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In addition to
manually loading
your customer and
item information,
you can send your
database
information to
O/PUS to be
converted.

If desired, you can
set up your
machine service as
a separate profit
center.

Introduction

Introduction to Serialized

Welcome to the DDMS Serialized application. Running an office machine
dealership is a complex task. The Serialized application can help you manage
this task easily and efficiently. The application includes powerful features that
let you quickly respond to service calls, automatically create contracts, and
easily generate billings.

The purpose of Serialized is to track every item as a unique, individual unit.
Using Serialized, you know who owns, borrows, or leases each individual
unit, what maintenance has been performed on that unit, what service is due,
and how much profit each unit has generated for your company.

About This Manual

This manual is designed to help you set up and get started on the serialized
application. It contains all the information you need to start practicing or to
start using the Serialized application for business transactions. We recom-
mend that you read this entire introduction before you get started.

The chapters in this manual include instructions on changing Serialized pa-
rameters, as well as a detailed description of each parameter. A list of all seri-
alized files is in the appendixes, as well as a description of the contract for-
mats you can use with the Serialized application. If you need more detailed in-
structions on any of the processes in the Serialized application, see your online
documentation.

Setting Up the Serialized Application

Getting started is one of the most important tasks of running a successful deal-
ership. Before you can actually use Serialized for business transactions, you
must set up the Serialized parameters, design your contract types, and add
your previous records to Serialized.

To help you set up your application, we’ve included a checklist with each of
the screens and the steps to perform to get started. For details, see the heading
Checklist of Setup Procedures.

Navigating Serialized

The Serialized application is designed to help you quickly move from one
window and tab to the next, while displaying basic information about a par-
ticular serialized item.

The Machine Master Menu

Serialized includes many windows. Select the window to access from the Ma-
chine Master Menu, with one exception. To place serialized orders, you access
the Order Entry window and select Serialized from the Order Style drop
down list box.
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When you first
receive your
system, a
beginning system
number and call
number are not set.
You must go to the
(EZ1S) Serial
System Parameters
screen and enter a
beginning system
and call number in
both the Next Call
# and Next System
# fields. For
example, you could
enter 10 as your
beginning system
number and 100 as
your beginning call
number. For details
concerning the
(EZ1S) screen, see
Chapter 3:
Setting Global
Serialized
Parameters.
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The Machine Master Menu works like the DDMS Master Menu. It’s divided
into several icons, including Serialized databases, contract information, and so
forth. To open a window, simply double-click the icon.

Serialized Databases

In Serialized, each machine has its own record in the Serial Item database.
These records display in the Machine Detail window.

When you first purchase and receive items in the Purchase Order Entry win-
dow, the system automatically assigns these items to the Serial customer that
you set up in the Customer window. After you sell the item to a customer, the
system automatically transfers the item to the customer and updates the Ma-
chine Detail window with the sale information. This window also provides
basic information about the item, including the vendor from whom it was pur-
chased and the purchase price and date.

In addition to the Serial Item database, Serialized includes several other data-
bases:

¢ Customer Machines tab. This tab displays information from the
Customer database. It also displays information specifically for se-
rialized, such as the territory code and service times.

¢ Salesperson Technician tab. This database contains information
about your technicians, order-writers, and salespersons. (Only
those technicians set up in the Salesperson Technician tab can be
dispatched on service calls.)

e Contract Detail window. This database contains records for each
service contract. These contract records include the terms of the
contract, such as meter information. They're set up so you can
easily generate billings, monitor preventive maintenance, track
and bill meters, and track profitability.

System and Subsystem Numbers

Before getting started, you should have a clear understanding of the difference
between a system and a subsystem number. Every unit has a serial number,
which you can use to retrieve information about the unit in most Serialized
screens. The serial number is the manufacturer’s identifying number, which is
usually stamped or engraved into the unit or on a plate attached to the unit.

Each unit also has a system number, and some have subsystem numbers. The
combination of system and subsystem numbers is the primary key, or unique
identifier, for each unit. There are never any duplicates of that combination in
the Serialized database.



The machine
identification
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used as the system
number.
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The system number can identify either a unique unit or a unique group of
units, such as a computer, monitor, keyboard, and printer that are grouped to-
gether at a particular workstation. If the system number identifies a unique
unit, the subsystem number is not used. If the system number identifies a
unique group of units, however, the subsystem number identifies each indi-
vidual unit within that group, so that each unit has a different subsystem
number.

Suppose a group of units includes a computer, monitor, keyboard, and printer.
The system number for the entire group could be 10, and the subsystem num-
ber for each unit within the group would be different. The computer itself
might be system number 10, with no subsystem number. The keyboard would
be system number 10 and subsystem number 02, and the printer would be sys-
tem number 10 and subsystem number 03.

When you purchase a unit for your Serialized inventory, you must enter that
unit’s serial number into the database and assign a unique system number.
This lets you track each unit individually from the time it enters your stock-
room. You assign these numbers when you receive the serialized items in the
Purchase Order Entry window. You can also assign system numbers when
you manually add serial items through the Machine Detail window. In addi-
tion, you can assign a system number when logging a call in the Work Orders
window, and when selling a serial item through the Serialized Order Entry
window.

Serialized Applications

In addition to these databases, Serialized also includes several applications:

¢ Call logging in the Work Orders window. In this window, you
can quickly log and dispatch your service calls.

¢ Call monitoring in the Machine Monitor window. The Machine
Monitor Calls tab lets you view all your existing calls and your
call responses, while the Machine Monitor Schedule tab lets you
monitor your technicians” work schedules.

¢ Serialized Order Entry in the Serialized Order Entry window. In
this window, you can sell machines and contracts.

¢ Contract, meter, and lease billing in the (EZY) Serial Maintenance
Report Selection screen. This screen can greatly automate your
billing process.

Serialized Flexibility

The Serialized application is designed to offer you tremendous flexibility. For
example, when logging calls in the Work Orders window, you can retrieve a
serialized item using its system number, subsystem number, serial number,
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item number, or item description. Similarly, you can retrieve a customer
record in a number of other ways: by account number, by phone number, or
by zip code.

Another important benefit of the Serialized application is that you can custom-
ize it to fit your business. You do this by setting parameters.

Customizing the Serialized Application

The serialized application provides a number of parameter screens to auto-
mate procedures and increase efficiency. For example, you can customize the
information that appears on your call monitor. You can specify that the system
display the calls by time and date, or by priority order. You can also set up the
call monitor to display the customer’s shipping address instead of the billing
address. You can customize the serialized application using the following :

e (EZ1S) screen

¢ (EZ10) Serial Order Entry Parameters screen

¢ (EZ1M) Serial Monitor Parameter screen

¢ (EZ1L) Serial Log In Parameters screen

e (EZ1]J) Serial Workorder Journal Parameters screen.

Unlike other DDMS parameter screens, the Serialized parameter screens in-
clude no preset options: all the fields in the parameter screens are blank when
you first receive the system. However, there are default settings. This means
that even if you leave the parameters blank, they react in some way.

For example, if you do not specify a printer to use for workorders, they print
on the P9 printer. If you do not specify the number of copies, only one prints.

For this reason, we recommend that you view the Serialized parameters to de-
termine whether they meet the needs of your business as part of your getting
started procedures.

Flagging Suspect Meter Readings

You can set an alarm to alert you when you enter an incorrect meter reading.
The meter reading for each machine is automatically calculated, using an esti-
mate of the clicks a copier uses per day. By entering an allowed variance, you
are alerted when an unusual number of clicks have been used.

For example, if you specify a variance of 25 percent, each time you enter a
meter reading, the system checks to see if the new reading fits with the rate of
use. If the new reading is 25 percent more or less than the existing reading,
you're alerted that you've entered a suspect meter reading.

You can also specify whether to calculate suspect meter readings based on
current or average monthly volume readings.
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About Codes

Service codes, territory codes, and qualification codes are another time-saving
feature of the Serialized application.

About Service Codes

Service codes are one- or two-digit user-defined codes used to separate and
track serialized inventory service history. You enter service codes when you
log and complete service calls in the Work Orders window. There are five dif-
ferent types of service codes:

e Call codes

¢ Problem codes
* Reopen codes
¢ Solution codes
e Transfer codes.

When you log service calls, it is important that you code the call to distinguish
its priority, to specify the time frame in which it must be accomplished, or to
indicate how the call was resolved. By using codes for commonly occurring
problems and their solutions, you can significantly reduce the time you spend
logging and responding to service calls. For this reason, we strongly recom-
mend that you use call, problem, and solution codes to automate text entry for
your calls. If you design these codes carefully, many of the calls you generate
require little or no typing — the code descriptions provide all the necessary in-
formation. In addition, since you can sort and limit by service codes, you can
print reports listing only a particular type of call. This lets you easily track
your service calls.

About Territory Codes

You can use territory codes to divide the geographical regions that you sell
and service into smaller areas called territories. Once you set up territory
codes, you can group your customers by codes. You can also assign each of
your technicians a territory code. By assigning your customers territory codes,
you can determine how many technicians to assign any given area. For ex-
ample, rural locations may require fewer assigned technicians, while con-
gested city areas may require more.

Obviously, territory codes can help you increase efficiency and profitability in
many ways. Since both the customer’s and technician’s territory codes appear
when you dispatch service calls, they help the dispatcher determine which
technician to send on which calls. They can also help you determine the travel
rates you charge for service calls based on the territories you service. For ex-
ample, you may charge congested areas a higher travel rate due to traffic de-
lays, parking fees, and so forth.

ix
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About Qualification Codes

Qualification codes identify the different types of service that your customers
require, and the technician who is best qualified to perform the service. For ex-
ample, you might have one or more qualification codes set up for copiers and
another set of codes for printers. Once your qualification codes are set up, you
assign the codes to your technicians. This helps you quickly identify their skill
levels and their experience working with particular types of equipment. In ad-
dition, when you dispatch calls, the system provides a list of the four techni-
cians most qualified to take a particular call. You can quickly assign an avail-
able technician from the list without searching through all the technicians in
the database.

Generating Preventative Maintenance Calls

The Serialized application can automatically generate preventive maintenance
(PM) calls for all your contracts. Since there are several fields that let you set
the defaults for PM calls, you can set the frequency for PM calls in several dif-
ferent ways.

* You can base your PM calls on a set period of time (once a month,
for example).

* You can base your PM calls as a set period of time or as a number
of clicks for each meter record in a contract.

¢ In addition, you can set the number of clicks between PM calls for
each model in your inventory. However, you can only set the
clicks between PM calls for each contract type or for each model,
not both.

About Contracts

The Serialized application includes several windows, tabs and dialog boxes to
help you set up your service contracts:

¢ Contract Types window

Contract Types Lease tab

Contract Types Departments tab

Contract Types Service Rates tab

Contract Types Renewals tab

Item Machine dialog box

(EZ1B) Serial Contract/Meter Billing Parameters screen.

To automate the process of using contracts, you first set up the contract types
in the Contract Types window. Set up a contract type for each type of service
that you provide, including leases, rentals, loaners, and so forth. A contract



Introduction

type holds the default settings for a particular type of contract. For example,
the contract type for rentals holds all the default settings for a rental contract.
These defaults provide the basic guidelines for a rental.

You can also set up universal contract types. Universal contract types set de-
fault service rates for items that aren’t covered by a specific contract. To set up
universal contracts, you first set up the records in the Contract Types window.
Then you specify the universal contract names in the Universal Contract boxes
in the Serialized Order Entry window.

You can also set up parameters for your lease contract types in the Contract
Types Lease tab. Set up the billing frequencies, billing amounts, billing depart-
ment, and buyout options for your lease contracts.

To divide the income from your contracts into separate departments, use the
Contract Types Departments tab. This tab lets you break out your income into
10 different departments.

After you set up all your contract types, you can link the contract types to your
serialized items (models). To do this, you assign the contract types to the mod-
els in the Item Machine dialog box. Using the earlier example, you would as-
sign the contract type for rentals to all models that you rent. You can assign
different contract types to each model. For example, you may have models
that you rent, demonstrate, and lease.

After you link the contract types to your items, you can use contract types to
sell contracts through the Serialized Order Entry window. When you sell a
contract, the contract type, together with the settings in the Item Machine dia-
log box, provide the default terms for the contract. Nearly all of these default
terms can be changed when you complete the sale. Changing these defaults
lets you customize each individual contract. Once a contract is sold to a cus-
tomer, the system automatically adds a contract record in the Contract Detail
window:. If the contract includes meters and you enter meter information, the
system also adds a record for each meter in the Contract Detail Meter tab.

Once all your basic contract types are set up, you can specify default labor and
travel rates for each contract type. You specify these parameters in the Con-
tract Types Service Rates tab.

Getting Started

Before you can practice using the Serialized application, you must enter exist-
ing information about the customers, machines, and contracts that you already
have. The (EZ+S) Serial Setup screen makes this process easier. Instead of ac-
cessing each screen separately, the (EZ+S) screen lets you enter related infor-
mation in several different screens at once. Before using the (EZ+S) screen, be
sure that you have performed all the steps listed in the Checklist of Setup
Procedures, later in this Introduction.

xi
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Practicing with Serialized

There will be fewer errors and less frustration if employees practice using
Serialized before using it for daily business operations. It’s particularly impor-
tant to practice logging and dispatching calls. Although these applications are
fast, powerful, and easy to use, they provide such a wealth of options that you
need to practice to feel comfortable with them.

If you are not already live on Order Entry, you can also practice selling serial
items and contracts.

If you are live on Order Entry, you can practice selling serial items and con-
tracts by setting up a practice location. To do this, go to the (L&) Global Mas-
ter Parameters screen and create a separate parameter record for the practice
location. In the Volume Serials portion of this screen, set all volume serials to
a spare work unit, with two exceptions: the system and report writer volume
serials should remain on the system residence volume serial, SR.

In the (LG) Order Entry Parameters screen, create a separate parameter record
for the practice location. In the Invoice# field, specify a beginning invoice
number that does not conflict with your real invoice numbers. For example, if
your real invoice numbers begin with 1000, set the Invoice# field for the prac-
tice location to 1. This gives you invoice numbers from 1 to 999 as practice in-
voices.

Understanding Serialized Files

Several files store Serialized information. These files are stored on the volume
serial specified in the Serial field in the (LO) screen, with the following excep-
tions:

PARAMETERS This file is stored on the volume serial that is specified as the
system residence.

Z-5-AUX This file is stored on the volume serial specified in the Sales-
man field in the (LO) screen.

C-ZIP This file is stored on the volume serial specified in the Cus-
tomer field in the (LO) screen.

Familiarity with these files can prevent errors or help you troubleshoot any er-
rors that may occur. Each file is listed below, along with the function it serves.

;SYS Stores update and inquiry passwords for the Serialized appli-
cation. This information is displayed in the (EZX) Serialized
Program Security screen.

PARAMETERS Stores system parameters. The system updates this file when
you perform the (M)[A] Daily Backup procedure.



C-ZIP

P-MASTER

Z-A-KEYS

Z-A-SUPP

Z-AUX

Z-C-METER

Z-C-RATES

Z-C-RECAN

Z-C-SUPP

Z-C-TIME

Z-C-TYPES

Z-CALLS

Z-CBACK
Z-CODES

Z-CON-AUX

Z-CONSUP
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Links the customer’s record to their zip code, so you can re-
trieve the customer’s record by zip code in the Workorders
window.

Stores open and complete orders before they are flushed to
the sales journal during the (M)[A] procedure.

Contains supplemental files when used as a master file for
call history reports, which display in the (EZZ) Serial Selec-
tors screen.

Stores the service type, temporary shipping address, P/O
number, closing order-taker, and call number for calls you
log in the Workorders window.

Stores information about the calls you log in the Workorders
window regardless of the call’s status.

Stores the meter parameters for contract types from the Con-
tract Types Meters tab.

