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About the Dispatch Board

The new optimized Dispatch Board under Scheduling > Dispatch Board (New) is the scheduling hub of
Service Autopilot. Much of the information you enter in other areas of the software ends up here at
some point. The general look and feel of this dispatch board is similar to the Scheduling > Dispatch
Jobs option, but we have spent many months optimizing and scaling the dispatch board to deliver a
better experience. We will continue to improve and optimize it for speed to ensure that SA scales with
your growing businesses.

From the Dispatch Board, you can:

¢ Send out your teams.

e See what jobs you have scheduled.

e Change service dates.

e Make and view notes.

e Setandchange route order.

e Printroute sheets.

You might also enter hours, change product information, cancel, skip, complete, and otherwise

manipulate the jobs you have scheduled—and that’s not everything. Understanding how to navigate
through Dispatch is critical to getting the most out of Service Autopilot.
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Set Up User Rights for the Dispatch Board

Your company roles need to be configured to allow access to the Dispatch Board. Rights are
permissions assigned to each user. To configure the Roles for the company, go to Settings > User Roles
& Rights and choose the role you want to modify.

Dispatch Board Permissions

Edit - Owner The Scheduling Access list has several settings available. You must
Name [owner have the Dispatch Board permission checked to see the Dispatch
Descrption  [Owner Board under Scheduling.
Select all items on current tab
Home CRM Scheduling Note: Snow Dispatch is not enabled under these permissions. For
information on Snow and the Snow Dispatch Board, see the Show
Scheduling Access Scheduling Reports User Guide.
Calendar Job Cost Summary
Package Summary Report
Waiting List Packags Sq Ft by Raund
Teams Client Count by Service
Add/Modify Projects Chemical Tracking
Dispatch Calendar Cwver / Under Report
Asset Tracking Backlog Services
View,/Edit Aszet Purchase Scheduled To Dos
Infa Damage Report
View/Edit Asset Forms Szles Count by Sales Rep
St Schedule Alerts Client Services Report
Paused Services Report
Cost of Goods Seld Report
Jok Costing
sales by Date Sold
Sales by Date Sold Detsil
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Overview of the Dispatch Board

This is an overview of the functionality available on the Dispatch Board. You can access the Dispatch
Board by going to Scheduling > Dispatch Board (New).

At the top of the page under the Navigation Bar, you'll see the filters. Click any filter to display the
criteria and apply it.

SelectaFilter: Resource |Service Prommity Search  MapCode  Address  Client Status  Priorty Tags  ResourceTags  To Do Types

i
L
& oipatch Board | [E) [ Mon 10/14/2015 - Mon 10/14/2019 Print mn

13 Jobs Total

Under thefilters, you have the view selector:

Select a Filter: Resource  Service  Proximity Search|

E Dispatch Board . } @ @
N

Saved Filters

Create View

Dispatch Board

Dispatch Board Save X
Close Qut Day
Teams
Waiting List
Waiting List
Snow Dispatch

Snow Dispatch

Snow Close Qut

T30 State Fark Rd

This allows you to create and access different views.
To the immediate right of the view selector is a Refresh button.
To the right of the Refresh button is the date selector. Click the date selector to open the calendar:

E Dispatch Board } G [ Mon 10/14/2019 - Mon 10/14/2019 ]
13 Jobs Total
10/14/2019 - 10/14/2019 | m
. S M T w T
“"""‘vm -
< October 2019 > < November 2019 >
[ Oder = Pi # st # Client
(] 0 = Carlene Adams . e 4 S 7
Lsl 9 3 1 2 3 4 5 s 20 30 31 1 2
259 Meadow Rd ° oo
6 7 8 9o 10 11 12 3 4 5 & 7 8 9 ||
] 0 ﬁ Charles Clay o
4 Smith Lane 13 n 15 16 17 18 19 10 11 12 13 14 15 16
r 0 ] David Johnson 20 21 22 23 24 25 26 17 18 19 20 21 22 23
14 Sensame Way 27 2 20 30 M 1 2 24 25 26 27 28 20 30 |
[m| 0 I Jack Doyle
83 Meadow Rd Past 1Day 3Days 5Days  Next 3Days 5Days 7Days  Weekly This Week Next Week
[l 0 ] Kancas Cit: 3748 =1 10/14/7019 Ericcnl
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Once you select your dates, click Refresh to apply them and close the dialog.

04/17/2023 - 04/21/2023 (5 Days) ] Refresh
< March 2023 > < April 2023 >
1 2 3 4 1
5 6 7 8 9 M0 1N 2 3 4 5 6 7 8
12 13 14 15 16 17 18 9 10 11 13 14 15
19 20 21 22 23 24 25 16 17 18 19 20 21 22
26 27 28 29 30 31 23 24 25 26 27 28 29
30
Past 1Day 3Days Next 3Days 5Days 7Days  Weekly This Weelk Next Week

The Print button and More dropdown list are to the far right:

Chemical Tracking
Assign Teams
Send Text

Export

Customize Sort Order

0

Show Tabs
0 Show Legend

Show Job Comments
0

Use the Print button to print Route Sheets for dispatched jobs.

The More dropdown options include Chemical Tracking (if you have chemical services scheduled),
Assign Teams, Send Text, Export, Customize Sort Order, Show Tabs, Show Legend, and Show/Hide
Job Comments.

Note: Your Job Comments selection will be saved as a default until your browser cookies are cleared.
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Under the view selector and job total is the Actions menu:

=1 BH . A
Job Status Routing Communication

I Dispatch Manual Email Clients
Cancel Dispatch Group Stops Jobs without Emails
Complete Optimize Stops Add/Remove Tags
Cancel Job Master Routes

I Waiting List Split Assignments
Skip Job Cancel Split Assignments
Extend Job (Multi-day) Clear Rescheduled Flag
Shorten Job (Multi-day)

This lets you take different actions, including changing the job status, routing, communication with
Clients, and more.

To the right of the Actions dropdown is a quick date selector for the current week. Choose a date to
automatically refresh the page:

Edit Jobs Show Map

The Edit Jobs button lets you reassign or reschedule one or more jobs. The Show Map button displays
the Map so you can see jobs in physical relation to each another. The Show Stats button displays the B.
Hrs., job count, and total amount by resource.

On the far right is the column selector for the Dispatch Board:

l [J Close Qut Day §|

Priority

Client
n Account Balance
Service
Date
Map
. City
Zip
Assigned
[J sales Rep
Last Service Date
Sub Status
J Project Number
[J Remaining

Budgeted Hours
[ v
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There are additional functions on the grid of the Dispatch Board itself. You can click any status icon to
display a dialog and make quick changes:

. S T w T F 5
Actions | o 13 | 10 B 16 | 17 | 18 | 19 b lobe |
[] Order = Pri # st [Ali LeDar (P52) Bel
[} 0 % Status | Cancel Dispatch - i
Date 10/15/2019 L]
O 0 s _— ——— P
=4 APROINtMENt | set Appointment Time |
Assign to | - [
U]
[ 0 158 L
kL]
O 0 (=4 g - L

e Click a Client name to open the Client Account in a new tab.
e Click a Service to open the Job Details overlay.
e Onthefarright, click the icons to update Notes or add Products.

Create Screen Views on the Dispatch Board

You can save different views on several screens within Service Autopilot. These views load any
selected filters, which save you time when pulling up filtered lists. You can apply custom views to the
following screens: Clients, Leads, Estimates, Calendar, Dispatch Board, Snow Dispatch, and Dispatch
Calendar.

To create a custom view on the Dispatch Board, follow these steps:

1. Goto Scheduling > Dispatch Board (New) and add your desired filters.
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2. Select the dropdown list next to the Dispatch Board heading and select Create View.

Select a Filter: Resource  Service  Proximity Search Map Code  Address  Client  Status  Priority

a Dispatch Board ] | Tue 08/20/2019 - Tue 08/20/2019 |

Saved Filters

Create View 1F3 Edit Jobs Show Map Show Stats

)

Dispatch Board

- Acct Balance # Service % Date
Dispatch Board Save X
Close Out Day 0.00 BEDM & 8/20/201
Test Close Qut Day 700 AM 1
Test -31.75 BEDM & 8/20/201
Wolting List 3175 LeaF & 8/20/201
Waiting List

snew Dispatch _

Snow Dispatch

Snow Close Qut

3. The Screen View dialog appears. Enter a name for the view then click Save.

Screen View

Enter View name.

|Tea m 5|

4. Once you save, the view will be applied.

Select a Filter: Resource  Service  Proximity Search  Map Code  Address  Client  Status  Priority

& s ] (&) [ Tue 08/20/2019 - Tue 08/20/2019
3 Jobs Total

Show Map Show Stats

5. If you decide that you want to add additional filters to your view, add and apply those filters.
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6. Go back to the view selector and click the Save link next to your current view to update it.

Select a Filter: Service

Proximity Search

Resources ‘ 6 selected

a Teams

@

Saved Filters
Create View

Dispatch Board
Dispatch Board
Close Qut Day
Tearns

Waiting List

Waiting List

Snow Dispatch

Snow Dispatch

Snow Close Qut

Now, whenever you select that view, the page will load with the filters you selected. You can edit

Screen Views at any time by saving again.

To delete a view, select the "X" instead of Save.

Columns for Multi-Day Jobs

There are several columns you can enable on your Dispatch Board that have particular relevance to
Multi-Day Jobs. You may want to create a view specifically for Multi-Day Jobs that includes, at a

minimum, the following columns:

e B.Hrs. -Shows the budgeted hours per day as the top value and the remaining B Hrs on the overall
Multi-Day Job as the lower value. Any positive or negative variance to the B Hrs vs. actual hours
will be calculated on the following day. For example, | have 10 B. Hrs. on a Multi-Day Job, which is
splitinto 8 B. Hrs. for day one and 2 B. Hrs. for day two. If | only use 7 hours on day one, the system
will take the remaining hour for day one and allocate it to day two for a total of 3 B. Hrs.

e Actual - Shows the total actual time worked on that day. For example, if three people worked for

five hours each, the column would show “15”.

¢ Variance - Shows two numbers: the Daily Variance and Running Variance (in parenthesis).

Negative values display in green while positive values display in red.

e Daily Variance - The top number displayed. This is the actual hours worked minus the B.

Hrs. for the day.

e Running Variance - The bottom number in parenthesis. This is how far under or over time
you are on the entire project as of that day. Think of this number as a comparison against

your original plan.



Ser\/iceAutopiIot“' Dispatch Board User Guide

e Men - The number of people assigned to an instance of the job. When time is logged, it shows the
actual number of Resources who clocked time regardless of the Assignment. This column is
enabled by selecting “Close Out Day” from the Column dropdown list.

e Amount - The daily amount earned on the job based on the total job amount and daily B. Hrs. OR
actual time logged.

Example: A job for $1000 will last two days. If there are 15 B. Hrs. on day one and 5 B. Hrs. on day
two, the Amount for day one would be $750 and the Amount for day two would be $250. For the
same job, if you logged 10 hours on the first day, the amount on day one would be $500.

With these columns enabled, your Columns dropdown list will look something like this:

- ® Close Out Day 5

* O Priority

Client
m () Account Balance

Service

Date

O Map
- O cCity
O zZip
Assigned
O sales Rep
[ Last Service Date
(J Sub Status
O Project Number
Remaining
Budgeted Hours
Variance
Amount
O Product Total
O Total
Actual Hours
) Apx Mileage

With those selections, you would see the columns displayed like this:

4/21/2023 LauraP
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Status Icons on the Dispatch Board

This article will show you what the different icons on your Dispatch Board mean. You can always view

this information using the Dispatch Board Legend (More > Show Legend).

