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Method Field Services Overview

Method Field Services is an app built on the Method Integration platform for the

field -service s industry. It gi  ves QuickBooks users the ability to schedule one time or
recurring services, print work orders and route lists, enter job cost information, and

turn completed work orders into QuickBooks invoices. It can be used and
customized by anyone who schedules serv ices to be performed by their staff or
subcontractors. Examples of such industries include Lawn Care, Landscaping, Pest
Control, Irrigation, HYAC, Plumbing, Electrical, Pool Maintenance and Cleaning

Wh at i s AMet hodo?

The Method Integration platform uses its own patent -pending, bi -direction synching

engine that synchronizes every QuickBooks list and transaction in real -time between

a desktop app and a web server . This enables Method to sport a live web -based

version of your desktop QuickBooks, along with a Sales Center and Call Center for

CRM capabilities. You can t hMethodiField $eavicds )dat her HfAapps
add industry -specific functionality. Finally, everything you see is built using the

same tools you have access to, enabling you to cre ate your own fields, tables,

screens, actions, customer portals, and more.

Your days of limit ed one -size -fits -all , industry -specific , boxed software are
over 1 Method Field Services brings in a new era of company -specific
freedom.

Method Field Services Documentation Page 6



How do | get Method Fie |d Services ?

If you are not already a user on the Method Integration p latform, visit the following
website and go through the signup process:
https://www.method integration.com/web/SignUpApp.aspx?app=Method%20Field%20Services

If you are already a Method user, simply sign into Method, click onthe Customize
tab, click onthe My Account tab link, and add the Method Field Services app to your
account.

How do Il add more advanced functionality, specific to my company?

Method Field Services is designed to allow you to schedule one -time and recurring
jobs, print route lists and work orders, enter job costing information, and post the

jobs as invoices back to QuickBooks. This is not , however, like a typical boxed
software product that throw s hundreds of features in your face in the hopes that you
find the few features that you might actually be able to use , and wait for the next
annual upgrade in the hope it has the other features that you still need . Instead,
Method Field Services  sets out to solve the core 90% of your needs and leaves it up

to you to customize the last 10% to your specific requirements

Important Recommendations

Wh a

Use FireFox , not Internet Explorer . Micr osoft Internet Explorer (version 7 and
earlier ) is just much slower than other browsers. We recommend you run Method on
FireFox , which you can download for free from http://www.GetFireFox.com . The
speed difference isremarkable T you ol | be surprised.

Community . Method is heavily community -based, so make use of
that there are some power users out there who have already customized screens

similar to how you want them customized, and would be more tha n happy to share

their work withy ~ ou. Visitthe Method community at
http://www.methodintegration.com/cs/

Customization Services . The factthateach  Method Field Services user can have
their own fully cu  stomize d version makes ita unique solution . However, itis
important to recognize that some customization tasks could be outside of your
technical comfort zone. For example, adding a new field to a screen may be one
thing, but designing a new process fro m scratch might require outside help.

Therefore, be aware that for a fee, our staff offers customization services

td6s coming on the horizon?

Mapping . We expect to have mapping capabilities in by the end of winter 2009 so
that you can optimize routes, get driving directions, and dispatch based on
proximity.

Mobile Devices . Since Method Field Services is web -based, most internet -enabled
phones can already use Method. In spring 2009, however , we expect to have

Method auto - detecting that you are using a mobile device and to trim down the

interface so that it is compact and much more easily used by field staff.

Outlook Integration . Since CRM is built into Method  , syncing with Outlook emails
and calendars is a highly sought after addition . Thereis an ear ly beta version of the
Outlook Add -in that syncs emails that you can install from:
http://www.methodintegration.com/documentation/MethodCRMAddinSetup.zip
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Method Field Serv ices fispin-of f 0 a ldgihed Field Services users have already
started customizing their own versions so that they are more specific to certain

segments within the Field Services industry . These users will soon start  selling these
as apps via the Method A pp Library:
http://www.methodintegration.com/web/application -library.aspx

to Bo tutori al

Before getting into the nuts and bolts of how to setup Method Field Services , there is
no better way to  get familiar thantodoa very quick A to B tutorial.

-
>

Tutorial: Scheduling a work order and posting an invoice to
QuickBooks

Step 1: Synchronizing with QuickBooks

First things first, if you have not already synchronized your Method with Qu ickBooks,
you must do so before continuing with this tutorial. If you have not done so already,
gotothe QuickBooks Tab, and click onthe  Synchronize  Tab Link and follow the
installation steps to install the Method Integration Engine and complete a full

synchronization with QuickBooks. Make sure that you close and reopen QuickBooks
after the initial synchronization is complete so that the real -time synching is
activated.

Step 2: Scheduling your first Work Order

In this step wedll cr eéraMy €alemdam ew wor k or der
1. Click the Field Service Center tab.
2. Click the My Calendar tab link.
3. Clickthe Calendar tabonthe My Calendar screen.

4. Click inside the calendar and while holding down your mouse drag down the
duration you want to schedule for.

5. Right -click with your mouse on the selected area and choose New .
6. Inthe Job Name field, type A" Ser vi ce Cal |l 0.
7. Choose acustomer fromthe Customer dropdown.

8. Inthe Jobltems grid, selectan Item that you want to appear on your work
order and on your invoice.

9. Finalize a ny changes to the selected Item, such as the Description or Rate.
10. Click Update for that line item.

11. Optional: enter any additional line items, ensuring that you click Update after
each one.

Step 3: Printing your Work Order

In this step wedldrdeprint your worKk
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1. Whilestillinthe  Add / Edit Work Order screen, click Print Work Order

2. The w ork order should appear in a PDF preview.

Step 4: Create an Invoice and post to QuickBooks

In this step wedll turn the work order into a Quick
1. While stilli nthe Add/ Edit Work Order  screen, click Create Invoice

2. Set your preferences here, ensuring that for this tutorial Set to wait for
sync approval is unchecked . This will ensure that the invoice goes to
QuickBooks instantly.

