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1 Introduction
1.1  Use of the Help file

This online Help file provides detailed information on all features and use of
AyaNova as well as installation and configuration guides and more.

e To view topics, double-click on the chapter headings to expand
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e To print the entire Help documentation, download the PDF from
http://www.ayanova.com/onlinehelp.htm

e To search for a specific word to bring up relevant Help topics, select Search,
type in the word.
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Screenshots depicted in this Help may not display exactly as your copy of AyaNova
does, as dependant on screen size, display settings, data and specific version in use.

Software, Help and design copyright from 1999 onwards Ground Zero Tech-Works Inc.
All rights reserved worldwide.

AyaNova® is either a registered trademark or trademark of Ground Zero Tech-Works Inc. in the United
States and/or other countries. All other trademarks referenced are the property of their respective
owner.

This documentation is provided as is and could include technical or other mistakes, inaccuracies or

typographical errors. Where inconsistencies between the documentation and the program occur, the
program is considered to be the authority.
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1.2  QuickStart for Beginners

AyaNova software is affordable, networkable, scaleable and easy-to-use service
management and work order program for Windows that improves productivity and
simplifies management and delivery of first class customer service.

And AyaNova is very easy to use.

¥ achedule - Ayakova

S T w s 1. use your mouse to select a time
1z 3 range

4 5 6 7T B 910

11 12 13 14 15 16 17 gam

1 2. Selectto create a new service
~ workorder for this time range and
date

1819 30 21 22 23 24
Z5 26 T 28 29 30 3

o Walk through the easy steps to schedule a technician and create a
workorder at the same time using the Schedule screen - check out the How
do I schedule user for a new workorder item via the Schedule screen?

e See how easy it is to create a workorder for client that you will provide
service for - check out the Tips & Tricks section Creating a new workorder for a
client

¢ Follow along with how to edit an existing workorder by selecting it from a grid

e Watch a vide t the Schedule screen

e Watch a video about the service workorder entry screen

This AyaNova Help file contains details on all of the features of AyaNova,
including step by step tutorial walk through's with screenshots in the How do
I...?7's, as well as tips on use in the Tips & Tricks section, as well as specific
details on each feature in the Feature Details section
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1.3  Suggested Order of Setting Up AyaNova once Licensed
|

The following is a suggested order for setting up AyaNova for the first time when
initially licensed. This is a suggestion only, you do not necessarily have to do things
in this manner, many items can be entered on the fly but it's helpful to go through
this and follow the help links.

Quick setup of AyaNova and start using:

Follow along with the tutorials and‘ review Feature details.

Erase the AyaNova data entered to start fresh or manually delete objects (workorders, clients, etc) if
applicable

Create Tax Codes (and set defaults in Global Settings if desired)

Create and setup Securig Grougs (determines rights for users to access AyaNova features)

Create AyaNova Users - schedulable users such as technicians as well as non-schedulable users such as
those that just enter data

Create Labor and Travel Rates for selection in workorders

Create Clients (you can import using the ImportExport.csv utility, and/or you can create on the fly as
needed)

Use as is and/or Customize existing report templates for your company and/or create new report
templates

Create service workorder for a client (follow along with tutorial for a guick walk through)

More in depth setup of AyaNova:

Follow along with the tutorials and, review Feature details.

Set up for AyaNova network configuration (multiple networked users connect to the database at the
same time) if required

Set up backup routine for your configuration (stand-alone backup or network Firebird Server
configuration or SQL configuration)

Edit the AyaNova Administrator default password and create a new manager administrator user account
- see Users
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Create Tax Codes (to be used as defaults in Global Settings)

Locales (create a custom locale if you want to change the text displayed in AyaNova and set as default in
Global Settings for new users, and/or assign to existing users)

Erase the AvaNova data entered to start fresh or manually delete objects if applicable

Create Regions (used to restrict data access based on region a user is a member of) and set Client
Notifications for each Region

Create and setup Security Groups (determines rights to access AyaNova features for users)

Create Part Warehouses (assign default warehouse to users as well as used to maintain tighter
inventory control)

Create Dispatch Zones (used to group clients together for filtering, reporting and scheduling, and assign
schedulable users to0)

Create User Certifications (used to determine if user can perform certain service and/or be assigned to
certain Schedulable User Groups)

Create User Skills (used to determine if user can perform certain service and/or be assigned to certain
Schedulable User Groups)

Set your Global Settings

Set up AvaNova Users

Client Groups (groups clients together for filtering and reporting)

Create Labor and Travel Rates for selection in workorders

Subscribe to events such as Client Contract Expiring before setting client contract expiry date

Create Contracts

Create Head Offices

Create Clients (you can import using the ImportExport.csv utility, and/or you can create on the fly as
needed)

Create Vendors

Create Unit Models

Create Units (you can import using the ImportExport.csv utility, and/or you can create on the fly as
needed)

Create Loan Items
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Create Parts (you can import using the ImportExport.csv utility, and/or you can create on the fly as
needed)

Enter Part Inventory Adjustment for starting inventory

Create Workorder Categories

Create Workorder Statuses (you can enter manually, and/or import using the ImportExport.csv utility)

Create Workorder Item Types (you can enter manually, and/or import using the ImportExport.csv utility)

Create Priorities (you can enter manually, and/or import using the ImportExport.csv utility)

Create Unit Service Types (you can enter manually, and/or import using the ImportExport.csv utility)

Create Task Groups & Tasks

Have users subscribe to events

Customize existing report templates for your company and create new report templates

Add additional custom fields where needed
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1.4 What's new in AyaNova 7
|

We are very pleased to present AyaNova 7

AyaNova 7 has included the most widely requested features reported to our support
staff and posted on our wish list forum.

There are some huge new features and dozens of improvements in all areas that will
simplify using AyaNova and most importantly save you and your staff time.

Please take a few minutes to go over the list of changes / improvements that include:

Licensing/Installation

Performance

Plugins/Options

New Features
Expanded Features

Licensing/Installation

*CHANGE* Uninstall now gives the option to completely remove the database
files (Cancel to keep). Don't worry it double checks with the user before doing so
and you all backup regularly anyway right? :)

*CHANGE* Help -> License menu option now available whether logged
in as AyaNova Administrator or not, and gives helpful info reminding logged
in user of need to log in as AyaNova Administrator to edit in this area.

*CHANGE as of AyaNova 7.4* AyaNova has moved to an annual subscription
license model for email support, updates and upgrades.

Performance

*IMPROVED* AyaNova speed improvement - A caching improvement
means objects are opened faster when they are used more than once. For
example a workorder or report will open much faster the second and subsequent
times.
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*IMPROVED* AyaNova now uses the .net 4 framework, this is the latest
version of the .net framework from Microsoft and is the foundation upon which
AyaNova runs. Amongst many internal improvements, the new framework
ensures the best possible speed and stability of AyaNova at it's foundations.

*IMPROVED* Installation of web interfaces - due the .net 4 framework,
installation of WBI and MBI is simplified.

*IMPROVED* All user interface and reporting components used in AyaNova
have been upgraded to their latest stable versions taking advantage of speed and
usability improvements. Some examples are the custom filter screen, and that the

scripts in report designer now all displayed together as nhow need to go hunting
to find which labels or bands has scripts.

Plugins/Options

*IMPROVED* Import Export CSV plugin simplified - Big usability
improvement and time saver* now you no longer have to have your import data
csv file for clients, parts or units in a predefined order, you can simply select

which of your columns in your CSV file import into which fields into AyaNova
right in the plugin itself.

*NEW#* Plugins from the grid - The plugin menu is now available in main grid
right click context menu. This means for example that you can now export a

client record right from the main grid list saving having to open records one by
one to operate on them.

*NEW* QBI QuickBooks plugin - Can now choose to invoice workorders for
the same customer individually. This was requested for those that need to have a
single work order per invoice rather than the default method of QBI which is to
group as many workorders per invoice as possible.

*NEW* Signature capture - If you have MBI or WBI and a supported browser

you can now capture your clients signature *onsite* with no special hardware or

software and print the signature image on service work order reports. This
feature has been widely requested for some time and we've really wanted to do it

however it wasn't until just recently with the prevalence of the modern HTML 5
compatible web browser that we were able to offer a practical solution.

*NEW* Signature capture customize text - to go with the signature capture
feature we've added global settings so you can set what the customer sees on the
signature form in three different areas.
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*NEW* WBI technician interface drop down list boxes - Now all drop
down combo boxes in WBI feature the same time saving multi character auto
complete feature as you've come to rely on in AyaNova. This means you can
quickly select an item from a drop down list by typing the first few letters.

*ADDED to WBI Client interface* - Unit serviced now displays in customer's
WBI workorder list.

*ADDED to WBI Client interface* - Customer can now select a menu option
to show open workorders only or all workorders.

*ADDED to WBI Client interface* - You can now specify individual custom

html fragments to display at the top and bottom of all WBI forms viewed by your
customers. This allows you to, for example, put a logo and contact information

on all your WBI pages viewed by your customers.

*ADDED to WBI Client interface* - You can now optionally allow dlients to

view the wikipage of their service work orders. This is useful if, for example, you

provide a report to the client as part of the service you provide and want to attach
it to the workorder and have them view it directly from thier WBI client login.

*ADDED* Additional preset date selections for your filters in your
desktop AyaNova as well as in WBI and RI

*NEW as of AyaNova 7.3* Our RI (Responsive Interface) remote

access option - quick access through your web browser (no need to install on
device!) to edit, update and create workorders, quotes, PMs, clients, units and
parts while away from the office regardless of what type of device (Android,
Iphone, tablet, laptop, and/or computer!)