LLLL]

L]

B D Vv % & & k&

> B

i

-
-

i

© % @

Scheduled

Scheduled-New

Dispatched

Completed

Canceled

Skipped

Invoiced

Locked Invoice

Removed from Invoice

On-site

Driving to Site

Multi-day Job - Scheduled

Multi-day Job - Dispatched

Split Assignments

Edit Time Records

Jobis scheduled

Job is new for this Client

Jobis dispatched and can be seen on mobile apps

A Resource has completed the Job

The job has been canceled

The job has been skipped

Job has been completed and an Invoice
generated

Job has been completed, an Invoice generated,
and the Invoice is locked.

The Invoice Line Item this Job produced has
been deleted from the Invoice

A Resource is at the Service location.

A Resource has started drive time to the Service
location.

A Multi-day Job has been scheduled

A Multi-day Job has been dispatched and can be
seen on mobile apps

Job is assigned to more than one Resource but
can be routed separately

Edit time punches on Job
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Has Mobile Photos

Confirm Appt.

Appt. Confirmed

Low Priority

High Priority

Job Notes (Edit)

Job Notes Exist

Products (Edit)

Has Products

Edit Job/To Do

Photos have been added to the Job

Client must confirm before Service

Client has confirmed Service

A Low Priority Job

A High Priority Job

View/Edit Job Notes, Job Comments, Notes to
Client, or Invoice Description

Job has Job Notes

View/Edit Products on the Job

Job has products added

View/Edit Job details
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Show Job Statistics

From the Dispatch Board, you can pull up job statistics. This feature reports the total Budgeted Hours,

Job Count, and Total Amount per Resource.

1. Goto Scheduling > Dispatch Board (New).

2. Select the checkbox next to the Jobs you want to see statistics for. If you want to see statistics

for all the jobs, click the top checkbox to select all.

3. Click Show Stats.

E Dispatch Board

| (&) [ Thu 09/12/2019 - Thu 09/12/2018 |

11 Jobs Total

Edit Jobs

Order - Pri % St = Client «  Acct Balance % Service

Show Map Show Stats

U

# Date

- Map

Alex Collins 0.01
407 Highland Ave

A
0 v

LM &

9/12/2019

4. Anoverlay shows statistics for the selected Jobs.

Selected Jobs
Resource B. Hrs Job Total
Count Amt
*Unassigned 0.00 10 120.00
LM 0.00 4 0.00
MONTH 0.00 0 0.00
ps2 0.00 <] 120.00
Aja 0.00 1 0.00
LM 0.00 0 0.00
MONTH 0.00 1 0.00
ps2 0.00 0 0.00
TOTAL 0.00 11 120.00
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Filter the Dispatch Board by Status

If you have a lot of Jobs on your Dispatch Board, you may need to filter to dispatch or reschedule
skipped Jobs. The Job Status filter can also help you find cancelled Jobs. Once you cancel a Job in
Service Autopilot, the job will be removed from your view on the Dispatch Board, so you'll have to
apply the Job Status filter to view it.

Select a Filter: Resource  Service  Proximity Search  Map Code  Address Client m Priority  Tags Resource Tags  To Do Types
Status | v | Apply
|
= Teams /2019 - Mon 09/09/2019 }
Dispatch
9 Jobs Total Pending
Canceled
Actions ‘ VIR Complete Edit Jobs Show Map Show Stats
Skipped
[ Order = pii AcctBalance # Service 4+ Date ~ Map + City
O 0 815.25 EDGIN & 9/9/2019 AA1 Richard
TZ2571 £ Belt Line Rd

The Status filter can be used for the following statuses:

e Dispatch

e Pending

e Canceled

e Complete

e Skipped

You can only apply one status filter at a time. On the Dispatch Board, click the Status button, select a

status, and click Apply. This will automatically reload the Dispatch Board and only the Jobs in the
selected Status and date range will appear.

Work Orders on the Dispatch Board

A Work Order is a setting on a job which groups two or more services together on the Dispatch Board.
Instead of multiple rows with each service, you'll see one row for the entire job. Any One Time,
Recurring, or Waiting List jobs with more than one service can be a Work Order.

Before you can create Work Orders, you will need to enable the function in your Company Settings.
You will also need to create a Work Order before it can be seen on the Dispatch Board.

On the Dispatch Board or Waiting List, a Work Order will display as one line item:

H Dispatch Board B Mon 10/14/2019 - Mon 10/14/2019 Print mn

13 Jabs Total
v |~ [H " B e ens s
* 5 Client. - ! . # Date

[ cde = Fa . st Batence + o - W * oy . zp ® Assigned - Latsie ® SubStetus

O « B aioen 000 bl 042018 Fruco 055 009 =]
22 Eisanhower Drive Mizintanance
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The Service will be the first item on the Work Order; the B. Hrs. and Amount columns will be
cumulative for the entire Work Order. On the far right, there is a small black arrow where the Products
icon would be. Click this arrow to display all line items on the Work Order:

E Dispatch Board | E | Mon 10/14/2019 - Mon 10/14/2019 | i Print imn
13 Jobs Total
w e
L 0 & A, Green .01 10/14/2019 Frisco 4055 0.00 r
22 Eisenhower Drive
5 3758 oM 104019 s 4085 w0 oo O m
g 32198 FLOWE 10/1472019 Frisco 4055 200 0.00 0 m

Even though the first service line item of the Work Order is blue, it is not clickable. To edit any of the
jobs within the Work Order, you'll need to expand the Work Order, then click the service you need to

modify. Also note that all line items within the Work Order are highlighted in blue so you can spot them
easily on the Dispatch Board.

If you change the status of the first Work Order item, it will change the status for all services within the

Work Order. However, if you expand the Work Order, you can then click individual status icons to
dispatch services separately.

Change Job Statuses

Reassign Jobs from the Dispatch Board

There are a few different ways you can reassign work on the Dispatch Board. This is useful if a
Resource calls out sick because you can easily reassign multiple Jobs at once.

Edit Assignments in Bulk

1. Goto Scheduling > Dispatch Board (New).

2. Select the Jobs you want to reassign.

3. Click Edit Jobs.

3 Visits Total

: Edit Jobs Show Map

4 AcctBalance # Service % Date

O 0 l“_;”‘ Bananamango, Applepear 000 TCS 5/3/2024
1201 Richardson Dr

0 0 l—_5-3 Explosion, Nathan -294  AERAT 5/3/2024
1600 S Josey Ln
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4. Update the Assignment. This will affect all selected Jobs.

The Permanent option refers only to the Resource Assignment and is effective for all dates
moving forward. Checking this box will update the assignment on the Master Job.

Edit Jobs

Move Ta

Assign To | -

Permanent

5. Click Update.

Edit Assignment for One Job
Option 1
1. Goto Scheduling > Dispatch Board (New).

2. Under the Service column, click the Service for the Job you need to reassign.

Select a Filter: Resource  Service  Proximity Search Map Code  Address  Client  Status  Priority  Tags

& oiseatch Board ] | Tue 09/10/2019 - Tue 09/10/2019 |

12 Jobs Total

A 5 M T w T F S
Actions | v 3 9 10 1 12 13 1 Edit Jobs Show Map Show Stats

[l Oder =~ Pri # st & Client 4+ AcctBalance ® Semvice ¢ Date

~ 0 L‘Eﬁ Ali LeDar 000 Ps2 & 9/10/2019

19 Letitia Lane
0 ﬁ Christian McCaffrey 000 P24 9/10/2019

18 Chickadee Lane

3. The Job Details overlay appears.

(& Lawn Mowing for David Njoku

Change the job assignment with the E=3E3
“Assigned To” field by selecting a = — .

. Asugned To ‘Select Resorece(s) = Priority
different Resource.

4. Click Save.

Mo contacts found

Show: Products , Attachments . Forms

r Cancel

o
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Option 2
1. Goto Scheduling > Dispatch Board (New).

2. Click the Status icon for a job.

Select a Filter: Resource  Service  Proximity Search Map Code  Address  Client 5t

& oiseotch Board | (& | Tue 09/10/2019 - Tue 09/10/2019
12 Jobs Total
. s | M R W | T | F 5
LI ‘ v 3 o DM 11 | 12 | 13 | 14 e Sl
[ Order =~ Pri % st [Ali LeDar (P52) Ervice
1 0 Status | Cancel Dispatch - 52 &
Date 09/10/2019
0 LEd Appointment | SelA.ppDirllmeanl'me.\l B2 4
P Assign to | -
] 0 =) M &
m or Cancel
O 0 = — oot &

19 Garden Lane

3. Use the overlay to change the assignment.

4. Click Save.

Cancel Jobs

You can cancel job instances directly from the Dispatch Board. This will not cancel the master job. This
means that if you cancel a weekly job from the Dispatch Board, the job will still appear the following
week.

To cancel a master job, go to the client account, hover over the master job, and select More > Cancel.

To cancel a job on the Dispatch Board, simply check the box next to the job you want to cancel, hover
over the Actions menu, then select Cancel Job.

3 Visits Total
e HAFNE  HBE - =
Job Status Routing Communication
I Dispatch Manual Email Clients
Cancel Dispatch Group Stops Jobs without Emails
Complete Optimize Stops Add/Remove Tags
Master Routes
Waiting List % Split Assignments
Skip Job Cancel Split Assignments
I Extend Job (Multi-day) Clear Rescheduled Flag
Shorten Job (Multi-day)
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Note: You can view cancelled jobs on the Dispatch Board by applying the “Canceled” Status filter.

Extend or Shorten a Multi-Day Job

You have the option to extend or shorten a Multi-Day Job on the Dispatch Board. This is helpful for
scenarios where actual work doesn’t quite go as planned. Both options are available from the Actions
menu.

3 Visits Total

Actions v 8 M T w

I I 28 29 30 1
Job Status Routing Communication

I Dispatch Manual Email Clients
Cancel Dispatch Group Stops Jobs without Emails
Complete Optimize Stops Add/Remove Tags
Cancel Job Master Routes

- Waiting List Split Assignments
Skip Job Cancel Split Assignments

I Extend Job (Multi-day) “ Clear Rescheduled Flag
Shorten Job (Multi-day)

For example, if you logged hours on the last day of the job but the work wasn'’t finished, you could
extend the job by as many days as you need. This would create additional job instances tacked onto the
last day of the job. Any remaining Budgeted Hours (B. Hrs.) will be allocated when the job is extended.
If you were out of B. Hrs. before extending the job, there will not be any B. Hrs. allocated to additional
jobinstances.
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Complete a Multi-Day Job

All instances of a Multi-Day Job work together as a single job. Therefore, certain changes, such as
status changes, affect all instances of the job. This is particularly important when marking Multi-Day
Jobs as complete. It’s best to not complete any job instances until the last day when all work is
complete. If you were to complete the job before the last instance, no job history will be recorded past
the point where the job was completed.

When you go to mark an instance as complete from the Dispatch Board, you will receive this prompt:

Complete Multi-day Jobs %

You are marking multi-day jobs as complete
Please specify the date you completed these jobs.

10,/03/2019

Bl or Cancel

If the date you select on this prompt is before the last job instance, any instances after that date will be
removed from the Dispatch Board. Any time logged will be retained but you will not have any of the
budgeting or job costing information for those days.