3. Click Create Invoices
4. If aske dto betak en to the Invoice List, click OK.

5. Youshould have been directed tothe Customer Center tab, and to the
Invoice tab link, and be viewing the invoice you just created.

6. Now, open QuickBooks and go to this customer. Under the list of this
c u st o steanséactions you should see that this invoice has already been
synchronized with QuickBooks.

Step 5: Stop and Smell the Roses

I f you didnét realize the si gtopiafdi smelntteeoses f! what happ
The web browser you used to create the work order and invoice could have been

anywhere in the world, and still be able to synchronize the invoice in real -time to

your QuickBooks file. In fact you could have multiple staff all working from their own

homes, adding jobs to their own calendars, and cre ating their own invoices, which all

instantly synchronize back and forth with your single copy of QuickBooks. And the

best part: all the screens you just used are completely customizable. They were all

designed using the same drag and drop tools that you have access to yourself. If

there was something you di dn 6are more fickels youonardto ge i t . I f
add, create new fields . If there were too many fields on the screen, remove them.

If you want extra actions taking place, such as a follow up call 3 days after the

invoice, insert an automatic CRM activity . The sky is the limit.

Field Service Center

The Field Service C enter serve s as a one -stop location for scheduling, job costing and
turning work orders into invoices

Settingup  Tab Group s/ Roles & Users

Creating a Tab Group / Role

Since Method Field Services  gives you not just Field Service operations but also your
entire QuickBooks and CRM activities, you should be very careful to consider who
needs to access what . For example, most of the users of Method Field Services at
your company will only need access to customers, work orders and sales activities.

Therefore when they sign in, you may choose to hide everything else from them. To

do this, you need to setup roles. In the example below, a Tab Group / Role has been
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setup called fAOperationso so t hFeldSewkteGentert, i s chosen
Customer Center and Sales Center tabs are available.

Tip: you could get even more restrictive by only having the Field Service Center in
the Operations role, and then customize the Field Service Center tab and add only
necessary screens like the Customer List to the Field Service Center.

Y TheServiceCo - powered by Method Integration - Mozilla Firefox

File Edit View History Bookmarks Tools Help

@ - C {at I:@ http://www.methodintegration.com/method/Default.aspx ?Role=Field Service Operations&ScreenResoluti 17 - | |[G]- ya

P mmd'" |Change Role: | Field Service Operation v‘l Sign Out
A=)

GELREELULENEE I E ) Customer Center | Sales Center | Customize

Dashboard [UTEeEIERLENY Work Order List | Estimate | Equipment | Post to QB

Waiting List

3

Creating a new Tab Group / Role

1. Click the Customize tab. I f you donét see the CuheTabmi ze t ab
Group / Role in the top right to 6Adminbo

2. Click the Tab Group / Roles tab link.
3. Give the new Tab Group / Role a name , | i ke AOperationso.

4, Click Continue

5. Select which of your existing users can see this Tab Group / Role.
6. Select which of your tabs wil | be shown when this Tab Group / Role is
selected.

7. Usethe Move arrows  to change the order the tabs will appear in. For
example, you may wish to move Field Services to the top so that it is the first
Tab they see when they sign in.

8. Click Add Tab Group/R ole .

9. In the top right corner, beside Change Role , select your newly created Tab
Group / Role to ensure the appropriate tabs are shown.

Setting up Users

A user is any employee or subcontractor you assign tasks to. Typically, setting

someone up as a user wi |l grant them access to Method Field Services  so that they
can sign in, view their scheduled work, print route list s and work orders, as well as
enter completed job details.

In field service terminology ,au seris equivalent to ATeohi Crew Leader 0,
iTeam Leaderidcor emano.

Note: since increasing the number of u sers able to sign into Method will also increase
the price your monthly subscription, you may choose to setup users as being
Inactive so that they can still be assigned work, but cannot sign in

Creating a new User
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1. Click the Customize tab. I f you dondt see the

Customi ze

Group / Role in the top right to 6Adminbd

2. Click the Users tab link.
3. Enteranew User Name

4. Click Continue

5. Follow the steps on the screen. Pay special atten tion to step 8 and step 9.
Here you can both allow the user to only have access to certain Tab Groups /
Roles, and also set the default Tab Group / Role that the user will see when

they first sign in
6. Click either Add User & email invitation or Add User

7. The Edit Settings screen will appear.

8. Click Previous to go backto Step 1, and for Link to Employee / Vendor /
OtherName (optional) , choose a QuickBooks employee or vendor to link this

user to.

9. Go through each step of the wizard and car efully set privile ges for thisu ser.

Editing settings for a User

1. Click the Customize tab. | f you dondét see the

Customi ze

Group / Role in the top right to O0Adminéd

2. Click the Users tab link.

3. Inthe Edit an existing User section, click Edit beside the user

4. For Link to Employee / Vendor / OtherName (optional) , choose a QuickBooks

employee or vendor to link this user to.

5. Go through each step of the wizard and car efully set privileges for this u

Scheduling

Ser.

Scheduling work is  the core of all operations car ried out in the Field Service Center.

When you are scheduling work to be performed, a new job will be created, and the
details will be printed or emailed. Whe n the work has been completed, the

scheduled job will be edited to include job costing informati on such as start and stop

times . Finally the job istur ned into a QuickBooks invoice.