*NEW as of AyaNova 7.3* Our Client RI remote access option for client
access

*IMPROVED as of AyaNova 7.5* WBI signature field displays larger for
ease of entry

*IMPROVED as of AyaNova 7.5* WBI signature parsing code added to
handle unusual browser canvas implementations

*IMPROVED as of AyaNova 7.5* RI signature field displays larger for
ease of entry

*IMPROVED as of AyaNova 7.5* RI signature parsing code added to handle
unusual browser canvas implementations

*NEW* ClientRemover plugin makes it easy to remove one or multiple Clients
and all their linked data such as Workorders, Quotes, PMs, and Units.
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New Features

*NEW* Work order form header area customization - Major new feature
allows you to hide fields and labels in the work order header area. *Many* of
you have asked for the ability to hide unused fields on the work order form, now
you can do that easily with a few clicks right in the work order form itself
simplifying the work order form for your staff.

*NEW* Work order form sub section area customization - Major new
feature allows you to hi ntir ions on the work order form (Expen
Loans etc) that you don't use in your company. This will simplify input and entry
for your staff.

*NEW* Date and time fields time picker control - Many people have asked
for a drop down time picker control in AyaNova like we added to WBI as it's a
fantastic time saver, we couldn't find one that was suitable so we wrote our own.
It's simple and effective. The new drop down time picker component in
AyaNova will save your staff a *lot* of time entering data in AyaNova.

*NEW* Work order form default start time - New global setting that is a
big time saver and convenience for those that would like to set a default start
time in new scheduled user records.

*NEW* Schedule form default date - AyaNova will "remember" the last time
span you were viewing when you logged out and automatically go to it in a smart
way* If you were last viewing the current day it will open on the current day. If
you were last viewing a specific time period outside of the current day it will open
to that same time period saving you time having to navigate to that time period
again.

*NEW* Schedule form default open or closed - AyaNova will default to the

last setting used when you log out for the Open or Open and Closed workorders
togale button.

*NEW* Part inventory adjustments grid - Expanding your inventory

management abilities, the new Part Adjustments Items grid is where you can
easily and quickly filter and sort as needed to obtain reports on parts manually

brought into inventory.

*NEW* Main grids last row count default - AyaNova will now remember the

setting last used for the humber of rows to display in grids and automatically use
that setting when you next log in. This was a popularly requested feature. We
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originally put in the row filter to help people with slower equipment and larger
databases however with all the speed improvements in AyaNova and in hardware
and software platforms AyaNova runs on these days, for many users it's not as
much of an issue and they just want to see all records always. This feature should
alleviate that problem.

*NEW* Schedule form navigator bold dates - This is a very handy new
feature to make it easier to see at a glance what days in the month you have
something scheduled without having to actually view that day, the date navigator
now shows dates bolded that have one or more scheduled items. We've wanted
to do this for a while and this feature was now practical due to improvements in
the underlying scheduling components.

*NEW* Service workorder / Quote / PM - When generating a service work
order from source quote or PM, the WIKI page will also be automatically copied
to the service work order which ensures that you are always getting all needed
info with the generated service workorder.

*NEW* Localize on the fly from within the entry screen itself - easily
ickl it what label text shows for the entry screen re viewing, as
only the field labels showing will display.

*NEW* Show all... right-click grid option - quickly display all units, service
workorders, quotes and/or PM's records byright-clicking on the record in the grid

*NEW* Show all... menu option - quickly display all units, service
workorders, quotes and/or PM's records via the menu option Show all...

*NEW* Network Generator service log will now display the name of the
registered database

*NEW as of AyaNova 7.5* Schedule Marker grid in r navigation

displays all Schedule Marker / Follow Ups assigned specifically to this user, to the
Dispatch Zone this user is a member of, to the Region this user is a member of,
to the Scheduleable User Group this user is a member of or if assigned to Global.

*NEW as of AyaNova 7.5* Schedule Marker grid in Administration navigation
pane displays all assigned Schedule Marker / Follow Ups for all users, all Dispatch

Zones, all Regions and all Scheduleable User Groups or if assigned to Global

*NEW as of AyaNova 7.5* Service workorder/quote/PM templates each now
have a setting that will dictate when generating the order from the template,
whether to use the part price in the template OR to use the current part price
from the part record itself. Useful when a template was created before part prices
were updated.
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*NEW as of AyaNova 7.5* ImportExportCSV now includes import and export
for Part Categories, Priorities, Unit Servce Types, Workorder Statuses, Workorder
Categories, Workorder Item Types and Rates records.

*NEW as of AyaNova 7.5*% ImportExportCSV Duplicate option now includes
the ability to update existing Rates

Expanded Features

*ADDED* Client notifications based on Workorder Status - Previously
you could send a notification to a customer if their work order's status had
changed to a specific value. People loved this feature but wanted to do it for
more than one status and so we've changed that area to a grid that allows you to
select as many status changes as you wish. For example, you might want your
client automatically emailed a client claim receipt report when workorder is
accepted for service - so have a specific workorder status created for that; you
might want the client automatically emailed when need their approval before
continuing - so have a specific workorder status for that; so many possibilities!

*ADDED* Client notifications based on Quote - New type of dlient
notification when a Quote for a client is set to a certain status the client can
automatically be emailed with a customizable message and copy of the quote
report. For those that do a lot of quoting this can be a *HUGE* time saving
feature.

*ADDED* User notification on quote created / updated - Your AyaNova

users can subscribe to be notified when a quote is created / updated. Schedule

service as soon as possible to maintain revenue by being notified as soon as a
quote is created or updated.

*ADDED* Unit display formats - More name display options for those that
wish to include more information in their reports regarding the unit - for
example, not just the serial number but also the vendor, model number and
model name.

*IMPROVED* Notification system - Now problems with notification delivery

via SMTP display a better error message simplifying troubleshooting email

notification delivery.

*IMPROVED* Wiki pages last edit auditing - The wiki page now features
the record history button like all other objects in AyaNova making it easy to see
who last edited and when.
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*ADDED* Quote workorder status added - A total of six different quote
statuses are now available. As always, you can localize to what works best for
your company, as the text used is just an example.

*ADDED* Part inventory adjustments grid - Now you can print a detailed
style report right from the grid for multiple items. Previously you could only
print a detailed report from the individual adjustment item form.

*CHANGE* Object.Workorder removed - simplifies security group settings.

Do note if use WBI Client access, make sure to check your WBI Client security
group settings

*IMPROVED* User name display formats - Now includes additional
selections that include the Region name. This means throughout AyaNova at a

glance you can see what Region a user belongs to ensuring correct scheduling.

*IMPROVED* Schedule form user name column headings - Now the
Schedule form column headings conform to the global setting for user name
display formats. This means you can not only view the user names in the format
you choose but in conjunction with the new Region option for user name display
formats you can include the region name making dispatching much easier.

*IMPROVED* Main grid form autorefresh - To always keep you up to date,
AyaNova auto-refreshes the main grids approximately every 5 minutes. But for
those that are working their way through a large list of records directly in a grid,
you can now turn Auto-refresh off if needed.

*CHANGE* refresh selectable items in Global Settings - Can now refresh
drop down lists such as Tax Codes when editing via Global Settings without
having to exit out of AyaNova and back in before able to see new entries.

*IMPROVED* Notification grid row resize - Messages in the notification
delivery log grid are often multi line, before you could hover the mouse over to
view all the lines but it wasn't ideal, now the rows can simply be resized bringing
this grid into line with all the other main grids in AyaNova.

*IMPROVED* Popup notifications - Completely new user interface for popup
notifications, now displays as a "billboard" that slides up in the lower right corner
and slowly fades. Hovering the mouse over it will keep it in view, clicking on it
will open a detailed list of all popups. Users of many other popular software
applications will be immediately familiar with this style of interface.

*IMPROVED* Banked service hover display in workorder - Major

improvement,_now shows *exactly* which service bank is in effect for that
particular item and the balance. Takes into account whether a unit is selected

with it's own service bank or if the client or head office service bank is in effect.
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This will be a tremendous time saver to service people entering data in a service
bank scenario.

*IMPROVED* Schedule user - Now a warning displays if you attempt to
schedule a technician for a client who is not visible to that technician due to
differing regions. No more accidentally scheduling a tech who is unable to view
the scheduled item for that client. Note that it does not prevent you from doing
this, just warns you; some have requested that they still be able to do it for
various reasons.

*IMPROVED* Service workorder / Quote / PM - To help you make sure
you see what quantity was quoted in a Quote or required in a PM, the Quantity
Quoted or Quantity Required column in the Parts subsection of the generated

workorder will now always display to the left - so no chance of accidentally
missing the quantity required.

*IMPROVED* Service workorder / Quote / PM - A work order generated
from a quote or PM that has a serialized part quoted no longer requires you to
delete the generated serialized part record then re-enter it to select a serial
number, now you can just select the serial number right on th nerated lin

*IMPROVED* Service Workorder - A work order that has a unit meter
reading attached to it was previously undeleteable. Now when the work order is
deleted if there is a unit meter reading it is deleted automatically as well allowing
the work order to be deleted.

*IMPROVED* Service workorder / Quote / PM - Print menu option in
workorder entry screen set so that now you don't have to actually click on the
drop down arrow, can just click on the menu option itself

*IMPROVED* Service / Quote / PM Templates grids - With our continual
improvement of design from the user's viewpoint, we have now included the
ability to open the template by clicking on it's description in addition the previous
method of clicking on it's number.

*CHANGE* Service workorder / Quote / PM grids - If Custom Fields not
enabled for workorder item, the Custom Fields grid will no longer display in the
navigation pane

*IMPROVED* Login screen no longer always *on top* - the AyaNova
login screen will no longer force itself to on top in front of existing other
programs, which is useful if you are in the middle of working in something else
and not yet ready to log in.

*CHANGE* menu options and subsections that do not have data
entered are now grayed out so is much easier to distinguish what has
additional data or not
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*CHANGE* Schedule screen’s not assigned column now displays text
instead of "-" so more obvious to the logged in user the column's use.

*ADDED as of AyaNova 7.4* Command line option to use your operating
system's default font in AyaNova.