When the Invoice for a Multi-Day Job is generated, there will be one line item for each completed
Service regardless of how many days it took to complete the Job. If your Multi-Day Job only had one
Service that means it was not a Work Order. The Invoice would only show a single line item for that
single Service. If your Multi-Day Job was a Work Order (it had multiple Services), each Service would
show as a separate line item on the Invoice.
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Complete a Job

If your field staff uses the Service Autopilot Mobile App, you will not need to mark jobs as complete
because they will do that as they finish Jobs. If your field staff is not using the app, you'll need to
manually mark jobs as complete. There are a few ways to do this depending on how many jobs need to

be completed.

Complete One or More Jobs

1. Goto Scheduling > Dispatch

Board (New).

2. Onthe Dispatch Board, locate the Job(s) to be marked as complete.

3. Click the checkboxes next to

each Job.

4. Hover over Actions and select Complete.

Complete (ALT+C)
Cancel Job “
Waiting List

Skip Job

Extend Job (Multi-day)
Shorten Job (Multi-day)

Optimize Stops

Master Routes

Split Assignments
Cancel Split Assignments

Clear Rescheduled Flag

3 Visits Total

[ vy HHHE AE
Job Status Routing Communication

I Dispatch Manual Email Clients
Cancel Dispatch Group Stops Jobs without Emails

Add/Remove Tags
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Complete One Job
Option 1
1. Goto Scheduling > Dispatch Board (New).

2. Click the Status icon for the Job you want to complete.

13 Jobs Total
Actions ‘ v “ 1T0 Edit Jobs
[] Order~ Pri# St % Client « Acct Balance # Service
0 o {8  David Njoku 000 M &
m 31 Maxfield Rd
(] o g Evan Engram 000 LM &
19 Garden Lane

3. Click the Status dropdown list.

4. Select Complete.

13 Jobs Total
Edit Jobs
[] Order~ Pri# st # David Njoku (LM) & D
O 0 Eﬁ Status Cancel Dispatch - 9
O 0 g Appointment :tance\ Dispatch \ 9
Dispatch
Assign to Complete
ALY
] 0 [ETY | Cancel Job I} ‘ 9
Skip El
] 0 L‘g “IOTOATTTTOwWara— 9,
99 Salmon Pt |
L] 0 lﬂ_sﬂ‘. Kurtis Clements 9
98 Pine Rock Rd,|

5. Click Save.



Service Autopilot’

Dispatch Board User Guide

Option 2

1. Goto Scheduling > Dispatch Board (New).

2. Click the Service for the Job you want to complete. This will open the Job Details overlay.

(% Lawn Mowing for David Njoku

Schedule Date 08102018 B Agpointment Start

Statiis ;Penc"d . Suls Status Select Sub Sta

Dispatched
Comphried h

Job Note . Start Date End Data

3. Click the Status dropdown list.
4. Select Complete.
5. Click Save.

End

Assigrigd To Peniifig Diepiatch | Pricrity (CiHigh @ nNormal () Low

Mote For

Reschedule Jobs from the Dispatch Board

Rescheduling jobs because of weather or other reasons can be stressful and time-consuming.
Fortunately, there are a few simple ways to reschedule Jobs in Service Autopilot. You can also easily
reassign jobs to different Resources at the same time. The steps below will explain how to do this.

Remember that recurring schedules, such as Weekly - Monday, will auto-adjust whenever a job
instance is skipped or rescheduled. That means that even if one Job is rescheduled, the others will
remain on the selected schedule. If you need to update all future rounds, you’ll have to update the

Master Schedule that’s on the Master Job record.
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Reschedule and Edit Assignments in Bulk
1. Goto Scheduling > Dispatch Board (New).

2. Select the Jobs you want to move.

3. Click Edit Jobs.

Select aFilter: Resource  Service  Proximity Search ~ Map Code  Address  Client  Status  Priority  Tags

& oiseatch Board | (& [ Tue 09/10/2019 - Tue 09/10/2019
12 Jobs Total

Y

[ Order =« Pri % st % Client +  Acctudlance # Sewvice % Date

~ 0 % Ali LeDar 000 psz2 & 9/10/2019
19 Letitia Lane

0 % Christian McCaffray 000 ps2 & 9/10/2019
18 Chickadee Lane

1 0 g David Njoku 000 LM & 9/10/2019
31 Maxfield Rdl

4. Type adatein the “Move To” field or click the calendar icon to choose a date.

Edit Jobs

Move To

Assign To | ~ | Permanent

5. Select the new Assignment. This is optional and will affect all selected Jobs. The Permanent
option refers only to the Resource Assignment and is effective for all dates moving forward.
Checking this box will update the assignment on the Master Job.

6. Click Update.
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Reschedule and Edit Assignment for One Job
Option 1
1. Goto Scheduling > Dispatch Board (New).

2. Inthe Service column, click the Service for the Job you need to move.

Select a Filter: Resource  Service  Proximity Search  Map Code  Address  Client  Status  Priority  Tags

& Disostch Board | [&) [ Tue 09/10/2019 - Tue 09/10/2019 |
12 Jobs Total

s M T w T F S =
BN
[] Order =« Pi % St ¢ Client 4 AcctBalance # Service ¢ Date
~ 0 g Ali LeDar 000 ps2 & 9/10/2019

19 Letitia Lane Jm

0 g Christian McCaffrey 000 PP 9/10/2019

18 Chickadee Lane

3. Inthe Job Details overlay, find the Schedule Date and manually change it, or click the calendar
to select a new date.

& Poop Scoop (2/week) for Ali LeDar

Schedule Date fo2y 1020 o Appaintrnent Start | Endl |
Status | QO September iy 0| SubSlatus Seieat SUb Stalue..,
Lsigned T | Pl e e i S e = Frioriy OHigh @ Mermal  Cilew

R
ofall

15 n i 18
22 b} %j 25 2§ AT 2%

lob Mote Start Bate Er

$20.00

Amount

Mo cantacts found

Show: Producls . Atlachments, Forms

. R
4. Change the job assignment in the “Assigned To” field by selecting a different Resource.

5. Click Save.
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Option 2
1. Goto Scheduling > Dispatch Board (New).

2. Click the Status icon for a job.

Select a Filter: Resource  Service  Proximity Search ~ Map Code  Address  Client  Sta

& oispetch Board ) | Tue 09/10/2019 - Tue 09/10/2019
12 Jobs Total
. s | m BB w | T | F | s
L ‘ v 8 o MBSO 11 | 12 | 13| 14 Bt ot Show Map
[ Order = Pri # 5t [AIiLeDar(PSZ] rvice

N —_— 52 &
Appointment | set Appointment Time |

Assign to | -

v &

S— ——
19 Garden Lane

] 0 Status | Cancel Dispatch - 52 &
Date 09/10/2019
[E=H)
il
[B=H)
L)
L5

3. Use the overlay to change the Status, Date, Appointment Time, or Assignment.

4. Click Save.

Schedule a Multi-Day Job

If you create a One-Time Job as a Multi-Day Job, the Job will automatically be scheduled on the
Dispatch Board based on the Start Date, number of days, and Multi-Day Include Days:

Bed Maintenance (One Time) for Adamson, Adam

m Details Notes Assets Attachments Audit Trail

Contract |Nol part of a contract - History (BED M) Upcoming (BED M)
T —— ~ v ® N 4/27/2018 Amt: 0.01, LauraP, Hrs: 0.00 4/12/2023 Amt: 0.00. LauraP, B.Hrs: 10.00
remtea York Drer: QO Yes @ No 4/27/2018 Amt: 0.01, LauraP, Hrs: 0.00 4/13/2023 Amt; 0.00, LauraP, B.Hrs: 10.00

I this job complete? QO Yes @ No

Service Start Date Assigned To Qty Rate B.Hrs Team Size | Days |Start End

# | Bed Maintenance - Elle Palmer (LauraP} -] 100 \ 150.00 [ 10.00 \ 1 A -]
Add Service Service Total 150.00
Product Total 0.00
Subtotal 150.00

m or Cancel Tax 0.00
Total 150.00

In this example, the first day of the Job would be 04/12/2023 and the second day would be
04/13/2023. Both of those dates are weekdays that would typically be worked. If, for example, you do
not schedule work on weekends, but a three-day job starts on a Friday, the next two days would be
scheduled on Monday and Tuesday.
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If you create a Waiting List Job as a Multi-Day Job, it will remain on the Waiting List until you move the
job to the Dispatch Board. Once you schedule the job, it will follow the same rules as a One-Time job.

Team Size does not update when you assign the job from the Dispatch Board or Waiting List. If you
want the number of days for the job to update based on the Team Size, you will need to update the
assignment from the Master Job level.

Reschedule a Multi-Day Job

One-Time Multi-Day Jobs

If you need to move a One-Time Multi-Day Job after it's been scheduled, this can be an inconvenience.
Regardless of the Job Status, each job instance would need to be rescheduled. For example, let’s say
you had a job scheduled on Monday/Tuesday/Wednesday, but it now needs to start on Wednesday.
Each instance needs to be moved because the job costing allocations are different for each day.
Monday’s instance would be moved to Wednesday, Tuesday’s to Thursday, and Wednesday'’s to Friday.
A scenario like this could become very confusing. If you anticipate this happening frequently, consider
using Waiting List jobs rather than One-Time jobs.

Waiting List Multi-Day Jobs

The advantage to using Waiting List jobs for Multi-Day jobs is that they can be sent back to the Waiting
List from the Dispatch Board. If you need to re-schedule one of these jobs, you can send the job back to
the Waiting List then reschedule all occurrences with only a few clicks. This avoids the confusing
shuffling that can occur with One-Time jobs.

If you have a scenario where you don’t know exactly when you’re going to start a job, it’s best touse a
Waiting List Job. These might be scenarios where weather is a factor, or if you must wait on equipment
or personnel that you normally don’t have on hand. This way, you'd have the added advantage of being
able to easily reschedule the job without any other loss of functionality.

Modify a Job Rate from the Dispatch Board

Completed Jobs become line items on Invoices (unless the jobs are under Contract). This means that
you can modify the service rate from the Dispatch Board and your changes will be on the Invoice. This
can be done from the Job Details overlay or from the Dispatch Board itself.

To change the Rate on a Job from the Dispatch Board, follow these steps:

1. Go to Scheduling > Dispatch Board (New).

2. Find the job you want to modify and click the value in the Amount column.
3. Change the amount.

4. Click Save.
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Note: If the Service Mode of the service is Hourly, the Amount will change based on the total time
worked on the job. For example: Amount = Number of Staff x Hours x Rate.

Routing

Routing Overview

Routing lets you place jobs in order by Team or resource. It's a great tool that helps make drive time

more efficient.

1. Goto Scheduling > Dispatch Board (New).

2. Hover over Actions and locate the Routing section.

Extend Job (Multi-day)
Shorten Job (Multi-day)

Clear Rescheduled Flag

3 Visits Total

I Actions % I A IE R
Job Status Routing Communication

I Dispatch Manual Email Clients
Cancel Dispatch Group Stops Jobs without Emails
Complete Optimize Stops Add/Remove Tags
Cancel Job Master Routes
Waiting List Split Assignments
Skip Job Cancel Split Assignments

You have four options to choose from.

e Manual - This option allows you to drag and drop jobs in the order you would like to perform them.

e Group Stops - “As the crow flies” routing. This option will order jobs by distance, travelingin a
straight line. It does not take into consideration things like lakes and mountains, housing

complexes, or road systems.

e Optimize Stops - Very similar to how Group Stops works, this option will place jobs in order by
distance but will take into consideration roads, natural barriers, and the best route from A to B.
There are two ways you can optimize your route: TrackRoad and Google.