Stores the labor and travel rates for contract types. This infor-
mation appears in the Contract Service Rates tab.

Stores the renewal information for contract types from the
Contract Renewals tab.

Stores information about department income breakouts from
the Contracts Type Departments tab and the Contract Types
Lease tab.

Stores contract time block information from service
workorders.

Stores the parameters for contract types, excluding meters,
which are displayed in the Contract Types Types tab.

Stores calls that have not been dispatched, which display in
the Machine Monitor window.

Stores call backs in the Machine Monitor window.

Stores the service call code descriptions from the Machine
Tools Call Codes tab.

Stores extended contract history information from the Con-
tract Detail History tab. This file is also updated when you
perform the (M)[A] procedure.

Stores information about department income breakouts by
machine.

xiii
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Since these files are
more likely to
contain real
information than
those for call
logging, time
tracking, and meter
billing, we briefly

describe each ﬁle.
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Z-CONTRA

Z-CUSINDEX

Z-CUST

Z-D-HIST

Z-D-INDEX

Z-DEFAULTS

Z-DEFERRED

Z-DEPREC

Z-EXCEPT

Z-FYI

Z-INDEX

Z-INFO

Z-ITEM
Z-ITMINDEX

Z-JOURNAL

Contains master contract information from the Contract De-
tail Contract tab.

Links serial items to the customer’s name or account number,
so you can retrieve the item using the customer’s name or ac-
count number.

Contains Serialized customer information, such as the
customer’s territory, time zones, service times, and so forth.
This information comes from the Customer Machines tab.

Stores monthly entries made in the lower portion of the Con-
tract Detail Deferred Inc tab.

Stores calls by date in the Workorders window. The system
also uses this file to print history reports through the (EZY)
Serial Maintenance Report Selection screen.

Stores item information that is set in the Item Machine Gen-
eral tab.

Stores deferred income information, excluding monthly en-
tries. This information comes from the Contract Detail De-
ferred Inc tab.

Stores depreciation information from the Machine Detail De-
preciation tab.

Stores information concerning changing a call code, deleting
a call, or changing the technician assigned to a call in the
Workorders window and the Machine Monitor window.

Stores the FYI lines for the calls you log in the Workorders
window. These lines contain user-defined text that you enter
while logging calls.

Links service calls to the call number, and links calls to sys-
tem number. This lets you retrieve calls by call number and
system number in the Workorders window.

Stores location information which displays in the Location
box in the Machine Detail Master tab.

Stores information for uncataloged items.

Links serial items to the item number, so you can retrieve the
item using the item number.

Stores the service workorder journal information. This jour-
nal contains information about invoiced service workorders,
including information about the invoice, the machine, the
technician, use tax, service type, parts and supplies, and so



Z-L-ITEMS

Z-LEASE

Z-LIMITS

Z-M-AUX

Z-M-BILL

Z-M-COUNTS

Z-M-KEYS

Z-MASTER

Z-METER

Z-NOTEPAD

Z-NUMBERS

Z-PARTS

Z-QLFS

Z-REMARKS

Z-RENEWALS
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forth. This information is used to print serialized item journal
reports in the (EZY]) Workorder Journal Report Selection
screen.

Stores information about machines you lease and the acces-
sories to the machine.

Stores machine leasing information from the Contract Detail
Lease tab.

Stores each technician’s preferred limits for the Machine
Monitor window. This information is displayed in the Sales-
person Monitor Limits dialog box.

Stores meter history, which is displayed in the Contract De-
tail History tab. This file is also updated when you perform
the (M)[A] procedure.

Stores meter readings in the (EZV) Serial Meter Maintenance
screen.

Stores meter readings for the last 10 service calls in the Con-
tract Detail Meter tab.

Stores information used for meter reports printed in the
(EZZ) screen.

Contains master serial file information, which stores system,
subsystem, and serial numbers and links the item to its cus-
tomer. This information comes from the Machine Detail Mas-
ter tab.

Contains master meter information, which stores the terms
for each meter contract. This information comes from the
Contract Detail Meter tab.

Stores notepad text from the Workorders window.

Stores information about the last 10 calls logged in the
Workorders window.

Stores critical part information from the Item Machine Criti-
cal Parts tab.

Stores descriptions of technician qualification codes from the
Machine Tools Qualification tab.

Stores contract remarks from the Contract Detail Contract
tab.

Stores contract renewal information when renewing in the
(EZU) Serial Contract Maintenance screen.

XV



DDMS Serialized Setup Manual

xvi

Z-RSPNS

Z-S-AUX

Z-SCHEDULE

Z-SERINDEX

Z-SUPP

Z-T-RECAP

Z-T-TOTAL

Z-TNF-EXCP

Z-TERR

Z-TIMES

Z-TOTALS

Z-TRANS
Z-TRANSFER

Z-TYPES
Z-U-INDEX

Stores dispatched calls and call backs before the call back
time, which display in the Machine Monitor window.

Contains technician information from the Salesperson Tech-
nician tab.

Stores assigned and dispatched calls by technician number,
which are displayed in the Machine Monitor Schedule tab.

Links serial items to the serial number, so you can retrieve
the item by the serial number.

Stores machine Shipto information from the Machine Detail
Other tab. This file also stores umbrella system numbers
from the Machine Detail Other tab.

Stores technician information for each call, including work
and travel time, miles billed and paid, and so forth, from the
Tech Recap tab.

Stores technician information from the Tech Totals tab.

Stores transfer exceptions. These occur when you override
the default on-hand quantity in the Item Transfer dialog box.

Contains territory descriptions from the Machine Tools Terri-
tories tab.

Stores times and dates for call login, dispatch, completion,
and so forth, in the Workorders window.

Stores the time totals for each call (work time, travel time,
and so forth) from the Workorders window.

Displays transferred calls in the Machine Monitor window.

Stores completed inventory transfers that are made in the
Item Transfer dialog box.

Stores service types from the Machine Tools Service Types tab.

Links umbrella system numbers to the machines that the
contract covers.

About Going Live

When you have practiced enough to be comfortable with the Serialized appli-
cation, you're ready to go live, and use it for real business transactions.

Before going live, you need to delete the files with the practice transactions

you created.

Note: Before deleting any files, back up the unit containing your serial files.
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For details concerning going live and deleting files, contact the DDMS Train-
ing Department at www.ddms.com.

Checklist of Setup Procedures

The checklist shown below summarizes the steps for getting started with
Ensite Pro’s Serialized application. It has been divided into six parts:

e Part 1: Database Records

Part 2: Parameters
Part 3: Codes and Technicians
Part 4: Contracts

Part 5: Renewals
¢ Part 6: Getting Started.

The checklist provides a complete overview of setting up your Serialized sys-
tem. Please use this checklist as a guide to help you perform the correct steps. Op-
tional steps are noted on the checklist with an asterisk (*). All other steps must
be performed before using Serialized. Information for performing these steps
can be found in the corresponding chapters in this manual.

As you complete each step, be sure to mark the box beside it. Optional steps
can be set up later after you begin practicing.

Part 1: Database Records

Set up essential database records in the following:

|:| 1 Create the Serial customer record in the Customer window. You
use the Serial customer to maintain records for in-stock serialized
inventory items. For details on setting up the Serial customer
record, see Chapter 1: Setting Up the Serial Customer .

[] 2 Setup serialized items in the Item window. To use an item with
the Serialized application, you mark the item with either a Y (for
serialized items), P (for serialized items that you bill as parts), or X
(for non-serialized items that you bill as parts). For details, see
Chapter 2: Setting Up Serialized Items.
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Part 2: Parameters
Set up essential parameters in the following:

[]

[]

3

Set up parameters in the (EZ1S) screen. Many of the fields in this
screen let you set global parameters that customize the Serialized
application. For details, see Chapter 3: Setting Global Serialized
Parameters.

Set up parameters in the (EZ10) screen. These parameters let you
customize the Serialized Order Entry application. For details, see
Chapter 4: Customizing Order Entry.

Set up parameters in the (EZ1M) screen. The fields in this screen
determine the call information that appears in the Machine Moni-
tor. For details, see Chapter 5: Customizing the Call Monitor.

Set up parameters in the (EZ1L) screen. These parameters let you
specify the information that you view when logging calls. For de-
tails, see Chapter 6: Customizing Logging Calls.

Set up parameters in the (EZ1]) screen. The fields in this screen let
you create a workorder journal. This journal stores all the service
workorder usage and activity information about your machines.
Secondly, if you don’t pay sales tax on service contracts, but do
pay tax on parts used to service machines, you also need to set up
the (EZ1]) screen. For details, see Chapter 7: Setting Up
Workorder Journal Parameters.

Set up parameters in the (EZ1T) Serialized Parameters screen. The
tields in this screen let you specify the general ledger accounts to
use for your serialized information. By specifying accounts, you
can easily track your service department’s performance. You can
also use this screen to specify information for your machine trade-
ins. For details, see Chapter 8: Setting Up Other Serialized Pa-
rameters.

Set up parameters in the Machine Disposition Parameters dialog
box. This chapter describes the parameters you use to set up Ma-
chine Dispositions. When final-receiving machines in Purchase
Order Entry, you can assign dispositions to each machine. You
can also specify default dispositions for rental, demo, and loaner
returns. You must set up parameters before using the machine
disposition features. For details, see Chapter 9: Setting Up Ma-
chine Disposition Parameters.
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Part 3: Codes and Technicians
Set up essential codes in the following:

[]

[]

10

*11

*12

*13

14

Set up service codes in the Machine Tools Call Codes tab. You use
service codes to separate and track serialized inventory service
history. For details, see Chapter 10: Setting Up Call Codes.

Set up service types in the Machine Tools Service Types tab. Ser-
vice types help you classify your service calls by the type of ser-
vice you perform. For example, you might set up one service type
for warranty work, another for contract work, and another for
non-contract work, and so forth. If you don’t plan to use service
types, you can skip this step. For details, see Chapter 11: Setting
Up Service Types.

Set up territory codes in the Machine Tools Territories tab. Terri-
tory codes divide the geographical regions that you sell and ser-
vice into smaller areas. For details, see Chapter 12: Setting Up
Territory Codes.

Set up qualification codes in the Machine Tools Qualifications tab.
You use qualification codes to identify the different types of ser-
vice that your customers require and the technician who is best
qualified to perform the service. For details, see Chapter 13: Set-
ting Up Qualification Codes.

Once all your codes are set up, you can assign them to your tech-
nicians and create your technician database records. You do this
in the Salesperson Technician tab. Only personnel that are desig-
nated as technicians through the Salesperson Technician tab can
be dispatched on service calls. For more information, see Chapter
14: Setting Up Technicians.

Part 4: Contracts

Set up your contracts in the following;:

[]

[]

15

Set up your contract types in the Contract Types tab. Contract
types hold all the default settings for a particular type of contract.
For details, see Chapter 15: Setting Up Contract Types.

*16 Set up your lease contracts in the Contract Types Lease tab. In this

tab, you can specify the default settings for your lease contracts. If
you don’t sell leasing contracts, you can skip this step. For details,
see Chapter 16: Setting Up Lease Contracts.
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[] *17 Set up your department breakouts in the Contract Types Depart-
ments tab. This tab lets you break out the income from your con-
tract, meter, and lease billings to up to 10 different general ledger
departments, instead of just one. If you plan to post the income to
only one department, you can skip this step. For details, see
Chapter 17: Setting Up Contract Type Departments.

[] 18 Customize your serial pick tickets and invoices in the Contract
Types Order Entry tab. Each box in this tab lets you print specific
information on the ticket. You should also set your billing param-
eters in the (EZ1B) screen. See Chapter 18: Customizing Tickets
and Billings.

(] 19 Set up the Item Machine General tab. After you set up all your
contract types, you can link the contract types to your serialized
items (models). You can link each model to as many as 10 differ-
ent contract types. For example, you may have a different contract
type set up for each model that you sell, rent, lease, and loan. For
more information, see Chapter 19: Linking Items to Contract
Types.

[] 20 Set up labor and travel rates in the Contract Types Service Rates
tab. When you sell the customer the contract in the Serialized Or-
der Entry window, you can indicate whether the customer or the
contract is charged for travel and labor. The system then calcu-
lates the travel and labor charges for the workorder. You should
set up labor and travel rates for each service contract you have.
Even if you do not bill the customer for labor and travel, all labor
and travel costs are assigned to the contract. This lets you accu-
rately monitor and track the actual cost and gross profit figures of
your contracts. For details, see Chapter 20: Setting Labor and
Travel Rates.

Part 5: Renewals

] 21 Set renewal parameters for each contract type in the Contract
Types Renewals tab. See Chapter 21: Setting Up Contract Renew-
als.

[] 22 Set your general renewal parameters in the (EZ1B) screen. See

Chapter 22: Customizing Renewal Billings in (EZ1B).

XX
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Part 6: Getting Started

|:| 22 Enter existing information about your customers, machines, and
contracts in the (EZ+S)screen. You can use this screen to enter re-
lated information in several different screens at once. For details,
see Chapter 23: Quickly Adding Serial Records.

[] *24 Decide if you want to password-protect specific screens in the Se-
rialized application for system security. If you assign passwords
and give them only to responsible personnel, you can prevent un-
authorized individuals from viewing or changing confidential
business information. You set up serialized screen passwords in
the (EZX) Serialized Program Security screen. If you are not set-
ting Serialized passwords, you can skip this step. For details, see
Chapter 24: Setting Passwords (Optional).

[] *25 You should set up a terminal for use with the Serialized applica-
tion. If your terminal is set up correctly in the (L1) Terminal and
Tickets Parameters screen, when you receive or sell serialized
items, you are prompted for the system and serial numbers. For
details, see Chapter 25: Setting Up Your Terminal.

|:| *26 Catalog Serialized selectors in the (EZ5) Serialized Standard Re-
ports screen. Once they are cataloged, the reports appear in the
(EZZ) screen. If you don’t catalog any report selectors, you can
skip this step. For details, see Chapter 26: Cataloging Serialized
Reports (Optional).

(] 27 Practice using the Serialized application. See Practicing with Seri-
alized in this introduction.

xxi
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Part 1: Database Records

This part explains how to set up the Serial customer in the Customer Master
tab and how to set up your serialized items in the Item window. Before you
can begin practicing on the Serialized application, you must create or modify
existing database records.

You use the Serial customer to maintain records for in-stock serialized inven-
tory items. Serialized items are assigned to this customer when they are pur-
chased or returned. By assigning items to the Serial customer, you can easily
determine which items are on-hand and available for sale. For details, see
Chapter 1: Setting Up the Serial Customer.

To maintain a Serialized Inventory database, each serialized item must be set
up in the Item window. Serialized items are items that may be very similar in
model or style, but must be treated as individual units. To use an item with
the Serialized application, you mark the item with either a Y (for serialized
items), P (for serialized items that you bill as parts), or X (for non-serialized
items that you bill as parts). You do this using the Serial box in the Item Set-
tings tab. For details, see Chapter 2: Setting Up Serialized Items.
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Chapter 1: Setting Up the Serial Customer

For details on
printing the
Monthly Customer
Usage and
Quarterly
Customer Usage
reports, refer to

your online helE.

Figure 1:
Clearing the
Next Customer #
field in the (LA)
Screen

You can use the Serial customer to maintain records for in-stock serialized in-
ventory items. You set up the Serial customer in the Customer window. Serial-
ized items are assigned to this customer when they are purchased or returned.
By assigning items to the Serial customer, you can easily determine which
items are on-hand and available for sale. Once the item has been sold to a cus-
tomer, the Machine Detail Master tab is automatically updated with the sale
and customer information.

If you have items that you loan, rent, or use as demo items, you can set up de-
partments for the Serial customer record. By creating a separate record for
each department — one for loaner, rental, and demo items — each is sepa-
rately tracked and accumulates item history, and departmentalized usage re-
ports can be created. Therefore, you can monitor any loaner, rental, and demo
items separately from the serialized items that you sell.