*ADDED as of AyaNova 7.5* Added the bool field Completed to the Schedule
Marker / Follow Up screen with which can filter and sort in the new Schedule
Marker grids

*ADDED as of AyaNova 7.5* Purchase Order detailed type report templates
now includes Unit of Measure datafield in the PurchaseOrderListPurchaseOrderList
dataset which can be easily dragged into any existing/new Detailed type report
template from the Purchase Order grid

*ADDED as of AyaNova 7.5* ToMSSQL now reports on specific broken GUIDs
if applicable, to facilitate troubleshooting of record issues in a Firebird database.

*ADDED as of AyaNova 7.5* Show all... - Right-click grid option and menu
option added for Loan Items to have AyaNova automatically filter and display the
workorders where this loan item was previously and presently selected.

*ADDED as of AyaNova 7.5* Added two additional Unit Display Formats in
Global Settings to facilitate those without Unit Models to distinguish the correct
unit to select by its Description.

*IMPROVED as of AyaNova 7.5* Wo/Quote/PM template's Wikipage AND
wikifiles will now be replicated to the generated wo/quote/PM from the
wo/quote/PM template.
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2 Basic Installation

2.1 AyaNova computer requirements

'
Minimum AyaNova desktop program requirements:

e Windows operating system XP and newer with latest service packs from

Microsoft applied
e Latest Microsoft .Net Framework 4.x pre-installed with all service packs

applied

¢ Yes, AyaNova will run on older operating systems such as Windows
XP SP3 as well as on the latest operating systems (i.e. Windows 10,

Windows Server 2012, etc)
e The AyaNova installation will check your computer to see that you do

have .NET 4 installed.
e You can also download and install the latest Microsoft.NET

Framework 4 via your Windows Update

AyaNova minimum hardware requirements:
¢ 1GHz or higher Pentium-compatible CPU with 500MB RAM or higher

o The above is minimum hardware requirements. What this means is,
your AyaNova will always run faster on a faster computer (more

memory, higher processor, etc).

o AyaNova is hardware scalable - performance is directly related to
the performance of the computer where the AyaNova database is.
Obviously a faster computer is going to be able to respond more
quickly.

o If you are encountering any perceived slowness in running AyaNova, it
may be time to update your hardware or purchase a newer computer.

AyaNova networking requirements:

o If configuring for network use, refer to the appropriate Help topic for the
type of database server configuration you will be using - network

Firebird SuperServer 2, network SQL Express 2005 and higher or
network SQL Server 2008 and higher

¢ Note: The AyaNova database may be configured for use on a Linux
server using the Linux Firebird 2.1.1 SuperServer from

http://firebirdsql.org
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Backup Hardwar

e Backing up your data properly is very important. In the event of
database corruption, hardware failure, fire, theft or disaster it will enable
you to get up and running again quickly.

¢ Refer to the Help topic on backup and restore if using the default stand-
alone installation

¢ Refer to the Help topic on backup and restore if using the network
Firebird 2 configuration

¢ Refer to the Help topic on backup and restore if using the network SQL
Express or SQL configuration
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2.2  Default AyaNova installation
|

Read through all instructions first before proceeding.

NOTE: These same single computer steps are also used in the initial steps on
the server when first configuring for network use. Refer to Network Configuration
for details on configuring AyaNova for network use.

If you are trying out AyaNova follow these instructions for stand alone setup, you
can also try the network configuration later once you've evaluated AyaNova

1. AyaNova requires the latest Microsoft updates on your computer as well as
Microsoft .NET Framework 4

2. If you haven't already, log into your computer as you normally do

¢ Note, if you perform any installation of AyaNova via remote access and
encounter an issue, remove and repeat the steps when physically at the
computer and not via remote.

3. Shut down any other programs before running setup.

4. Download the AyaNova installation file AyaNovaSetup.exe from the AyaNova
web site http://www.ayanova.com/download.htm to a temporary folder on your
hard drive

5. Double-click the AyaNovaSetup.exe file to begin the installation

13 Setup - Ayablove = & E
Welcome to the AyaNova Setup
Wizard
This will install Ayahicws 7,00 on wour computer
It is recommended that you dose all other applcatons before
conbrung

L. M Chck: Masct to cowviie, o Carced fo esdi Selup.

h—lJ
e Canced

6. The default option is "Default setup with sample database". Click Next
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1_1‘.,4 Setup - AyaMova

Select Components F
Which componests showd be metalled? T

Select the components pou ward to instal: clesr the components wow do not want o
nistall. Chck Next whhen pou ane ready to continue.

< Back Nemt » Cancel

Select the compaonents you want ta inztall; clear the companents you do not want o
inztall. Click Mesxt when you are ready to continue.

Default zetup with zample databaze j

NOTE: the network setup option is ONLY if you have performed the preceding steps as per the
network steps for the specific AyaNova database senver setup you are following (i.e. network

Firebird Server, or network SQL Express or network SQL Senver)

7. The installation shows additional AyaNova optional products you may be
interested in trying out or using when installing the default stand-alone

AyaNova. _
15 setup - AyaNova = = =
Select Additional Tasks \_?

‘hich additional tasks should be per formed? -

Select the additional tasis you would e Setup to perform while instaling Ayahiova,
then dick MNext.
Iristall Ayahiova Generator service - for badeground notification processing <
[n=tall ImpartExpart o csv plugin
Install Firsfrd SQL to Moosoft SCL migration uihty
Install Ayahicva Data Fortal (requires [13)
[¥] Install QEI - QuickBooks accounting inbegration plugin
FT1 - Peachtres accounting integration piugn ...
fior US Sage 50 Quantum [ Peachires 2015
feor US Sage 50 Quantum [ Peachires 2015
for US Sage 50 Quantum { Peadhires 2014

[ <Back Mext > Cancsl
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If you are not installing any of the optional items skip to step 9.

¢ Refer to the QBI (QuickBooks interface) Help file for details on requirements
(QBFC7.0, QuickBooks program also installed to the local hard drive,
QuickBooks version compatibility etc) installation, and use.

I?\ Inztall GBI - QuwickBooks accounting integration

o Refer to the PTI (Peachtree interface) Help file for details on requirements
(Peachtree program also installed to local hard drive, Peachtree version
compatibility) installation and use.

[7] trestall QBT - QuickBocks accounting integration plugin
| Irestall PTI - Peachires accounting integraton plugin ...
@ for US Sage 50 Quantum [ Peachiree 2016
LS Sage 50 Quantum [ Peachiree 2015
for LS Sage 50 Ouantum [ Peadhiree 2014 -

<Bock [ Mext> | [ conce |

e This installs client, part and unit import/export utilities. See also:

¥ Install Import/Export to cev plugin

e This installs the Firebird to SQL database creation utility. You only need this
installed on a server if configuring for network use with SQL Express or SQL
Server

¥ Install FireBird SGL to Microseft SGL migration utility

8. Once the installation completes successfully, you can now start the AyaNova
program with the installed sample trial database

¢ Run AyaNova from the desktop icon

K,

-

[@F

FAyaMova

¢ Or run AyaNova from the Start -> All Programs -> AyaNova -> AyaNova

menu option |

| start |
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9. When started, AyaNova will initially pre-load items it needs for faster access
later.

E[‘ 3 AyaNova®

Service Management Software

)

10. The AyaNova login screen will appear.

E[’ 3 AyaNova®

‘u.*n ice Management Software

ﬁ ssssaee
o o,

e If just installed AyaNova, the AyaNova Administrator username and
password will be pre-entered for you

e Test logging in as other sample users - see the Sample Users and Passwords
for login names and passwords.

e Once AyaNova is licensed (either temporarily or with a paid for license) the
fields will be blank for you to enter manually

Important:

e These same steps are also used when first configuring for network use. Refer to
Network Configuration for details on configuring AyaNova for network use once
this basic default installation is performed.

e The AyaNova program files are installed by default to C:\Program Files (x86)
\Ground Zero Tech-Works Inc\AyaNova (or C:\Program Files\ if 32 bit) folder
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e The AyaNova database file AYANOVA.FDB is installed by default to %
AllUsersProfile%\AyaNovaData folder

= On a Windows 7 or newer operating system, this usually is the C:
\ProgramData\AyaNovaData folder

= If you can not find the ProgramData folder, it may be that it is hidden.
Usually to unhide, just Control Panel > Folder Options > View Tab >
Select Show hidden folders or do a search online

= On very old operating systems such as XP or 2003 operating system,
this usually is the C:\Documents and Settings\All Users\Application
Data\AyaNovaData folder

e Refer to Backup & Restore if using stand-alone single computer default

installation
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2.3  Erase the AyaNova database
|

Important:

¢ When you run the AyaNovaSetup.exe file, the AyaNova program files are
installed AND a sample database with sample data already entered so your trial
of AyaNova is not just a blank slate, and you can get an overview of how to use
by reviewing the data already entered along with the information and tutorials
in the manual.

¢ We strongly recommend that you keep that sample data while first
familiarizing yourself with AyaNova as you follow along with the tutorials

¢ The following are not erased:

o Existing licensesany Activation Key licenses previously applied are
maintained in the database
o Global Settings
o Default AyaNova Administrator user fogin username and password are
not changed from when the Erase steps are performed
Default AyaNova Administrator security group
Tax Codes
Regions
Default warehouse
Localized Textany custom locales will not be lost when you erase
Existing report templates any changes or customizations you made will
still be there after you erase
o Workorder starting number will be +1 of last entered workorder number

O O O 0O OO0 O

Once you have followed along with the tutorials and familiarized yourself with every
feature using the sample data, and now are ready to wipe the sample data and get

started, perform the following steps to erase:

1. Ensure all users, including yourself are not logged into AyaNova or accessing
the AyaNova database in any way.

2. Be physically at the same computer where the AyaNova database resides: Do
not be logged into the computer via remote access

3. Log into AyaNova as the AyaNova Administrator
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e Default username imanager with passwordetmein if you have not yet
changed it

¢ You can not erase the database as any other user, even a user who is a
member of the AyaNova Administrators group

e This is also why strongly recommend you edit the default username and
password of the AyaNova Administrator once you have licensed AyaNova to
protect your database from accidental or malicious acts

6. Select the menu option Help -> License from the main menu bar
% Service - AyaMova
Ol B 3 Llogout SubGrids s (A [P |Help | Exit  Customize text

| Chupck start guide for beginners

Contents... Fl

Technical support

Check For Updates L

Purchase Licenses L

About AyaMova L
[:3; License |

7. Select the menu option Erase Entire AyaNova Database

8. Select YES to proceed if this is what you wish

9. Allow the process to complete without interruption. AyaNova will close
10. Run AyaNova again, and log in as the AyaNova Administrator

11. You will now want to enter Global Settings, part warehouses, dispatch zones,
security groups, users, rates, contracts, clients, unit models, units and other
objects that you will use in AyaNova - review the Suggested Order of Setting Up

AyaNova Once Licensed.