¢ Google- Comes with the Smart Maps subscription. You can route as many times as you
want but you're limited to 23 stops per resource. For example, a crew with 30 jobs per day
couldn't be routed through Google, but a crew with 20 stops could.

e TrackRoad- You purchase routing credits. Each credit is good for one Team's route, and
you can route up to 100 stops per resource.
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To purchase either of these, hover over your Avatar icon and select Account & Billing. On
the new screen, you will see the two Optimization options.

Additional Services

Full User - $25/month

]
]
QuickBooks Integration - $25/month m

‘ PURCHASED

Invoice Stamps - as low as $0.99 each (Learn More) m

Route Optimizations - as low as $0.11 each

Mobile Only User - $15/month

Maps Pro Subscription - $47/month

Client Portal - $19.97/month (Learn More) ‘ PURCHASED

e Master Route - This option allows you to place all your accounts on a route template. This is
typically only used for On Demand (Snow) jobs.

After you've selected your routing option, a yellow bar appears prompting you to save the route's
order. It gives you three options based on your preferences.

Routing

o topie R : [ty ey et I ety o e [

¢ Update Today's Route Only - Updates the route only for the current day being routed.

e Update Every Week - Updates those jobs every single week if they are Recurring Jobs. This is
useful for weekly schedules.

¢ Update Every Other Week - Updates the jobs every other week. This is useful for bi-weekly
schedules.

In addition to these routing options, you can also route from the Dispatch Board map. For more
information, see “Reassign or Reschedule Jobs from the Dispatch Board Map” on page 67.
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Change Route Order

Regardless of which method you use to initially route the day's work, you may find situations where
you need to move a few jobs for whatever reason. In such a situation, it’s best to manually re-order the
jobs.

1. Make sure you are viewing the correct date on the Board, then hover over Actions, and select

Manual.
3 Visits Total

I Actions W l 258 2“’9' 370 = ; j Edit Jobs sh
Job Status Routing Communication

I Dispatch Email Clients
Cancel Dispatch Group Stops Jobs without Emails
Complete Optimize Stops Add/Remove Tags

| cancel Job Master Routes
Waiting List Split Assignments
Skip Job Cancel Split Assignments

Extend Job (Multi-day) Clear Rescheduled Flag

Shorten Job (Multi-day)

i
2. Hover over the far-left side of the grid to see the blue, double-sided arrows:
S M T w T F S I
13 | 14 | 15 | 16 | 17 | 18 | g
Ol Order ~ Pri % 5t Client
& O ’T % Carlene Adams
259 Meadow Rd
| ,T E Charles Clay
4 Smith Lane
| ’T % David Johnson
14 Sensame Way

3. Usethe arrows to drag and drop the jobs to a different position. You can also type in the Order
field to re-route.

4. When you are finished with your adjustments, use the yellow bar at the top of the grid to save
your changes:

= Dispatch Board

11 Jobs Total

| [E) [ Mon 03/30/2015 - Mon 03/30/2019 |

Routing

|+ HAHHHAR ==

ShowMap  Show Stats
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Reverse Route Order

If you use one of the routing options available on the Dispatch Board, Jobs will be routed from the
physical address of your company outwards. You can reverse the route order so your last stop would
be closest to your shop location. To do this, you first need to route your Jobs. Then, from the Dispatch
Board, follow these steps:

1. Hover over Actions and select Manual under the Routing column.

Select a Filter: Service  Proximity Search  Map Code  Address  Client  Stq
Resources | Mow Crew 1 (Mow Crew 1) ~ | Apply
& oisoatch Board ] | Tue 03/31/2020 - Tue 03/31/2020
17 Jobs Total
. 5 M T T F s
Actions v I 2 | 0 ] | 2 | 3 | n Edit Jobs Show Map
Job Status Routing Communication ETvice
| Dispatch Email Clients Lawn
| Cancel Dispatch Group Sto Jobs without Emails
Complete Optimize Stops AN
- Cancel Job Master Routes
LAWN
Waiting List Split Assignments
Skip Job Cancel Split Assignments LAWN
| Extend Job (Multi-day) Clear Rescheduled Flag
LAWN
Shorten Job (Multi-day)
O 6 ] Main Property 0.00  LAWN
1400 San Saba Ct

2. Click the arrow to the right of the Order column to sort the column in reverse numerical order.

Select a Filter: Service  Proximity Search Map Cd

Resources | Mow Crew 1 (Mow Crew 1) -

& oiseaich Board | (& [Tue o33t

17 Jobs Total

Routing

Drag & drop jobs in the grid to tweak the route. Save your changes when yo

5 M w T F s
29 30 1 2 3 4

[ Order nmpri $ 5t % Client

1 17 N E George Morris
1401 Cibolo Dr
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3. Hover to the left of the first Job to reveal the blue, double-sided arrow.

17 Jobs Total

Routing

Drag & drop jobs in the grid to tweak the route. Save your changes when you are finished reol

Adions‘v

"1 Order v Pri % St # Client

A

Acct

1401 Cibolo Dr

N 16 % Bobby Smacko
1224 Cancho Dr

%gE O] 17 % George Morris

4. Click and drag the first Job down to the second spot then back to the first. This will re-number
the list in the reverse order.

5. When you are finished with your adjustments, use the yellow bar at the top of the grid to save
your changes.

Print Chemical Tracking Route Sheets

For technicians who are not using the mobile app, you have the option of printing Route Sheets. There
are two different formats with and without payment coupons, which list the chemical product
information so it can be torn off and left on site when work is completed.

To print chemical Route Sheets, follow these steps:

1. Go to Scheduling > Dispatch Jobs.

2. Select the checkbox next to every job that needs to be dispatched, then go to Actions >
Dispatch.

3. Click Print at the top right corner of the Dispatch Board.
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4. Select the Resource, Date, and override format at the top of the page then click Update.

Route Sheet m

Resources: | 2jc fivera |4z -| reome [ganan B T (30200 [ Ovemde Fommat:

|D B K L et F] B Epar o tie sl ol <] i

Wark Orser. 335 Fasturces: &j Avea Invaice o
200

Scheduled SREOIZ0 1200000 Map. Qp
Cam Mewlon =
172 Richardsan Capa Rd
Fizhardzon, T2 4071
Smrven | Charmcals
Hosquio Cantrol & Graat Company

Talster P (Teistar One Cabons PO Bun £4321

7 Richardson T 750

Service Address
Cam Mewtcn

172 Richardzon Caps Rd
F5-E568 Richarduen, TX 4071

| 472 Richardson ca
| Richardson, T 407 .

| e car schedule B Work Order et 7 s B masgEnines have bean apaled to

o= | your yand Bleased oo oo 24 ours drom the date of the sernace.
| Temp: §
| \hiind Speed:
Products | itng Dirscrion:
Taliter T (TalSTar One] 10 1007 | Procuct Hame:

| Product Quantitye: | |

| Wicek Qrdes Frot 12
| Your yurd bas been o

o 1

| Chermical Saest Wi

Tervice Deacrphion| - et Covpon

Mozquiin Confret | Chemical 5
[3

Note: The options for Chemical Route Sheets are at the bottom of the Override Format list.
5. Click Print again to open the pages in a new tab and view the print dialog.

Chemical route sheets print in landscape format. If you use perforated paper, the Technician can tear
the paper in half, leave one half at the property with custom instructions for the client, and fill out the
other half to return to the office for your records.

Troubleshoot Print Issues in Chrome

Google Chrome recently did an update which removes the ability to print documents from a tab in your
browser. You may have noticed that nothing happens when you try to print Route Sheets and Invoices
while in Chrome. There are two workarounds:

e Switch to Firefox, which lets you print these directly from the browser.
e Print the Route Sheets or Invoices by first downloading them as a PDF then printing the PDF.

To Print Route Sheets

1. Instead of clicking Print on the Route Sheet screen, select the download arrow icon.
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2. Rename the PDF if needed then click Save. The Route Sheets download as a PDF.

Route Sheet

Resources:  Elle Palrr

From; 04/12/2023 T To: 04/12/2023 &5 overri

= RouteSheet_302a065e-c9fb-4a80-... 1

Elle Palmer
Assigned Resource

Elle Paimer

e e

ide Format: | Default Include Completed Jobs: £ Update

Wednesday, April 12, 2023

Truck #

Start Mieage:

End Misage:

To Print Invoices

1. Instead of clicking Print on the Print Invoice sc

reen, select Export to the selected format.

2. From the dropdown list, select Acrobat (PDF) file.

3. Click Export. The Invoice will download as a PDF file.

Print Invoice

Mote - if the print button does not work in your browser then select Adobe PDF fi
BB 1€ € F o b dEEETERTE o) B

rom the selection list and click export.

A Great Company
P.O. Box 54321
Richardson, TX 75080
817-565-BEEE

Adam Adzmson
8325 Glen Regal Dr
Dallas. TX 75243

Emal

Data Description Oty Price Tatal
4122023 Bed Mantenance 1.00 150,00 150.00
Terms  DOue on receip: 150.00

PO#

Invoice # 22
Invoice Date A/12/2023
Amount Due $350.02

IpawosE@saliEn. com
\Wabsile laurapasiowsiasl manageancasy myaccaunl com

The More Dropdown List

Chemical Tracking Wizard

The Chemical Tracking Wizard is a tool on the Dispatch Board that lets you manage all chemical
tracking services within a single overlay. This can include:

e Adjusting quantities of chemicals that were used on a job.
e Adding new chemicals that were used.
[ ]

Viewing reports related to future and past chemical applications.
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e Displaying weather conditions and pH settings if these General Settings are enabled.

To access the wizard from the Dispatch Board, hover over the More dropdown and select Chemical
Tracking.

Chemical Tracking

Assign Teams
s Send Text
‘ Export
Customize Sort Order
Show Tabs
Show Legend

| Show Job Comments

This opens the Chemical Tracking Wizard:

. c Reno istory X
1 of 2 - Belcher, Bob (4/12/2023) Mosquito Control Usage Report (] History
Elle Palmer 123436789 a Temperature 0/ Wind Speed 0 Wind Direction |Not Specified v
pH Level 0

Chemicals

Name Chemical Amt Solution Amt  Unit of Measure Target Area Treated Application Method

Talstar P (Talstar 0

. areas .

One) 1 Ounces | 1.0000 Gallons # Mosquito ra treated # |Backpack Sprayer - | [JO[I

Turf s 0

oa s

Add Product

|’ Save & Close ‘
It is divided by Job with the number of Chemical Jobs listed at the top of the overlay. Use the buttons at
the top-right to access the Planned Chemical Usage Report and the Chemical History for the property
currently in the view.

| Save

The "Conditions" section applies to all Jobs when a value is entered. This is where you can manage
Products, Mixes, and Form responses. To confirm the Product used, click the Used button. Clicking the
name of any item will allow you to edit it including the application rate and mix ratio. Use the pencil
icons to modify the Areas Treated or Application Method.

With the applicable User Rights, a mobile user will be able to modify all fields on the Chemical Tracking
Wizard from the Legacy Mobile App.
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Planned Chemical Usage Report

Before a Chemical Tracking job, you can print the Planned Chemical Usage Report for the technician,
so they know what chemicals and how much of each to take into the field. The Planned Chemical Usage
Report will tell the technician the overall quantities of product to load on the truck and the individual
guantities for each client they will be servicing on the date or date range you choose for the report.

Access the report from the Dispatch Board (Scheduling > Dispatch Board (New)) by hovering over
More and selecting Chemical Tracking:

Chemical Tracking

Assign Teams
4 Send Text
H Export
Customize Sort Order
Show Tabs
Show Legend

Show Job Comments

The Chemical Tracking option will only appear if you have chemical jobs scheduled for the date range
you are currently viewing on the Dispatch Board.

