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This document provides information related to creating and working with Job Change Orders.
The information contained herein is an excerpt from the SedonaOffice Online Help.

Job Change Orders Overview

Job Change Orders are used when you need to modify Install Charges, RMR, Parts or
Commissions on a Job. Step by step instructions will be provided for creating Change Orders
and Manual Reversal Change Orders.

To be able to create a Change Order, the Job must be in a locked status. A Job can be locked
as a result of three situations:

1. A User can force a Job to become locked by flagging a Job Task line for locking and
approving the Task. If using this option, we recommend you add a Job Task Line such as Lock
For Change Order for this purpose.

2. The Job will become naturally locked if the Job has not been invoiced but all Job Tasks have
been approved.

3. The Job has become locked because of closing the Sales Period. See Sales Period
Close for more information.

A Job is identified as being "locked" on the Job Work Order form.

Job - 1101 (Williams, Reggie)

Customer 241

Willlams, Reggie Wilkams, Reggie
15832 Albert 15832 Albert
Plymouth, MI 48170 Plymouth, MI 48170
241-1025 Intrusion (734) 248-4178 (734) 248-4178
5 (6.75 Used)
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Change Order Types

There are two types of Change Orders that may be created. A single job may have both
Change Orders and Manual Reversal Change Orders.

Note: Negative and positive amounts are not permitted on the same change order; they must
be entered as separate change orders.

Change Order — Used when adding or increasing charges to the Job; Parts, Labor, Install
Charges or Commissions. This is commonly referred to as a Positive Change Order.

Manual Reversal Change Order — Used when reducing or removing charges from a Job;
Parts, Labor, Install Charges or Commissions. This is commonly referred to as a Negative
Change Order.

Once a Job has become locked, a new button is displayed on the Job Tools Toolbar; Add
Change Order.

Q Job - 1101 (Williams, Red
Job Customer 241 Site
COs Job Number 1101 Williams, Reggie Williams, Reggie
Labor Job Type R-Intrusion 15832 Albert 15832 Albert
Cost Details || Job Status  Jobcost Plymouth, MI 48170 Plymouth, M1 4817
Yoornels System 241-1025 Intrusion (734) 248-4178 (734) 248-4178
Labor Unks S (6.75 Used)
| _co |event | Descrpton
4/22/2015 7:22:04 AM N 4Phase 02
4/22/2018 7:12:37 AM N Issued parts from Recept
4/22/2015 7:12:35 AM N Receve Parts
22015 7:12:21 AM N Issued parts from Recept
4/22/2015 7:12:20 AM N Recerve Parts
4/22/2015 7:11:04 AM N George Miler -Add On Parts
4/22/2015 7:10:54 AM N George Miler -Add On Parts
4/22/20152010:54 AM N George Miler RMR 3 Months
Af22/20 0:54 AM N George Mier -instal
’ 110:26 AM N George Miler RMR 3 Months
S 7:10:26 AM N George Miler -Instal
015 6:57:58 AM N George. Miler-Add On Parts
015 6:57:51 AM N George Miler -Add On Pacts
(/2015 6:57:51 AM N George Miler RMR 3 Months
0156:57:51 AM N George Miler -instal
2015 6:57:32 AM N George Miler RMR 3 Months
015 6:57:32 AM N George Miler -install
20156:57:12 AM N George Miler-Add On Parts
4/22/2015 6:56:42 AM N George Miler-Add On Pacts
j A227015 6:56:42 AM N George Miler RMR 3 Months
= 4/22/2015 6:56:42 AM N George Miler Instal
4/22/2015 6:56:40 AM N George Miler -Add On Parts
e 422/20 15 6:66:4) AM N George. Mier tnstal
6:56:30 AM N ~,
B30 AM N
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Once a Change Order has been saved, a new button will be added to the Job Toolbar for the
first through the fourth change orders. If a fifth change order is created, instead of adding a new
change order button to the Job Toolbar, a new button labeled COs is created for accessing all of

the Change Orders created for the Job.

When clicking on the COs button, the Toolbar will display a button for each change order for the
Job. To work with or view a particular change order button. When the Change Order form is
displayed, at the bottom of the form, four buttons are displayed; Installs, Recurring, Materials,
and Commissions; click on one of these buttons to access that element of the change order.