Your first workorder number will default to +1 of the last workorder number
before you deleted the database. It is not possible to restart at number 1 even
though all data is deleted.
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2.4 Sample users and passwords

When you first run AyaNova after installing it, the log in screen will display the
AyaNova Administrator's username and password pre-entered for you as it is
accessing the limited trial licensed database:

U; ¥ AyaNova®

Service Managemeni Software
ﬁ BEEREREE

@ o,

To complete the login, press the OK icon Q

To cancel logging in, press the CANCEL icon o

The following are usernames and passwords for the evaluation trial AyaNova that
you can also log in as to check out how what regions the user belongs to, plus what
security group settings affects what that user has access to:

Username: Password: A member of Security Group Locale: Region:

test test AyaNova Administrator English ALL REGIONS
eva eva Read Only English REGION 2
hank hank Technicians English REGION 1
manager letmein AyaNova Administrator English ALL REGIONS

As the sample users in the trial AyaNova can not be edited, we have included three
usernames that use the additional sample locales so you can review AyaNova using
the sample language locale of your choice. Also note once AyaNova is licensed, you
can assign further customized locales to users.

Username: Password: A member of Security Group Locale: Region:

german german AyaNova Administrator Deutsch  ALL REGIONS
spanish spanish AyaNova Administrator Espafiol ALL REGIONS
french french AyaNova Administrator Frangais  ALL REGIONS

And if you are testing out the optional add-on WBI, use the following client logins to
see what the client version of WBI looks like for a client (or head office) to request
service, view their requests, and view their service workorders.
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Username: Password: A member of Security Group Locale:
abc abc Client user English
molly molly Head Office Client user English

The AyaNova Administrator should only ever be used for configuration and initial
settings when you purchase AyaNova. You would log in as the AyaNova
Administrator to initially import an older version of AyaNova data, to set up Global
Settings, create Security Groups, create users, apply the AyaNova Activation key, and
erase the database.

What security group a user is a member of, denotes access to various AyaNova
features. See also: Security Groups and Users

It is highly recommended that different users do NOT log in with the same
username and password at the same time. One of AyaNova’s many features is the
ability to customize grid and form layouts, and if two instances of the same
username are logged in, it is possible that settings made when logged in, in one
instance, will not be saved due to the second instance overwriting those settings.
Also refer to the section on Grids.

NOTE: Event Generator does not run in stand-alone default installation when
logged in as the AyaNova Administrator (default usernamaianager with default
passwordetmein ). Log in as another user when in the default stand-alone
installation to allow notifications to be sent out and preventive maintenance
orders to be automatically created

AyaNova 7 Help © 2021 Ground Zero Tech-Works Inc



Basic Installation

2.5 Evaluation trial AyaNova restrictions

% About AyaNova = o |

Copy config and log file to clipboard

AyaNoval 7.4

Copynght © 1999-2016 Ground Zero Tech-Works Inc.
All rights reserved

License information:

Key issued: 04-May-2016 2:00:068 PM
Trial key Expires: Saturday, June 11, 2016
Registered to; Unregistered tnal =
Varsion: 7.X

Scheduleable resources: Upta 5

Lite: False

Requested trial: Falss

Plugins:
MBI = Minimal browser interface Tnal subscription expires: Saturday, June 11, 2016
WBI - Web browser interface Trial subscription expires: Saturday, June 11, 2016
QBI - QuickBooks interface Trial subscription expires: Saturday, June 11, 2016
FTI - Peachtree interface Trial subseription expires: Saturday, June 11, 2016
QuickNotification Tral subscription expires: Saturday, June 11, 2016
ExporiToXls Tnal subscnpbon expires: Saturday, June 11, 2016
OutlookSchedule Tral subscnpbon expires: Saturday, June 11, 2016
AyaNovaOLl Trial subscription expires: Saturday, June 11, 2016
ImportExportCSY Trial subscription expires: Saturday, June 11, 2016
RI - Responsive Interface Trial subseonption expires: Saturday, June 11, 2016

The unregistered evaluation trial AyaNova has the following restrictions with all other
features enabled:

1. 45 day trial
2. Restricted to 5 (five) scheduleable resources

¢ We encourage you to initially use the sample data in the database so you can
test out all features of AyaNova without having to enter in data to start with.

¢ Although the sample data provided with the trial AyaNova is loosely geared
towards that of a computer service organization, AyaNova has powerful
features to help manage all aspects of service and repair for any
organization that provides service of any kind including auto repair,
plumbing, locksmith, alarm and security, HVAC, appliance repair, medical
equipment repair, electronics repair, computer service, lawn care, property
management, schools, municipal maintenance, and many more.

e Once you have familiarized yourself using the sample data, you can erase the
database and start fresh with your own data.

¢ Once you have determined that AyaNova meets your needs, and you wish to

use it for your service organization, purchase licenses for the number of your
schedulable users.
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e There is no need to download anything further as you will be sent activation
instructions to activate the AyaNova database that you have already
downloaded and installed.

¢ Refer to the menu option in the AyaNova program under Help for purchasing
information. Or visit us at our website https://www.ayanova.com for contact
information, for answers to common questions, and for our AyaNova Support
Forum which in addition to providing support, includes topics and information
posted by other AyaNova users.
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3 Tips & Tricks

3.1 Dashboard
|

A new feature added with AyaNova 7.2 is the Dashboard

AT —T— = || ad | Ef
Bl % Logow Sebirih o A [ Hep Bk
I 5
Cushizars
Dmvtoris Oover |
Herb Arlens Region: REGION 2
Overdue Mot assigned
1/1 ] Blue i 12:00:00 PR 41 Great Wess qui
Oeerdue
Scheduled
400 F 1 L 1
i i t Fi g Backup trainin
O oo
[0 5en
. Mext
)4' s Sarvice Rate Quantity 171372012 4 Pl BB Accoanting BMachine is makin
Today = 0 1/18,2012 B30 AM 534 ABC Accounging Install new keyh
(R prevervis Wi Vasserday = 1.50 1182012 1 A8 A0 Baans by Bos
d ¥ - -15 e
Week - Curret = 1.50 e
E Schadale Manth - Current = 1.50
¥ear - Current = 1.50
* rrcarens Service Rate Quantity
Today = O
ﬁ Cheats Reminders Yestarday = 450
v-_!I 4 W} PRA drap o8 ke | Wesk - Cusrent = 4,50
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o M 21614 PR Fva Alesancer - REGION 2 i Customer service requests
pwr“*m 2 2 P ABC Accourting Weird noise coming f

Hart Arlerm 17132812 301135

What shows within the Dashboard depends on whether the account you are logged
in as is a schedulable resource or not (set in your User entry screen), and what your
security group rights are to Service Workorders, Schedule Markers, Memos, and
Customer Service Requests.

If logged in as a user that is a schedulable resource, the Dashboard is where you can
quickly see at a glance, as well as access:

e Overdue provides links to service workorders that were scheduled prior to
today's present time and date as a reminder so that you do not forget to enter
your labor, parts, etc as well as checkmark Service Completed.
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e Scheduled provides links to service workorders that are scheduled after
today's date and time

e Service Rate Quantity shows at a glance totals for today, yesterday, current
week, current month and current year of your Labor hours (or whatever the
unit charge is that you use). The label text Service Rate Quantity is taken from
your Labor subsection of your service workorder entry screen.

e Reminders provide links to the next three future dated Schedule Markers or
Follow Ups assigned to you as a schedulable resource.

Otherwise quick access for company information (name displayed is from your
registered license) or Region specific name is displayed if the user logged in is
assigned to a specific Region:

¢ Not assigned provides links to service workorders that have not yet been
assigned to any schedulable resources.

e Overdue provides links to service workorders that were scheduled to
schedulable resources of this company/specific region prior to today's present
time and date. Very useful as a reminder for both the dispatch manager and
schedulable resources

¢ Next provides links to service workorders that are scheduled after today's date
and time for schedulable resources of this company/specific region

e Service Rate Quantity shows at a glance totals for today, yesterday, current
week, current month and current year of schedulable resources of this
company/specific region Labor hours (or whatever the unit charge is that you
use). The label text Service Rate Quantity is taken from the Labor subsection of
your service workorder entry screen.

e Customer Service Requests provides links to the next three not yet accepted
customer service requests.

Which screen shows first on login:
As with the other navigation pane grids of AyaNova, if viewing the Dashboard
when exit out of AyaNova, the Dashboard will be the first screen that displays
when you next log in.

Customize label text:
As with all labeling in AyaNova , you can also localize any of the labels test to

what works for you and your company.
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For example, you can localize what is presently labeled Overdue to instead be
labeled Not Yet Closed.

Do refer to the tutorial on editing a custom locale for how to details.