From the Chemical Tracking Wizard, click the Usage Report button in the upper right corner of the
overlay to access the report:

1 of 2 - Belcher, Bob (4/12/2023) Mosquito Control

5 34567
I Falerier 12343678 @ Teimedratuie 0 Wi Spes i 0 Wi Dnection | Nol Specfied

Marne Themicsl Amt Soktion Amb - Urit of Messue Taiget Ares Trsaled Appication Method

0 areas

1 Qunces | 1.0000)  Gallons # Mosquito '
traatad

& Bavkpack Spayes - | I

| Save | Save & Close | Save & Next
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The report will open in a new tab and will look similar to this:

Planned Chemical Usage Report
Date: 4/12/2023 -4/12/2023
Resource/Team: All Resources/Crews

— Filter By-

Start Date: (4/12/2023  [@ End Date: 4/12/2023 Resource | All Resources/Teams v

Refresh Export to Excel

Chemical Totals

K 1 w1DDD
[Rosurce | Craibas — Commres |
Elle Palmer Dry Product 1 20000 | Lbs

EllePalmar | Talstar P (Talstar One) 10000 | Cunces

<1 <] Page 1 ot 1D D

Chemical Usage

o1 DD

Client Address lalstar P (Talstar One) [y Product 1

FO1 W Par y TX 1

EllePalmer = Rose Alexis | 5220 Grovewood Drive Mckinney, TX 75071 20000 Lbs,

<] < page i a1 D DD

The Chemical Totals refer to the overall quantity for each chemical that is to be used for the day.
The Chemical Usage portion will display the Client Name, Client Address, and the quantity of chemical
that is to be used at the property.



Ser\/iceAutopiIot'" Dispatch Board User Guide

Assign Teams

When creating or scheduling Jobs, you may not know who will be doing the actual work. You can assign

Resources to different Teams directly from your Dispatch Board to make sure you have the most
accurate personnel for the day's Jobs.

To assign Teams, follow these steps:
1. Goto Scheduling > Dispatch Board (New).
2. Hover over More.

3. Select Assign Teams.

Chemical Tracking

Assign Teams -

= Send Text

‘ Export
Customize Sort Order

Show Tabs

Show Legend

Show Job Comments

4. Select a date, if needed. The date defaults to the date in the current Dispatch Board view.

.

Team Assignment for 09/09/2019

Date \ =) A Scheduled OFf Vendors Employee Team Leader
[«] September 2019 [+ ]

Su Mo Tu We Th Fr Sa

I e

John

| w0 m[2
15 @ 17| a8 0] 2] 2
2| a5 s

Update End Times Based on Budgeted Hours and Assignments

5. Click and drag Employee and Vendor name(s) from the "Unassigned" list to Teams on the right.
You can also click and drag Resources between Teams.

6. Click the Xin the top right to exit the Assign Teams overlay. Changes are saved automatically.

Note: An employee cannot be listed on more than one Team at a time.
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Auto-Adjust Job End Times with Team Changes

If you have Budgeted Hours (B. Hrs.) and Appointment Times set for a Job, you can choose to
automatically update the end time of that Job based on the number of Resources assigned to it from
Team Assignments.

For example, let's say a job has an appointment time of 1:00 pm - 2:00 pm, the B. Hrs. are set to one
hour, and there’s one resource assigned to the Team. If you update the Team by adding two additional
resources for a total of three, the appointment time will change from 1:00 pm to 1:20 pm.

Enable the Feature

You can enable this option from your Calendar Settings or from the Dispatch Board. If you update the
setting in one location, it will update in the other.

For instructions on how to enable this setting on the Calendar, go to Scheduling > Calendar >
“Calendar Settings- Auto-Adjust Job End Times with Team Changes” in the Help Center.

On the Dispatch Board
1. Goto Scheduling > Dispatch Board (New).
2. Hover over the More dropdown list.

3. Select Assigh Teams.

Chemical Tracking
Send Text

n Export

Customize Sort Order
Show Tabs
Show Legend

- Show Job Comments
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4. Check the box next to “Update End Times Based on Budgeted Hours and Assignments.”

Team Assignment for 09/12/2019

Date E}L;.fzmg i ﬂ Scheduled Off Vendors Emplaoyee Team Leader

Unassigned Y

W

D Update End Times Based on Budgeted Hours and Assignments

5. Click the “X” to close the overlay. Changes are saved automatically.

How the Feature Works

For this feature to work, Jobs must have the following criteria:

e Appointment Times
e Budgeted Hours
e Team Assignments

If you add or remove Resources from a Team (in the Calendar or Dispatch Board), the end times for the
Team’s jobs will adjust based on the total number of Resources.

Example

Let’s say you have a job with two Budgeted Hours assigned to a Team of two Resources, and the
appointment time is 4:00 pm - 5:00 pm.

You add another Resource to the Team for a total of three Resources. The Job's appointment time
will reduce by a third (20 minutes). That makes the new appointment time 4:00 pm - 4:40 pm.

Alternatively, if you remove a Resource from the Team so the Team now has one Resource, the
appointment time will double to two hours. That makes the new appointment time 4:00 pm - 6:00 pm.

The time always adjusts based on the Budgeted Hours. You can think about the calculation this way:
New Time = Budgeted Hours / Number of Resources.
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Note: Any Jobs that are dispatched will not adjust automatically, even if you have the Auto-Adjust
option selected. You must change the Job Status to Pending, then make your Team changes.

Send a Text Message to a Resource

From the Dispatch Board, you can send text messages to your resources or clients. You do not need to
have a Pro Plus or Two-Way Texting subscription to do this, just the cell phone number and provider of
the person you want to message.

To text a Resource, follow these steps:
1. Onthe Dispatch Board, hover over the More dropdown list.

2. Click Send Text.

Print More *1:}

Chemical Tracking

Assign Teams
Send Text
Export

Customize Sort Order

Show Tabs
Show Legend

| Show Job Comments

3. On the Text Message dialog, select the Resource you want to contact.

Text Message
Resource Select Resource... -

Cell Phone # |

Cell Provider | Select Provider... -

Message

The Cell Phone Number and Cell Provider will be filled in when you select a Resource, if that
information is already on the Employee or Vendor record. If not, enter the Resource information
in the dialog.

4. Type in your message.
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5. Click Send Text.

Send Emails from the Actions List

You can send emails to your clients directly from the Dispatch Board. This might be helpful if you want
to let your clients know you'll be performing work at their property before the day begins. There are
two ways to send emails from the Dispatch Board - from the Job Detail overlay and from the Actions

list.

The Actions List gives you the opportunity to email in bulk or to a single client. To do so, follow these
steps:
1. From the Dispatch Board (Scheduling > Dispatch Board (New)), check the boxes next to the
Jobs you want to email.
Go to Actions > Email Clients.
An email overlay appears. To save time, select an Email Document you’ve already downloaded

or made.

&4 Emailing 1 of 1 Emails to Send *

Ta Sand amii te sekatad chants v

From Company Fmal - (pawiowski@ssingin.oom)

i
2 insert Form | Persunalize

[tz

4. Customize the email as needed. Remember that you will not see merge tags populate
information in this overlay if you are sending to more than one client.

5. When you’re done, click Send.
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Set Appointment Times on the Dispatch Board

If you didn't add an Appointment Time for a Job when the Job was originally created, it can be done

from the Dispatch Board itself or from the Job Details overlay.

Using the Status icon

To add an Appointment time from the Dispatch Board, follow these steps:

1. Goto Scheduling > Dispatch Board (New).

2. Click the Job Status icon for the job you want to change.

3. Inthedialog, click Set Appointment Time.

St { Alex Collins (LM)
L)
L5$ Status | Cancel Dispatch v
- Date 09/12/2019 &
LSd Appointment | Set Appointment Time |
m Assign to | -
=)
Save or Cancel

L)
L5h . .

18 Chickadee Lane

4. Enter times.

5. Click Save.
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Add a Job Note from the Dispatch Board

Service Autopilot lets you add notes to Jobs, so you can provide your Teams with specific information
related to those Jobs. For example, maybe a Client wants her gate closed after your staff leaves the
property. You can add a note to the Route Sheets or mobile app that says something like, "Close the
gate when done!"

You can add a Job Note when you first create a Job or to a Master Job at any time. You can also view
and add Job Notes from the Dispatch Board.

To add a Job Note from the Dispatch Board, follow these steps:
1. Goto Scheduling > Dispatch Board (New).

2. Locate the Job and click the Note icon on the far-right side of the Dispatch Board. This opens a
small popup with your various note options.

3. Click the Edit Job Notes button.

| Wl | So.oo oo LR~ A, v) I T

View Job Notes I Add Job Comment I MNotes to Client I Invoice Desc. _

Edit Job Notes D @

_ 5 Sl
[ .. PR

i A 20 00 000 1 10 2L 00 ’ | == | | o |

4. The Job Details overlay appears with the Job Notes section blinking.
5. Click the Add Note button.

l Job Notes ] Job Comments I Notes to Client I Invoice Desc. _

Job Note Start Date End Date Note For
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6. Enter your note.
7. Click Save.

By default, adding a Note through these steps will update the Master Job. If it is a Recurring Job, the
new Note will appear on all occurrences going forward.

On the Dispatch Board, the Note icon will turn yellow to reflect that there is a Job Note. Click the icon
to open a small popup, which now displays the Job Note.

You can still add or edit these notes by clicking Edit Job Note.

Add or Confirm Products on the Dispatch Board

Service Autopilot allows you to add and confirm Products from the Dispatch Board. When you are
creating a Job and adding a Product to it, you can check the “Confirm?” box on the Product. Doing this
will highlight the Job in red on the Dispatch Board so that you know the Product quantity needs to be
confirmed. This is useful for Chemical Tracking when you need accurate records of where Chemical
Products are used or for any Products the Client will be paying for on their Invoice.

To Add or Confirm Products on the Dispatch Board, follow these steps:

1. Goto Scheduling > Dispatch Board (New).

2. Onthe Job where you want to add or confirm a Product, click the Edit Products icon (Barcode)
or the Service name. Both options bring up the Job Details Overlay.

BHrs # Amt #
0.00 0.00 D m
0.00 20,00 0 m

3. Inthe Product section, adjust the Product information. You can change the Product, add a new
one, or adjust any of the fields: Qty, Cost Per, and/or Rate.

R Muich 5 cuyd) . 1.00 17.00 17.00 0.25 1250

4. Ifthe Jobis complete and you previously marked to confirm the product, click the Confirm?
button.

5. Click one of the items in the dropdown list:
e AddtolInvoice

e Used, do not Invoice
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e Not Used, Cancel

100 1250 1700 |

6. Click Save.

Overview of the Job Details Overlay

On the Dispatch Board in Service Autopilot (Scheduling > Dispatch Board (New)), click the Service in
any row to display the Job Details Overlay screen with all the information attached to that Job.

x
B Leaf Cleanup for Jones, Tom n m m
& [ B el E e

Scheliu Dt

oz |7

~ $3000

Mo contgets found

Show: Frodycts , Aftachments, formas

[ L

The top portion of the overlay shows your scheduling and accounting information and Notes. The
status of the Job is on the left of the service name, matching the dispatch icons. The information in the
light gray box shows scheduling information at a glance. If the Job is Invoiced and the Invoice is locked,
this information cannot be changed without first unlocking the Invoice from the More dropdown list.