When setting up the Serial customer, you must assign the account number
manually. To disable the auto-assign feature:

1 Inthe (LA) Customer And A/R Parameters screen, type C in the Action
tield. See Figure 1.

2 Inthe G/L Location field, enter the location or press Tab to accept the
default.

3 Tab to the Next Customer # field. Note the number and save it for later.

10:20:51 (LA) Customer And A/R Parameters 07/14/98 \\
Action [I] (C-Change, I-Inquiry, 1-Sales, 2-A/R ) G/L Location [ 1]
Next Customer # Save Changes °?N Swap Name ?Y
Inc/Exc In (B) ?I From ? To ? From ? To ? Add In (B) Y/N ?N Status ?A
Inc/Exc In (G) ?I From ? To ? From ? To ? Add In (G) Y/N ?N Status ?A
—————————————————————————————— PAESENOIRDE =====================================
Reindex ?DDMS Release ?DDMS Purge ?DDMS EOM ?DDMS EOY ?DDMS
Delete ?DDMS Credit Card ? Mask Inquiry °?N

Monthly Usage From ?M To ?M Quarterly Usage From ?Q To ?Q

Print Copies With Original Invoice Y/N ?Y

In O/E on Customer Query, Display Shipto Address instead of Billto Y/N ?

In Gateway Set Shipto Name to ? (A-Add. Name, C-Add. Contact, S-Shipto Contact)
Set Dept Name to ? (B-Billto Name, A-Add. Name, C-Add. Cont., S-Ship Cont.)

Keep Service Quality Statistics for Customer Status : [ ] to [ 1 + [, , , , ]
Locs.to Exclude from Service Quality Statistics [ ] to [ 1 + [ , ., , ., 1
National Drop Ship Route [ 1
Auto Bill Invoices: Print, Fax, Neither P/F/N ?N Formats: Invoice : Fax :
Sort Order ?N (#-Customer Nbr, N-Customer Name, R-Route, Z-Zip Code)

[ S J
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You use the Next 4 Space through the number in the Next Customer # field.
Customer # fi ?ld fo 5 DPress Enter to return to the Main Menu.
automatically
assign account Note: Changing information in the Next Customer # field is a dedi-
numbers. However, cated procedure. Make sure no one is adding customer records at
since you are another terminal until this procedure is complete.

setting up a special

record, you st Getting Up the Serial Customer in Ensite Pro

assign the account
numbers yourself.

1 In the Ensite Pro Master Menu, double-click m .

Custommer
2 In the Customer Master tab, click 7.

In the Acct # box, type SERIAL.

4 In the Name box, enter a unique name for the Serial customer, such as
SERIAL INVENTORY. See Figure 2.

5 Click the Order Entry tab. In the Status OE box, enter a status code to ex-
clude the Serial customer from being selected in the Accounts Receiv-
able Posting window. (Since items assigned to the Serial customer repre-
sent your in-house stock, you would not access the account in the Ac-
counts Receivable Posting window — you would never receive a pay-
ment from yourself.) This prevents posting transactions to this account
by mistake.

# Customer: SERIAL { ) INSTOCK SERIALIZED INVENTORY - O] x|

J File Wiew Help
c>h DEX A=l ogEwd s v A
-
Figure 2: Setting Master T Shiptosdttention T Buyers/Manifest T Order Entry T Credit T M achines
i Acct #: SERIAL Dept: Dept. Name:
Up the Serial . [
Customer in the ~ Eilling &ddress Salesperson 1:| i
Customer Name: ||ty STOCK SERIALIZED INVENTORY
A Salesperson 2: | Jl
Window Address: I
— Additional Mame and Contact
I Mame: |
Ciy: |KELLEF| Contact: | Type ? I_
St [T Zip: | 76039 Route: [~ Fegian: Area: |
Ertry Date:|‘|1;’|:|5;'93 Statuz: & Sic:l Group:l Lise I
Phone: |g17‘. ; Fa: | - Remarks
E -k ail: |
Cateqory 1 | 2:| 3:| 4:|
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Chapter 1: Setting Up the Serial Customer

You do this by setting up a range of status codes to exclude in the Inc/
Exc In (B) From/To field in the (LA) screen. Once you set up a status
code to exclude, you can assign it the Serial customer. For example, if
you specify E as a status code to exclude in the (LA) screen, you would
enter E in the Status OE box.

6 Click [ to save your changes.
7 If you removed the number from the Next Customer # field in the (LA)

screen when you started setting up the Serial customer, follow these in-
structions to replace it now:

Step 1: In the (LA) screen, type C in the Action field.

Step 2: Tab to the Next Customer # field. Enter the number you noted
previously and press Tab.

Step 3: Press Esc to return to the Main Menu.

Setting Up a Department

1 Double-click (ﬁ .

Custamer

2 Select the Serial customer account.

3 Click the Dept box and specify the type of department to set up. For ex-
ample, if you are adding a department to track serialized items that you
loan, you could enter LOAN in this box. Likewise, to set up a depart-
ment to track rental or demo items, you could enter RENT or DEMO.

4 When you finish, click [gj to save your changes.

Note: Besides manually loading your customer information, you can send
your Customer database information to O/PUS to be converted.
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Chapter 2: Setting Up Serialized Items

Setting Up Serialized Items

To maintain a Serialized Inventory database, each serialized item must have a
record set up in the Item window. Serialized items are items that may be very
similar in model or style, but must be treated as individual units.

Setting up your Inventory database for Serialized involves:

1

4
5

Adding an inventory record for any items not currently in your data-
base in the Item window.

Marking new items as serialized.

Marking existing items as serialized, if you use them in the Serialized
application.

Setting up a generic item for service items that you don’t carry.

Seting up the Umbrella serialized item.

Note: For detailed instructions on setting up and changing items , see your

online documentation.

Adding New Serialized Items

Add any items to use for Serialized that aren’t currently in your database. This
includes parts.

Note: Besides manually loading your item information, you can send your

Item database information to O/PUS to be converted. Spot-check com-
monly sold items to make sure your database is complete and correct.

Double-click

Item

Click .

In the Number box, enter the item (model) number.
In the Company box, enter the company for this item.

Complete the boxes in the Item Master tab by entering the appropriate
information for this item. (For details, see your online documentation.)

When you complete the boxes in the Item Master tab, click the Item Set-
tings tab.
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7 Use the Serial box to designate an item as serialized, as shown in Figure
1. In the Serial box:

* Type Y to specify this is a serialized item.

* Type P to specify that this is a serialized item that is billed as a
part or an accessory item.

* Type X to specify that this is a non-serialized item that is billed as
a part.

8 Complete the remaining boxes in the Item window that are appropriate
to this item. (For box descriptions, see your online documentation.)

9 Click . to save your changes.

< Item:  MITA [MITA ] MITA COPIER

I
Figure 1: Setting
Up the Serial
Box in the Item

Settinas Tab
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Marking an Existing Item as Serialized

When your Inventory database was loaded, some copiers and laser printers
may have been added as inventory records. To mark them as a serialized item:

1 Double-click

Item

2 In the Number box, select the item to mark as a serialized item. For
help, see your online documentation.

Click the Item Settings tab.
4 In the Serial box:
¢ Type Y to specify an item as serialized.

¢ Type P to specify an item as serialized and that it is billed as a
part or as an accessory item.

¢ Type X to specity that this is a non-serialized item that is billed as
a part.

5 Click [ to save your changes.

Setting Up Generic Items

You set up a generic item for service items that you don’t carry. For example,
if you service copiers, set up a generic item record with Copier as the item
number and the item description. By setting up a generic record for the ser-
vice, you can avoid adding item records for specific model numbers.

To track generic items by specific manufacturer, you can set up generic items
using the manufacturer’s name as the company. For example, to track service
for Sharp, Xerox, and Cannon copiers, you can set up three separate records
with Copier as the item number and Sharp, Xerox, and Cannon as the com-
pany name. You could then print reports to monitor how much service you
are performing on these copier types.

1 Double-click

Item

2 Click [3.

3 In the Number box, enter a generic name, such as COPIER.

4 In the Company box, enter the manufacturer’s name, SHARP, for ex-
ample.
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5 Complete the boxes in the Item Master tab by entering the appropriate
information for this item. (For details, see your online documentation.)

6 When you complete the boxes in the Item Master tab, click the Item Set-
tings tab.

7 In the Serial box:
e Type Y to specity this is a serialized item.

¢ Type P to specify that this is a serialized item that is billed as a
part or an accessory item.

¢ Type X to specity that this is a non-serialized item that is billed as
a part.

8 Complete the remaining boxes in the Item window that are appropriate
to this item. (For box descriptions, see your online documentation.)

9 Click [ to save your changes.

Setting Up the Umbrella Serialized Item

Umbrella contracts let you cover several machines with a single contract. The
contract terms apply to all the machines that are covered. For example, if you
sell an umbrella contract for 60,000 clicks and the contract covers three copiers,
all three copiers” meter usage is checked when calculating overages. Before
you can use the umbrella feature, you must add the Umbrella item in the Item
window.

1 Double-click

2 Click [3.

3 In the Number box, type Umbrella.
4 Leave the Company box blank.

5 Enter any description that helps identify this as your umbrella item in
the Description box.

6 Click the Item Settings tab.

7 In the Serial box, type Y. There’s no need to complete any other boxes
for this item.

8 Click [ to save your changes.
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Part 2: Parameters

The Serialized application has many parameters to customize it to fit the way
your business. When you receive the system, no preset options are set. All the
tields are blank when you access a parameter screen. However, the fields do
have default settings. In other words, a field left blank still responds in some
way. For example, if you do not specify a default printer in the Prt fields in the
(EZ1S) Serial System Parameters screen, printer P9 is used. If you do not
specify how many copies to print in the Copies field in the (EZ1S) screen, the
one copy prints.

DDMS recommends that you view the default options in all the parameter
screens before using the Serialized application to determine whether the de-
fault settings suit the way you do business.

You set serialized parameters in the following screens:
e (EZ1S) screen
(EZ10) Serial Order Entry Parameters screen

(EZ1M) Serial Monitor Parameters screen

(EZ1L) Serial Log In Parameters screen

(EZ1]J) Serial Workorder Journal Parameters screen
e (EZI1T) Serialized Parameters screen.

Chapter 3: Setting Global Serialized Parameters describes the parameters in
the (EZ1S) screen and how to modify them. Many of the fields in this screen
let you set global parameters that customize the serialized application.

Chapter 4: Customizing Order Entry describes the serialized parameters in
the (EZ10) screen and how to modify them. These parameters let you custom-
ize the Serialized Order Entry application.

Chapter 5: Customizing the Call Monitor lists the parameters in the (EZ1M)
screen and how to modify them. The fields in this screen determine the call in-
formation that appears in the Machine Monitor screen.

Chapter 6: Customizing Logging Calls explains the serialized parameters in
the (EZ1L) screen and how to modify them. These parameters let you specify
the information you view when logging calls.

Chapter 7: Setting Up Workorder Journal Parameters describes the param-
eters in the (EZ1]) screen and how to modify them. The fields in this screen let
you create a workorder journal. This journal stores all the service workorder
usage and activity information about your machines. Secondly, if you don’t
pay sales tax on service contracts, but do pay tax on parts used to service ma-
chines, you also need to set up the (EZ1J) screen.
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Chapter 8: Setting Up Other Serialized Parameters describes the parameters
in the (EZ1T) screen. The fields in this screen let you specify the general ledger
accounts to use for your serialized information. By specifying accounts, you
can easily track your service department’s performance. You can also use this
screen to specify information for your machine trade-ins.

Chapter 9: Setting Up Machine Disposition Parameters describes the param-
eters you use to set up Machine Dispositions. When final-receiving machines
in Purchase Order Entry, you can assign dispositions to each machine. You
can also specify default dispositions for rental, demo, and loaner returns. You
must set up parameters before using the machine disposition features.
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(EZ1S) screen has
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the back of this
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use this page to
enter your
responses to the

ﬁields in this screen.

Figure 1:
Default Options
in the (EZ1S)
Serial System
Parameters
Screen
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Global Parameters

This chapter describes all the fields in the (EZ1S) Serial System Parameters
screen and gives you instructions for making changes to these fields. Many of
the fields in this screen let you set global parameters that customize the Serial-
ized application. For example, you can set up ticket formats and printers, be-
ginning serialized numbers, and system passwords. You can also use this
screen to enter the general ledger accounts you want to use for your serialized
information. By specifying accounts, you can easily track your service
department’s performance.

The (EZ1S) screen has no preset options. All of the fields will be blank when
you first access the screen. However, we recommend that you view the default
responses in this screen to determine whether they fit the needs of your busi-
ness. Begin by verifying whether the default settings for location 1 are suitable
for your business needs. (The default settings for location 1 are shown in Fig-
ure 1.) If one or more of the default settings are not acceptable, change them
using the [C] Change action code. (See the heading Changing the Parameters.)
When you have set the parameters for location 1, set up separate parameters
for each additional location that you run differently than location 1. If you do
not set up separate parameters for a particular location, the parameters set for
location 1 will be used.

/,7 (EZ1S)

Action IE (C=Change, I=Inquire, B=Back To EZ1) G/L Location [ 1]

Serial System Parameters ‘\

SYSTEM GENERATED NUMBERS:

Next Serial # 703 Basic Contracts Cost %
Next Call # 104312 Service Contracts Cost %
Next System # 2477 Meters Cost %
Next Transfer # 43 Labor Cost %

Add Customers in (A) Y/N ?Y Status ?U
Prompt OK To Exit Y/N 2N
SYSTEM TICKET FORMS AND PRINTERS:

Travel Cost

Update MTD Qtys When Transferring Y/N ?Y

Service Ticket Form :SWORKO Prt :P1 Use Projected Meter P/M Date Y/N ?Y
P/ M Ticket Form :SWORKO Prt :B: Use Projected Expiration Date Y/N ?N
Edit File Form :SWORKO Prt :P1 Number Of Days Before Next P/M #30

Contract Form Printer :P1 Copies # Percent Of Clicks Before Next P/M %

Update Exceptions Y/N ?Y Suspect Meter Reading 10% Use AMV Y/N ?
Set Order Writer Y/N 2N Calculate Next P/M's Using Completion Date Y/N ?
Enter System # First In Quick Ref. Window Y/N ?Y

Tax Trade-In Y/N ?N Tax Depreciation Period :Y

PASSWORDS: Z-Times?DDMS Call Date/Time?DDMS Purge?DDMS Eom/Auth.?DDMS Keys?DDMS
Reindex ?DDMS Delete ?DDMS Compress ?DDMS Accessories ?DDMS
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Since each item has
its own serial
number, we
recommend that
you leave the Serial
# field blank and
specify the serial
number yourself.
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Field Definitions

The following text describes each field in the (EZ1S) screen, as shown in Fig-
ure 1. These fields are listed in the order the cursor moves through the screen.

Next Serial #

Your response in this field determines the starting serial number to be as-
signed automatically by the system. Each serialized item in your serialized in-
ventory database must have a serial number. You can let the system assign se-
rial numbers or you can assign your own. Since the serial number is listed on
each machine, usually you will assign the serial number yourself. If you
choose to let the system assign serial numbers, enter the beginning number in
this field. You can enter up to 15 characters.

Serial numbers are assigned to serialized items when you receive them in the
Purchase Order Entry window. If the system assigns numbers, the number in
this field increases by one each time a serial number is assigned to an item.

Next Call #

Your response in this field determines the next call number that the system
uses when automatically assigning numbers to customer calls. Each call is as-
signed a unique call number. The system assigns call numbers when calls are
entered through the Work Orders window.

While you can enter a starting call number containing as many as nine charac-
ters, we recommend that you start with a small number, such as 100 or 1000.
The number in this field increases by one each time the system assigns a call
number.

