Models, for use around
the system:

Service Types:

e rotean - 7.3.380:

Home System

Accodyts = & Phrase Book Sl D Y Attributes  CRM - Hire =
oo 8 @ % & B2

S— il
Momingls = j Price Lists Job = = ,J Types Maintenance = Utilities =
Periods Import/Export Employees Settings Job  labour . Create Makes View Makes .
More ~ Types Rates Inspection ~ & Models & Mod ore Stock - Security ~
Accounts General lob quipment
\

| \

1. Click on the System Tab and then the Maintenance icon.
2. Select Service Types. You should then get a screen that looks similar to the one shown below:

&% Job Type Defaults
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5] Service Type - Routine inspection E3
General | pverrides

Mame Joufine inspection

Description Minor Service

Inspection Template [Service/Maintenance [+ ]
Serviding Interval
Due Date Calculation  [Time Based (=]
Service Every [ 3 || Months [+]
Targeted Hours |I|
’ OK ] [ Cancel l Apply

3. Inthe Inspection Template field, use the drop down arrow to then attach the Inspection required to the Service
Type.

As you may or may not know, Service Types are then used on Maintenance Contracts as shown below:

1. Whilst in the Maintenance Contract required, click on the Servicing Button shown at the bottom of the screen:

[ Servicing... ] [ Charge

d ] [ Frimd T amde = ] [ Amre

2. Then attach the Service Type setup earlier:

=] Maintenance Contract Servicing —

L [ [=][

Now whenever a user or the Update Service Jobs creates a Service Job of this Service Type, the Job will automatically
have an inspection sheet attached to it.

Job Types:

1=

Home System
mE Accyunts - ; Phrase Book 515 &% lol
o 2 & @7 N8
Mamnals = T Price Lists et Jal
Periods Import/Export Employees Settings Job  Labour
More = Types Rates In:
Accounts General Job

1. Click on the System Tab and then the Job Types icon.
2. Inthe Name field, use the drop down arrow icon to select the Job Type required:
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3. Then click on the Inspections Tab:

Mamne: (Call out El[

=3] Job Type - Call out Sa 52
yp

| General | Charges | Accounts | Misc Items | Inspections [

Inspections to automatically add to new jobs for this job type

CCIR
CCIR Part B
CP12

CP12 General
CR15

MPIR R armar=l

4. Then select the Inspection which you would like to link to the Job Type.

Now whenever a user creates a Job using this Job Type, the Job will automatically have an inspection sheet attached to
it.

Jobs Module Settings

Please find below a summary of the various System settings, some of which have already been mentioned in this guide.
These are accessed by clicking on System | Settings:

System

Accounts * £ 4
e 3%

Nominals ~
Employees Settings

ks General
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In the Show Settings For System field, use the drop down arrow icon and select Job. The system will then display the
various settings used in the Job Management area of the system:

E Systern Settings = 2
Show settings for system: [lob | -
| setting |  vawe [

T |Credit Haold check on chargeable jobs only || Yes |

| [credit Limit check on chargeable jobs only Yes

| |pefault 1ob Type Call out - standard

|| [pefauit Labovr Profile Standard Rate

| |pefault Miscellaneous Type Consumables

T |Default Respaonse Time (Warking Hours) | | 8 |

| Ibiscount on Job Parts Yes

T Engineer Location History Days to Keep 3500

T Engineer Plannerboard Job Due Warning 01:00

T Engineer Plannerboard Message Receipts Yes

T |Engineer Plannerbeard Mo Contact Indicator || 01:00

T Inspection Mo 93

| [3ob Allow Future Session Complete Yes

| [70b Allow Payment Callection

| [oob Analyse Misc Items from Job Type Mominals Yes

T |Job Automatically Place Jobs || Yes |

T |Job Carriage Misc Type || Consumables |

T |7ob Commission Split Method Il |

] Job Creation Starting Point Equipment Mo

" | [7ab Default Depot Fram Site Mo

" 1[30b Default to use MultiEauio Jobs Il Mo |
Description:  Determines whether non-chargesble jobs should be be blocked if the

customer is on credit hold
Modify:
Close =

An explanation of each setting is given at the bottom of the screen. Please contact our support team for any additional

help with these settings.