[ Leaf Cleanup for Jones, Tom

Schariule Date 02022009 [ Appointrent Stars End
Satus |CU,_.,Pm: - b Status |>-.|er' Ut ST,

Assqned To [ selected - | Piiority Citigh (@ Mamnal () low

Salit Assignmants |
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Resources assigned to the Job appear as icons on the right. The More dropdown list lets you view the
Audit Trail, send Emails or Texts, or select additional options.

n-cn

More Options

View Audit Trail

Send Email

¥ Send Text

Add Expense

Extend Job (Multi-day)

View Master Job

Accounting information is shown in the dark gray box. After the Invoice is generated, it’s best to update
any of this information on the Invoice level rather than the Job level. Contacts for the Client show
beneath the Accounting information section.

Billing Mode Per Unit
Contract
B. Hours

Hours

Men

Qty

Rate

Expenses

Amount

No contacts found
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The Notes section allows you to view, edit, and add Notes under four different tabs: Job Notes, Job
Comments, Notes to Client, and Invoice Description.

Start Date Lnd Date Mote For

The “Show” links at the bottom let you view Products, Attachments, and Forms. Each will expand when

you click the link.

Show: Products , Attachments , Forms

=

You can add or delete Products from a Job. The button to the right reveals more options regarding the
Product. The Note icon will display the Invoice Notes for the Product.

100 000 a0o | .00 ™

¢ Product 1

Remove from Invoice
Used, do not Invoice

Mot Used, Cancel

In the Attachments section, you can view Attachments that were added to the Job from the Mobile
Apps, or you can add new Attachments. If you add an Attachment from this overlay, you need to click
Save at the bottom of the overlay before you can see the edit and delete icons (a pencil icon and red X

respectively).

Attachment Mame Include Description
. 03/12/2019 &
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The Forms link will display any Form Responses that have been filled out for that Service. You can also
add a Form Response by clicking Fill Out Form. The dropdown list will display all Forms that are
associated to the Service on the Job.

Reassign Jobs from the Job Details Overlay

There are a few different ways you can reassign work on the Dispatch Board. This is useful if a
Resource calls out sick because you can easily reassign multiple Jobs at once.

To reassign a Job from the Job Details Overlay, follow these steps:
1. Go to Scheduling > Dispatch Board (New).

2. Inthe Service column, click the Service on the Job you need to reassign.

Select a Filter: Resource  Service  Proximity Search ~ Map Code  Address  Client  Status  Priority  Tags

& vispatch Board | | Tue 09/10/2019 - Tue 09/10/2019 |
12 Jobs Total

v

Mh_|v M T G T F 5

2 10 1 12 13 12 Edit Jobs Show Map Show Stats.
[ Order =+ Pi # St % Client 4 AcctBalance % Service 4 Date
¥l 0 % Ali LeDar 000 Ps2 & 9/10/2019
19 Letitia Lane
0 % Christian McCaffrey 000 PT S 9/10/2019

18 Chickadee Lane

3. Intheoverlay, change the job assignment in the “Assigned To” field by selecting a different
Resource.

(& Test Chemical Service for Bananamango, Applepear

Schedule Date ig;,o;,goy =) Appointment Start End

Status Pending . Sub Status Select Sub Status...~

IASSlgned To Eddy Pinkston (EddyP) = ] Priority Normal v

View additional contacts

4. Click Save.

Reschedule Jobs from the Job Details Overlay

Rescheduling jobs because of weather or other reasons can be stressful and time-consuming.
Fortunately, there are a few simple ways to reschedule Jobs in Service Autopilot. You can also easily
reassign jobs to different Resources at the same time. The steps below will explain how to do this from
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the Job Details overlay.

For a full explanation, see “Reschedule Jobs from the Dispatch Board” on page 21.

Remember that recurring schedules (such as Weekly - Monday) will auto-adjust whenever a job
instance is skipped or rescheduled. That means that even if one Job is rescheduled, the others will
remain on the selected schedule. If you need to update all future rounds, you will need to update the

Master Schedule on the Master Job record.

1. Goto Scheduling > Dispatch Board (New).

2. Inthe Service column, click the Service on the Job you need to move.

Select a Filter: Resource  Service  Proximity Search  Map Code  Address  Client  Status  Priority  Tags
& oiseatch Board ] [&] | Tue 09/10/2019 - Tue 09/10/2019 |
12 Jobs Total
. 5 M T T F 5
Actions | v 9 0 7" 3 13 12 Edit Jobs Show Map Show Stats
[ Order = Pri # St  # Client 4 AcctBalance # Service # Date
I 0 % Ali LeDar 000 Ps2 4 9/10/2019
19 Letitia Lane Jﬁ]
0 ﬁ Christian McCaffrey 000 R7 S 9/10/2019
18 Chickadee Lane

3.
calendar to select a new date.

In the Job Details overlay, find the Schedule Date and change the date manually or click the

(& Poop Scoop (2/week) for Ali LeDar

Schedule Date Appointment

Start

|select Sub Status... -

End |

Status Sub Status

[SU Mo Tu We Th Fr Sa [

September 2019

Assigned To Priority OHigh  @Normal  ()Low

2| 3 4 s s

8 o[q0] 42

z| .
| Job Notes I x 3w
Job Note

[ cadtiore

28
fient Invoice Desc.

Start Date End Date Note For

Show: Praducts , Attachments, Forms

E e

Billing Mode Per Unit

Contract Not part of a contract -
B. Hours
Hours

Men

Qty

Rate

ro

o=
olg
=2 k=3

Expenses

w
N
= =]
i
8

Contacts
No contacts found

4. Change the job assignment in the “Assigned To” field by selecting a different Resource.

5. Click Save.
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Set Appointment Times from the Job Details Overlay

If you didn't add an Appointment Time for a Job when the Job was originally created, it can be done
from the Dispatch Board itself or from the Job Details overlay. To add an Appointment time from the
Job Details Overlay, follow these steps:

1. Goto Scheduling > Dispatch Board (New).
2. Click the Service of the Job you want to change. This opens the Job Details overlay.

3. Click the Appointment Start and End fields and enter your times.

(% Lawn Mowing for Dalvin Cook

Schedule Date

09/12/2019 |[EH

Appointment

start |

End |

Status |Pending -

Assigned To | Select Resource(s) b

Sub Status

Priority

‘EE|EC Sub Status...

(O High

(®) Normal

(OLow

. Click Save.
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Send a Text Message to a Client

From the Dispatch Board, you can send text messages to your resources or clients. You do not need to
have a Pro Plus or Two-Way Texting subscription to do this, just the cell phone number and provider of
the person you want to message.

Texting a client can only be done from the Job Details overlay. To do this, follow these steps:
1. Onthe Dispatch Board, click the Service for the client you wish to text.
2. Onthe Job Detail, hover over the More dropdown list.

3. Click Send Text.

More Options

Billiny
(@1 View Audit Trail

[(WSls Send Email

[YENE ~dd Expel

Extend Job (Multi-day)

View Master Job

$0.00
Amount )

4. Onthe Text Message dialog, enter your message. If the Cell Phone Number and Provider are
already on the Account, it will automatically fill in. If not, you need to enter this information on
the dialog before sending your message.

Text Message

Cell Phone # ‘(,,,)_,,,_””

Message

5. Click Send Text.
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Send Emails from the Job Details Overlay

If there is only one client you need to email, you can also do this from the Job Details overlay.

Follow these steps:

1. From the Dispatch Board (Scheduling > Dispatch Board (New)), click the Service for the client

you want to email.

14 Jobs Total

Edit Jobs Show Map

Filtered

[[] Order =« Pri % St + Client ) AcctBalance ¥ Service

& 0 E Alex Collins 137.34 LM
3924 Mission Ridge Rd

O 0 E Barnes, Dusty 255192 LT

1251 E Belt Line Rd

2. Onthe Job Details overlay, click More and select Send Email.

&= Lawn Mowing for Alex Colling

Schedule Date 06/25/2000 [FH Agpointrent Star End
Stetus Pending - Sub Status Selact Sub Status., =
Assigned To Select Rescurceiz) - | Prioriy | anrenal - |

Vlew additionai contacts

Start Date

3. To save time, select an Email Document you've already downloaded or created.

4. Customize the email as needed.

5. Click Send.
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Change a Job's Priority

If you have jobs that need to be done sooner for whatever reason, you can change the Priority of the
job on the Dispatch Board. This adds and icon to help aid you in routing and scheduling. To change the

Priority from the Dispatch Board, follow these steps:
1. Goto Scheduling > Dispatch Board (New).
2. Click the Status of a job to open the Job Details overlay.

3. Inthe Priority dropdown list, select High.

&l Poop Scoop (3/week) for Martha Goode

senmulzlen 103/30/2012 Appointment Sttt | | End |
Status Ppending - | SubStas [Select 5ub Status...~ |
Assigned To Select Resource(s) - Priority

View additional contacts

Low
[ Job Notes I Job Comments I Notes to Client I Invoice Desc.

Job Note Start Date End Date Note For

[ acators

Show: Products , Attachments , Forms

m or fancel

Billing Mode Per Unit
Contract Mot part of a contract
B. Hours
Hours

Men (Total)
Qty

Rate

Expenses

w

=8 =
olo
[=1 k=]

$ 30.00

Amount

;

4. Click Save.

After saving, you'll see an icon added to the Priority column:

11 Jobs Total

[J Order =« Pri St 4 Client
O 0 E Carlene Adams
259 Meadow Rd
]
O o 58 Charles Clay
4 Smith Lane
O 0 % David Johnson
14 Sensame Way
| 0 E Jack Doyle
83 Meadow Rd
O 0 E Kansas City
130 State Park Rd
O 0] @ % Martha Goode
Country Lake Dr
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The Priority also appears on Route Sheets:

Aja Rivera Monday, September 30, 2019
Aszigned Resource: Start: End: Total Hrs: Truck #:
Aja Rivera Start Milsage:
End Misage:
Job Count: 1
[] Martha Goode - Country Lake Dr, Frisco 4055 Status:  Dispatched
Map Code:
PS3 - Poop Scoop (3/week) Last: 9/11/2019
Start Time: End Time: E=t:() hrs / 0 ming) # of Men: Materials
I - — Used:

Modify Job Rate and Amount to Invoice from the Job Details
Overlay

Completed Jobs become line items on Invoices (unless the jobs are under Contract). This means that
you can modify the service rate from the Dispatch Board and your changes will be on the Invoice. This
can be done from the Job Details Overlay or from the Dispatch Board itself. To change the Rate from
the Job Details Overlay, follow these steps:

1. Goto Scheduling > Dispatch Board (New).
2. Click the Service for the Job you want to modify. This will open the Job Details overlay.

3. Change the number in the “Rate” field on the right of the overlay.

Billing Mode Hourly

Contract Not part of a contract v

B. Hours

Hours

Rate

Expenses

4. Click Save.

Note: If the Service Mode of the service is Hourly, the Amount will change based on the total time
worked on the job. For example: Number of Staff x Hours x Rate = Amount.
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Add Attachments to Job from Office Notes

You can attach files to Jobs from the office to be viewed on the SA Legacy app. Attached files can be
images (jpg, png), PDFs, or Word files (.doc, .docx). Mobile technicians will be able to see the images or
previews of other files.

If Attachments are added to the Master Job, they can be viewed on all Job instances. You can also add
Attachments to a single Job instance. If it's a Recurring Job, Mobile Users will see the Attachments only
on the date added.

Add Attachments to a Master Job
1. Navigate to a Master Job record.
2. Click the Attachments tab.