Note: We recommend that you specify a call number in this field.

Next System #

Your response in this field determines the next system number to be assigned
automatically by the system. Each serialized item must have a unique system
number. You can let the system assign system numbers or you can assign your
own. If you leave this field blank, you must assign system numbers yourself. If
you specify a starting system number in this field, the number increases by
one each time a new system number is assigned to an item.

While you can enter a starting system number containing as many as nine
characters, we recommend that you start with a small number, such as 100 or
1000. (Since this is the number used to identify the machine when speaking
with the customer, smaller numbers are easier to use.) The number in this field
increases by one each time the system assigns a system number.

A system is a group of serialized items that you sell together. For example, a
computer system may include the CPU, a monitor, a keyboard, and a printer.
A copier system may include the copier, collator, and stapler.
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The parts that make up a system are called subsystems. In the copier example,
the copier, collator, and stapler would each be subsystems. When a system in-
cludes subsystems, all subsystems share the same master system number, but
each subsystem has a unique subsystem number. In the copier example, the
master record for the copier system would have a system number without a
subsystem number—1000, for instance. The system and subsystem numbers
for each part may look like this:

Copier System System Number | Subsystem Number
Copier 1000
Collator 1000 01
Stapler 1000 02

System numbers are assigned to serialized items when you receive them in the
Purchase Order Entry window. System numbers can also be assigned to serial-
ized items when manually adding serial items through the Machine Detail
window or when logging a call in the Work Orders window. They can also be
assigned when selling a serial item through Serialized Order Entry.

Normally, items exist in your inventory under unique master system num-
bers. When you sell a group of related items to a customer, you can assign the
same system number to all of the items, and give each item a unique sub-
system number. These items then make up a true “system.”

You can have a separate numbering system for each location. If a starting
number is assigned for a location, the system assigns system numbers sepa-
rately for that location. If a starting number is not specified for a location, the
system uses the number currently in the Next System # field in the parameters
for location 1.

If you choose to use a separate numbering system for each location, be sure
that the gap between starting numbers is large enough to prevent duplication
of numbers in the Next System # field for different locations. The system and
subsystem number together make up the key. These keys identify each indi-
vidual serial item and must be unique. To avoid duplication, we recommend
that you assign a starting number only for location 1, so that the same num-
bering system is used for all locations.

Next Transfer #

Your response in this field determines the starting transaction number for
stock transfers. Each stock transfer must have a number. If you enter a begin-
ning number in this field, you can let the system assign a transfer number or
you can assign the number. If you leave this field blank, the default is 1.
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Add Customers in (A)/Status
These fields do not apply to Ensite Pro.

Prompt OK To Exit
This field does not apply to Ensite Pro.

Service Ticket Form/Prt

You can use the Service Ticket Form field to specify the custom format you
want the system to use for work order tickets for general service calls. (Cus-
tom formats are created through Report Writer.) You can specify up to eight
alphanumeric characters. If you leave this field blank, the system uses a stan-
dard format for all work order tickets.

In the corresponding Prt field, specify the logical name of the printer where
you want the work order tickets to print. If you leave this field blank, the sys-
tem will use P1.

P / M Ticket Form/Prt

In the P/M Ticket Form field, enter the name of the custom format to use
when printing preventive maintenance tickets which are used for periodic ser-
vice calls specified in service contracts. If you leave this field blank, the system
uses a standard format for all preventive maintenance tickets.

In the corresponding Prt field, specify the logical name of the printer where
you want the preventive maintenance tickets to print. If you leave this field
blank, the system will use P1.

Edit File Form/Prt
These fields do not apply to Ensite Pro.

Contract Form Printer

In the Contract Form Printer field, enter the logical name for the printer that
you use to print contracts.

Copies

In this field, specify how many copies of a contract you want to print. To print
two copies of each contract, for example, type 2 in the Copies field. The system
defaults to print one copy.

Update Exceptions

This field determines whether the system will create a file that shows changes
made to call codes and technician information. There are three exceptions that
the file contains: changing a technician in the Work Orders window and
Monitor window, changing a call code in the Work Orders window and Moni-
tor window, and deleting a call. This file contains the location; the system,
subsystem, and call number; the date and time; the order-writer; the terminal
and program where the exception occurred, and the contents of the field be-
fore and after the change was made. The system stores this information in the
Z-EXCEPT file.
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Note: You can print the Exceptions Report showing this information in the
(EZZ) Serial Selections screen. Before you do, you must first catalog the
report selector Z-EXCP in the (EZ5) Serialized Standard Reports screen.

Enter your response according to the following:
Y Save the information to a file.
N (default) Do not save the information to a file.

Set Order Writer
These fields do not apply to Ensite Pro.

Basic Contracts Cost

Your response in the Cost % field determines the default cost for basic con-
tracts. The system uses this information to track the profitability of your basic
contracts.

In the Cost% field, specify the default cost as a percentage of the contract
price. This cost percentage becomes the default cost percentage for the con-
tract types you set up in the Contracts Types window. For example, if you
charge $50 per month for a basic contract and it costs you $25 per month to
service the contract, you would enter 50.0 (because $25 is 50% of $50).

Service Contracts Cost
Your response in the Cost % field determines the cost percentages for contract
types you set up in the Contracts Types window.

In the Cost % field, specify the default cost for service contracts as a percent-
age of the contract price.

Meters Cost

Your response in the Cost % field determines the cost percentages for contract
types you set up in the Contracts Types window.

In the Cost % field, specify the cost for meter charges as a percentage of the
contract price.

Labor Cost

The Labor Cost field determines the default labor department and cost per-
centages for contract types you set up in the Contract Types window.

In the Cost % field, specify the cost for labor charges as a percentage of the list
price.

Travel Cost

The Travel Cost field determines the default travel department and cost per-
centages for contract types you set up in the Contract Types window.

In the Cost % field, specify the cost for travel as a percentage of the list price.
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Serial Contract
Maintenance
screen.

Update MTD Qtys When Transferring

In this field, specify whether you want the system to update month-to-date
quantities when you transfer items from one location to another in the Item
Transfer dialog box. If you set this field to Y, the system will update the
month-to-date sales and hits and year-to-date sales and hits when you transfer
items from one location to another.

Enter your response according to the following:
Y Update month-to-date quantities when transferring items.

N (default) Do not update month-to-date quantities when
transferring items.

Use Projected Meter P/M Date

You can use this field to determine which date the system uses to calculate the
next due date for preventive maintenance (PM). You can specify that the sys-
tem use either the next projected date from the Projected Next PM Date box in
the Contract Detail Meter tab, or that the system calculate the date according
to the last (PM) call.

Enter your response according to the following:

Y  Uses the projected date from the Contract Detail Meter tab
as the next preventive maintenance date when generating
a preventive maintenance call for a machine.

N (default) Determines the next preventive maintenance
date by calculating the amount of time between the date
you specify when you run the Preventive Maintenance re-
port in the (EZY) Maintenance Report Selection screen and
the date of the last (PM) call. If this time equals or exceeds
the time specified in the Service Frequency box in the Con-
tract Detail Contract tab, the system generates a preventive
maintenance call for the machine.

Use Projected Expiration Date

You can use this field to specify that the system use either the projected expi-
ration date or the contract ending date from the Contract Detail window to de-
termine when a contract renewal is due.

Enter your response according to the following:

Y  Use the projected expiration date from the Contract Detail
window to determine when a contract renewal is due.

N (default) Use the contract ending date from the Contract
Detail window to determine when a contract renewal is
due.
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Number Of Days Before Next P/M #

In this field, specify the number of days ahead the system should look to see if
a preventive maintenance call is due when logging a call for an item in the
Work Orders window, or when running a preventive maintenance report in
the (EZY) screen.

When you log a call for an item, and a preventive maintenance call is due for
that item within the number of days you specify in this field, the system
warns you that a preventive maintenance call is due and prompts you to enter
the call. When you run a preventive maintenance report in the (EZY) screen
and a preventive maintenance call is due for an item within the number of
days you specify in this field, the system prints the Preventive Maintenance
Report and generates the preventive maintenance call.

Note: If you enter a number of days in this field and specify a percentage of
clicks in the Percent of Clicks Before Next P/M field, below, the system
calculates preventive maintenance call due dates using both days and
clicks, but generates the call only once, for whichever factor (days or
clicks) comes first.

Percent Of Clicks Before Next P/M

Like the Number Of Days Before Next P/M field above, this field is used to
give advance warning of preventive maintenance calls when running a pre-
ventive maintenance report in the (EZY) screen and in the Work Orders win-
dow when adding a new call. However, this field determines when preven-
tive maintenance calls are due by counting clicks rather than the date. If pre-
ventive maintenance calls are due every 15,000 clicks, for example, and you
have the Percent Of Clicks Before Next P/M field to set to 10, then once the
machine is within 10 percent of 15,000 clicks (1500 clicks) of its preventive
maintenance number, the system will notify you that a preventive mainte-
nance call is due.

When you log a call for an item in the Work Orders window, and a preventive
maintenance call is due for that item within the specified percentage of clicks,
the system warns you that a preventive maintenance call is due and prompts
you to enter the call. When you run a preventive maintenance report in the
(EZY) screen and a preventive maintenance call is due for an item within the
specified percentage of clicks you specify in this field, the system prints the
Preventive Maintenance Report and generates the preventive maintenance
call.

Note: If you enter a percentage in this field and specify a number of days in
the Number of Days Before Next P/M field, above, the system calcu-
lates preventive maintenance call due dates using both clicks and days,
but generates the call only once, for whichever factor (clicks or days)
comes first.
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Suspect Meter Reading

The system automatically calculates an average meter reading for each ma-
chine, estimating how many clicks per day a copier uses. In the Suspect Meter
Reading field, you can specify an allowed variance percentage. This feature
merely serves as a warning that an unusual amount of clicks has been used.

For example, if you specify 25% in this field, each time you enter a meter read-
ing the system checks to see if the new reading fits in with the average rate of
use. If the new reading is 25% more or less than the average reading, the sys-
tem prompts you that the meter reading is suspect so you can change the
meter reading.

Note: The system also warns you if you try to enter a reading that’s below
the current reading. You can then accept the displayed reading or enter
a different number.

The system uses four fields when calculating suspect meter readings: the Sus-
pect Meter Reading field in the (EZ1S) screen, the current meter reading that
you are entering, the CMV# box and the Current Reading # and Date boxes in
the Contract Detail Meter tab.

Note: If no figure is set in the CMV# box, the system ignores the Suspect
Meter Reading parameter and will not calculate a suspect meter read-
ing. The system updates the CMV# box as soon as you put in more
than one reading for a metered item.

The system calculates suspect meter readings using the following procedure.
When you enter a meter reading, the system calculates the number of days be-
tween the system date and the date in the Current Reading box in the Contract
Detail Meter tab to determine the number of days between readings. Next, the
system divides the number in the Current Monthly Volume box by 30 to get
the average number of clicks per day. It then multiplies the clicks per day by
the number of days between readings to determine how many clicks should
have been used. The system then adds the clicks that should have been used
to the number in the Current Reading box to determine the expected reading.
The system creates the acceptable variance by multiplying the percentage you
enter in the Suspect Meter Reading field by the expected reading. Adding the
acceptable variance to the expected meter reading gives you the largest accept-
able number of clicks, and subtracting the acceptable variance from the ex-
pected meter reading gives you the smallest acceptable number of clicks.
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[system date] - [Current Reading date] = [# days between readings]
[Current Monthly Volume] + 30 = [avg clicks/day]

[avg clicks/day] x [# days between readings] = [# clicks should have been
used]

[# clicks should have been used] + [Current Reading] = [expected reading]
[Suspect Meter Reading]% x [expected reading] = [acceptable variance]
[expected reading] + [acceptable variance] = [largest acceptable # clicks]
[expected reading] - [acceptable variance] = [smallest acceptable # clicks]

For example, if you specify 10% in the Suspect Meter Reading field, and the
expected reading is 1,000, then the acceptable variance is 100. The largest ac-
ceptable number of clicks would be 1000 + 100, or 1100. The smallest accept-
able number of clicks would be 1000 - 100, or 900. Therefore, any reading be-
tween 900 and 1100 is acceptable. Any reading greater than 1100 or less than
900 will trigger the Suspect Meter Reading prompt.

Use AMV

This field works in conjunction with the Suspect Meter Reading field, above. It
lets you specify whether you want the system to calculate suspect meter read-
ings based on current or average monthly volume readings. (The system dis-
plays current monthly and average monthly volume readings in the Contract
Detail Meter tab.)

Y Use the average monthly volume to determine suspect
readings.

N (default) Use the current monthly volume to determine
suspect readings.

Calculate Next P/M’s Using Completion Date

In this field, specify whether the system uses the completion date for a pre-
ventive maintenance (PM) call as the basis for determining when the next call
is due.

When you generate PM calls through the (EZY) screen, the system must deter-
mine when the next one will be due. If PM calls are scheduled every 90 days,
the system will add 90 days to the completion date of this PM call to deter-
mine the next PM call due date.

Enter your response according to the following:

Y  Use the completion date for the current PM call to calcu-
late when the next one is due.

N (default) Use the call log in date (the date when the PM
call was generated) for the current PM call to calculate
when the next one is due.
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specific taxing
laws.

Enter System # First In Quick Ref Window
This field does not apply to Ensite Pro.

Tax Trade-In

In this field, you can specify whether the price of new merchandise is subject
to sales tax when the price is offset by a credit from a trade-in item. Depend-
ing on state tax laws, either the entire price of the new merchandise is taxable,
or the price of the new merchandise minus the trade-in amount is taxable.

For example, if the customer is trading in an item for a $200 credit, and is pur-
chasing a new item for $1000, the customer must pay sales tax on all $1000 or
on $800 (the price of the new merchandise less the trade-in amount).

Enter your response according to the following:

Y Sales tax applies only to the difference between the price
of the new merchandise and the trade-in amount (new
merchandise minus trade-in).

N (default) Sales tax applies to the entire price of the new
merchandise, regardless of trade-in credit.

Tax Depreciation Period

You can use this field to specify a default period for the Tax box in the Ma-
chine Detail Depreciation tab. The Tax box in the Machine Detail Depreciation
tab determines how often items are depreciated. If you do not specify a default
period in this field, the Tax box in the Machine Detail Depreciation tab will be
blank. Enter your response according to the following;:

M  Depreciate items on a monthly basis.
Q Depreciate items on a quarterly basis.
Y Depreciate items on a yearly basis.

PASSWORDS/Z-Times

This password works in conjunction with the Call Date/Time password, be-
low. You can use this field to specify a password restricting the ability to
change the records in the Z-TIMES file.

The Z-TIMES file stores dates and times for logging, dispatching, completing
calls, and so forth. The system displays this information in the Tech Recap
window. You change the dates and times in the Z-TIMES file. When you do,
the system will prompt you for the password.

If a password is set in this field and in the Call Date/Time field, described be-
low, you must enter one of these passwords to change the dates and times in
the Z-TIMES file. If you enter the password from the Z-Times field, you can
change all the dates and times, except for the date and time of the original call-
in. If you enter the password from the Call Date/Time field, you can change
all the dates and times for the call.
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You can enter up to four characters in this field.

PASSWORDS/Call Date/Time

This password works in conjunction with the Z-TIMES password, above. In
the Call Date/Time field, specify a password restricting the ability to change
all dates and times.

The Z-TIMES password in combination with the Call Date/Time password
provides a dual layer of password protection. The Z-TIMES password restricts
the ability to change dates and times while keeping call-in dates and times in-
accessible. The Call Date/Time password restricts the ability to change all
dates and times.

Call-in dates and times are important. They allow you to monitor your techni-
cians’ performances, such as how long it takes to complete a call, how quickly
the technician arrives, and so on. Users with the Call Date/Time password
have the power to change every date and time for a call.