&
CO 1101 -

u
CO 1101 -

x
CO 1101 -

e
€O 1101 -

X
€O 1101 -

pu—vre—| Job stomer

1 c0s 1§ ob number

241-1025 Intrusion

241

Williams, Reggie Williams, Reggie
15832 Albert 15832 Albert
Plymouth, MI 48170 Plymouth, MI 48170
(734) 248-4178 (734) 248-4178
rm
Prevaling Wage oo 3
Project Manager ] Y
[intrusion - Residental/Small Cc ~ Salesperson [George McGee =14
[MI-Wayne County P.0. Number |
Sold Date [s/27/2015 Jsa)

Projected Start |

Projected End | Ja]|

gal |

Notes  {Add addtional motion.
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Change Orders - Positive

Follow the instructions below and on the following pages to create a positive value change
order. Itis assumed that the Job is in lock mode prior to following the steps below. User
permissions are required to be able to create and work with Job Change Orders.

1. Open the Job record for which a Change Order will be created.

2. Navigate to the Tools toolbar on the Job record. Click the Add Change Order button located

on the Tools toolbar.

(8] Job - 1101 (Williams, Red
Job Job Customer 241 Site
Cos Job Number 1101 Williams, Reggle Wiliams, Reggie
Labor Job Type R-Intrusion 15832 Albert 15832 Albert
Cost Details || Job Status  Jobcost Plymouth, MI 48170 Plymouth, M1 4817
Yournats || Svstem  241-1025 Intrusion (734) 248-4178 (734) 248-4178
Labor Units S (6.75 Used)
Lo
| Date | co | Desrpton
4/22/2015 7:22:04 AM N 4 Phase 01
4/22/2018 7:12:37 AM N Issued parts from Recept
4/22/2015 7:12:35 AM N Purchase Order Recerved Recerve Parts
AJ22/2015 :12:21 AM N Issued parts from Recept
4/22/2015 7:12:20 AM N Purchase Order Received Recerve Parts
4/22/2015 7:11:04 AM N George Miler -Add On Parts
4/22/2018 7:10:54 AM N George Miler -Add On Parts
4/22/20152030:54 AM N George Miler RMR 3 Months
2220 0:54 AM N George Miler -instal
3 :10:26 AM N George Miler RMR 3 Months
5 7:10:26 AM N George Miler Instal
2015 6:57:58 AM N George.Miler-Add On Parts
2015 6:57:51 AM N George Miler-Add On Pacts
2/2015 6:57:51 AM N George Mier RMR. 3 Months
015 6:57:51 AM N George Miler -instal
2015 6:57:32 AM N George Miler RMR 3 Months
015 6:57:32 AM N George Miler -instal
2015 6:57:12 AM N George Miler-Add On Parts
4/22/2015 6:56:42 AM N George Miler-Add On Pacts
ﬁ 42272015 6:56:42 AM N George Miler RMR 3 Months
-G 4/22/2015 6:56:42 AM N George Miler Instal
4/22/2015 6:56:40 AM N George Miler -Add On Parts
e 22/2015 6:56:40 AM N George Mies -nstal
6:56:30 AM N =
B30 AM N
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3. The New Change Order form will be displayed. The only required field on this form is the
Sold Date. This is typically the date the Change Order was authorized. You may enter
information into the Notes field that describes the purpose of the Change Order.

The Job Number field will automatically fill with the Job Number a hyphen then the number of
the change order. In the example below, this is Change Order number 1.

Click the Apply button located at the lower right of the form when finished.

Invoicing

issue Pants

—

Journal Entry

(\I

Map B

1101 Wilkams, Reggie

R-Intrusion 15832 Albert 15832 Albert
Jobcost Plymouth, MI 48170 Plymouth, MI 48170
241-1025 Intrusion (734) 248-4178 (734) 248-4178

5 (6.75 Used)

[New Change Order

fo.oo o]
l e
[ =] 1)
|

r_—_ﬁ;ﬂ
l

g

~]s

SdesReversdl | Apply
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4. Once the Change Order has been saved, a new Change Order button will be displayed on
the Job Toolbar. This new button contains data entry forms where you may enter additional
Install Charges, RMR, Materials or Commissions. When the Job is invoiced, any new charges
entered on the Change Order will appear as lines within the Job Invoice.