[E] Locale: Custor English

o |[[E] &
Find and replace  Export kocale 1o file m Save 0 Custormnize hext
Lecale Custom English
Ky Standard display text W
Dashbosrd | abel Motissigned Mot mssigned
Dashbosrd. Label Overdus Cherdue
Dashbosrd Label Reminders Rerninders
Dashboand Label Scheduled Scheduled
DispatchZ cne. Label. Descrigtion Diesc ription
Disoatc h pone: Label. List Disnatch Zones
[E] Lo<ale: Custom English [ =
Fird and replace  Export locale to file m Save 0 Customize text
Locale: Custom English
Kty Standard display bt B
Dashboard. Label, Mot sasgred Mot ssigned
Dashboard. Labal Cheerdus Met Yot Clesed
Dashboard.Label. Reminders -
Dashboard.Label Scheduled Scheduled
Minatch e | ahel Pesr rirtinn [ S———
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3.2 Localize field labels

One of the many features of AyaNova is the ability to have the labels in AyaNova
display what text works best for your service type and company.

e For example, the field that is presently labeled Internal Reference # in the
Service Workorder entry screen can be labeled something else - perhaps a label
for other data that you want to always have entered for every workorder

'.twmmam = E E-

SH-EN*eFE-0

(-0 - P LS AT - LR T

Localized via
Textl

the sample
Text2 ‘_/ English locale

Text3

Textd

| |
Localized with
IP Address different field
Operating System / labels

Memaory

CPU

e Or another example, you might provide property management service, so
where AyaNova presently is localized to Clients and Client, it may make more
sense for your type of service if these were labeled as Properties or Property.
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¥ Clients - AyaMNova

S ) By SubGrids 50 Help  Exit
* %@*E}*@New....
Clignts Clients (12
Y Clients [ Cliert
_.-_: Head Offices ABC Accounting
Beans by Bob
%uo Contracts Great ‘Western Squirel S
% L'[lII E} % Log out SubGrids ‘T‘g B Help E
® [gj - g} < O Mew.... First
Properties Properties (13)
Q Properties ] Property 4 I D
_.a_._ Head Offices ABC Accounting Bu
Aircard Client Me
%l' Contracts Beans b Boh Far

e See the How do I create new/customize an existing locale? for a walk through

example of localizing in AyaNova with more details in the Localized Text
Designer section.
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3.3  Scheduling
|

Schedulable users are scheduled within the service workorder in the Scheduled Users
subsection of the workorder entry screen.

IF: Warkorder 71 S =101 =
'l x )
= "m| *@B‘ A s -.-s.'w.m-ng &x
Cheri J
Barei e Coonarad Searea Dverall srnrary of S weibasder Tantnet [ Fra—
BRTEC g it Fiderares &
AT -
Berville mm Fiogct [ —1 Iterrial Releriree 2
m AN EERE [T Vorkasges Casegr | =] Ormiw
Al i il I & lemee Ml Siraie Dpapleind
Chot by iz DI04 12 PR = erielue TRINEOT T2 P =
bt B _
BT STy FaALE hanss Frigary Yhorkipagder e Type Takr kAT A SR Panest Do WTREY: Sereice
¥ | rpuc e BTy dor et deT |4m.u-1 rizmason o e |-' ke 34 hewrn | Wt Troublenbootng | Schaculsd | r
| | | | l | [ F ]
e “chdubed Usars
St D T Saop Date & Tire Exrrated zaatt; s Suggsted vt
[ setetied Unens pERNHEET AN | aaieied i aP 15 -2 Henpadey Randad - (v Servs A
[T e 12T AN | 0T 12 P 1 Hark Smacer Sigedard . sl Sevvece e
-
¥ Fam
&5 e
.‘;'-. Trwes
|+f Eaporen
]
e ] Jstarde Serrce
| Bl s Ftte

What is scheduled in the Scheduled Users subsection of the service workorder also
displays in the graphical Schedule screen
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Refer to the following sections for details on creating a service workorder and
scheduling

Creating new workorder for a client
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reating new workorder for nit
What do I use a service workorder for?
Create a new Service Workorder

Service Workorder - Scheduled Users subsection
Schedule Screen

Basic overview of a workorder
How do I schedule a user for a new workorder item via the Schedule screen?
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3.4 Edit what displays in popup on the Schedule screen

wu

Popup that
hows when you
hover over a
scheduled item

e

lﬂ':'" 200 AM- L1000 AM 45
: Green, Frank

Tech: Eva Alexander

TOME: Sudhury East

WO summany: LIPS installation

WOTTE summary: [nstall UPS

Tiech notes: LIPS has dient's name on it at fronk oounter 1o take with you onsite

11% Foe TT= TI I I

T il -

When you hover your mouse cursor over a scheduled workorder item on the
calendar, AyaNova will "pop-up" a summary of what the workorder item is about.

e What displays in this popup is dependant on what you have set in your Global
Settings for the Workorder Item Summary Template

e See the How do I edit what pops up on the Schedule screen for a workorder
item? for a walk through on how to edit what displays here.
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3.5 Creating new workorder for client

There are many ways to quickly create a new workorder for a client:

1. Use the New... menu option on the Service Workorders grid
Use the Client Finder to quickly list the client for selection

2.
3. Right-click on the client's name on any grid
4,

Use the Search Database to quickly find the client and right-click on

it
5. Select to create new workorder via Dashboard

1. Use the New... menu option on the Service Workorders grid

« In the Service navigation pane grids, select the . HEom

bring up the client selection window

*- Service - AyaNova
0 B # logout SubGrids

I Tl
Service

; ¥V Workord
ltams
" 12 0052 AM 20
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e The client selection window will display
@ x|
Client |
! -
| 2
Service lemplale
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A
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menu option to

e Drop down and select the client from the selection list and create the new

workorder by selecting the green OK checkmark.
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o] & [@]

2. Use the Client Finder to quickly list the client based on search
results

For example:

e You want to create a new service workorder for a client but only received
their personal name, not the company's name

¢ In the Service navigation pane grids, select the OL menu option to
bring up the client selection window

e Enter in text into the Client Finder field and select the find button. This text
that you enter could be text entered in a previous workorder for this client,
text in the client's entry screen, text in a unit entry screen owned by this

client, etc.
Client |
| H
|Esther P I
Service template
| =
O | a-N _ 0 |

¢ Clients \}\}ill now be listed in the selection list that have this text entered in

one of their related objects
e Select the dlient and create the new workorder
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See also: Client Finder

3. Right-click on the client's name on any grid

For example:

¢ You are presently viewing

the Service Workorders grid.

e You want to quickly create a new workorder for the client Beans By Bob
e Just right-click on the client's name, and select Workorder.

¥ Servce - Ayafiova

| BOES ¥ Logout sbnds PAR L

Help  Exit

e The client selection windo

B2 ) New.. Fiaat 10 roms = Ho e
Zansios Sarvice Workoiden [15)
Y 5o vicrkcror O werkoidar 7 TR Chasi T& Sarvica Dat
& Mems —
. . 3 Maralle Garans 12EC008 17:00:00 A
Scheduled User
— i AEL Acsusting TG00 i: 345 Al
i3 Laber m Karalle Gt 01r 52008 0a 12200 P
dy Travel " A8 Moo Smir =
& Loars B4 Gireat vhesaem|
J" Experses B3 Meralle Gere
\B{ Cusiom Fieids 61 ABC Accountinll T
B, Service mmplate 54 ABC Acoounts -
6o ABC Aooount
&L Molly's. By @ Prawssbvm raistananc
&5 Greer. Frank :
Green, Fronk I (558

w for a new service workorder will appear with

that client already selected. Select a template for the workorder if desired,

and click on the green OK

checkmark to open up a new service workorder

entry screen for this client.

4. Use the Search Database to quickly find the client and right-click on

it

For example:

¢ You want to quickly create a new service workorder for the client that has

Accounting in its name

e Search for the texdccounting

in the Search Database section

¥ Search database - Ayalova

B0 K % Logout SubGrids

Search dalabase

e Just right-click on the Sou

Millies Accounting Services Ltd. Millies Accounting Services Lid.

W [ By Help Bt
2 ‘ ﬁ]: 'l accaunting Furst 100 rows - % Refresh,..
(4}
O Extract S Ta criphion V4 Source Ta |
ABC Accounting hitp:ferers.. ABC Accounting Client £
...5ervice template 68 ABC Ac_ Sarvice femplate 65 Workorder ’
Dan's Accounbng Co Dlan's Accounting Co Client '

Client

rce for the client you want, and select Workorder.
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=)
] Extract * W48 | Descripton ¥ 8| Source V& Record Last Modified by
Chiend fa .
v

ABC Accounting hitpfeeww... ABC Accounting
.Service template 66 ABC Ac_ Service template 66
Dan's Accourting Co Dan's Lecouwnting Co

right-click on the Source B e
which is Client in this @ Preventive maintenance
example, and select
Wﬂrk[}rder |L"1 Client note

List all work arders

¢ The client selection window will appear with that client already selected for
you. Select a template if desired and the green OK checkmark to open up a
new workorder with that unit already selected.

M x

°
.
|a|4_|;|4__

5. Select to create new workorder via Dashboard

a. From the Dashboard, select the menu option to create a new workorder

" Dashboard - AyaMNova
b 3 Llogout SubGrids A0 H
| J
Dashboard
OWuchlrd:r
W

b. The client selection window will appear. Select an existing client, create a

new client if not yet entered, or use one of the methods already covered
above to find the client for selection
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3.6  Creating new workorder for a unit
|

There are many ways to quickly create a new workorder for a unit:

1. Use the New... menu option on the Service Workorders grid

2. Use the Client Finder to quickly select the client for the workorder
that will be for the unit

3. Right-click on the unit's nhame on any grid and select Workorder

4. Use the Search Database to quickly find the unit and right-click on it
and select Workorder

1. Use the New... menu option on the Service Workorders grid

i o MNew...

¢ In the Service navigation pane grids, select the
bring up the client selection window
e Drop down and select the client that "owns" the unit and create the new

menu option to

workorder
a0 x|
Client |
| =
| 2]
Service lemplate
I =
0 | S | @

¢ In the new workorder, drop down the Unit selection and select the unit
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[ IR 8 T R
= g b

& éfﬁ-f* :'.ﬁﬁ."