Scheduled jobs can either be One Ti me (such as a Service Call or Sprinkler Repair)
or itcan be Recurring (such as aweekly gardening visit, monthly  service charge |,
quar terly treatment, or annual spring clean) . One Time jobs have a single start and

end date. Recurring jobs have multiple visits, either at specific repeating intervals,
or specified random visits.

Tip: as mentioned earlier, we highly recommend you use Fire Fox
(www.GetFireFox.com ) instead of Internet Explorer to enhance the performance of
Method Field Services

Adding a Work Order to My Calendar

Method Field Services Documentation

Page 11

t

t

at

at


http://www.getfirefox.com/

) TheServiceCo - powered by Method Integration - Mozilla Firefox
Fle Edit View History Bookmarks Tools Help

@ + @ 3 % (6] hup://www. methodintegration.com/method/Default.aspx?Role=Field Service Operationsascreenresoluti 77 | [Gl-| cooole A
a5 rT-EH-Dd"‘ Change Role: | Field Service Operation ~| Sign Out
&

EERTELNEREL I E8 Customer Center | Sales Center | Customize

Dashboard [WVESEIENLEY Work Order List | Estimate | Equipment | Post to QB

Calendar Waiting List

1>

Work Week View Hide Monday, March 02 | Tuesday, Mar 03 Wed, March 04 Thursday, Mar 05 | Friday, March 06
Eastern
« < WMarch 2009 > Paul Paul Paul Paul Paul
S MTWTF § g 0
N2 3 4 5 6 30| | Grenshaw, Bob
8 9 10 11 12 13 14 10 29| | Senvice Call Chapman,
15 16 17 18 19 20 21 30 Invoiced Natalie
22 23 24 25 26 27 28 11% HVAG Repair
] To be invoiced
293031 1 2 3 4 £l
56 7 8 9 10 11 12
30
19

30
L] i 2w

[ s I )
[ 3|

30

| Apply Filter 40
) _n 30
] Cancelled A 5%
30
Completed
O P |8 o
Apply Filter =
Job Cost Selected... | New Work Order
v
Done #

Using the New Work Order button
1. Click the Field Service Center tab.

2. Click the My Calendar tab link.
3. Clickthe Calendar tabonthe My Calendar screen.

4. Click New Work Order é .

5. Inthe Add/Edit Work Order  screen, e nter job details and job items and then
click Save & Close . For an explanation of the fields on the Add / Edit Work
Order screen, see 0 Ediateriimtysclaaptéhor k Or der 0o
Dragging and right - clicking

1. Click the Field Service Center tab.
2. Click the My Calendar tab link.
3. Clickthe Calendar tabonthe My Calendar screen.

4. Click inside the calendar and while holding down your mouse  drag down the
duration you want to schedule for.

5. Right -click with your mouse on the selected area and choose New .

6. Inthe Add/Edit Work Order  screen, enter job details and job items and then
click Save & Close . For an explanation of the f  ields on the Add / Edit Work
Order screen, see 0 Ediateiimtysclmapta/or k Or der 0

Using the Waiting List

Method Field Services Documentation Page 12



The AWaiting Listod con tha areveiting tolbe dispat o fchedtbthe j ob s

best day,timeandu s er . I f you don dwhenkyaucan dethegob, put iy

into the Waiting List. Jobs in the Waiting List are simply jobs that have been

assignedtoa ny i Wa i t statugp 0 You can create your ownh statuse.
to be dispatdmegdd,o mMWaiatppr oved iWgi tciusdg ofmesoop amrt s o

l ong as there is a fAWsmmeg.ingd in the status

How do | add a Work Order to the Waiting List?
1. From either My Calendar , orthe Work Order List ,click New Wor k Or.der é

2. Inthe Add/Edit Work Order  screen, enter job details and job items.

3. Make sure the status you chooself poawantfioNai t i ngo i
create a new statwus, c¢click the Aéd0 on the Statu

4. Click Save & Close
-or-
1. Editany existing work order.
2 Change the status to one that has AWaitingo in

Ho w do | move a job from the Waiting List to My Calendar?

1. Click the Field Service Center tab.
2. Click the My Calendar tab link.
3. Clickthe Calendar tabonthe My Calendar screen.

4. Click inside the calendar  in an open appointment area. You should see the
select or turn blue on the time block you have clicked on.

5. Click the Waiting List tab on the My Calendar screen.
6. Find the work order you want to send to the calendar.

7. Click the Send to Calendar line next to that work order. You should now see
the work order has b een moved to the Calendar for the time, day and user
you selected.

Adding a Work Order to the Work Order List

3 TheServiceCo - powered by Method Integration - Mozilla Firefox
Fle Edt View Hstory Bookmarks Tooks Hep

@ B C fat (@ http://vaw.methodintegration.com/method/Defautt.aspx?Role=Field Service Operations&ScreenResolutionWidth=1920 77 - | |[G]- P2
A2 rne.rhod Change Role: | Field Service Operation ~| Sian Out
AR

GEERLLUEEReLL O Customer Center | Sales Center | Customnize

Dashboard | My Calendar RILI(Yel-CIIRE] Estimate | Equipment | Postto QB

SR Eel LB Update Selected Work Orders... | Print / Email

From Date: [ 3/4/2009 [] To Date | 31412009 [] Yesterday | Today | Tomorrow |Lastweek | This week | Next Week
Filter by View: | Iy occurrences in date range |
[]  Edit. EditSeries. ActNo. Type  DueDateStart DueDateEnd  AssignedTo Cusomerdob  JobName  Prioity  Staws lInvoice Type
[ o[ o] L+ L+ Jo] Jo| 3 I 2 I v
[J  Edt Edit Series. 2 OneTime  Mar04-2003 1000 AM  Mar04-2003 03-00 PM  Paul Chapman, Natalie HVAC Repair 2Mediur Not Started To be invoicec

Copy Selected... |Job Cost Selected... |Invoice All.. | Invoice Selected... [IEURIEIIOTN
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Using the New Work Order button
1. Clickthe Field Service Center tab.