| ‘ €0 1101-1

Cost Details

Journals

Tools

0
Job Number 1101 Williams, Reggie Williams, Reggie
Job Type R-Intrusion 15832 Albert 15832 Albert
Job Status  Jobcost Plymouth, MI 48170 Plymouth, MI 48170
ystem 241-1025 Intrusion (734) 248-4178 (734) 248-4178
runits 5 (6.75 Used)
Customer 241 mm d
2 Job Information
Job Number [101-1 Prevaiing Wage fo.00 __|
Job Type Rntrusion Project Manager | [
Dezcrpton fintruson - Resdental/Smal Cc  Salesperson [GeorgemcGee ~] (b
Tay Group [MI-Wayne County P.0. Number |
Branch fur Soid Date [s2772015 jsa]|
Hodgack % o Projected Start — B
Instal Company M1 Projected End . Q]
Installer [ ~| |
I™ Permits Required Notes additonal motion.
Permit 1 |
permt2 |
permt3 [
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Install Charges

To enter additional Install Charges, click the Installs button on the Change Order toolbar.
Add as many additional lines as needed.

The data entry process for change order

Install charges are the same as the initial Install charges data entry for the Job. Once all Install
charge lines have been entered, click the Apply button located at the lower right of the form.

Mark Miller

10255 Haggerty Road
Prevare Plymouth, M1 48170
232 Cell (734) 351-2200 (734) 351-2200
0 (11 Used)

[CO 1068 - 1 -Installs

Instalis
$0.00

Racurnng
$0.00

(o)

Materais
£0.06
S

v

Commuasions

Cost Details
Journals
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Recurring Charges

To enter additional Recurring Charges, click the Recurring button on the Change Order toolbar.

Add as many additional lines as needed.

The data entry process for change order Recurring charges is the same as the initial Recurring
charges data entry for the Job.

Once all Recurring charge lines have been entered, click the Apply button located at the lower
right of the form.

Materials
£0.00
(o

Commosions

Job Number 1068

Job Type C-Intrusion
Job Status

System

Labor Unts 1 (11 Used)

| CO 1068 - 1 -Recurrings

(iuslomor 232

Miller Woodcrafting
10255 Haggerty Road 10255 Haggerty Road

Plymouth, M1 48170 Plymouth, M1 48170
(734) 351-2200 (734) 351-2200

Ttem Code | Desoription

| Sub Item OF
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Material Charges

To enter additional Material Charges, click the Materials button on the Change Order toolbar.
Add as many additional lines as needed.

The data entry process for change order Material charges is the same as the initial Material
charges data entry for the Job.

Once all Part lines have been entered, click the Apply button located at the lower right of the
form.

Matonals
$0.00

Job - 1068 (Mark Miller) (S)eis)
Customer 232

Job Number 1068 Miller Woodcrafting Mark Miller
Job Type C-Intrusion 10255 Haggerty Road 10255 Haggerty Road
Job Status  Prewire Plymouth, M1 48170 Plymouth, MI 48170
System 232 Cell (734) 351-2200 (734) 351-2200
Labor Units 1 (11 Used)

| CO 1068 - 1 -Materials

p|Phesed  DSCWS®X  |WS-4939 KEY FOS | Tnéd

Total Material LU o sbTod [T oo | o000
_Doamens | oo |
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commissions

To enter additional Commissions, click the Commissions button on the Change Order
toolbar. Add as many additional lines as needed.

The data entry process for change order Commissions is the same as the initial
Commissions data entry for the Job.

Once all Commission lines have been entered, click the Apply button located at the center
right of the form.

|F=N NoN =%

-"-' Job “ustomer 232 Site

(€O 1058 - T 3ob Number 1068 Miller Woodcrafting Mark Miller
— Job Type C-Intrusion 10255 Haggerty Road 10255 Haggerty Road

& Job Status  Prewire Plymouth, MI 48170 Plymouth, MI 48170

SRR | System 232 Cell (734) 351-2200 (734) 351-2200

=) CO 1068 - 1 -Commissions

7] Commissionable / Spkts
Irstal Total [T 1w G Sveserson] [George.McGee ~] 9] [w0000 %
Cogymssionable % | 100,00 ( Ssespersony | _]_2] | 000 %

Commssonable [~ a0

{': Reauring [ 12.00 Bomove Mt | oy |
Matenals g > é é
Total Commession 25.28
o George.ticGee Commssoratle [ 168.50
Commsson Type | Instal > Bate [ 15.00
Labor -
= fsmn [ ==
= = Postng Date (&) [11/16/2014 2l Commission 25.28
Journals [ Select from all other Salespeople U"'l New | l
Teols
Quotes
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Manual Reversal Change Orders -
Negative

Follow the instructions below and on the following pages to create a negative value change
order. Itis assumed that the Job is in lock mode prior to following the steps below. User
permissions are required to be able to create and work with Job Change Orders.