5""_.-“ S B de Lryra M A

o — e

T TR Soark 49750 N0 N—— -

JCOM: OfficeConnect Ethernet Hub 160 - 3C4564322

Brother: ImageRunner 1600 - BEBSETSH T4 h
HP / Compag: Business Deskiop Dc2100 - 564243414

HF | Compag: Business Deskiop De5100 - 564243405

HF /| Compag: Business Desktop DcS100 - 56424345

HF [ Compay: ProLisnt DL320 G2 - 580J239F J58F J2

HP ! Compag: Satellite AB0-WM1 - 6584nfi57gj3

2. Use the Client Finder to quickly select the client for the workorder
that will be for the unit

e In the Service navigation pane grids, select the ﬂ menu option to
bring up the client selection window

e Enter in any text that you may have entered regarding that unit in the Client
Finder field (for example the unit's serial number) and click on the finder

button _

a x|
| -Elieﬁl j|
[BeB5E- @
|m — =
e BT
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e Clients will now be listed in the selection list that has this text entered in one
of their related objects such as the unit entry screen.
e Select the client and create the new workorder

M x|

|

I Client l
[ ~|

¢ In the new workorder, drop down the Unit selection and select the unit
e

= - = k1l
g'u | * rﬁl@‘ _!J o mee OMONE HOEIN a
& Qt': J[-ﬁ-'lﬁl‘ E®
:Tan“
uT
e T Soark 497 N0
e —

Chods by R N A - S Des

JCOM: OfficeConnect Ethernet Hub 180 - 3C4564322

Brother: ImageRunner 1600 - BEBESETSHT4 h
HPF / Compag: Business Deskiop Dc5100 - 554243414

HP | Compag: Business Deskiop Dc5100 - 56424345

HP | Compag: Business Deskiop De5100 - 564243455

HF / Compaq: ProLisnt DL320 G2 - 580J 239F J58F J2

HP ! Compaq: Satellite A60-WM1 - 6584nfi57qj3

See also: Client Finder

3. Right-click on the unit's name on any grid and select Workorder

For example:

¢ In any grid where the unit is listed, right-click on the unit's serial number
and select Workorder

e The client selection window for a new service workorder will appear with the
client that "owns" that unit already selected.
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O £y 3 Logowt SubGrds o [A [Py relp Eme
| P D e Fiest 10iows * Haliher
Brsica (e
3 Srvice ek [ Sarvies Duts © T & Sarinl Murnbar T o erk
El

Schaduled Uuary

I Farm

F Labor

1364 WP Compag Peclowt DL 330 G - SCLIIS J50F 120
FJS3F 12

] 2 HPICompss: Frolieet DLI30 G2 - SE0UITS

i|1 Cumican Feslin
!‘. Serace wTplys

¢ The client selection window will display with the client that "owns" this unit

already selected
¢ Select a template for the workorder if desired, and OK to open up a new

service workorder entry screen with that unit already selected.

4. Use the Search Database to quickly find the unit and right-click on it
and select Workorder

For example:

e You want to quickly create a new service workorder for the unit with serial
number 759g5768j453

e Search for 75g5768j453 in the Search Database section

* Just right-click on the Source, and select Workorder.

| [E] - 75957685453 A First 100 rows * B Refresh..

|:'| ]
[] Rank V& Extract
7784 TogSTE453 Unit

W8 Source T8 RecordCreated V8 Record Lest Modified
DO O006 107734 OSSO0 W0 1T 76 UM

|E% Werkorder
@ Preventive maintenanoe

List all work orders

=

e The client selection window will appear with the client that "owns" this unit
already selected for you. Select a template if desired and OK to open up a
new workorder with that unit already selected.
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3.7 Don't know the client's name?
|

With the Client Finder feature, enter any text that was entered elsewhere in
AyaNova so that the list of clients for selection is narrowed down and you can
quickly create the new service workorder, quote or PM for the client you want.

Example of Client Finder use:

1. You are creating a new workorder or quote or PM for a client, but you do
not know the client's name
2. You do know the contact person's name Esther Williams

O Mew....

3. Create a new service workorder selecting the New...
option in the Service Workorder grid

4. By default, all active clients for your region will be displayed but as you
don't know the client's name, you will use the Client Finder feature

5. In the client selection window, enter the texEsther in the Client Finder
field and press the find button

a |
Ciet |

I =
|Esther - I
Service template

I H
_ 0| _& | i1

6. Now drop down the client selection list - it will show all clients that have
that text entered in one of its objects. In this example, there is only one
client that has the texEsther listed in any of its related objects.

~|
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7. Select the client and create the service workorder

To clear the search to restore listing of all clients for selection, just select the
Refresh button

4 x|
Client |
[ -l
[Esthier ﬁl
Sennce ternplabs
|- g

0| _%%\ O

Text entered in any of the following objects are searched:

e Client entry screen

e Client Note

e Client Service Request (CSR)

e Contract

¢ Dispatch Zone

¢ Head Office

e Previous PM of that client

¢ Previous Quote of that client

e Previous Service workorder of that client
¢ Unit owned by that client

¢ Unit meter reading for a unit owned by that client
e Wiki Page of that client

You can use the asterisk * wildcard character at the start or end of a word to find all
records that partially match your search word for the Client Finder.

Examples:
«cab* would match the word cable or the word cabinet.

&sun* would match “Samsung”, you can also do it more than once so
“*sun* not*” would match “Notes about Samsung”
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3.8 Create workorder for client not yet entered into AyaNova
|

What if the client is not yet available for selection in your existing list of clients to
choose from when creating a new workorder?

Easy - just create the client on the fly!

A. The client is not entered in AyaNova yet:

¢ You have dropped down the list of clients in the client selection window and

the client is not listed
¢ You have used the Client Finder feature and no client displays for selection

e Such as the examples in the Tips & Tricks section Creating new workorder
for a dlient

B. In the dlient selection window after clicking on New... to create a new service
workorder, just click on the Client "jump" button with no client selected

Seroice bernplate

@) = o

C. Clicking on the Client "jump" button with no client selected will open a new
empty client entry screen so that you can quickly enter in the Clients Name
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S bW kOF

| Active

Client name | New cierts name entered huzre|

Account Number

Region [ ALL REGIONS -
Wi BSrdriress

D. Click Save & Exit

f
S -0 *@F
7| Active Save and Eacirl

Client name MNew chents name enterad here

Account Number

Region | ALL REGIONS -

lnlsk Addrase

E. And you are returned to the client selection window where you can now select
that client you just created!

a (e
: e —————————————————————— ]
| Mew clients name enfered here =
Serace template

TNEaT 1T oo — = =

F. You can always go back into that client's entry screen at any time and add
more details such as address, phone numbers, etc

Use the Client "jump" button from within the service workorder itself to open that
client's entry screen
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Hew clients name enterec ? Summary

Project
\viorkorder

[ITR—mp— I - Imoosce MNun

Or use the client "jump" button on any grid where that client's name is which will
open that client's entry screen

it SubGrids s [A [ Help Exit
B © New.. First 100 rows * Nofilter .
Service Workorders (29)
m [ Service Date ¥R Workorder ¥ Client VR Workorder
J 02/04/2011 0%:00:00.. 87 ABC Accounting |Scheduled
S 02/0372011 01:05:46_ B8 [New clients name qriered here |

02022011 03:00:00.. 86 ABC Accounting \J |Scheduled
01/31/2011 03:02:46_ 8BS Qur Lady of Tears Genaral Hospatal
01/31/2011 03:00:52_ B4 Molly's Bakery - Sudbury 37st Ave
01/21/2011 025751 &3 Great \Western Squirrel Supply
n1/312011 nenonn - 82 ABC Accountina Scheduled
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3.9 Filtering a grid

Filtering a grid provides the following:

¢ Allows you to restrict what displays based on the filter making it easier to find
the record you need to access.

e Also restricts the amount of information that needs to be retrieved from the
database resulting in faster performance.

¢ And also filter a grid so you can report on only the records displaying in that
grid

For example, you might filter on the User column in the Labor grid to only show
records where that user performed service so that you can print out a report on
that user's billable hours.

1. Drop down the filter image on the column

i User o )
I Hanl Rozrdon 1

2. Select the User you want to show to only show records of

YR User 7| Se
AM  [A-H]

Pm|lI-FI

e (@22

Bva Alexander,

PM Hank F-learden
FM  |Herb Arlens
FM John Galt

3. The filter image will show blow to remind you this column is now filtered,
and the grid will now only show records that match that filter.
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| B0y W Logout SubGrids WA B nep Em
a | !'.E_.I"‘ D New,.., Firgl 100 s = Pnsaved
Service Labor ltems (14) —
M Serdce Workonders . . .
g Dsmicesences w2 ew ( ¥#=here | Filter image blue
JF ) (/2472008 11:27 AM v Al
% 5'r:;';m"d = (22003 0614 PM Eva Alwcander 11 as have filtered
I‘m 212005 06: 14 PM Eva Aleander 1 .
&l Travel DI21200306.12FM  EvaAlocnder 1 on this column
Leains 722002 0614 PM Eva flexandes 1
ﬁ Exparsas 12008 0607 PM  Eve fdeandes | 1
ABl Custom Fislds /212005 08.07 PM Eva Aleandas 1
j, Sarvice templais DVZV2003 602 PM  Evaflemandsr |1
MZ2005 0601 PM Evaflmonds 1
Bi/2A200% 1100 AM  Evelleoandss |2
12282007 04:30PM  Evadlmande 08
12212007 100 &M Evadleandsr 15
TAEN2007 0800 AM Eva Mewandsr i
SARARRRT ARAR i T Em Ma—ade W

See also:

Filtering a grid

How do I filter a grid and print a report for the records that show?
How do I create a custom filter?

Using the Filter Drop List
How do I quickly find workorders for a client or a unit?
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3.10 Jump buttons via grids

See also:

Accessing data displayed in main grids
Adding, editin

nd deletin ta for display in a main gri

Examples of using main grid "jump buttons" to open that record for viewing
or editing

1. In the Clients grid, click on a specific Head Office cell under the column
Head Office, which will "jump" you to that specific Head Office's entry screen
so that you can edit and view.