You can enter up to four characters in this field.

PASSWORDS/Purge

In this field, enter a password restricting access to the purging function. You
use this function to purge serial inventory history through the (EZY) Serial
Maintenance Report Selection screen and work order journal information in
the (EZYJ) Work Order Journal Report Selection screen.

If you specify a password in this field, users must know the password to
purge information.

PASSWORDS/Eom/Auth

You can use this field to specify a password restricting access to the end-of-
month function. You use this password for the [Q] Depreciation Quarter End
and [Y] Depreciation Year End functions in the (EZ+P) Period End Procedure
screen.

If you specify a password in this field, users must know the password to per-
form the end-of-month function.

PASSWORDS/Keys

In this field, enter a password restricting access to the key-changing function.
You use this function to change the keys for serialized inventory items. The
system uses the keys, which are the combination of system and serial num-
bers, to identify serialized inventory records. For example, you enter this pass-
word when changing a system number to another number or when changing
or moving a call from one machine to another machine.

You also enter this password when changing keys in the Work Orders win-
dow. In the Work Orders window, the key that you can change is the system
number to which a particular call refers.
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If you specify a password in this field, users must know the password to
change key fields.
PASSWORDS/Reindex

This field allows you to specify a password restricting access to the reindexing
function. You use this function to reindex the serialized inventory database
through the text-based (EZG) Serial Master screen, or to reindex calls through
the text-based (EZP) Call Monitor screen.

If you specify a password in this field, users must know the password to rein-
dex files.

PASSWORDS/Delete

In this field, specify a password restricting access to the deleting function. You
use this function to delete serialized items through the Machine Detail Master
tab, to delete calls through the Work Orders window, to delete contracts in the
Contract Detail Contract Master tab, to delete contract information in the Con-
tract Detail History tab, to delete meter records in the Contract Detail Meter

tab, and to delete depreciation records in the Machine Detail Depreciation tab.

If you specify a password in this field, you must know the password to delete
information.

PASSWORDS/Compress
This field does not apply to Ensite Pro.

PASSWORDS/Accessories

You can use this field to enter a password restricting access to the accessories
feature. You use this feature to attach accessories to machines in the Serialized
Order Entry window and the Machine Detail Accessories dialog box.

If you enter a password in this field, users must know the password to open
the Machine Detail Accessories dialog box.

Changing the Parameters

Serialized Parameters are in the text-based (EZ) Serial Master Menu screen. To
access the (EZ) screen, use TBL Client.

1 From the DDMS Master Menu, type EZ.

2 When the Serial Master Menu opens, select the [1] System action code.
3 In the (EZ1) Serial Parameters menu, select the [S] System action code.
4

In the (EZ1S) screen and select the [C] Change action code.
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5 Inthe G/L Location field, enter the location for which you want to set
the parameters. (This field defaults to the location entered for your ter-
minal in the (L1) Terminal and Tickets Parameters screen.) You can en-
ter a new location or accept the default location:

* To accept the default location, press Tab.

¢ To set parameters for a different location, enter the number. If you
enter fewer than two characters, press Tab.

Note: Your responses to the fields in the (EZ1S) screen apply only to the
location you specify in the G/L Location field.

6 Enter the appropriate responses in each of the fields in this screen. For a
description of the fields, see the heading Field Definitions. Use the fol-
lowing instructions for cursor movement in this screen:

¢ To move the cursor ahead one field, press Tab.
¢ To move the cursor back one field, press Backspace.

7 When you finish changing the parameters in this screen, press Enter un-
til the cursor returns to the action code field. If you press Esc before do-
ing so, the system will not save your changes.

3-15
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Serial Order
Entry
Parameters
Screen

Customizing Order Entry

This chapter describes all of the fields in the (EZ10) Serial Order Entry Param-
eters screen and gives you instructions for making changes to these fields.
Many of the fields in this screen let you customize the Serialized Order Entry
application. For example, some of the fields in this screen allow you to specify
how you want to handle work orders that contain backordered items. You can
also set up default codes and field responses that customize the information
that appears in the Machine Work Orders Work Order Billing dialog box
when you place the order.

The (EZ10) screen has no preset options. All of the fields will be blank when
you first access the screen. However, we recommend that you view the default
responses in this screen to determine whether they fit the needs of your busi-
ness. Begin by verifying whether the default settings for location 1 are suitable
for your business needs. (The default settings for location 1 are shown in Fig-
ure 1.)

If one or more of the default settings are not acceptable, change them using
the [C] Change action code. (See the heading Changing the Parameters.)
When you have set the parameters for location 1, set up separate parameters
for each additional location that you run differently than location 1. If you do
not set up separate parameters for a particular location, the parameters set for
location 1 will be used.

/23:11:45 (EZ10) Serial Order Entry Parameters 06/03/98 \\
Action [I] (C-Change, I-Inguiry, B-Back to EZ1) G/L Location [ 1]

Stop At Slsp# In EzZOl Y/N ?N Display System/Serial Numbers If Blank Y/N/X ?N
Paycode For Customer "SERIAL" ?_ Limit Transfers To Customer "SERIAL" Y/N °?N

Non-Contract Parts Class Range : From [ ] To [ 1 + [_,_,_,_,_]

Universal Contract : Additional Universal Contracts (Dept. From "E" Screen)
1) u/cC : Dept. From [_] To [_] 2) U/C : Dept. From [_] To [_]

3) U/C : Dept. From [_] To [_] 4) U/C : Dept. From [_] To [_]

Re-Set Pick Average Cost ?N (D-Depreciation, M-Machine, N-Do Not Re-set Cost)
Check All Tech's Inventory Loc. On Hand Quantities For Backorders Y/N ?N

Create Blank System/Serial Special Lines For Pick Tickets In EZOl Y/N ?N

Stock Class Range to Exclude From Adding : From [ ] To [ ] + [, , , , ]

Sell Only From Customer "SERIAL" Y/N ?N Prompt "SERIAL" Customer Dept Y/N 2N
Defaults For Service Workorders: Include Problem Text As Special Lines Y/N/E ?Y
Codes Desc.: Problem Y/N/U ?N Solution Y/N/U ?N All Fields Correct Y/N/X 2N
Special Type (A-AAAA, I-ITEM, Z-ZZZZ) A/I/Z 2?2 Territory ?__ Qualification ?_
Bypass Paycode/Slsm/P/O# For W/O's With Parts & Labor Covered Y/N ?N Paycode ?_
No Print Zero Charge W/O Invoice Y/N ?N Set Slsm To Tech For Service W/O Y/N ?N
Reopen Calls For Backorders When Flushed Y/N ?N Reopen Call Code :

Print Reopened Backorder Calls Y/N ?N Printer :




The Limit
Transfers to
Customer
“SERIAL”
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affects orders
entered in the
Serialized Order
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Field Definitions

The following text describes each field in the (EZ10) screen. These fields are
listed in the order the cursor moves through the screen.

Stop At Slsp# In EZO1
This field not used in Ensite Pro.

Display System/Serial Numbers if Blank
This field not used in Ensite Pro.

Paycode For Customer “SERIAL”

In this field, you can specify a default pay code for sales to the Serial customer.
For example, if you use pay code & (No Charge) for sales to the Serial cus-
tomer, enter &. By using pay code J, you can bill service work orders for in-
house machines, thereby maintaining accurate cost records without affecting
accounts receivable.

Limit Transfers To Customer “SERIAL”

You can use this field to specify that the system only allow items assigned to
the Serial customer to be transferred. Items that are available for sale or rental
should be assigned to the Serial customer. (Items that you receive through the
Purchase Order Entry window are automatically assigned to this customer.)
Enter your response according to the following:

Y Only allow items assigned to the Serial customer to be
transferred.

N (default) Allow all items to be transferred.

Non-Contract Parts Class Range From/To/+

You can use these fields to specify default stock classes for parts that are not
covered by contracts. For example, a service contract on a laser printer may in-
clude all parts except for the drum. If a part is not covered by the contract,
your customer is billed for it; if a part is covered, its cost is assigned to the con-
tract when you bill the service work order.

The stock classes you specify in this field become the defaults for the Non-
Contracts Parts Class Range boxes in the Contract Types window. However,
the boxes in this window can be set differently for each contract type.

You use stock classes to group similar items. For example, you may have
drums for laser printers in stock class D, and other laser printer parts, which
are covered by service contracts, in stock class E.

In the From field, enter the first stock class in the range of stock classes for
parts not included on the contract. For example, if all parts with stock classes C
through F are not covered by contracts, you would specify C in the From field.

4-3
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You set up contract
types in the
Contract Type
Types tab. After
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specify default
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Contract Types
Service Rates tab.
(For details, see
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and Chapter 20:
Setting Labor
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In the To field, enter the last class in the range of stock classes for parts not in-
cluded on the contract. Using the same example, where stock classes C
through F are not covered by contracts, you would specify F in the To field.

In the remaining + fields, you can specify up to five additional stock classes
that are not covered by the contract. For example, you might specify classes R,
Q,N,P,and L.

Universal Contract

In this field, you enter the name of the master universal contract. Universal
contracts provide the default service, labor, and travel rates for machines that
are not under contract.

If your rates for service, labor, and travel are the same for all machines that are
not under contract, you only need to set up a master universal contract. In this
case, the master universal contract covers all machines that are not under con-
tract.

However, if your rates are more for some types of machines than for others,
you should set up additional universal contracts. These additional universal
contracts are defined in the Additional Universal Contracts fields, below.
When you define these additional contracts, you also define which machines
you want the contracts to cover according to a range of item departments. In
this case, the master universal contract covers any departments that are not
covered by an additional universal contract.

To set up universal contract types, first specify the name of the master univer-
sal contract in this field. You can enter up to four alphanumeric characters
(UNIV, for example).

Additional Universal Contracts U/C /Dept From/To

In these fields, you define the additional universal contracts. These contracts
are used to set up additional rates that you may use for machines that are not
under a contract. For example, you might set up one additional contract with
the rates for copier service and another one with the rates for computer ser-
vice. For each additional universal contract you enter in these fields, you
specify a range of item departments that you want the contract to cover.

Note: To set up additional universal contracts, you must also enter the mas-
ter universal contract in the Universal Contract field, above.

To set up additional universal contracts, enter the name of the first additional
universal contract in the 1) U/C field. Then specify the range of departments
that the additional universal contract covers. To do this, in the Dept From
tield, enter the first department in the range that this contract covers. In the To
tield, enter the last department in the range that this contract covers. You can
repeat the process for each of the remaining three U/C fields.



Figure 2:
Specifying
Additional

Universal
Contracts
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In the example in Figure 2, additional universal contracts cover departments 1- C.
Departments D-Z would then be covered by the master universal contract.

Re-set Pick Average Cost

When you sell a machine in order entry, the system can add the setup cost and
average cost together to give you a more accurate cost for the machine. This
tield determines how the system will adjust the average cost. (The average
cost is the average cost of an item at the time of the sale. It’s recorded as part
of the information for the sale. You specify the setup cost for each model in the
Item Machine dialog box.) Enter your response according to the following:

D  Replace the average cost for the machine with the depreci-
ated book value, and add the setup cost to it. (To deter-
mine the book value, the system uses the Present Book
Value box in the Machine Detail Depreciation tab.)

M Replace the average cost for the machine with the purchas-
ing cost, which is displayed in the For $ box in the Ma-
chine Detail Master tab. Add the setup cost to the
machine’s cost.

N (default) Do not reset the average cost. Use the average
cost from the Item window. Add the setup cost to the
machine’s cost.

Check All Tech’s Inventory Loc On Hand Quantities For Backorders

You can use this field to specify that the system check all technicians” inven-
tory locations for on-hand quantities when you place a backordered item on a
work order in the Serialized Order Entry window. This field allows you to au-
tomatically transfer the part from another location to fill the backorder.

/23:11:45 (EZ10) Serial Order Entry Parameters 06/03/98 \\

Action [C] (C-Change, I-Inquiry, B-Back to EZ1) G/L Location [ 1]
Stop At Slsp# In EZOl Y/N ? Display System/Serial Numbers If Blank Y/N/X ?N
Paycode For Customer "SERIAL" ? Limit Transfers To Customer "SERIAL" Y/N ?
Non-Contract Parts Class Range : From [ ] To [ ] + [, , , , ]

Universal Contract :UNIV Additional Universal Contracts (Dept. From "E" Screen)
1) U/C :ONE Dept. From [1] To [3] 2) U/C :FOUR Dept. From [4] To [6]

3) U/C :SEVN Dept. From [7] To [9] 4) U/C :ABC Dept. From [A] To [C]
Re-Set Pick Average Cost ?_ (D-Depreciation, M-Machine, N-Do Not Re-set Cost)
Check All Tech's Inventory Loc. On Hand Quantities For Backorders Y/N ?_

Create Blank System/Serial Special Lines For Pick Tickets In EZOl Y/N ?N

Stock Class Range to Exclude From Adding : From [ ] To [ ] + [, , , , 1]

Sell Only From Customer "SERIAL" Y/N 2N Prompt "SERIAL" Customer Dept Y/N ?_
Defaults For Service Workorders: Include Problem Text As Special Lines Y/N/E ?Y
Codes Desc.: Problem Y/N/U ?_ Solution Y/N/U ?_ All Fields Correct Y/N/X ?_
Special Type (A-AAAA, I-ITEM, Z-ZZZZ) A/I/Z ?Z Territory ?__ Qualification ?_
Bypass Paycode/Slsm/P/O# For W/O's With Parts & Labor Covered Y/N ?_ Paycode ?_
No Print Zero Charge W/O Invoice Y/N ?N Set Slsm To Tech For Service W/O Y/N ?N
Reopen Calls For Backorders When Flushed Y/N ?_  Reopen Call Code :

Print Reopened Backorder Calls Y/N ?_ Printer : Depreciate Leases Y/N ?
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If you specify Y in this field, when you add a backordered item to a work or-
der, the system will automatically display all the locations that have this part.
It will then prompt you to transfer the part from the location you specify to
the receipts file of the technician or location indicated on the ticket. When you
flush the ticket, the system will reopen the call or not, depending on how you
set the On Flushes, Only Print All Shipped parameter in the (LF1) Purchase
Order Flushing Parameters screen.

If the (LF1) parameter is set to Y, the call remains closed until all items on the
backorder are completely filled. If the (LF1) parameter is set to S, the call re-
mains closed until the serialized items on the backorder are completely filled.
If the (LF1) parameter is set to N, the call reopens, even if the backorder is
only partially filled. Enter your response according to the following:

Y  Check all technicians” inventory locations for on-hand
quantities.

N (default) Do not check all technicians’ inventory locations.

Create Blank System/Serial Special Lines For Pick Tickets In EZO1

This parameter gives you the option of printing special lines on pick tickets
that provide spaces for the picker to enter the system and serial numbers of
each serial item shipped.

If you specify Y in this field, the system prints the following special line for
each serial item listed as shipped on the ticket:

SYSTEM # SERIAL #

This special line is an item special—it prints after each line entry for a serial
item. If you change the quantity shipped when verifying the ticket, the num-
ber of special lines printed will change accordingly.

Enter your response according to the following:
Y  Print the special line for each shipped serial item.

N (default) Do not print this special line for each shipped se-
rial item.

Stock Class Range to Exclude From Adding From/To/+

When you sell an item or contract in the Serialized Order Entry window, you
enter the system and serial numbers for the item. Normally, you enter num-
bers that are already on file in the Machine Detail window. You can also enter
new system and serial numbers in the Serialized Order Entry window. When
you do, the system creates a new serial database record. You can use this field
to prevent users from entering new system and serial numbers for specific
items. You do this by using the item’s stock class. (You use stock classes to
group similar items. For example, you may assign one class to items that you
stock and another to items that you don’t stock.)