3. Click Upload then select the image to attach.

Lawn Mowing (Recurring) for AJ. Green
9/13/2019 - Week 37 (Odd Week)
Job  Details  Notes  Assets AuditTrail  Schedule Changes

Attachment Name Include Description Date

Upload
L

4. Click Attach File then select the image you want to add.

Upload Attachment

Click Attach File, select your file and click open. Your upload will start
automatically.

5. Once the image is selected, click the X to close the Attachment dialog.

6. Click Save.

Add Attachments to a Job Instance
1. Goto Scheduling > Dispatch Board (New).
2. Click the Service of the Job you would like to add Attachments to.

3. Onthe overlay, click the Attachments link.
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4. Click Add Attachment.

Include  Description

Show: Products , Forms | Hide: Attachments

m o e

5. Use the Upload Attachment dialog to upload all needed files from your computer. Click X to
close the dialog.

Click Attach File, select your file and click open. Your upload will start
automatically.

Attach File

6. Click Save.

View Attachments on the SA Legacy App
Mobile users can see job attachments in the SA Legacy app. To do this, follow these steps:
1. Tap aJoband then the Cameraicon.

< Job Detail v

A.J. Green D

22 Eisenhower Drive
Frisco, TX 4055

View Work Order >

Lawn Mowing

EST: 0 hr 0 min ETR: 0 hr 0 min
Comments (0) >
Notes To Client >

Options Details

2. Tap View Attachments.

3. Tapthe attachment to view it.
Take Picture

Select Picture

View Attachments

Cancel
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Set a Call Ahead Reminder for a Master Job

There may be some Clients who require a phone call before their scheduled service to confirm that the
Job will be completed as planned. You can set up Call Ahead Reminders in SA that you can see from the
Dispatch Board and Legacy app to ensure the Client gets their needed phone call.

To set Call Ahead Reminders, follow these steps:

1. Navigate to a Master Job record (from the Dispatch Board, go to the Job Details overlay and
click the More dropdown list).

On the Master Job record, click the Details tab.
Check the box next to “Call Ahead.”

Lawn Mowing (Recurring) for AJ. Green
9/13/2019 - Week 37 (Odd Week)

Job Notes  Assets  Attachments  AuditTrall  Schedule Changes

Vork Order Py : sefect Sal S
Artival ¥ 0.00 (Hours) Select C5
8@
09/05/2019 |5
Menthly

[ (prevents other jobs from being invoiced with this job)

4. Click Save.

A phone icon now appears next to the job on the Dispatch Board.

St & Cient - AcctBalsnce & Senvice & Date - Map & iy * 7p & Assigned ~ LastSic  ® SubStatis & BHi Amt &
LG 26398 v S 9/11/2019 Frisco 4055 9/5/2019 0.00 0.00 0O m

0 AL Green
' ’ een
- 22 Eisenhower Drive

. .
You can also see the phone icon on the Legacy app (if the "Contact

B M T W T F S
. . . 8 9 10 12 ) 14
n .
Client" User Right is enabled) @
Wednesday, September 11, 2019
Laura
Not Started

A.J. Green @

22 Eisenhower Drive
Frisco, TX 4055

Lawn Mowing

8 » Cc 09

Start Skip Contact Map
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Job Details Overlay for Multi-Day Jobs

On the Job Details overlay, you will notice an additional blue box that other jobs do not have:

] Leaf Cleanup for Carlens Adams
Schoduls Dl e
St e——
Aumigned T
Wiew adlitional contacti
e | T
(] T
| 0o
I
-
o
$ 400.00
Amouri
Shewrs Fr ol

i

The “# of Days” field is a fixed number, so you can see at a glance how many days the job lasts.
“Remaining hours” and “Remaining revenue” update as time is logged on the job.

Close Out Day: Update Job Times

If you are using the Service Autopilot Legacy mobile app, job times will automatically appear in Close
Out Day view. If you're not using the Legacy app, you need to add those times manually. You may also
need to edit the times recorded by Resources on the mobile apps from the Close Out Day view.
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Access the Close Out Day View

You can access the Close Out Day view in one of two ways from the Dispatch Board
(Scheduling > Dispatch Board (New)).

1. Goto the primary dropdown list and select Close Out Day. Rl Disoeecn o @[
OR ' Saved Filters ‘,.

2. Hover over "Columns" on the far right of the Dispatch Grid Dpha: r
header and check the Close Out Day checkbox. isgaton Board o X |

‘7Print ‘ m o
. Snow Dispato

@Close Out Day
s G Priority
h.00 Client
Account Balance
.00 Service
] Apx Mileage
.00 [ mip
Date
0.00 Map
City
nn Zip

The Close Out Day view and column shows the following columns:

Start Time
End Time
Rate
Hours
Men
Quantity

Enter the Time Worked

If the default Team assignment worked the exact same times on the job, simply enter the time in the
Start Time and End Time columns.
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To enter different job times for each resource, follow these steps:

1. Click the clock icon to open a dialog with spaces to enter job times.

[ = B [& [ Mon o4j01/201 - Fri 04052019 | [ e |
HAAAEA -~ - -
o R

Somze 8 Daw o map . oy

12 Jobs Total

08250 LANDS & 412019 Richardson 4077 Mowi Crew 1, 8/19/2018 000 50000
Mow Crew 2

MIAT BEDM # 4202019 Garland 75044 LauraP, Joe 4242019 0.00 {ﬁn:é.n?

2917 Galmie Rd

2. Inthe dropdown list, select the resources who worked.

3. Click Add Default Assignments if you want the Team assignments to appear automatically.

{i
¥ | Edit Job Times t

[ Unassigned - || 04/01/2019 | to] + l

O

Add Default Assignments Save or Cancel

4. Enter the date and time for each resource.

5. Click Save.

Close Out Day for Chemical Tracking

Chemical Jobs need to be closed out at the end of the day like any other Job. The Chemical Tracking
Wizard can help you move easily from Job to Job to make sure details are accurate for billing. To access
the wizard, hover over More and select Chemical Tracking. This will open the Chemical Tracking

Wizard:

1 of 2 - Cam Newton (9/30/2020) Mosquito Control BE@

Conditions

Temperature 0| wind speed 0 wind Direction | Not Specified ~|  pH Level 0

Name Amt Measure Terget Area Treated Application Method
Dm Talstar P (Talstar One) [ 1 ‘GEHDHE - Maosquito e Oareas s Backpack Sprayer -
treated

Form Responses _ Save & Close m

After the Jobs are completed via the Legacy app, updates to Products and Jobs can be seen on this
wizard. Anything entered on the Legacy app can of course be updated on the Chemical Tracking
Wizard or the Dispatch Board. The Conditions fields are global updates unless values have already

been entered for a particular Job.

The buttons on the left toggle between (red) Used? and (green) Used. During Close Out Day for
chemical jobs, verify that the appropriate chemical products have the green Used button next to them,

indicating the product was used in the quantity seen.
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Use the Next button at the bottom to move easily from Job to Job to review products and quantities.

If you send Client Instruction Emails from the Legacy app or from the full site, enable the “Instruction
Emails Sent” column on your Close Out Day view on the Dispatch Board. To do this, hover over the
column selection at the top right of the table and select the column checkbox. The column will populate
on the right side of the grid as an icon, to the left of Products and Job Notes. The icon will change when
an Instruction Email has been sent.

Smart Maps Overview

Service Autopilot offers basic map routing to all Members. The Smart Maps subscription (with an
additional monthly fee) does much more than mapping. Smart Maps allows you to measure properties
and optimize your routes from your office. Use Smart Maps as a Marketing tool to easily identify
existing clients for upsells and import new leads into SA expanding your sales strategy options.

Smart Maps is an add-on subscription for Pro and Pro Plus accounts. To add this subscription, follow
these steps.

1. Hover over your avatar icon and select Account & Billing from the dropdown list:

A Great

Company

Elle Palmer
e.palmer@AGC.com

Account & Billing
Change Password
Import/Export
Marketplace
Wall Clock Mode
Wiki

Sign Out

2. Scroll down to the “Additional Services” section then click Purchase.

The Smart Maps feature lets you measure a property using Google® satellite images. You can quickly
measure any outdoor surface of a property, including square footage of turf, beds, and parking lots, as
well as any linear measurement. All measurements are stored for future use. You also have the option
to store this information in a Custom Field in SA.

For full instructions on using Smart Maps, see the Smart Maps User Guide or Knowledge Base.
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View the Map on the Dispatch Board

With a few clicks, you can see any number of Jobs from the Dispatch Board on the Map. To do this,
follow these steps:

1. Goto Scheduling > Dispatch Board (New).

2. Select the Jobs you want to see on the Map by clicking the checkboxes next to them. To see all
Jobs, click the top checkbox.

3. Click Show Map. This opens the Map showing all selected Jobs as pins.

& oispatch Boar | () [ wed 09/18/2019 - wed 09/18/2019 |
15 Jobs Total
Actions ‘ v ; g 10 :A: 1T2 3 1S Edit Jobs ShoLMap Show Stats
l:‘ Order ~ Pri & St # Client «  Acct Balance # Service % Date -~ Map

4. Todiscontinue viewing the Map, click Hide Map in the header where the Show Map button
was previously.

Dispatch Board Map Console - Stop Tab

The Smart Maps map console is available from several locations in SA: Dispatch Board, client accounts,
client and lead lists, and the Dispatch Calendar. The functions available are different depending on
where you bring up the map.

1. From the Dispatch Board, select one or more jobs, then click Show Map from the top of the

table:
& oiseatch 8oard | [ | wed 09/18/2019 - Wed 09/18/2019 |
15 Jobs Total
5 5 T w T F S o
Actions ‘ v 5 9 10 1 12 13 12 Edit Jobs ShoLMap Show Stats
D Order = Pri# St * Client ~  Acct Balance *® Service + Date - Map

The map opens in the top half of your screen with the table items still displayed below. Any jobs
you select in the table appear on the map as pins © or marke@.

2. Click amarker to see contact information about an individual client.
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The map console has multiple tabs on this screen:

Dispatch Board User Guide

3 Visits Total

Stop

1al

e Stop - Displays job information for the selected marker.
¢ Navigation - Use for driving directions and GPS tracking.

e Group Selection - Select jobs for routing or assignment by drawing a geographical region.

¢ Yield Map - Shows jobs displayed by pay rates so you know where you’re making money.

e GotoCompany Location - Center the map on your company address.
e Fullscreen Mode - Enlarge the map to fill the screen.

If you forget what the tabs are, just hover over one to see its name.

Stop Tab

Stop displays the selected map marker’s job information and lets you update or dispatch services.

There are five fields you can update for the selected services:

e Move to updates the scheduled date for the service(s) if set from the Dispatch Board. Thisis a

required field on the Waiting List.

e The Assign to dropdown list lets you select Resources, such as teams, employees, and vendors, to

add to the selected service(s).

e Route Order is an optional field that changes the route order for the selected service(s).

e The“All Jobs” checkbox includes all the services that are checked in the table for the selected

client.

e The “Permanent” checkbox makes your changes apply to future instances of the “Assign To” option.
Other changes will apply to this occurrence only. For instance, if you change the schedule for a

recurring job, the change applies only to the current job.

The button on the bottom of the panel displays Update on the Dispatch Board and Close-Out Day
screen. The changes selected will update the services with only the values you changed for Move to,
Assign to, and Route Order. On the Waiting List, the button displays Dispatch. The system will make
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the changes to the selected services and dispatch the jobs when you update it.
The bottom of the Stop panel has four buttons for making changes to the map markers:

Update
All Stops
Show Resource Code
Show Route Order
Set Route Order
Show Priority/Conflicts
Google

Show Resource Code displays the resource code on all the map markers if services are assigned to
aresource with a Resource Code.