¢ Clients - AyaNova

|

TODED % Logout SubGrids % [A[D Help Ext
? B K- © New.. First100rows ~ Nofilier
Clients Clients (13)
|G Clients | [ Client /WO Dispatch Zone 748 Head Office W= Business
41 Head Offices Phbeailin Bumnaby ABCHM{D (204) 850-;
Aircard Chient Merville
%o Contracts Beans by Bob Burnaby (320) 3374
B bl Great \Western Souirrel .. | Sudbury Morth (8601 651-¢

B ARC Heads

S @G YE 0

Head Offe Heme AEL Hascs

Fazomig Mumiber SR

et Ak wam mEcRCE g o

Ragicn | ALL FEGIONS

Comirsct
Cordrast expiies Than0m

Barkl sedrvica

Clisnt Groso Fublic

Coninci Alen Beodon

vl abci@abcacoouniing org
Bpmingns

Fiex

Harma

Mokl

Pager

Frwial Ascrany

Boor 485 Postal St A
Blackium Ny 1&%5?!

Mpies.

sk B S0ThE OlES

2. Another example from the Client grid - click on a cell under the column
Dispatch Zone, which will "jump" you to the Dispatch Zone subgrid so you can
view all, or edit or delete as needed
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AyaNova 7 Help

Clients (12)

[] Client
ABC Accounting
Aircard Client
Beans by Eob
Great Westarn Squirrel Supply
Lawyers R Uz
Merville General
Ministry of Matural Resources
Molly's Bakery - Burnaby
Mollv's Bakery - Merville

«.; Dispatch Zones

V& Dispatch Zone
Burnaby
Merville
Burnakby
Sudbury
Merville
Merville
Burnaby
Burnaby
Merville

T8 Head Office

LBEC Heads

Molly's Bakery
Mollv's Bakens

@ -
Active Description Dispatch Zone Mame Reqon
] > Burnaby ALL REGIONS
some text for des | Menvlle ALL REGIONS
[#] Revelstok ALL REGIONS
Sudbury East ALL REGIONS
Sudbury North ALL REGIONS
= Sudbury South ALL REGIONS
1 | hizk hizh LTI P All BESIONS
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3.11 Jump buttons via entry screens

-
"Jump buttons" provide a quick way to either create a new record or view details
about an existing record without having to go out of the entry screen you are in.

For example:

1. In a Service Workorder entry screen that has nothing yet selected in the

Unit button ﬁas shown bx the - disEIaxinﬁ;i click on the Unit "jump" button

o EI VAR
IS

This will open up a new empty unit entry screen so that you can enter details

of a new unit that needs to be serviced right from the workorder entry screen
: [

Lirat moged - Lheni i fancount

|| Puient L. of thia Ulsd
Lirit Hise Chwn Acicramn
Livet Hys Orwn Sdieess

Cwoarride arracty
[Rere——

Liraj Megsres

2. Another example, if instead a unit is selected in the Unit field in the Service
Workorder, when you click on the Unit button
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you will be "jumped" to that specific unit's entry screen so that you can view
details about that unit

G 75p57RRFEG 3 IntelliFAX 12 70e FAX1 3 70F

S--EBNXxSFE -0

+ Purchesed Hare

+ Rcies
Furztaned From
Serial Hambe TIETERED Purckesed Daie 10000 b
[ Racsip hiumbar 12007
Ll medel el F 1270 FA1IT0E - Chert [r—— -
Pogewrd Uinit of thig Limt [, *

@ Lrdl Hea Chas Agsires

Wit Higgh Dvws Aciciresics
o Cromericke Wiaraety

4 Bark sarace
Sark ser-ace Chopsride LileTirme
o Ui isnad = 13
r— Croprrice Warearty Tarme
Farts & Labor
Hotes
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3.12 Listing all workorders for a specific client or unit or loan item
|

Three ways to quickly show all workorders for a client or unit or a loan item:

1. Select the Show all... menu option in the client's entry screen or unit's
entry screen

2. Select the Show all... menu option in a service workorder

3. Use the List All Workorders command from any grid

1. Select the Show all... menu option in the client's entry screen or unit's
entry screen or the loan item's entry screen

From the client's entry screen menu bar, select the Show all....Service workorders
AyaNova will automatically filter the Service Workorders grid for you,
displaying all workorders for this client.

Or from the unit's entry screen menu bar, select the Show all...Service
workorders

AyaNova will automatically filter the Service Workorders Items grid for you,
displaying all workorders for this unit.

Or from the loan item's entry screen menu bar, select the Show all...Service
workorders

AyaNova will automatically filter the Service Workorders Loan Items grid for
you, displaying all workorders for this loan item.

Note that the filter is not saved. And you can revert back to viewing all by
selecting No Filter.
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Neb Add
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Contact Ml Nuts ¥ Send client notifications
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Bussinsss [555) 55567598 il -
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BTN
Homss
Mabile
Pager
Physical Addness -
43583 Back Alley Place
Sudbury AT 10245-B9562
f Service - Ayaova
O B ¥ Llogout SubGrds 5% [A [0 Help Exit  Custoenize tet
- ) Mew.. First 100 rows * Unsawed filter Save v 5 Refresh
Serace Service Workorders (2)
4 Servic e Workorders | [0 Service Cate  © ¥ Workorder 78 Chent T8 Workorder status 78 Summary ¥a PR
'-!ﬂim;: e 8 0172072012 11:36:... 41 Great Western Sguimel... 'W-tl'lq on Parts enter here a summary of...
hedul SETS
& Parts 01/20/2012 1000, 64 Great Western Sguierel,, lﬂ*.ied summary of the entire w
& Labar
': Travel
& Loans

} Expenses
o, Service template

2. Select the Show all... menu option in a service workorder

From the service workorder entry screen menu bar, select the Show all....Service
workorders

AyaNova will automatically filter the Service Workorders grid for you, displaying
all workorders for this client of this workorder.

Note that the filter is not saved. And you can revert back to viewing all by
selecting No Filter.
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3. Use the List All Workorders command from any grid

A time saving feature is the List All Workorders command.

Save time by quickly right-clicking on a client or unit or loan item in any grid and
selecting the List All Workorders command to display all workorders for that
client or unit or loan item.

Selecting the List All Workorders command for a client is just as if you had
filtered in the Service Workorders grid by the client selected. An unsaved
filter is made on the client name to accomplish this.

Ol £ 3 Logout SubGrids o [ (B Help Eet
_CHE-T - Nofilter
Clients
| Y Chenis 5 Head Office W8 Contact
‘ Head Offices ABC Accounting — ARC Henards Bl _lche Buyf
) Farcard Chant " ;
% Contracts Besns by Bob _‘L{f Werkarcer
Bl Frojects Greal \western Sourrel —
Lawyess R Us _‘J Quote -
m Customer service requesis Marville Ganaral u
Ministry of Natual Resoure E Preventive maintenance #
Meolly's Bakery - Burmaky L ]
Mally's Bakery - Merville j Client note
Mally's Bakery - Sudbury 1438 '\ ’ le
Mally's Bakery - Sudbury 57980 i1
Our Lady of Tears General | List all werk arders 13
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¥ Service - AyaMNova
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The Filter Drop List shows "Unsaved IEEEEEereal Feg . ABC dccounting Project s
filter” which you can save if wanted | Scheduled ABC Accounting
EEice is Compleie ABC Arcounting
m ABC Accounting
& Lozns o Sohad e ABC Accounting
§ Expansss 54 | Schadulad BC Accounting
ABL < Mainianancs ABC Accounting
i, Sarvice All workorders for this client is ABC Becounting
shown in the fitered Service iy
Workorders grid ) FLBC e g )
Heeds 1o be Assigned ABC Accounting ABC Pre
Mands 1o be Aasigned ABC Accounting
\korkordes Cloaad ABC Ascounling

Selecting the List All Workorders command for a unit responds as if you had
clicked on the service workorder Items grid and filtered by unit. This is via the
Items grid as that is the first level that you can actually see units in the grid.

[

HE} *’ weg out Sublngs

Units
[ @) unes

i Uit Models
& Loom heme

2D e e

1 - b = O Wewo. Firal 100 * Nobiller

Ll 73]

O Unetmodel * T8 Serial Number T8 Clent V- Una Model Categerny
Saladlne AS0-WKL. GRAUnRSTod ABIC Bredasniing Laplogs - PHI o heghett
Boliant DLAX | SEOJZISFJSBFIZ B i i i ——
Frolinl DLI0  ERigTYBgETES -g —— Er
Poolisnt DLI20  GghdiBdi 2022 L B
Prolisnt DLI20.  GHgAdiBeyTTEG B
DficeConnect Bt BOASRA1E e S
meliF A 1270 THgSTRE45]
mageRunner 16 BEESETST | List aliweork orders
mageFunnar 16 GHFHSISSFOG) ) [}

of [A[B Hep Ean
o - O Fiarwi.. Firmd B ewm | Unnarvd b !.Tnl'! m Ak
(1] i
[ vwkader * Wi Clast T Pirkoide sistes  Toin Serad Hurbes T
41 ABC Fercy |EE HF i Do Prodosms CLIN 33 -SR0S IS0 B 1
c AL fozoa. Sk HE T Campng: Prolomss LI 83 - SE0USSFISF S i
2 SEL femou. |Sekedubed HF i Corpeg Prolowss OLIN) O3 - SEDUSEFISF LD Ched

Selecting the List All Workorders command for a loan item responds as if you
had clicked on the service workorder Loan Items grid and filtered by this loan

item. This is via the Loan Items grid as that is the first level that you can actually
see loan items in the grid.

If you do not want to save the filter, revert back to seeing all workorders by

selecting the No Filt

er
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w | Unsaved filter Save |* @
Meeds to be assigned N
arder | Service not yet completed
Units sericed 9
HEE! Unsawved filter

This List All Workorders feature is in addition to the filtering ability of any grid
where you can filter by any of the columns.