To use the special
lines for pick tickets
feature, you must
use a terminal
whose default ticket
status is less than
8. (You set up a
terminal’s default
ticket status in the
T-I-C-K-E-T-S ST
field in the (L1)
Terminal and
Tickets Parameters
screern.)

To use the Prompt
“SERIAL”
Customer Dept
field, you must first
set up customer
departments in the
Customer window.
For details, see
your online
documentation.
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In the From and To fields, enter a range of stock classes for which you do not
want new system or serial numbers added. For example, if you want to ex-
clude items with stock classes W through Z, you would enter W in the From
field and Z in the To field.

In the + fields, you can specify up to five additional stock classes for which
you do not want new system or serial numbers added. For example, you may
want to specify stock classes A, C, E, J, and R.

Sell Only From Customer “SERIAL”

In this field, you can restrict sales to items assigned to the Serial customer.
Items that are available for sale or rental should be assigned to the Serial cus-
tomer. This notifies you that the item is available to be sold and helps prevent
you from inadvertently reselling the item to another customer. (Items that you
receive through the Purchase Order Entry window are automatically assigned
to this customer.) Enter your response according to the following;:

Y  Restrict sales and rentals to items assigned to the Serial
customer.

N  (default) Do not restrict sales and rentals to items assigned
to the Serial customer.

Prompt “SERIAL” Customer Dept

You can use this field to specify that the system prompt you for a customer de-
partment each time you do a credit return in the Serialized Order Entry win-
dow. Enter your response according to the following:

Y Prompts for a customer department when doing credits on
serial items.

N (default) Does not prompt for a customer department
when doing credits on serial items.

Include Problem Text As Special Lines

When you complete a call in the Work Orders window with the Complete and
Bill Work Order option, the system displays the Work Order Billing dialog
box. See Figure 3. This dialog box includes the Include Call Text As Special
Lines box, which allows you to add the call’s text as special lines to the ticket.

In this field, you can set the default response for the Include Call Text As Spe-
cial Lines box. However, this field only sets the default response; you can al-
ways change the default response when you complete the work order. Enter
your response according to the following:

Y (default) Set the default response to Y, indicating that the
call’s text will be included as special lines on the ticket.

N  Set the default response to N, indicating that the call’s text
will not print on the ticket.

4-7
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E  Set the default response to E, indicating that the user can
edit the call’s text. The call’s text will also be included as
special lines on the ticket.

Note: This field does not apply to calls that you end with the Batch Work Or-
der completion code and process with the Work function in the (EZY)
Serial Maintenance Report Selection screen. In this case, the system au-
tomatically includes the call’s text as special lines on the ticket.

Codes Desc: Problem

When you complete a call in the Work Order window with the Complete and
Bill Work Order option, the system displays the Work Order Billing dialog
box. This dialog box includes the Include Problem Code Description box,
which allows you to specify whether you want the system to include the call’s
problem code. You can also specify that the system update the problem code
description in the call’s text if the description has changed. However, this field
only sets the default response, you can always change the default response
when you complete the work order.

Note: If you specify U in this field, the problem code description will be up-
dated in the Z-AUX file, which contains call history, including the
call’s text. However, if you have already created a pick ticket, the spe-
cials on the pick ticket will not be updated with the new problem code
description, if any. These special lines are stored in the file P-MASTER,
which is not affected by changes to the Z-AUX file.

/15:03:50 (EZ01) Serial Order Entry 04/25/97 \
Ser#: 453444 Sys#: 34553 - Contract #COP5
Text: Type desc:COPIER SERVICE
Item#:345 COPIER Co:HITECH Location:2ND FLOOR
Desc:COPIER WI/COLLATOR Customer:EL RANCHO FIREHOUSE #12
Writer [MIKE] G/L Loc [ 4] Inv Loc [ 4] Account # 4343556 Dept # Status :A
Paycode:3 Slsm: 420 PO:52222 Lines: Total: Pick: =
# Item Mfg Description Order Ship Price
* Kk k Kk *k Kk *k *k *k * *x *k *x * *k *k *k * *x * *k * *k * *k * *k * * *
* INCLUDE Problem Text as Special Lines Y/N/E ?Y *
* INCLUDE Problem Code Description Y/N ?N Code : *
* INCLUDE Solution Code Description Y/N ?N Code : *
* Special Type (A=AAAA, I=ITEM, Z=2%2%%) A/I/Z 2% *
* INCLUDE Labor Y/N ?Y Qlf : Pay Period : Travel 5 *
* (R)egular, (O)vertime, (W)eekend ? Hours: : *
* INCLUDE Travel Y/N ? Charge Y/N ? Terr / Miles T/M ? *
* (R)egular, (O)vertime, (W)eekend ? Miles : *
* Territory : *
* Kk k Kk *k Kk *k *k *k * *x *k *x * *k *k *k * *x * *k * *k * *x * *k * * *
\\7 Are All Fields Correct Y/N ?N 4
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Enter your response according to the following:

Y  Set the default response to Y, and display the call’s prob-
lem code in the corresponding Code field.

U  Set the default response to Y, and update the problem code
description in the call’s text if the description has changed.

N (default) Set the default response to N.

Codes Desc: Solution

When you complete a call in the Work Order window with the Complete and
Bill Work Order option, the system displays the Work Order Billing dialog
box. This dialog box includes the Include Solution Code Description box,
which allows you to specify whether you want the system to include the call’s
solution code. You can also specify that the system update the solution code
description in the call’s text if the description has changed. However, this field
only sets the default response, you can always change the default response
when you complete the work order.

Note: If you specify U in this field, the solution code description will be up-
dated in the Z-AUX file, which contains call history, including the
call’s text. However, if you have already created a pick ticket, the spe-
cials on the pick ticket will not be updated with the new solution code
description, if any. These special lines are stored in the file P-MASTER,
which is not affected by changes to the Z-AUX file.

Enter your response according to the following:

Y  Set the default response to Y, and display the call’s solu-
tion code in the corresponding Code field.

U  Set the default response to Y, and update the solution code
description in the call’s text if the description has changed.

N  (default) Set the default response to N.

All Fields Correct
This field not used in Ensite Pro.

Special Type (A=AAAA, I=ITEM, Z=7777)

When you complete a call in the Work Order window with the Complete and
Bill Work Order option, the system displays the Work Order Billing dialog
box. This dialog box includes the Special Line Type box. You can use the Spe-
cial Line Type box to specify where you want the special lines containing the
call’s text to print on the ticket. You can print special lines in one of three
places: as an AAAA special (start of order), before the first item; as an Item
special, after the item description; or as a ZZZZ special (end of order), after the
last item. You can also use this parameter to specify that the system not dis-
play the Work Order Billing dialog box.

4-9
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Enter your response according to the following:

A Set the default to A, to print the call’s text before the first
item.

I Set the default to I, to print the call’s text after the informa-
tion about the item you're servicing.

Z  (default) Set the default to Z, to print the call’s text after
the last item.

Territory

When you complete a call in the Work Order window with the Complete and
Bill Work Order option, the system displays the Work Order Billing dialog
box. This dialog box includes the Terr box, which displays the territory code
for this work order. You can use this field to specify a default territory code. (If
you're calculating travel charges by territory, the territory code determines
which line of the Travel Rates by Territory Table in the Contract Types Service
Rates tab is used to calculate travel charges.)

The system uses the territory code you specify in this field unless a territory
code is assigned to the customer in the Territory box in the Customer Ma-
chines tab. If the customer has already been assigned a territory code, it will be
the default in the Work Order Billing dialog box and will override any code
you may specify in this field.

If you do not want to specify a default, leave this field blank.

Qualification

When you complete a call with the Complete and Bill Work Order option, the
system displays the Work Order Billing dialog box. This dialog box includes
the Qualification box which displays the qualification code for this work or-
der. You can use this field to specify a default qualification code. (The qualifi-
cation code determines which line of the labor rate table in the Contract Types
Service Rates tab the system uses to calculate the labor charge.)

The system will use the qualification code you specify in this field only if the
following two statements are true:

¢ No qualification code is specified for the serial item in the Qualifi-
cation box in the Machine Detail window. (The system will search
this field first to find the default qualification code.)

¢ No qualification code is specified for the customer in the QIf box
in the Customer Machines tab. (The system will search this field
second to find the default qualification code.)

If you do not want to specify a default, leave this field blank.

Bypass Paycode/SIsm/P/O# For W/O’s With Parts & Labor Covered
This field not used in Ensite Pro.
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Paycode
This field not used in Ensite Pro.

No Print Zero Charge W/O Invoice
This field not used in Ensite Pro.

Set Slsm To Tech For Service W/O

In this field, specify whether you want to use the technician number as the de-
fault salesperson number on work order tickets. The salesperson number indi-
cates which salesperson receives credit for the work order.

There are advantages for using the technician number. For example, you can
use sales reports to monitor the cost and income of each technician’s work or-
ders. (You print sales reports in the (U) Sales Selectors and (UR) Sales Reports
screens.) Enter your response according to the following:

Y  Use the technician number as the default salesperson
number on work orders.

N (default) Do not use the technician number as the default
salesperson number.

Reopen Calls For Backorders When Flushed

You can use this field to indicate whether you want to reopen calls in the Ma-
chine Monitor window when backordered items are flushed. If you handle
backorders manually, you can use this field to specify whether you want the
system to reopen calls in the Machine Monitor.

If you set this field to Y to reopen calls, the system will search the On Flushes,
Only Print All Shipped parameter in the (LF1) screen to determine when you
want the call reopened.

If the (LF1) parameter is set to S, the call remains closed until the serialized
items on the backorder are completely filled. If the (LF1) parameter is set to N,
the call reopens, even if the backorder is only partially filled. (Since this pa-
rameter affects the entire system, we recommend that you set it to either S or
N.)

Note: To use this feature, you must complete and bill the service work order
through the Serialized Order Entry window. You must also set the
Check All Tech’s Inventory Loc On Hand Quantities For Backorders
tield, described earlier in this chapter, to Y.

Enter your response according to the following:

Y Reopen calls in the Machine Monitor when backordered
items are flushed. (The system will use the On Flushes,
Only Print All Shipped parameter in the (LF1) screen to
determine when to reopen the call.)
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N (default) Do not reopen calls in the Machine Monitor
when backordered items are flushed.

Reopen Call Code

This field works in conjunction with the Reopen Calls For Backorders When
Flushed field, above, and allows you to specify the call code you want the sys-
tem to use when it reopens calls with backordered parts. (The code you
specify must be set up in the Machine Tools Call Codes tab.)

Print Reopened Backorder Calls/Printer

This field works in conjunction with the Reopen Calls For Backorders When
Flushed field, above. In this field, indicate whether you want the system to au-
tomatically print the call when filling a backorder. Enter your response ac-
cording to the following:

Y  Automatically prints when filling a backorder.

N  (default) Does not automatically print when filling a
backorder.

In the Printer field, enter the logical name of the printer you want to use when
printing calls with filled backorders.

Depreciate Leases

In this field, specify whether you want the system to automatically create a
record in the Machine Detail Depreciation tab when you sell a lease contract in
the Serialized Order Entry window. If you want to depreciate items that you
lease, this field can save you time by automatically creating the depreciation
record for you in the Machine Detail Depreciation tab. In addition, the system
adds the information to the Z-DEPREC file when you sell the lease contract.

Enter your response according to the following:

Y Automatically creates a record in the Machine Detail De-
preciation tab when you sell a leasing contract.

N (default) Does not automatically create a record in the Ma-
chine Detail Depreciation tab when you sell a leasing con-
tract. In order to depreciate the lease item, you must
manually create the record in the Machine Detail Depre-
ciation tab.

Note: If you have serialized accessories, such as sorters and document feed-
ers, the system will add them to the Z-DEPREC file during the (MA)
Daily Backup Procedure.
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Changing the Parameters

Serialized Parameters are in the text-based (EZ) Serial Master Menu screen. To
access the (EZ) screen, use TBL Client.

1 From the DDMS Master Menu, type EZ.
2 When the Serial Master Menu opens, select the [1] System action code.

3 In the (EZ1) Serial Parameters menu, select the [O] Order Entry action
code.

4 In the (EZ10) screen and select the [C] Change action code.

5 Inthe G/L Location field, enter the location for which you want to set
the parameters. (This field defaults to the location entered for your ter-
minal in the (L1) Terminal and Tickets Parameters screen.) You can en-
ter a new location or accept the default location:

¢ To accept the default location, press Tab.

¢ To set parameters for a different location, enter the number. If you
enter fewer than two characters, press Tab.

Note: Your responses to the fields in the (EZ10) screen apply only to the
location you specify in the G/L Location field.

6 Enter the appropriate responses in each of the fields in this screen. For a
description of the fields, see the heading Field Definitions. Use the fol-
lowing instructions for cursor movement in this screen:

¢ To move the cursor ahead one field, press Tab.
¢ To move the cursor back one field, press Backspace.

7 When you finish changing the parameters in this screen, press Enter un-
til the cursor returns to the action code field. If you press Esc before do-
ing so, the system will not save your changes.
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Customizing the Monitor

This chapter describes all of the fields in the (EZ1M) Serial Monitor Param-
eters screen and gives you instructions for making changes to these fields.
Many of the fields in this screen determine the call information that appears in
the Machine Monitor window. By setting defaults, you can customize the in-
formation your users view and change.

The (EZ1M) screen has no preset options. All of the fields are blank when you
tirst access the screen. However, DDMS recommends that you view the de-
fault responses in this screen to determine whether they fit the needs of your
business. Begin by verifying whether the default settings for location 1 are
suitable for your business needs. (The default settings for location 1 are shown
in Figure 1.)

If one or more of the default settings are not acceptable, change them using
the [C] Change action code. (See the heading Changing the Parameters.)
When you have set the parameters for location 1, set up separate parameters
for each additional location that you run differently than location 1. If you do
not set up separate parameters for a particular location, the parameters set for
location 1 are used.

Field Definitions

The following text describes each field in the (EZ1M) screen. These fields are
listed in the order the cursor moves through the screen.

/,il:05:07 05/27/98 ‘\

(EZ1M) Serial Monitor Parameters

Display Calls by Time & Date or Priority Y/N/P ?N
Auto Add on From Monitor Y/N ?Y

Display Transfers for Split Screen Y/N ?N

Display Shipto Address on Monitor Y/N ?N

Display Log In Time on Monitor Y/N 2N

Display Monitor By Location Y/N ?N

Monitor ?_ (1-Call#, 2-No Call#/Equip. Type, 3-No Call#/Item#, 4-Call#/Item#)l

Display Customer/Serial Information On Monitor Y/N/T °?N

Exclude Callbacks When Displaying Responses and Tech Schedule Y/N ?N
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Display Calls by Time & Date or Priority

In this field, specify whether calls in the Machine Monitor display in call num-
ber order, time and date order, or priority order. Enter your response accord-
ing to the following:

Y Display calls in time and date order, with the oldest calls
first.

N (default) Display calls in call number order, from lowest to
highest.

P Display calls in time and date order from the highest pri-
ority & (zero), followed by 1-9, and A-Z. Calls without a
priority display last. Calls with the same priority are
sorted by call number.

Auto Add on From Monitor
This field does not apply to Ensite Pro.

Display Transfers for Split Screen
This field does not apply to Ensite Pro.

Display Shipto Address on Monitor

You can use this field to specify which customer’s address display in the Ma-
chine Monitor. You can display the city from the shipping address or the city
from the billing address. Enter your response according to the following;:

Note: This field works with the Monitor field, described below, and only ap-
plies if you specify 2, 3, or 4 in the Monitor field.

Y Display the customer’s shipping address.
N (default) Display the customer’s billing address.

Display Log In Time on Monitor

You can use this field to specify the time to display in the Time box in the Ma-
chine Monitor. You can specify that the system display the time since the call
was logged, or the time when the call was logged. Enter your response accord-
ing to the following:

Y Display the actual time when the call was logged.