1. Open the Job record for which a Change Order will be created.

2. Navigate to the Tools toolbar on the Job record. Click the Add Change Order button located
on the Tools toolbar.

(5] Job - 1101 (Williams, Reg
Job Job Customer 241 Site
Cos Job Number 1101 Williams, Reggle Williams, Reggie
Labor Job Type R-Intrusion 15832 Albert 15832 Albert
Cost Details Job Status  Jobcost Plymouth, MI 48170 Plymouth, M1 4817(
System 241-1025 Intrusion (734) 2484178 (734) 248-4178
Labor Uns S (6.75 Used)

Lo
 Oate
4/22/2015 7:22:04 AM
4/22/2015 7:12:37 AM
4/22/2015 7:12:35 AM
A22/2015 7:12:21 AM
4/22/2015 7:12:20 AM
4/22/2015 7:11:04 AM
4/22/2015 7:10:54 AM
4/22/2015 Zad0:54 AM
S0 0:54 AM
’ :10:26 AM
S 7:10:26 AM
015 6:57:58 AM
015 6:57:51 AM
D156:57:51 AM
015 6:57:51 AM
2015 6:57:32 AM
015 6:57:32 AM
2015 6:57:12 AM
4/22/2015 6:56:42 AM
2272015 6:56:42 AM
4/22/2015 6:56:42 AM
4/22/2015 6:56:40 AM
[22/2015 6:56:90 AM
6:56:30 AM
o 1 m

| Event | Descrpten

Approved Job Task 4Phase 01

1ssued Parts Issued parts from Recept
Purchase Order Recerved Recewve Parts

issued Parts Issued parts from Recept
Purchase Order Received Recerve Parts

Deleted Commssions George Miler -Add On Parts
Added Commissons George Miler -Add On Parts
Added Commssions George Mier RMR 3 Months
Added Commissions George Miler -install
Deleted Commessions George Miler RMR 3 Months
Deleted Commissions George Miler -Instal
Deleted Commessions George Miler -Add On Parts
Added Commissiors George Miler -Add On Parts
Added Commissons George Miier RMR 3 Months
Added Commissions George Miler -install
Deleted Commessions. George Miler RMR 3 Months
Deleted Commssions George Miller -install
Deleted Commessions George Miler-Add On Parts
Added Commissons George Miler -Add On Pacts
Added Commissions George Mier RMR 3 Months
Added Commissions George Miler -Instal
Deleted Commssons George Miler -Add On Parts
Deleted Commee=g George Miler -install

i

Journal Entry

Z2z2z2z222222222222222222222(8
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3. The New Change Order form will be displayed. Select the Manual Reversal option at the
upper right of the Change Order form. The only required field on this form is the Sold

Date. This is typically the date the Change Order was authorized. The User may enter
information into the Notes field that describes the purpose of the Change Order. Click the
Apply button located at the lower right of the form when finished.

| 4 > |
Q Job - 1068 (Mark Miller) ERECRE
Customer 232 Site
Miller Woodcrafting Mark Miller
10255 Haggerty Road 10255 Haggerty Road
Plymouth, MI 48170 Plymouth, MI 48170
(734) 351-2200 (734) 351-2200

Joumnal Entry
e

Bold Group | SedonaOffice Job Change Orders 14



4. Once the Change Order has been saved, a new Change Order button will be displayed on
the Job Toolbar. This new button contains data entry forms where the User may enter
additional Install Charges, RMR, Materials or Commissions. When the Job is invoiced, any
negative charges entered on the Change Order will appear as lines within the Job Invoice.

e Naden v. \
Customer 232

Job Number 1068 Miller Woodcrafting Mark Miller

Job Type C-Intrusion 10255 Haggerty Road 10255 Haggerty Road

Job Status  Prewire Plymouth, MI 48170 Plymouth, MI 48170
(734) 351-2200 (734) 351-2200

Change Ocder

==

Inatalis
$0.00

Recurning
$0.00 [Cintrusion

{.'Z‘ Degrpton {Intrusion - Commercal Saesperson [Georpe McGee  v] ;ﬂ
Materals Tay Growp MI-Wayne County P.O. Number |
$0.00
= Sy pa S Date it — B
C:I'H'n::s;-ons il p.01 Projected Start I—- QJ
{rstall Company h Projected End I'— QJ
nstaler — |

I~ Permits Reaued Notes keyfob from CO21 (entered on
pemt: | Job)
Permst 2 I
Permt 3

sdesreverss | oy |
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Install Charges

To decrease the Install Charges, click the Installs button on the Change Order toolbar. Add as
many lines as needed.