2. Click the Work Order List tab link.
3. Click the Existing Work Orders tab ont he Work Order List screen.
4, Click New Wor k Or.der é

5. Inthe Add/Edit Work Order  screen, enter job details and job items and then
click Save & Close . For an explanation of the fields on the Add / Edit Work
Order screen, see fHEdiateiimty isgahapdéor k Or der 0

How do | turn  an Estimate into a Work Order ?

Instead of starting the process with a scheduled job, you can begin by creating an
estimate and convert ing itinto a work order. As you continue reading, you will
discover more about  Method 6 s -depth CRM capabilities for creating and managing
your own marketing campaigns. This will give you the tools to nurture a lead into

an opportunity, then to an estimate and finally a sale.

To create a Work Order from an Estimate

1. Click the Field Service Center tab.
2. Clickthe Estimate tab link.
3. Select an estimate, or create a new estimate.

4, Click Create/ Go To Work Order . The Add/ Edit Work Order screen will
appear .

Tip: Although the Sales Rep, Campaign and Opportunity fields are not visible by
default in the  Add / Edit Work Order screen, the values still get copied to the work
order so that they will eventually get copied over to the invoice. If you like, you can
customize the Add / Edit Work Order screen and drag and drop these fields on.

What about a monthl vy billing installment  (contract) ?

If you charge a customer a fixed price per month for your services regardless of how

many services you perform , simply setup a recurring work order to handle the billing
installment as well as set up a separate recurring w ork order to handle  each service
that must be performed

e Schedule a recurring work order for your billing installment, with the Invoice

Ty p e Tobeinvoiced 0 , and the recurring Tipatsniglst of @A Mont
be helpful to setup a separate u ser who a |l billing installments are assigned to
so that they donét get apworkiotrderss .on route | ists

e Schedule the services that are included in the contract price as recurring work

orders, with the Daonotinvoce 0Type of i
e Print or email your da ily route lists and work orders, as you normally would.

e Atthe end of the month, invoice all work orders as you normally would. In
this case your billing installment prices will be included since they have the
I nvoice Type of ATo be es onvteiotbeethad, willndthe ser vi c
get invoiced since they hoOomotinvbice d.nvoi ce Type o
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Tip: alternatively, if you do want to show your services along with the billing
install ment on the invoice, set your woag k orders to
i nvoi cedo-jauwsstwethdke sure the Amount is $dharggo t hat vy

What about Zone -Based services?

Zone -Based services (services that are scheduled by geographical area instead of by

date) in Method Field Services  are handled by the Wa iting status. Since both one -
time work orders and recurring work orders can appear in the Waiting List you can

simply do the following:

1. Schedule recurring work orders with a recurring basis of fiYearly o, and status
containing AWaitingo.

2. Inthe Waiting List , filter the list by the Job Name and by the Zip Code.

3. One by one, select where in the calendar you would like to send the services,
and then click Send To Calendar

Tip: Altern atively, you can customize the Work Order List screen , add a Zip Code
column to the grid , and update a batch of services at once to change their status to
ANot t8darusing the Update Selected Work Orders tab.

What about multi  -day projects?

A project is a construction / installation job that can span many days, with multiple

users and multiple tasks. With Method Field Services , you have two choices. You

can schedule a one -time job that simply has the start date scheduled for the day the

project begins, and an end date of when the project ends. Alternatively, you can

schedulear ecurring job, with a AProjecto basi s, and i ns¢
you want to assign the project to. The recurring job offers more complexity, so

choose the option that works best for you.

Tip: If you schedule your project as a recurring job, it is best to treat your project as

the ASerieso and project visits as AOccurts enceso.
ADo Not Invoicedo on the series until all project vi
edit the series, change t he olirtwdioc @ ndy Cmattno cfl T kBe
Invoices

Editing a Work Order

The Add / Edit Work Order  screen is broken up into two sections: Add / Edit Work
Order and Job Items .

Method Field Services Documentation Page 15



) TheServiceCo - powered by Method Integration - Mozilla Firefox
Fle Edit View History Bookmarks Tools Help

6 + € < (@ http:/jwww.methodintegration.com/method/Defautt.aspx?Role=Field Service Operations&ScreenResolutionWidth=1920 77 - | [[G]+| oo

[FEERELUIR L I Customer Center | Sales Center | Customize

Dashboard | My Calendar RIEeICEIREY Estimate | Equipment | Post to QB

Add / Edit Work Order

Change Role: | Field Service Operation ~|  Sign Out

Job Name  |HVAG Repair

Customer | Chapman, Natalie =
Assigned ToPaul =]

Due Date Start| 3/4/2009 10-00 Due Date End | 3/4/2009 3:00 PM

1-30 min. | +30 min. -1 day | +1 day

Recurrence Type OneTime Edit / View Recurring Dates.

Ref Number I:' Activity No.

Status [Not Started

Invoice Type | To be invoiced

Priority [2-Medium

Job Items i

1

Senice Call AJC unit has no power Needs to be tested and repaired §90.00

$90.00
$90.00

Tax Enter Details & Costs... Edit... Delete

“FNew Job Item...