N (default) Display the time that has past since the call was
logged. (After 24 hours, the time is automatically replaced
with the date the call was logged.)

5-3
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Display Monitor By Location

You can use this field to specify whether the Machine Monitor displays calls
for all locations, or only calls for the current location. (The location is specified
in the Loc field for your terminal in the (L1) Terminal and Ticket Parameters
screen). While you can use this field to set the default, you can always change
the location in the Machine Monitor. Enter your response according to the fol-
lowing;:

Y Display calls for the current location only.
N (default) Display calls for all locations.

Monitor

In this field, you can specify which information displays in the Machine Moni-
tor. You can also specify how to display certain information. For example, 19,
17, or 6 characters of the customer’s address display, depending on the code
you specify. Enter your response according to the following:

1  (default) Display the time the call was logged, problem
number, call code, tech number, customer name, first line
of problem text, territory, minimum tech qualification, and
priority.

2 Display the equipment type, but not the problem number,
territory, or tech qualification. Instead, problems are iden-
tified by sequential numbers, 1 through 17. If you select
this response, the user can view the call code, customer
name, city (19 characters in length), and territory or state,
time the call was logged, first line of text, tech number,
equipment type, and priority. (Your response in the Dis-
play Shipto Address On Monitor field, described above,
determines whether the city from the shipping address or
the city from the billing address appears.)

3  Display the item number, but not the problem number,
territory, or tech qualification. Instead, problems are iden-
tified by sequential numbers, 1 through 17. If you select
this response, the user can view the call code, customer
name, city (10 characters in length), and territory or state,
the time the call was logged, the call text, tech number,
item number, and priority. (Your response in the Display
Shipto Address On Monitor field, described above, deter-
mines whether the city from the shipping address or the
city from the billing address appears.)



Callbacks always
appear in the Calls
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Monitor when the

callback time
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4  Display the problem number and the item number, but not
the call code, territory, or tech qualification. Using this
code, the problem number is followed by the tech number,
customer name, city (six characters in length), and terri-
tory or state, item number, first line of text, time the call
was logged, and priority. (Your response in the Display
Shipto Address On Monitor field, described above, deter-
mines whether the city from the shipping address or the
city from the billing address appears.)

Display Customer/Serial Information On Monitor
This field does not apply to Ensite Pro.

Exclude Callbacks When Displaying Responses and Tech Schedule

You can use this field to specify when to view callbacks in the Responses tab
of the Machine Monitor. You can exclude callbacks until the callback time ar-
rives, or you can always display callbacks up until the callback time. (If you
exclude callbacks, you can still view them by limiting the calls that display.)
Enter your response according to the following:

Y Display callbacks before the callback time arrives. At that
time, they will appear in the Calls tab of the Machine
Monitor if they are already assigned to a technician. (The
callback only appears in the Responses tab in after the call
is dispatched.)

N (default) Display callbacks until the callback time.

Changing the Parameters

Serialized Parameters are in the text-based (EZ) Serial Master Menu screen. To
access the (EZ) screen, use TBL Client. Use the following instructions to set up
or change parameters.

1 From the DDMS Master Menu, type EZ.

2 When the Serial Master Menu opens, type 1 in the Action field.
3 In the (EZ1) Serial Parameters menu, type M in the Action field.
4 In the (EZIM) screen, type C in the Action field.
5

In the G/L Location field, you enter the location for which to set the pa-
rameters. (This field defaults to the location entered for the terminal you
are using in the (L1) screen.) You can enter a new location or accept the
default location:

¢ To accept the default location, press Tab.

¢ To set parameters for a different location, enter the number. If you
enter fewer than two characters, press Tab.
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Note: Your responses to the fields in this screen apply only to the location
you specify in the G/L Location field.

6 Enter the appropriate responses in each of the fields. For a description of
the fields, see the heading Field Definitions. Use the following instruc-
tions for cursor movement:

¢ To move the cursor ahead one field, press Tab.
¢ To move the cursor back one field, press Backspace.

7 When you finish, press Enter until the cursor returns to the Action field.
If you press Esc before doing so, your changes are lost.



¢ N/X oTnpayons Yool pue sosuodsey butdeTdsTg usym s OeqIIeD SPNTOXH

¢ IL/N/A IOATUOW UQ UOTJIPWIOIUI TeTass/xswoisn) Ae1dstq

(HWOIT/#TTED-¥ 'H#WSII/#TTeD ON-€¢ ‘odAL ~drnba/#TTed ON-T '#TTed-T) ¢ JIOITUOK
"¢ N/XK uoTaeonor] Ag xo3tuol AeTdstq

¢ N/X I03TUORW uo swr] ul bo Aerdstq

"¢ N/X JOJTUOW uo ssaippy 031driys AerdsIq

¢ N/X ueaa0s 2TTds 103 saejsuer] AeTdsIq

¢ N/X IOJTUOW WOIJ UO PPY OINY

¢ d/N/X AATIoTad Io 93eq ® SwIL AQ sTTeD AeTdsiq

[T ] uot3eooT T/D (Izd 03 3oed-d ‘Axtnbul-I ‘sbueyp-p) [I] UOTIDY

86/L2/S0 SIsjsweied JIOJTUOW T[eTISS (WTIZH) L0:G0:TT

“U9IDS SIU} UI SP[OY o}
03 sasuodsar oA 193ua 03 93ed STy} dSN UELd NOX *MO[aq UMOYS ST UddIdS (JNTZH) a3} JO 21n301d e ‘90USIUSAU0D ITNOA 10,

U930 SJajowered J0JIuow [euss (WLZ3) 9yl






Chapter 6: Customizing Logging Calls

Chapter 6: Customizing Logging Calls

Contents
Customizing Logging Calls ........inirneninninininininninininscnniencniesiesescsseses 6-3
Field Definitions ......ccueueieieieietetetetetetetetetetetetetetetetete et tetetetesesesesesesesesesesesesesesesesesesssasesssses 6-3
Update: Z-A-KEYS File........ccoooiiii s 6-3
Z-A-SUPP Fle ..o 6-4
Z-T-RECAP File ....coviiiiiiiicicice e 6-4
Add CUSEOMETS/SEATUS ...vveiiieiieeeeeeie ettt ettt e et e e ettt e e s eate e e s eataeessraeeesans 6-4
Add Serial ItemS ......c.oveveieiieieieiecee s 6-4
Display: Address/City ......ccoceeieieieieieieieieeeece s 6-4
Display: RemMarks.........ccoueiiieiiiiiiiicic s 6-4
Display: Serials .......cccuiiiiiiiiiiicicicicicc s 6-5
Display: By LOCAtION .....coovoviiiiciicic s 6-5
DiSPlay TYPE ...ovviii s 6-5
AJRINFO o 6-5
Check Past DU ... 6-5
Display Contract/Meter Information ...........c.cccoceeeiieiiiiiic 6-6
Display for Last 10 Calls .......ccooeurmriiiicicciciceicccccicce e 6-6
Display Completion Date ...........cccoeveieieiiiiiiiiieecce s 6-6
Review Call Codes For New Calls .........cccocoeiiieiiiiiiiiiiie 6-6
Number Of Days To REVIEW .........cceueueieieiiieieieieicecce s 6-7
TAKET # .o 6-7
Reverse Date INQUITE. ... 6-7
Combine Calls When INQUITING ......ccccoeveieiiieiiieieeecce s 6-7
ASSIGN Call .o 6-8
Display Z-A-SUPP INfO ....cooveioiiieieieieeee s 6-8
Log Code As DeSCIiption ........ccccueieieiiieieieiceiceceee s 6-8
Prompt Problem Code ... 6-9
SOIUtION COde ..o 6-9
FYTLINE oot 6-10
Display Serv Codes/Type WINdOW ........ccccceeiiirieieiiiciceeeeeecces 6-10
Prompt Taker# When Closing Call ............cccocooiiiiiiiiicee 6-10
Prompt for Dispatch Time..........ccocooiviiiiiiii e 6-10
Print Call ..o 6-10
PIINEET .o 6-11
First Time/Date When Closing A Call ........cccccoeiiiiiiiiiiiiiccs 6-11
Callbacks: Call/Prob /SOl ...t 6-11
EXCIUAC /TO/ A ittt e e s sttt s e bt e s s sate e e s sbaeeesanreeas 6-11
Bill COMPIELE ...t 6-12



DDMS Serialized Setup Manual

6-2

Call Codes TO EXCIUAC/TO/ H wuveeeoieieeie ettt 6-12

Business HOUTIS FIOM/ TO ...ooovuiiiiiiiiiieeeie ettt s 6-12

| e\ =1 =S SRRSO 6-13

Prompt Service Type When Closing Call ...........cccoooveiiiiiiiii 6-13

Display Notepad From EZP ..........cccccoooiiiiii 6-13

Work Hours Window Order..........cocoeiiirininieieinenenceeecntcsteeetee e 6-13
Changing the Parameters ........iniinininnnininninnininniincnieniniesesnissessssescs 6-13
The (EZ1L) Serial Log In Parameters SCreen ..o 6-15



I
For your

convenience, a
picture of the
(EZ1L) screen has
been included at
the back of this
chapter. You can
use this page to
enter your
responses to the

ﬁields in this screen.

Figure 1:
Default Options
in the (EZ1L)
Screen

Chapter 6: Customizing Logging Calls

Customizing Logging Calls

This chapter describes all of the fields in the (EZ1L) Serial Log In Parameters
screen and gives you instructions for making changes to these fields. Many of
the fields in this screen let you specify the information you view when logging
calls. You can also specify how information for serial items in the Work Or-
ders window displays.

The (EZ1L) screen has no preset options. All of the fields are blank when you
tirst access the screen. However, we recommend that you view the default re-
sponses in this screen to determine whether they fit the needs of your busi-
ness. Begin by verifying whether the default settings for location 1 are suitable
for your business needs. (The default settings for location 1 are shown in Fig-
ure 1.) If one or more of the default settings are not acceptable, change them
using the [C] Change action code. (See the heading Changing the Parameters.)
When you have set the parameters for location 1, set up separate parameters
for each additional location that you run differently than location 1. If you do
not set up separate parameters for a particular location, the parameters set for
location 1 are used.

Field Definitions

The following text describes each field in the (EZ1L) screen, as shown in Fig-
ure 1. These fields are listed in the order the cursor moves through the screen.

Update: Z-A-KEYS File
This field is not used in Ensite Pro.

/26:16:03 (EZ1L) Serial Log In Parameters 10/27/04 \\

Update: Z-A-KEYS File Y/N ?N Z-A-SUPP File Y/N/L ?N Z-T-RECAP File Y/N ?N
Add Customers Y/N ?N Status °? Add Serial Items Y/N ?N
Display: Address/City A/C ?A Remarks Y/N ?N Serials Y/N ?Y By Location Y/N ?N
Display Type ?1 {1=Sys#, Sub#, Ser#, 2=Sys#, Sub#, Item#, 3=Ser#, Item#)
{4=Ser#, Item Desc, 5=Sys#, Sub#, Item Desc, 6=Ser#, Location}
A/R Info Y/N ?N Check Past Due Y/N/H ?N Display Contract/Meter Info. Y/N/X ?N
Display for Last 10 Calls C/D/P/S ?D Display Completion Date Y/N ?N
Review Call Codes For New Calls Y/N °?N Number Of Days To Review #
Taker # Reverse Date Inquire Y/N ?N Combine Calls When Inquiring Y/N ?N
Assign Call# Y/N ?N Display Z-A-SUPP Info Y/N ?N Log Code As Description Y/N 2N
Prompt Problem Code Y/N/X ?Y Solution Code Y/N/X ?Y FYI Line Y/N/X ?N
Display Serv. Codes/Type Window Y/N/X ?Y Prompt Taker# When Closing Call Y/N 2N
Prompt for Dispatch Time Y/N ?N Print Call Y/N/O/B/X ?Y Printer ?P9

First Time/Date When Closing A Call (D=Dispatch, S=Start, C=Completion) ?C
Callbacks: Call/Prob./Sol. C/P/S/Any ?C Exclude [ ] To [ 1 + L , , ., , 1
Bill Complete Y/N ?N  Call Codes To Exclude [ ] To [ 1 + [ , , , , 1
Business Hours From 8 To 8 (Hours = Military) P/M Taker #

Prompt Service Type When Closing Call Y/N 2N Display Notepad From EZP Y/N ?Y
Work Hours Window Order (1l=Work, 2=Travel, 3=Miles Bill, 4=Miles Paid) [1,2,3]

- J
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If you leave the
Display: Remarks
field blank, or set it
to N, no remarks
display in the
Remarks box in the
Customer Master
tab.
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Z-A-SUPP File
In this field, specify whether to create the Z-A-SUPP file. This file contains the
following information:

¢ Service type
¢ Purchase order number
* Shipto address
¢ Closing taker number.
Enter your response according to the following:
Y Create the Z-A-SUPP file.

L  Create the Z-A-SUPP file and lets you change the physical
location of the machine when logging a call.

N (default) Do not create the Z-A-SUPP file.

Z-T-RECAP File
This field is not used in Ensite Pro.

Add Customers/Status
These fields are not used in Ensite Pro.

Add Serial Items
This field is not used in Ensite Pro.

Display: Address/City
This field is not used in Ensite Pro.

Display: Remarks

In this field, specify whether you view the customer and contract remarks
when logging calls. If you set this field to Y these remarks also appear when
you edit calls in the Machine Monitor window.

This option lets you view any customer remarks from the Remarks box in the
Customer Master tab. If the item is under contract, remarks from the Contract
Remarks dialog box display in the Contract Detail window. These remarks
display before you begin entering specific information about the call. Enter
your response according to the following:

Y Display customer and contract remarks when logging
calls.

N (default) Do not display customer and contract remarks
when logging calls.
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Display: Serials

This field is not used in Ensite Pro.

Display: By Location

When you log calls, you can view a list of the serial items assigned to the cus-
tomer. In this field, specify whether to limit the list of serialized items to the

general ledger location specified for the call, or whether to include items from
all locations. Enter your response according to the following:

Y Display serialized items for the specified location only.
N (default) Display serialized items for all locations.
Display Type
This field is not used in Ensite Pro.

A/R Info

You can use this field to display the customer’s account information when you
log calls. Set this field to Y to display the customer’s current, total, 30, 60, and
90 day account information from the Customer History window. Along with
this information, the check number and the amount was last paid also appear.

Y Display the customer’s account information when you log
calls.

N Do not display the customer’s account information.

Check Past Due

When you log calls, you can use this field to notify you when the customer’s
account is past due. If you set this field to Y, you can also place any calls
logged to this customer’s account on hold if the account is past due.

Note: To use this option, you must specify the number of days when the
customer’s account becomes past due. You specify this number in the
Pastdue Days # field in the (LGO) Order Entry Parameters screen. The
system uses the number of days set in this field to notify you when an
account is past due throughout the DDMS system, not just the Serial-
ized application.

Y Notify you when the customer’s account is past due when
logging calls. The amount the customer’s past due amount
also displays.

6-5
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H Notify you when the customer’s account is past due when
logging calls. The amount that the customer’s account is
past due also appears. The call is placed on hold and
“HELD” is assigned as the call’s technician number. The
on-hold information is sent to the Serialized exception file:
Z-EXCEPT so you can easily print it. To print the Serial-
ized exception file information, you must set the Update
Exceptions field in the (EZ1S) Serial System Parameters
screen to Y.

N (default) Do not notify you when the customer’s account
is past due.

Display Contract/Meter Information
This field is not used in Ensite Pro.

Display for Last 10 Calls
You can use this field to specify the information to display about your
customer’s calls. When you log calls and retrieve the customer and item
record, you can view a list of the last 10 calls concerning the item, listing one
line of information for each call. This field lets you specify the type of informa-
tion you view for each of these calls. Enter your response according to the fol-
lowing;:
C Display the description of the call code selected for this
call.