Show Route Order displays the route order of all the services.

Set Route Order temporarily sets all service route orders to zero. You can then click to update the
route order:

o Left-click a map marker to decrease the route order.
o Right-click a map marker to increase the route order.

Show Priority/Conflicts changes the icon of any job with priority or conflicts based on days. The
job with the red “up” arrow is a priority job.

To undo changes, click the Cancel button below the map.
To save changes, click one of three buttons that appear when you set a route order.:

Routing

Dvag & drop jobs in the gnd to tweak the route. 3 2 -
Save your changes when you are finished reordenng, Upsate Today's Reale Onty m Upatate hrh Wesk Canced

Update Every Week and Update Every Other Week are for Recurring and Custom Recurring
services; they do not work with Waiting List, One-Time, and Package services.
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Stop Map Markers
Select Map Markers when you’re on the Stop panel to see a popup box. — [FS RS 2
The color of the marker indicates the assigned resource. If you are e
viewing more than one day on the Dispatch Board, the marker color i'@ s
will be by day and a legend will display on the top right of the map. Amourt
The popup shows client information and the services displayed in the S s
table: E:.:r"v PROFE T 4 0
e Theclient name is a hyperlink to the client account. ssievs
e The Services list has two icons and a button on the right. i -
o The note icon opens the job dialog and displays the notes for | s 0
the Service. o Dallas BN

o The pencil icon will display the job dialog for the Service.

o The U button stands for Update and displays only when on the Dispatch Board or Close-Out
Day screen. This button displays as "D" when on the Waiting List screen and stands for
Dispatch. The Update/Dispatch button performs the same as using the Stop
update/dispatch button in the left panel.

The Update Services button updates all services with the values set in the Stop panel (on
Dispatch). It appears as Dispatched Services on the Waiting List.

¢ The Remove Marker link on the bottom left removes the marker from the map but will not remove
the service(s) from the grid.

Additional fields can be displayed on the Map Marker dialog for custom fields if they are displayed on
the grid. They can be added to the grid by going to the Columns dropdown on the top right of the
Services grid.

Dispatch Board Map Console - Navigation Tab

The Navigation tab in the Mapping Console contains two sections: Driving Directions and GPS
Tracking.

Driving Directions @

Assigned to l Select Resource(s)

GPS Tracking
Date 05/03/2024 |[E

i
Resource ‘

00
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Driving Directions

You can get driving directions for any services from the table. Select a resource and click Go. Directions
are generated for the route order if every service for the selected resource is selected in the table. If
the services have no route order, SA will try to optimize the route before it shows the driving
directions. You can generate directions for a maximum of 24 unique devices per request.

Click any of these options below the directions:

e Toggle Jobs hides the map markers from the console temporarily to help with viewing the direction
markers.

¢ Print Directions opens the Print Preview dialog, where you can print the directions.
e Clear hides the driving directions, direction markers, and route drawn on the map.

GPS Tracking

Use GPS Tracking to display GPS points on the map for a selected resource on a specific date. If you
have either the SA Team app or Mobile App, you must enable GPS Tracking for the resource who will
be using the app.

e TheDateinput field is used to select the date you want to view GPS data for.

e TheResource dropdown list contains employees and vendors, but not teams, as teams cannot log
in as a group. The Resource who logs the team in, however, can be tracked.

¢ The Show Stops checkbox displays the services on the map for the resource.
e The Show Route checkbox displays the GPS points on the map after you click Apply.

Enable GPS Tracking
1. Goto Team > Employees or Team > Vendors.
2. Inthe Employee or Vendor list, click the name of the Resource you would like to modify.
3. Click Edit next to the Resource’s name.
4. Click the Mobile Settings tab.

5. Atthe bottom, select an option for GPS Tracking. Choose anything other than Off to enable the
Resource’s device to record GPS data after logging in.

Dispatch Board Map Console - Driving Directions

If you are not yet using the Service Autopilot Mobile App or need to use paper Route Sheets, you can
also generate and print driving directions from the Dispatch Board. Please note, the Show Map button
appears only if you have the Smart Maps subscription.
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To do this, follow these steps:

1. Goto Scheduling > Dispatch Board (New).

2. Select the jobs on your Dispatch Board that you want to get directions for.

3. Click Show Map.

Sclect a Filter:  figsource  Serice  Frowemity Search RWap Coce

12 Jobs lotal

5 M L8
- - n U
[ oede = Po # 51 % Cliest

= tirstian MeCattray
[ o <
18 Chickaden Lane

Address Clent  Hatus  Pronty

& vispatch Boars [ | rue osr10/2018 - Tue 0571072019

AcctEatancs @ Sarnid + Dale

oon sz A H0E0TE

4. Click the Navigation tab on the map menu.

Stop

Buikbuurnet{-'"'- =

Client
Address
Date
Assigned
B. Hrs
Selected

Move to (@)

Assign to ‘ Select Resource(s) >

Route Order
O
g

All Jobs

Permanent

<_ Navigation |

rcheor City

5. Select the Resource the jobs are assigned to.

6. Click Go.

The directions will load, and you'll have the option to Toggle Jobs (change the direction) or Print

directions.

ALLEY RANCH
Farmers

Google ;

A CREEK Lopalty
380,
Driving Directions X () 30 |
G
Assignedto [ Eddy Pinks (@) @ McKir|
N Little Elm
o 1201 Richardson Dr 2140, Richardson, TX 75080, USA %
Hackberry Frisco
B t HILLIPS o
CREEK RANCH >
1. Head northeast on Richardson Dr 26 1t ™
starwoon @)
TWIN.CREEKS
1201 Richardson Dr Ste 100, Richardson, TX 75080, USA STONEBRIAR llen
MALL AT-THE
BRIDGES
23.4 mi. About 29 mins
Jhe Colony DEERFIELD
1. Head north on Richardson Dr toward Monte 02 m HUNTERS GLEN
Blaine Ln
yve

#* 2. Tum right onto Melrose Dr 0Ami

PARK FORGET

CASTLE HILLS
PLANO EAST
Ywm oncie iebron. i
DALLAS NORTH nla’“’
GPS Tracking F (2) SEATE
Date 05/03/2024 [ 28 (gj
‘ S )
0| | Carroliton
- ‘ Addison . AR NORTH (%
sh D) ORIGINAL TOWN )
Richardson eDOME

BUCKINGHAM
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Reassign or Reschedule Jobs from the Dispatch Board Map

You can change details of any Job from the Dispatch Board Map.

1. Todisplay the Map, click Show Map.

Select a Filter: Resource Service Proximity Search Map Code  Address  Client  Status Priority  Tags

& oiseatch Board | | Tue 09/10/2019 - Tue 09/10/2019 |
12 Jobs Total

Edit Jobs Show Map Show Stats

[ Order ~ Pi # St % Client 4+ AcctBalance + Sce ¢ Date
[ 0 ﬁ Christian McCaffrey 000 ps2 & 9/10/2019

18 Chickadee Lane

2. Make sure the Stop tab is selected:

Stop
Client Queeni, Client
Address 2305 South Custer Road
McKinney, TX 75072
Date 5/3/2024 5:00:00 AM
Assigned EddyP
B.Hrs 0
Selected
Move to B
Assign to ‘ Select Resource(s) v
Route Order ’
All Jobs (]
ature.
Permanent [j rve
All Stops He
Show Resource Code E
@
(or:
Set Route Order
origIN
Show Priority/Conflicts
ALLEY RANCH

3. Make sure the correct job is selected. You can either select the checkbox next to the job or
select the corresponding pin on the map.

4. To change the assignment, use the “Assign to” dropdown list and select a Resource.

5. Click Update to save your reassignment.
You can reschedule the Job from the same panel:
1. Simply type a date into the “Move to” field or select a date from the calendar icon.

2. Click Update to save your changes.
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Dispatch Board Map Console - Group Selection Tab

The Group Selection tool on the map console allows you to select jobs by drawing a shape around a

geographic location.

Group Selection

B.Hrs 0.00

Services 0

Total Revenue .00 Little Elm

Marker Display | Show only selected

Group Settings The Colony

Filter checked jobs

vCASTLE HILLS
Hebron

Move to 05/03/2024 B3
Group Selection
Assign to ‘ Select Resource(s) v
PHILLIPS
Permanent O CREEK RANCH

ST

To use this feature, follow these steps:

1. Use your mouse to right-click and form the points of the shape on the map.

2. Click the first point to close the shape.

Bowie 2
Group Selection Forestburg H @
owe
B. Hrs 2.00
Sunset 75
Services 2
Total Revenue 100.00 @ Anna
Move to 05/03/2024 =) Chico
Assign to Select Resource(s) v 3 Decatur
Permanent a Bridgeport penten
By Bay, Corinth i
Group Settings @
Marker Display [ Show only selected v Keller fraj
1C
Azle
Filter checked jobs - {520, rving e
Weatherford— __ = Dallas Mesquite
lap § o Fort Worth Arlington Fort

Once an areais drawn, the top half of the panel at the left will display the budgeted hours, number of

services, and total revenue for all services in the selected area.

is available only on the Waiting List.

The Update button appears on the Dispatch Board and Close Out Day mode. The Dispatch button
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e The “Group Settings” section contains a dropdown list for Marker Display, which contains two
options:

o The Show only selected option removes any markers/deselects Services that aren't within
the drawn area and display markers/selects Services within the area.

o The Show all markers option does not remove any markers from the Map; it will select only
the services on the grid that are within the area.

e The Filter Checked Jobs button below the Marker Display list removes all jobs not falling within
the drawn area from the map and the grid.

Undo changes

To undo your changes to the map display with the Group Selection tool, refresh the page or click the
Refresh button on the Dispatch Board. This will re-add any services that you removed from the map.

Dispatch Board Map Console - Yield Map

The Yield Map tab on the Maps Console shows your pinned jobs in different colors based on budgeted
hours. You can see how many jobs you have scheduled at various rates of pay, letting you see where
your money is in any neighborhood on any day.

The map marker colors are set from the bottom of the left panel and vary based on the dollar amount
for the job:

‘ iL’S_E‘iE_LSEZ‘ $172 - ggf;" $258 - ;;140 $344 -gg" $430 - §516 00 §516+

Or the budgeted hours:

Poo-oaneWor-osne@os-comw(Jos- 12mwT 12- 14w @ 1a- 17w 17000

e Tochange the designation between Amount and Dollars, use the radio button selection next to
“Distribution by” in the left panel.

e Tosee the details for that job, click a marker on the map.
e Toaddajobtotheyield calculator, click Add Service:
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& visotch Board [&) [ Tue 05/19/2020 - Tue 05/19/2020 print mn
26 Jobs Total
: = o = WEZE AR | P P O e e e Jon
e (© = -
= SPID
‘o
000 X =
0" m ple ¥ Map  Satelite
T =]
o |
+ g

This lets you build the route with the most revenue, again targeting the most profitable or least
profitable neighborhoods or even streets. As you add jobs to the left panel, the bottom totals will
update with Total Dollars, Budgeted Hours, and Dollars per Man Hour.

In the map below, Stop 8 on the left is the job with the highest price tag, and Stops 4 and 7, in orange,
appear to be more profitable than the remaining red jobs.

View those jobs by budgeted hours, however,

and you see that the job with the highest budgeted | 2 = e :
hours is Stop 7, and all other jobs are in the lowest - 0 ~TAMOUNT VERSUS |- ¢
budgeted hours bracket. So, Stop 8 is your most ¢ a@ “ | BupceTHours ! @ gge K
profitable job, paying the most and for a short | %,

budgeted time.