Job Summary Report | Copy Job Items from series | Refresh

Delete & Close | Print Work Order Save & Close

Add / Edit Work Order S ection

e The Job Name fieldisa short text description of the job

on an invoice.

e The Customer field lists all your QuickBooks customers. Cl

create a new customer or lead.

ck

This will not appear

t he n

e The Assigned To s the user (employee or subcontractor) this work order will

be performed by.

e Inthecaseofa onetime job,the Due Date Start

and Due Date End

the beginning and ending date of the job. The start and end time can cross
over midnight, in fact it can span for many consecutive days.

e Inthe case of a recurring series , the date portions of the
Due Date End  are the full date range of the recurring series, while the time

portions are the time the job will be scheduled for each occurrence.

e Inthe case of a recurring occurrence , the Due Date Start

End are the beginning and  ending date of each occurrence.

e The Ref Number field is useful for companies that need to make sure a
as
require this feature, you can leave the Ref Number blank, or customize the
Add / Edit Work Order  screen and remove the field from the screen.

Afwork order #0

e The Status field indicates whether the job is planned, in progress, cancelled
or completed. By default the following status

wi |

Services: iCancel | edo,
and AWaiting on d6some&mnue calnseadd
st athutde chrefad, it & bighly |
recommended that you do not rename or remove existing statuses

the Aéo on the
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e The Invoice Type field indicates whether you want to invoice this job or not.
By default, Method Field Services comes with ADo not Invoiceo, A
I nvoi ceddo and fAlnvoicedo.

e The Priority field indicates the importance and urgency of the job. By default
alljobsareass i gnedMd®i umo.

e The Add/EditR ecurring Date button allows you to specify whether a job
is a one time job with only one start and end date, or a recurring job with
many individual occurrences. Occurrences can be automatically scheduled on
apatternbas i s of fADailyo, AWeekl! y,0,A \Viavtoamabhlleydd, A Yeal
AiPr oj eScheduling abi-weekly job would be AWeekl yo ever)
and a quarterly job would be AMonthlyodo every 3

Job ltems Section

The Job Items section lists all the QuickBooks i tems that you want  to invoice or
perform job costing o n . Typically, what youdll i st here ar e
items for when this job is turned into an invoice.

Once you add and save your first job item, you can click the Enter Details &

Costs é link where you can add additional information about that Job Item such as

the Customer Equipment that will be serviced, the QuickBooks Class, Estimated Man

hours, Cost Per Unit (for materials) or Cost Per Hour (for labor). The Enter Details &
Costs screen i s al so wher e lageofor 6énter ing gob costing infoomation
when the job is completed.

Printing / Emailing Route Lists and Work Orders

Once your work is scheduled, it is time to print or email the work and give it to your
users. Alterna tively, they can log into Method Field Services themselves and see
their own work from their laptop or PDA, or print their own route lists and work

orders.

How do I p rint Work Orders from My Calendar  ?
1. Click the Field Service Center tab.
2. Clickthe My Calend ar tab link.
3. Clickthe Calendar tabonthe My Calendar screen.

4. Show the date range for the work orders you want to print.

5. Use the AFilter by Assigned Toodo filter to show
necessary.
6. Right -click on the work order you want to print, and click  Print Work

Order (s) é

7. If you want to print multiple work orders at one time , left -click on each work
order you want to print while holding down the SHIFT key on your keyboard,
and while still holding SHIFT, right -click on one of the wor  k orders and click
Print Work Or.der (s) é

Note: steps on how to customize the work order template are included later in this
chapter.
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How do | print or email Work Orders or Route Lists from the Work Order

List?

1. Click the Field Service Center tab.

2. Click th e Work Order List tab link.

3. Click the Existing Work Orders tab on the Work Order List screen.

4. Change the From Date , To Date , Filter by View to show the services you want
to print.

5. If you want to only print certain work orders, put checkboxes for those work
orders in the first column of the list.

6. Click the Print/Emall tab on the Work Order List  screen.

7. For Which work orders? select AAIl O i f you want to print
listed inthe Existing Work Orders t a b, or fASelected Onlyodo if you
the work orders with checkboxes beside them.

8. Click either Print Route List , Print Work Orders , or Email Work Orders

9. The work orders will be converted into Adobe Acrobat PDF format. In the
case of printing work orders or route lists they will be displayed on your
screen for a print preview. In the case of emailing, they will be sent as an
attachment.

Note: if you use the ~ Email Work Order option, the emails will be sent to the user
the work order is assigned to. To make sure your users have the correct email
addresses, go to Customize > Users. Also, to make sure you have setup your mail

server options, click Customize > My Account.

How do | customize route list and work order templates?

The Method Platform  includes a powerful report designer. This allows yo u to create
your own route lists, work orders, invoices and reports, as well as modify existing
ones.
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1. Click the Field Service Center
2. Clickthe Work Order List
3. Click the Print/Email

4. Click Customize Temp lates

tab on the Work Order List

Alternatively,

tab.

tab link.

screen.

if you have already used the

Method Report Designer on this computer, in Windows click Start > All
Programs > Method > Method Report Designer

5. If you are using Internet Explorer, click
FireFox, click Sav e File , and then double
icon.

Launch App If you are using
-click on the MethodReportDesigner

6. Inthe Method Report Designer , click File > Open

7. Enteryour Method Account name, User name , Password and click Connect

8. Choose the template you want to customize and click Open .

9. ltis advis able thatyou first make a backup of  the original template. To do
this, click File > Save As , give the original template anew Report name , like
AFi el dService_ RouR2€&DOSt blidkhCeeatdé Wew Report
Now go back to the original template by going to File >Open  again and
choosing the original template.

10. Modify the template by dragging over fields fromthe Field List on the right or
dragging over objects fromthe  Standard Controls onthe left.  The designer is
fairly intuitive, but the advance d features are outside the scope of this Quick
Start Guide. Keepan eye on the Method website at
http://www.methodintegration.com/web/self - service -documentation.aspx

additional documentation on how to best use the Method Report Designer.

for

Method Field Services Documentation Page 19


http://www.methodintegration.com/web/self-service-documentation.aspx

11. Click File > Save

Note: If you renamed the template, or want to use a different template when
printing or emailing , you must do the following:

1. Goto Customize > Screens

2. Click the Edit link beside the screen.  Tip: all Field Service screens have a
name beginning with AFieldService_0o

3. Editthe button or calendar event that you use to create the PDF.
4. Editthe iGener at e Re p toudse the rew repordtemplate name.