D (default) Display the descriptive text entered when the call
was logged.

P Display the description of the problem code selected for
this call.

S Display the description of the solution code selected for
this call.

Display Completion Date
In this field, specify whether to display the completion date or the log-in date
when displaying the last 10 calls. Enter your response according to the follow-
ing:

Y Display the completion date for each of the last 10 calls.

N  (default) Display the log-in date for each of the last 10 calls.

Review Call Codes For New Calls

This field works with the Number of Days To Review field, described below.
You can use these fields to notify you when a machine has two calls logged
with the same call code a few days apart.



Chapter 6: Customizing Logging Calls

In the Review Call Codes For New Calls field, specify whether you are
prompted when you log a call for a machine that already has a call with the
same code. If a call with the same code has been logged for a machine, it’s con-
sidered a recall. The second call is automatically logged as a callback to the
original technician.

Then, in the Number Of Days To Review field, specify the number of days to
check back for codes when reviewing calls. Enter your response according to
the following:

Note: You can also use the Callbacks: Call/Prob/Sol field (described later in
this chapter) to specify which code to match when reviewing calls. You
can use either the call code, the problem code, or the solution code.

Y Promptyou when a call is logged for a machine that has
another call with the same code. (The Recall # box in the
Machine Detail Other tab is used to track the number of re-
calls that occur for each machine. The date of the last recall
displays.)

N (default) Do not prompt you when a call is logged for a
machine that has another call with the same code.

Number Of Days To Review

This field works with the Review Call Codes For New Calls field, described
above, and lets you specify the number of days to check back for calls logged
with the same code.

Suppose you specify 30 in this field and log a call for a machine with a call
code of C1. If another call is logged for this machine within 30 days with C1 as
the call code, you are prompted that a call with the same call code has recently
been logged. The call is considered a recall and is automatically logged as a
callback to the original technician.

Note: You can also specify which code to match when reviewing calls in the
Callbacks: Call/Prob/Sol field described later in this chapter.

Taker #
This field is not used in Ensite Pro.

Reverse Date Inquire
This field is not used in Ensite Pro.

Combine Calls When Inquiring
This field is not used in Ensite Pro.
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Assign Call

In this field, specify whether to automatically assign call numbers when you
log service calls, or whether to assign the call numbers yourself.

DDMS recommends that you set this field to N to automatically assign call
numbers. If you assign call numbers yourself, you must be careful not to use
the same call number more than once. If you accidentally reassign a call num-
ber, it could result in duplicate records. Enter your response according to the
following:

Y  You can assign call numbers.
N (default) Call numbers are assigned automatically.

Display Z-A-SUPP Info

This field works with the Z-A-SUPP File field, described previously, and lets
you display the information from the Z-A-SUPP file when you log calls in the
Work Orders window. This information also displays when you edit or view
previously logged calls. (The Z-A-SUPP file contains information about a spe-
cific machine, including the service type, the physical location, and the ship-
ping address.) Enter your response according to the following:

Y Automatically display the Z-A-SUPP file information
when logging calls.

Note: For the system to display this information, you must have set the Z-A-
SUPP File field to Y.

N (default) Do not automatically display the Z-A-SUPP file
information.

Log Code As Description

In this field, specify whether to automatically enter call code descriptions as
the first part of the call description when you log calls. Call codes are user-de-
fined codes that identify the customer’s problem.

DDMS recommends that you use call codes to automate text entry for your
calls. If you design these codes carefully and set parameters so that the code
descriptions are included as text in the call, many of the calls you generate re-
quire little or no typing — the code descriptions provide all the necessary in-
formation. Enter your response according to the following:

Y Automatically enters call code descriptions when logging
calls.

N (default) Do not automatically enter call code descriptions
when logging calls.
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Prompt Problem Code

In this field, specify whether you are prompted for a problem code when you
log calls. You can also use this field to specify that problem codes must be en-
tered before the call can be completed in the Work Orders window. Problem
codes are used to indicate what kind of problem a customer has. These codes
are usually entered after a technician has determined the problem. Enter your
response in this field according to the following:

Y (default) Prompt for the problem code when a call is
logged or completed in the Work Orders window. How-
ever, you do not have to enter the problem code to com-
plete the order.

N Do not prompt for problem codes when a call is logged or
completed.

X Prompt for problem codes when a call is logged, and re-
quires a problem code before you can complete the call. (If
you choose this option, you must set up problem codes in
the Machine Tools window. If you do not set up codes,
you cannot complete calls. For details, see Chapter 10: Set-
ting Up Call Codes.)

Solution Code

In this field, specify whether you are prompted for a solution code when you
log calls in the Work Orders window. (Solution codes indicate how the prob-
lem was solved, and are usually entered before you complete the call.) You
can also use this field to specify that a solution code must be entered before
you can complete a call. Enter your response according to the following:

Y (default) Prompt for a solution code when a call is logged
or completed. A solution code is not required to complete
the order.

N Do not prompt for solution codes when calls are logged or
completed.

X  Prompt for solution codes when calls are logged, and re-
quire solution codes before the user can complete the call.
(If you choose this option, you must set up solution codes
in the Machine Tools window. If you do not set up codes,
you cannot complete calls. For details, see Chapter 10: Set-
ting Up Call Codes.)
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FYI Line

In this field, specify whether to be prompted to enter an FYI line when you
close a call in the Work Orders window. You use this line to enter additional
information about a call that is not part of the call description. For example,
you may use this line to specify the page numbers in a service manual that ap-
ply to a call. The FYI line displays whenever you view a call, but this line does
not print on standard problem tickets. Enter your response according to the
following:

Y Prompt to enter an FYI line before completing a call. How-
ever, an FYI line is not required to complete the call.

X  Require an FYI line to be entered to complete the call.
N (default) Do not prompt to enter an FYI line.

Display Serv Codes/Type Window
This field is not used in Ensite Pro.

Prompt Taker# When Closing Call

In this field, specify whether to be prompted to enter an order-taker number
when you close calls. If you enter an order-taker number, the number is in-
cluded in the Z-A-SUPP file, described earlier in this chapter. Since the person
who closes calls also enters the call’s completion date and time, as well as the
travel time, this field can provide important information. Enter your response
according to the following:

Y Prompt for an order-taker number when closing calls.

N (default) Do not prompt for an order-taker number when
closing calls.

Prompt for Dispatch Time

You can use this field to specify whether to be prompted for dispatch and start
times when you dispatch service calls in the Machine Monitor window. Enter
your response according to the following;:

Y Prompt for dispatch and start times when calls are dis-
patched.

N  (default) Do not prompt for dispatch and start times when
calls are dispatched.
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Print Call

In this field, specify whether to be prompted to print calls, and, if so, when.
This field also determines whether you are prompted to print a call when dis-
patching it. Enter your response according to the following;:

Y (default) Prompt you to print the call whenever it is
logged or dispatched.

N Do not prompt you to print the call.
O Prompt you to print the call when it is logged.

B Prompt you to print the call when it is logged, completed,
and dispatched.

X  Prompt you to print the call only when it is completed.

Printer

In this field, specify the default printer for printing calls through the Work Or-
ders window and Machine Monitor. To choose a printer, enter the logical
name of a printer connected to the system. For example, to use logical printer
P1, enter P1. If you leave this field blank, it defaults to P9.

First Time/Date When Closing A Call
This field is not used in Ensite Pro.

Callbacks: Call/Prob/Sol

This field works with the Review Call Codes For New Calls field, described
earlier in this chapter. You can use this field to specify which code to match
when reviewing calls. You can check for call, problem, or solution codes. Enter
your response according to the following:

C  (default) Search for matching call codes when reviewing
calls.

Search for matching problem codes when reviewing calls.

9p]

Search for matching solution codes when reviewing calls.

Do not search for any matching codes when reviewing
calls.

Exclude/To/+
These fields work with the Callbacks: Call/Prob/Sol field described above,
and let you exclude certain codes when reviewing calls.

You can use the Exclude and To fields to specify the range of codes to ignore
when determining whether a call is a recall. You can specify a range of call
codes, problem codes, or solution codes.
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In the Exclude field, enter the first code in the range to exclude from consider-
ation. Enter the last code in the range in the To field. For example, to exclude
codes C1 through FF, you would specify C1 in the Exclude field and FF in the
To field.

In the remaining + fields, enter up to five additional codes outside of the range
to exclude from consideration. For example, you could exclude codes AA, HA,
R2, XX, and Z1.

Bill Complete

When you complete service calls in the Work Orders window, you can select
Complete and Bill and Completed. If you choose the Completed option, no bill
is created for the service call. However, we recommend that you always bill
service calls, even those covered by contracts. Services provided under con-
tract are then charged against the contract in the Contract Detail History tab,
so you can determine your gross profit for each contract.

In the Bill Complete field, specify whether to create a bill even when someone se-
lects the Completed option. (By selecting this option, you can also exempt calls
with certain call codes from being billed. To do this, specify the call codes to ex-
empt in the Call Codes To Exclude fields, described below.) Enter your response
according to the following:

Y Create a bill when using the Complete option.

N (default) Do not create a bill when using the Complete op-
tion.

Call Codes To Exclude/To/+

These fields work with the Bill Complete field, above. You can use this field to
exempt certain calls from billing. For example, you may log calls where no ser-
vice is performed, such as inquiries from potential customers.

In the From and To fields, enter the range of call codes to exempt from billing.
Enter the beginning of the range in the From field, and the end of the range in
the To field. For example, to exempt call codes C1 through FF, you would
specify C1 in the From, and FF in the To field.

In the remaining + fields, you can enter up to five individual call codes to ex-
empt from billing. For example, you could exempt call codes AA, HA, R2, XX,
and Z1.

Business Hours From/To

In these fields, specify your hours of operation. This information determines
the length of time that a service call requires.
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Suppose your hours are from 8:00 a.m. to 5:00 p.m. A technician starts a call at
4:00 p.m. one afternoon, and completes it at 10:00 a.m. the next day. If you en-
ter your business hours in these fields, the actual time is recorded as three
hours. If you leave these fields blank, the time is recorded as 18 hours. For
calls that are completed on the same day, even if the completion time is after
your regular business hours, the actual time is recorded.

Note: You must enter your business hours in military time. For example, if your
hours are from 8:00 a.m. to 5:00 p.m., you would specify 08:00 to 17:00.

In the Business Hours From field, specify the time that your business hours begin
each day. In the To field, specify the time that your business hours end each day.

P/M Taker

You can use this field to specify a default order-taker number when you auto-
matically generate preventive maintenance calls in the (EZY) Serial Mainte-
nance Report Selection screen.

Prompt Service Type When Closing Call

In this field, specify whether to be prompted for a service type when you close
a call. If you set this field to Y, the Service Type box in the Work Orders Call
Detail tab displays. Enter your response according to the following:

Y Prompt for a service type when closing a call.

N  (default) Do not prompt for a service type when closing a
call.

Display Notepad From EZP
This field is not used in Ensite Pro.

Work Hours Window Order
This field is not used in Ensite Pro.

Changing the Parameters

Serialized Parameters are in the text-based (EZ) Serial Master Menu screen. To
access the (EZ) screen, use TBL Client. To set up or change parameters in the
(EZ1L) screen:

1 From the DDMS Master Menu, type EZ.

2 When the Serial Master Menu opens, type 1 in the Action field.
3 In the (EZ1) Serial Parameters menu, type L in the Action field.
4 Inthe (EZ1L) screen, type C in the Action field.

6-13



DDMS Serialized Setup Manual

5 Inthe G/L Location field, enter the location for which you want to set
the parameters. (This field defaults to the location entered for your ter-
minal in the (L1) Terminal and Tickets Parameters screen.) You can en-
ter a new location or accept the default location:

* To accept the default location, press Tab.

¢ To set parameters for a different location, enter the number. If you
enter fewer than two characters, press Tab.

Note: Your responses to the fields in the (EZ1L) screen apply only to the
location you specify in the G/L Location field.

6 Enter the appropriate responses in each of the fields in this screen. For a
description of the fields, see the heading Field Definitions. Use the fol-
lowing instructions for cursor movement in this screen:

¢ To move the cursor ahead one field, press Tab.
¢ To move the cursor back one field, press Back Space.

7 When you finish, press Enter until the cursor returns to the Action field.
If you press Esc before doing so, your changes are not saved.
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Default Settings
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Serial
Workorder
Journal
Parameters
Screen

Understanding Workorder Journal Parameters

You can use the parameters in the (EZ1]) Serial Workorder Journal Parameters
screen to create a workorder journal. This journal stores all the service
workorder usage and activity information about your machines. You can use
it to print reports that can show you all the parts you've used, including all
your labor and travel charges, the machines that needed the parts, and a list-
ing of all the technicians who replaced them.

In some states, machine dealers do not have to pay sales tax on service con-
tracts, but they do have to pay a tax on the parts used when repairing ma-
chines under a service contract. This tax is called a “use tax.” Naturally, deal-
ers need a way to track these items to pay the use tax. The (EZ1]) Serial
Workorder Journal Parameters and (EZY]) Workorder Journal Report Selec-
tion screens provide a way to track these parts. To track the parts used when
repairing machines under a service contract, you must first set the parameters
in the (EZ1]) screen, determine which items to track, and then run the tracking
reports through the (EZY]) screen.

The (EZ1]J) screen has no preset options. All of the fields are blank when you
tirst access the screen. However, we recommend that you view the default re-
sponses in this screen to determine whether they fit the needs of your busi-
ness. Begin by verifying whether the settings for location 1 are suitable for

your business needs. (The default settings for location 1 are shown in Figure
1.)

If one or more of the default settings are not acceptable, change them using
the [C] Change action code. (See the heading Changing the Parameters.)

/,i7:38:26 (EZ1J) Serial Workorder Journal Parameters 09/08/98 \\

Action [I] (C=Change, I=Inquiry, B=Back To EZl1l) G/L Location [ 1]

Update Workorder Journal Y=All Items, N=No Update, U=Use Tax Items Only Y/N/U ?N

Include For Use Tax:

Service Type From [ ] To [ 1 + [ , , , ., 1

Item Department From [ ] To [ ] S |

Item Stock Class From [ ] To [ ] S |

Include Labor Y/N ?N Include Travel Y/N ?N Use Tax %
State Use Tax

[ 1] %

[ 1] %

[ 1] %

[ 1] %
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When you have set the parameters for location 1, set up separate parameters
for each additional location that you run differently than location 1. If you do
not set up separate parameters for a particular location, the parameters set for
location 1 are used.

Field Definitions

The following text describes each field in the (EZ1]) screen. These fields are
listed in the order the cursor moves through the screen.

Update Workorder Journal

In this field, specify whether to create a workorder journal file to track items.
You can create a workorder journal that will track all the items you sell, or
only those items that are subject to the use tax. This workorder journal is
called the Z-JOURNAL file.

To create a workorder journal that tracks only items subject to the use tax, for
an item to be included in the journal, it must meet at least one of the limits you
set in the Include For Use Tax fields, below.

Enter your response according to the following:

Y Create and update a workorder journal to track all items.
Since this option provides the greatest flexibility when
printing reports, DDMS recommends that you use this op-
tion.

U Create and update a workorder journal that includes only
those items that are subject to the use tax.

N (default) Do not create a workorder journal.

Include For Use Tax: Service Type From/To/+

You can track items that are subject to the use tax using service types. Service
types help you organize your calls by the type of service you perform. For ex-
ample, you might set up one service type for warranty work, another for con-
tract work, and another for non-contract work, and so forth.

In these fields, specify the service types to include. You can specify a range of
service types, plus up to five additional service types. All items with service
types specified in these fields are tracked for the use tax.

Note: You can track items for the use tax us