Job Module Reports

Protean has a number of Job Reports available and these can be accessed by clicking on the Reports Icon, shown at the

top to Home screen:

Reports

In the System field, use the drop down arrow icon to select Job. The system will then display a list of the standard stock

reports available:
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2] Reports System = 23
Report selection Report criteria
Systes o
ystem ) Logged
Reparts

From [ 01/01/1995 |@| [ 00:00 |@

Call Out Response Times Analysis - Detalled To 01/06/2016 23:59 @
Call Out Response Times Analysis - Summary
Callout Job Visit Count

Completed Call Out Jobs by Site Route Depot

Completed Jobs by Job Group and Type - Detailed Coventry =
Completed Jobs by Job Group and Type - Summary

Completed Service Jobs by Site Route Customer

Credited Jobs by Period - Detailed

Credited Jobs by Period - Summary

Customer Job History

Customer Job History (with charge info)
Employee Activities by Type

Engineer Analysis by Job Group - Detsiled
Engineer Analysis by Job Group - Summary
Engineer Analysis by Job Type - Detailed
Engineer Analysis by Job Type - Summary
Engineer Overtime Analysis - Detailed

Engineer Overtime Analysis - Engineer Summary
Engineer Overtime Analysis - Job Type Summary
Engineers' Job Allocation Diary

Invaiced Jobs by Customer - Detailed

Invoiced Jobs by Customer - Summary

Invoiced Jobs by Period - Detailed

Invaiced Jobs by Period - Summary Y]
Description Add to Favourites
Shows time taken from logging of job to allocation of engineer induding Job Mo, and Customer and Site
details.
Print View Qutput To... Send... Fax Close

An explanation of each report is shown at the bottom of the screen.

What are the different Job Status?

Status Name Meaning
Entry: The Job is being created but not yet saved.
Credit Hold: The Customer is 'on-stop' and so the Job cannot be processed. The 'on-stop' facility is

controlled by the Accounts Dept.

Order No Req: This Customer has been flagged as requiring an order number for a Job but as yet this has not
been entered on the Job.

Estimated: An estimate has been printed for this Job.
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Quoted:
Unallocated:
Allocated:

Awaiting Parts:

Parts In:

Waiting Acceptance:

En-Route:
On Site:
Site Attended:

Further Work Req:

Awaiting Complete:

Awaiting Details:

Authorise Req:

Completed:
Invoiced:
Batch Updated:

Cancelled:

Author: David Morris

Last Edited By: David Morris

A quote has been printed for this Job.
The Job record has been saved but no engineer is yet allocated.
An engineer has been allocated to the Job.

There is a Stock Issue or Purchase Order (Parts or Misc) outstanding against the Job, or the
'Waiting' button has been pressed.

The parts that were ordered/requested have been booked in/issued.

Primarily a PDA function. The Job details have been sent to an Engineer and we are awaiting a
response to say he is attending.

Primarily a PDA function. The Engineer is currently travelling to site.
Primarily a PDA function. The Engineer has arrived on site.
The engineer has visited the site and the Job is now awaiting completion.

A PDA function. Further work has been identified by the Engineer on site and details have been
entered via the PDA.

A PDA function. The Engineer has flagged his Job as complete on the PDA and it is now only
awaiting confirmation by the Job Controller(s) at the office.

The Job needs some further information before it can be completed.

The Complete button has been pressed once and you have chosen the option to have an
authorisation stage in the completion process. It is awaiting another press of the 'complete’
button by an authorised user.

The Job is completed. If it is chargeable it can now be invoiced.
The Job has been completed and invoiced
This Job has been updated to the accounts software.

This Job has been cancelled.
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