Tip: You can also i nstall the report designer directly by going to:
http://www.methodintegration.com/MethodReportDesigner/setup.exe

If you already have it installed, you can go to:
http://www.methodintegration.com/methodreportdesigner/methodreportdesigner.application

Completing work

When work has been completed in the field it is up to either the us er to update their

own work orders ,oritisupto office staff to do it for them. Completing work entails

changing the status of work orders to ACompl etedo,
items that need to be charged, altering any quantities of existing job items, entering

in start and stop times for the user and their team, and finally creating an invoice.

How do | reschedule work orders | couldn't get to?

I f you couldndét get to al/l the schedul ed wor k, Si mp

plan on doing them. You can do this from either the My Calendar screen or Work
Order List screen.

Rescheduling from My Calendar

1. Click the Field Service Center tab.
2. Clickthe My Calendar tab link.
3. Clickthe Calendar tabonthe My Calendar screen.

4. Click on the work order ~ you want to reschedule and drag it to the new date.

If the new date is not visible, either expand the date range, or double -click on
the work order to edit it, and change the date in the Add / Edit Work Order
screen .

Rescheduling from the Work Order List
1. Click the Field Service Center tab.

2. Click the Work Order List tab link.

3. Click the Existing Work Orders tab o nthe Work Order List screen.

4. Put a checkbox beside each work order you want to reschedule.

5. Click the Update Selected Work Orders tab o nthe Work O rder List screen .

6. Uncheck the Change Statusto checkbox.
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7. Checkthe Move to date checkbox.
8. Change the date to desired new scheduled date for this work orders.

9. Clck Update Selected Work Orderseé

How do | skip/cancel services I'm not going to do?

fyouwil not be performing the intended work order, or
occurrence until next time it is scheduled, can you simply change the status of the
work orders to fiCancell edo.

Cancelling from My Calendar

1. Click the Field Service Center tab.
2. Clickth e My Calendar tab link.

3. Clickthe Calendar tabonthe My Calendar screen.

4. Right -click on the service you want to cancel, and choose Change Status >
Cancelled

5. If you want to cancel multiple work orders at one time, left - click on each work
order you wantto  cancel while holding down the SHIFT key on your keyboard,
and while still holding SHIFT, right -click on one of the work orders and click

Change Status > Cancelled

Cancelling  from the Work Order List
1. Clickthe Field Service Center tab.

2. Clickthe Work Ord er List tab link.

3. Click the Existing Work Orders tab on the Work Order List screen.
4. Put a checkbox beside each work order you want to cancel .
5. Click the Update Selected Work Orders tab on the Work Order List screen.

6. Make sure that the Change Statusto check box is checked .
7. Change the statusto  fiCancelled 0 inthe Change Statusto dropdown.
8. Clck Update Selected Work Ordersé

How do | set completed work to "Completed"?

Once work orders have been completed, youdl!l want
Status fieldto A Compl et edo.

Completing from My Calendar
1. Click the Field Service Center tab.

2. Clickthe My Calendar tab link.

3. Clickthe Calendar tabonthe My Calendar screen.

Method Field Services Documentation Page 21



4. Right -click on the service you want to complete , and choose Change Status
> Completed

5. Ifyouwan tto complete multiple work orders at one time, left - click on each
work order you want to complete while holding down the SHIFT key on your
keyboard, and while still holding SHIFT, right -click on one of the work orders
and click Change Status > Completed

Completing  from the Work Order List
1. Click the Field Service Center tab.

2. Click the Work Order List tab link.

3. Click the Existing Work Orders tab o nthe Work Order List screen.

4. Put a checkbox beside each work order you want to complete .

5. Clickthe Update Sele cted Work Orders tab o nthe Work Order List screen .
6. Make sure thatthe  Change Statusto checkbox is checked.

7. Change the statusto  fiCompleted 0inthe Change Statusto dropdown.

8. Clck Update Selected Work Orderseé

Completing by editing the individual work or ders
If you are entering job cost information, the best way to complete a work order is in
the Add/EditWorkOrder screen since youdl|l need to come here
start and stop times, and actual inventory usage .
1. Edit the work order from either the Work Order list , or My Calendar screen.

2. Changethe Status fi el d to ACompl etedo.
3. Finish making any other changes to the work order.

4. Click Save & Close

How do I enter start and stop times?

Recording the actual time users arrived at a property, and the actu al time they left
helps for two purposes: (1) the start and stop times can be used for job costing, so

you know the profitability of your services ; and (2) the duration of the times can be
sent to QuickBooks as a TimeTracking transaction, useful for payrol l.

The Enter Actual Hours / Time Tracking tab
All start and stop times related to a work order should be entered into the Enter
Actual Hours / Time Tracking Tab of the Add/ Edit Work Order  screen. To get to this
area:

1. Edit the work order from either the Work Order list , or My Calendar screen.

2. Inthe Job Items grid locate a service item you want to record time for, and
click Enter Details & Costs
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3. Clickthe Enter Actual Hours / Time Tracking tab on the Enter Details &

Costs screen.
Entering times for multi ple services at once

1. Inthe Work Order list , select the services you want to enter start and stop
times for.

2. Click Job Cost Selected ¢é

3. Inthe Enter Actual Times/ Time Tracking tab, choose the employee(s) to
enter the start and stop time for, and click Ente r Time

4. Click Save & Next  to move onto the next job item.

Entering Default Time Track Settings

In the Enter Actual Hours / Time Tracking tab on the Enter Details & Costs  screen,
click Default Time Track Settings

The Is Waiting For Sync Approval (Time Trac king) field sets whether
TimeTracking activities are defaulted to send directly to QuickBooks, or if they
wait for someone to approve them first.