For each reversal Install charge line, select an item code, enter the quantity as a negative
value, and if needed to reduce the estimated labor units, enter the appropriate negative value.

The User may override the Item Description that defaults into the field. Click the Save button
when finished with each line.

Once all Install charge lines have been entered, click the Apply button located at the lower right
of the form.

7 ol
[+ Job - 1068 (Mark Miller) ERECRES
Job Job Customer 232 Site

CO 10628 - 1 || Job Number 1068 Miller Woodcrafting Mark Miller

Job Type C-Intrusion 10255 Haggerty Road 10255 Haggerty Road
Job Status  Prewire Plymouth, MI 48170 Plymouth, MI 48170
System 232 Cell (734) 351-2200 (734) 351-2200
Labor Units 1 (11 Used)

=

Instalis
T on

Recurning
$0.00

o

Materials
$0.00
e

S

-
Commussions

Cost Details
Journals
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Recurring Charges

To decrease Recurring Charges, click the Recurring button on the Change Order
toolbar. Add as many lines as needed.

For each reversal Recurring charge line, select an item code and enter the RMR Amount as a
negative value. The User may override the Recurring Iltem Description that defaults into the
field. Click the Save button when finished with each line.

Once all Recurring charge lines have been entered, click the Apply button located at the lower
right of the form.

Job Customer 232

Job Number 1068 Miller Woodcrafting Mark Miller

Job Type C-Intrusion 10255 Haggerty Road 10255 Haggerty Road
Job Status  Prewire Plymouth, MI 48170 Plymouth, MI 48170
System 232 Cell (734) 351-2200 (734) 351-2200
Labor Units 1 (11 Used)

Recurning
$0.00

Commussions

Bold Group | SedonaOffice Job Change Orders
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Material Charges and/or Quantities

To decrease Material Charges or quantities of parts, click the Materials button on the
Change Order toolbar.

In the Change Qty column, enter the negative quantity on the appropriate part line that
will be removed from the Job materials list.

Once all Part lines have been entered, click the Apply button located at the lower right of the
form.

& Note: If the parts being removed on the Manual Reversal Change Order have already
been issued to the Job, remember to perform a return to stock transaction for the part(s) not
being used.

o Job - 1068 (Mark Miller) [=@]s
Job Job Customer 232 Site
CO 1068 - 1 || 3ob Number 1068 Miller Woodcrafting Mark Miller
Job Type C-Intrusion 10255 Haggerty Road 10255 Haggerty Road
Job Status  Prevare Plymouth, MI 48170 Plymouth, MI 48170
System 232 Cell (734) 351-2200 (734) 351-2200

Lobor Units 1 (11 Used)

Cost Details =
oomak Total Material LU I ) Sub Total | 0.00 0.00
Tools
Capture Orignal Parts Documents Aoply
o el A
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commissions

To decrease Commissions, click the Commissions button on the Change Order toolbar. Add as
many additional lines as needed.

The data entry process is performed in the lower tier of the form; select the commission type
from the drop-down list, enter the commissionable amount (negative value), then click the

Apply button.
Repeat the process for additional negative commissions.

Qo Job - 1068 (Mark Miller) Bl RO
Job Job Customer 232 Site

€O 1068 - 1 || job Number 1068 Miller Woodcrafting Mark Miller

Job Type C-Intrusion 10255 Haggerty Road 10255 Haggerty Road

Job Status  Prewire Plymouth, MI 48170 Plymouth, MI 48170

System 232 Cell (734) 351-2200 (734) 351-2200

Labor Units 1 (11 Used)

X G Sdesperson ] | George McGee 'Iiﬂ [t0000 %
Copmssoratle % [~ 10,0 O Sdesesonz [ _] o] [ow %

Recurng  o® _twnm | s |

WI

Rate |

Total Commission | 0.00

Selesperson George.McGee

Commission Type [ Tnstal -l Rate 15.00

Posting Date (&) [11/19/2014 2 Comemission [ a8

I~ et from ol s Saempeogie
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