The Billable Status (Time Tracking) field sets whether TimeTracking
entries are Billable by default. Most fie Id service companies should have this
set to ANotBillabl eo.

The Payroll Item (Time Tracking) field sets the default Payroll ltem for

new TimeTracking entries.

The Labor Cost Per Hour field sets the default job cost labor rate for your
field servicestaff. Typically this is an average of
hour, plus an overhead allocation per hour.

Note: When you are finished setting your
changes take place until next time you close and re -open the Edit Details &
Costs screen.

Entering Default Team Members

Oof t en, in the field sertworlkcabonei n dheysworkinteams ora f f

crews.

Method Field Services is not designed , by default, to schedule work for

crews, rather it is setup to schedule work for  the foremen / crew leaders.

When you are recording TimeTracking for your staff, you can specify multiple staff

members at once to save from unneces sary data entry. In addition, you can setup
ADefault Team Memberso who wil/l aut onuaatei c al |
recording time for a user

1.

Method Field Services Documentation Page 23

In the Enter Actual Hours / Time Tracking tab on the Enter Details & Costs
screen, click Edit Team Member .Defaultsé
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5. For Employee / Vendor 2 through 5 , choose the other team members.

6. Click either Save & New if you want to setup additional teams, or Save &
Close .

7. To seeyour default setti  ngs take place, close and re  -open the Edit Details &
Costs screen.

Entering a Time Tracking Entry

Once you have setup your Team Member Defaults and Default Time Track Settings,
you are ready to record time.

1. Gotothe Enter Actual Hours/ Time Tracking tab onthe Enter Details &
Costs screen.

2. For Employee / Vendor 1 through 5 , ensure the appropriate employees /
vendors are selected . These should have already been filled in for you if you
had setup Team Members

3. For Start Time , enter the time the team actua lly arrived.
4. For End Time , enter the time team actually finished.

5. When you exitthe  End Time field the Duration should be automatically

calculated for you. At this point, you can override the Duration if you like. In
fact, you can skip entering Start T ime and End Time if you only want to type
Duration in

6. Enterthe Date the time entry occurred.

7. Enter the QuickBooks Class , Payroll Item and Billable?

8. For Wait for Sync Approval? choose whether you want the TimeTracking
entry sent to QuickBooks as soon as you click Enter Time . Ifyouhave a
check in the Wait for Sync Approval?  checkbox the time entry will not be sent
to QuickBoo ks until you remove the check under the Postto QB screen.

9. Youdl Il be t ak eJobltem Ddtailst o tab.h ¥ou should see the A ct

Man Hrs has been updated for you.
10. Click Calculate to compute the total Cost for the Job Item.

11. Click Save & Close

Billing the customer by the hour

If you charge your customer an hourly rate based on how many Actual Man Hours
were performed on the job, s imply do the following:

1. Gotothe Job Item Details tab on the Enter Details & Costs  screen.
2. Click Copy to Qty

3. You should now see the Qty and Amount has been updated on the left hand
side.

4. Click Save & Close
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How do | enter inventory / non -inventory cost s?

Materials are considered to be any Job Item that has the QuickBooks Item Type of
either flnventory 0o, fiNoninventory 0or @Al nventoryAssembl yo

1. Edit the work order from either the Work Order list , or My Calendar screen.

2. Inthe Job Items grid locate a servic e item you want to record time for, and
click Enter Details & Costs

3. Click the Job Item Details tab, and click Calculate . This will get the default
purchase cost of the item from QuickBooks and multiply the cost by the Qty
of units used, to arrive at a fi nal Cost field. If you like you can override the
Cost Per and the Cost fields with whatever value you want to enter.

4. Click Save & Close

Using the Job Summary Report

The Job Summary Report  gives you an excellent overview of all the Job ltems in a
work or der, as well as the estimated vs. actual hours, and profitability of each item.

1. Edit the work order from either the Work Order list , or My Calendar screen.
2. Clickthe Job Summary Report link, below the  Job Items grid.

3. The Job Summary Report should appear in an Adobe Acrobat PDF print
preview.

Using Job Costing Report s

In additional to the Job Summary Report , two other job costing reports come built
into Method Field Services , Est. Vs. Act. Man Hrs By Customer and Job Cost
Profitability by Customer . To acces s these reports:

1. Click the Field Service Center tab.
2. Click the My Calendar tab link.
3. Clickthe Print/Email tab on the Work Order List screen.

4. Click on either Est. Vs. Act. Man Hrs By Customer or Job Cost
Profitability by Customer

5. The report should appea r in an Adobe Acrobat PDF print preview.

Creating Invoices

Once a work order has been created, the customer chosen and all the invoice -able
job items have been listed I the information necessary to create an invoice now
exists.

Creating a single invoice fr  om the Add / Edit Work Order screen

1. Edit the work order from either the Work Order list , or My Calendar screen.

2. Make sure your Invoice Type is ATo be invoicedo.
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3. Make sure you have at least one Job Item that has a checkbox under On
Invoice?

4. Click Createln voi ceé

5. Setyour preferences. The Set to wait for sync approval checkbox is
important. If you put a check in here, the invoices will not go over to
QuickBooks right away. They will sit waiting in the Post to QB screen for you

to approve them. If youd o not have a checkbox here, the invoices will
immediately be ready to send to QuickBooks, and if QuickBooks is open and
connected to Method Field Services , the invoices will sync instantly.

6. Clck Create I nvoicesé
7. A message will appear telling you how ma ny invoices were created, and will
ask if you want to be taken to the Invoices screen to view your invoices.

Creating a batch of invoices from My Calendar
1. Click the Field Service Center tab.

2. Clickthe My Calendar tab link.
3. Clickthe Calendar tabonthe My Calendar screen.

4. Show the date range for the work orders you want to turn into invoices.

5, Use the fAFilter by Assigned Too filter to show
necessary.
6. Right -click on the work order(s) you want to invoice, and click Create

Invoice(s) é

Note: If you want to invoice multiple invoices at one time, left - click on each
work order you want to invoice while holding down the SHIFT key on your

keyboard, and while still holding SHIFT, right -click on one of the work orders
andclick Creat e I nvoice(s) é

Tip: The invoicing process will automatically combine multiple work orders for
the same customer onto a single invoice when they are selected and invoiced
in the same batch.

Creating a batch of invoices from the Work Order List
1. Click the Field Service Center tab.
2. Clickthe Work Order List tab link.

3. Make sure all the work orders you want to invoice are listed in the grid.

Tip: One common way to do this is to change the Filter by View to AAII
Compl eted and To Be | nvoitbattdeawprk sderayoe it i s | i ke
want to invoice have the status of fACompletedo.

orders can be invoiced regardless of their current status, and there is nothing
preventing you from invoicing work orders long before they have been
perform ed.
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4. If you want to invoice all work orders listed, even those on other pages of the
grid, click Invoice All  é .

If you want to invoice only certain invoices, p ut a check in all the checkboxes
beside the work orders you want to invoice ,and click InvoiceSele ct edé
Tip: By clicking the checkbox in the grid header it will put a check in all the

checkboxes on the current page. Also, as you go from page to page in the
grid, it save s the checkboxes from previous pages.

Approving Invoices waiting for sync approva I

When creating invoices, if you had the preference of Set to wait for sync approval
checked, the invoices do not get sent over to QuickBooks until you approve them.
Approving the invoices is an easy process when done from the Post to QB screen.

1. Click the Field Service Center tab.

2. Clickthe Postto QB tab link.

3. Place a check inthe check box beside all the invoices you want to approve.
Tip: If you want to view the invoice first, click Go toé

4. Click Approve selected invoices . This will remove the invoices fr om this list
and allow them synchronize with QuickBooks

Sales Center (CRM)

Overview
Since Method Field Services s built on the Method platform, it gets to take
advantage ofthe built -in functionality, such as the CRM featu
standsCtio®trofmer Rel ationship Manageme MéthodFieldlut i n t he
Services it should be thought of as a way get more customers and keep the ones you
have .

This is the third time this guide mentions FireFox, but it is in the Sales Center that

you most n otice the most difference in speed between FireFox and Internet Explorer.
I f you stildl h a v eFireddx , y®u gatrone éast remniadernvisit
(www.GetFireFox.com)  and start using it  instead of Internet Explorer.

Note: this guide only touches on t he Sales Center. To get a full guide on
MethodCRM, visit:
http://www.methodintegration.com/web/self -service -documentation.aspx

Why use Method for CRM?

You should be using  some kind of software to help you track conversations with

customers, follow up reminders, and how customers heard about you. This will not

only make sure customer requests and sales opportun
cracks, but also ensure that you ca n assign some success rate to the marketing

dollars you spend. This is just a small taste of what CRM software can do.

The problem with CRM software today for small businesses, however, is that there is
little or no integration between all your pieces. Y ou use QuickBooks for your
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accounting, a3 ' party program for your industry - specific operations, and usually a

separate 3 " party program for your CRM. CRM apps are typically more company -
specific as they tend to offer lots of flexibility in terms of cust om fields and tracking
requirements, since most companies feel that the tactics they use to get and retain
customers are unique and are what separates them from their local competition.

All these separate programs, however, each only tell you a portion of the full story.

Because Method Field Services s built on the Method platform, all three functions

become very interconnected. Since Method is a web -based mirror of your

QuickBooks data, contains built -in CRM, and is the same platform used to create

Metho d Field Services , everything either already talks to each other, or can be

customized to talk to each other in a manner specif
Campaigns

Campaigns are marketing initi atives you setup and track. This could be a paid

advertisingc ampai gn, such as fADoor Hange-hasebates ch 20090 o

campaign such as fARevisit | ost 2008 opportunitieso,

campaign such as AWord of mout ho.
To create a new campaign:
1. Click the Sales Center tab.
2. Clickthe Campaigns tab link.
3. Clickthe Add /Edit Campaign tab inthe Campaigns screen.
4. Give your Campaign a unique Name .
5. Optionally, setthe  Type , Status and Description
6. Clickthe Planning & Analysis tab in the Campaigns screen.

7. Optionally, setthe  Start Date , End Date , Expec ted Response Percent ,
Expected Revenue and Budgeted Cost

8. Click back onthe Add/ Edit Campaign tab inthe Campaigns screen and
click Save & New

Opportunities

Sales Opportunities should be entered whenever a customer or potential customer
(lead) has expre ssed interest in doing some business with you. By entering a Sales
Opportunity, you can assign a dollar value and a likelihood that the sale will close, as
well as track all conversations, emails and follow -up reminders related to making
sure you close th e sale.

Your Sales Opportunity Pipeline is the total value of all your un -closed opportunities
multiplied by the probability percent age they will close.

For an example of an opportunity, consider that a neighbor of a customer of yours
expresses interesti  n your services, or an existing customer asks for details about an
optional service you offer. In both scenarios there will be a sales cycle that may last
a few days, a few weeks or a few months. Either way, you will not want to let the
opportunity fall  through the cracks or go undocumented, and you will want to know
whether you succeed ed in closing the sale (won ) or whether you did not (lost)
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