See also:
Filtering a grid

How do I quickly find workorders for client or a unit?
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3.13 Drop-down fields
|

Start typing in the first couple characters of what you are looking for in a list and the
auto-suggest feature of the drop down fields will list what matches what you have
entered so far, so that you can easily select the correct one.

In the example taken from the Part subsection of a service workorder entry
screen, the user typed in the first letter “d” and the drop down automatically lists
all parts that begin with the letter "d"

O % Partz
Guantity Part Seri
1 CL134-0 - Super Duster 134 - MG Chemic
3 CL2457 - Cleaming Wipes - Bellin

olo PELL56E7 - inspiron 2400 . Del v
DELLSEET - Inspiron 2400 - Dell

— DELLES45 - Inspiron 2200 - Dell —
DGEO125F - DDS-3 Data Cartridge - Sony
DGO15CL-G - Cleaning Tape for 4mm - Sony
OWVD3457 - CO-RwW/DVD-ROM ETX USE - lomega
OWVD45 - DVD+R - Sony

CWDRE - DWVD+R+C - Sony

*

If the user continues typing the characters “dv”, AyaNova will move to the next
part that begins with those characters “dv”

O % Partz
Guantity Part Se
1 CL134-0 - Super Duster 134 - MG Chemic
3 CL2457 - Cleaming Wipes - Bellun

Q|0 - CO-BWADVD-ROM ETX USE

| |DVD3457 - CO-RwWiDVD-ROM ETX USE- lomega
— OWD45 - OVD+R - Sony FEE
OWVDEE - DVD+R+C - Sony

And of course you can use your mouse to select the drop arrow to display the list,
and scroll down as needed too.
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3.14 Part entry on the fly in a workorder

Use the "on the fly" part entry right in the workorder entry screen itself to create new
parts if not listed. Saves you time!

1. You have determined that the part is not listed for selection in your
warehouses

Part Warehouse
I w | Default

it

BELUPS00 - Back-UPS LS TOIVA h =

s CABT064 - KYED EXT-DIN5M DINSF 6FT - APC
THICAB1084 - Senial cable - DB-25 (M) - DB-25 (M) - 10t - APC
CD4583 - COROM GCR 85238 Internal - LG Electronics

CL134-0 - Super Duster 134 - MG Chemicals
CL2457 - Cleaning \Wipes - Belkin
. |DELLSEET - Inspiron 2400 - Dell

2. Select the New... part menu option within the Parts subsection of the
workorder which will open a new empty part entry screen

U2 Thdss Qe

Quantity

/'hll'\

‘ % Partz

=l

Sl Gl -é -

4 B RS

Pt r—— |
Fullndee | [ it st

T I | o ey s -
- | . T S ——

i I — T [re— -
S s | i

3. Enter in the new part and save

J i" BKUPSBO0D - Back UPS 800a

S-i-@0 @

| Active
Part Name Back UPS 8002
Part Mumber EKLPSE00

4. Now you can select the part
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% Paris
o Quantity Fart
9/ = -

BKUPST00 - Back-UPS LS 700VA - APC H 5

j EKUPSE00 - Back UPS 800a - APC
e CAB1064 - KYBD EXT-DINSM DINSF 6FT - APC
T ARINGA - Serisl ~shle - MP-7R (MY - NE-2R (MY - 10 # - AP
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3.15 Convert scheduled items to labor easily
|

Take advantage of the time saving feature Convert scheduled user to labor so
you don't have to re-enter data already entered in the Scheduled Users subsection

into the Labor subsection of the service workorder.

1. In the workorder entry screen, click within the Scheduled Users subsection

2. Identify the Scheduled User record you want to convert by selecting its row
header

When you do so, you will see that the menu option Convert scheduled
user to labor now appears

F_- wWorkarder 54
E

ST FOF E = v b

‘| Client I
ﬂi%mﬁ?im BCASTE
United S 1. Select the scheduled user record by

der e sishus [Reguest Date | Aam

12202007 12

3. Select this menu option, and the start and stop date/time, the user, the rate
and the quantity from Scheduled Users will be used to automatically create a
Labor record
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Workorder 54

Iéé'm B Eﬁg @ j sml 12/30/2008 2:58:18 P 0 E

' Clignt
;:mﬁ Semmary nstallation of new sysiems Centact
a lient Feference & AR
New York N 10009-5059 i - | Cliest Agca
Unibed States oo SRR Imernal Peference
West 125°8.000° South 49°52 007 Wrkordes Categer |- =] Desits
‘Waorkorder stalus l Seheduled j Imvoice Humber Service
Clossd
Close by date (/0572008 01:38:18 FM = Senvice Dale 112172007 08:00:13 AM -
Workorder Bens
Bem Summary Service Notes Pririty \warkorder [bem Type ‘workorder ibem status
p | Inetall new systems ] - . Scheduled
#®
o
e Mt Dale & Time | Service Siop Date & Time  Service Rale Service Fats Ulser Ser
Li'i. Scheduled Users 2007 08:00-00 AM 123212007 03:00:00 AM 1 1 Rat chn Gal
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3.16 Date and Time selection

1. Example of how to select and edit the date in a date/time field
2. Example of how to select and edit time in a date/time field

Selecting and editing Date:

A. To select a date, select the drop down arrow to open the date window

. Scheduled Users
Scheduled Users Start Date & Time
Start Date & Time Sto b|_ /! s Lﬂ |v
*| N *
g
Schedubsd Usears
Seart Dale & Time
> | [
T8
1 Movember, 2000 L

Sun Mon Tue Wed Thu Fri  Sat
3l 1 2 3 4 5 ]
7 B 9 10 11 [12] 13
14 15 16 17 18 183 20
A 2 B H 5 B o
3 1™ 30 1 2 3 4
5 6 7 B 5 1 1

L | Today: 11/12/2010

B. Click on a date

Scheduled Users
Sizrt Date & Time
o M
1 November, 2000 L

Sun Mon Tue Wed Thu Fn Sat

1 1 3 3 4 ] 6

7 B 9 10 11 [12] 13

14 15 16 17 18 19 X
A 2 23 M 5 N6 Jak

3 19 30 1 2 ] i

5 <] 7 Z g 1 11

_j Tl:-da‘-y' 11/12/2010
[

e Use the side arrows to move to different months
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Scheduled Users
Stari Diabe & Time
e[ 12:0112010 12:00.00 2M

1 December, 1010

Mon Twe Wed Thu
2 x 3 [13 2
5 ] 7 -} 9
12 13 14 15 16
19 N 21 2 3
6 7 X X

[ | Today: 11/12/2010

e Click on the month and year to select a different year or month.

Scheduled Users
Start Date & Time 5
w|izmzon zeonas  [ME]

December, 2001

Tue Wed Th

C. When you click on a date, it closes the date selection and returns you to the
field with the time defaulting to 12:00 AM

Scheduled Users
Start Date & Time 4

k7 | 11/27/2010 12:00:00 AM it |-
; *

D. You can also manually edit the date by highlighting and typing the number

from yourI keyboard.

| Scheduled Users Scheduled Users
Start Date & Tima St Start Date & Tima
vl oo 1zo000am  [H]+] v7[1u0az000 1200008 (Y ]+
A m ||+

Selecting and editing Time:

A. To edit the time, click on the clock and select one of the time selections
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Scheduled Users
Start Date & Time Siop Date & Time Estimaied quantity User
| 1152752010 12:00-00 AM L= = .
=1 12:00 AM =]
! 200 AM B:15 AM §:30 AM 845 AM
3100 AM 915 AM 9:30 AM 5.45 &M
1I:|0:|[gd 10015 AM 10:30 AM 10:45 AM
110 AN 1115 AN 1130 AWM 11-4% AM
| | Seheduled Users
Start Daie & Time
| vzzon o000 4=
#*

B. You can also manually edit the time by highlight, and type in the scheduled
time including pm or am and then tab off.

For example, in these screen shots, we want to scheduled the start time for 1:45
PM.

Our time display includes showing for seconds, so we would type in "14500pm”
and tab off. There is no need to type the colon or spaces as your operating
system in this instance is set to use PM and AM, and therefore “knows” that there
is not a time that would be 14:50PM. If the scheduled time was instead to be
1:00 PM, you would in this instance type in "0100pm”. Otherwise typing in
"100pm” it would assume you meant 10:00PM.

Scheduled Users

Start Date & Time
b | 11/03/2010 (ERETIEY M|~
#

|
Scheduled Users
Start Date & Time
b7 10200 145000, [4[+]
* |

|
Scheduled Users
Start Date & Time
k5| 11032010 01:45:00 PM
*

&
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¢ Also note too that you can click within the date time field, and use your
keyboard left or right arrow keys to be in the hour, or minute or second to

am/pm part of the time, and then use your up or down arrow keys to
increment or decrement.

AyaNova will use your Regional Settings for Time format — if your time format is set
to use 24 Hour, time will display in the AyaNova program and reports by default also
as 24 Hour. If your time format is set to show seconds, then AyaNova will show
seconds too

See also:

Currency, Date & Time Display
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3.17 Currency, Date & Time Display

AyaNova does not decide how to display currency symbols or how many digits are
shown in currency, or what format of Date or Time to use.

AyaNova instead “asks” your computer’s operating system, Windows, what to use
immediately before the AyaNova program opens and displays exactly as
Windows “tells” it to.

If the currency symbol and format, or your Date or Time are not displaying how
you want them to in the AyaNova program the change needs to be made in
your Windows Control Panel's Regional Settings

£ O
|
L ' i Figoral Opsora. | Lamgusges | &dvanced
[ r
: (B Gorrai Penel Shancers ael famral
I hane Thig oon afacts how some peoprne famsl umbes, oumenoes,
b [ Wms———— et andine
J W o Hordeare Sedent o e do maioh is preferenoss, o ook Customize o chooss
§ THAM i Miverot e iy el Four aem tareely
i A Admemiratue Tock Enghsh (Lnkad Heieal v | [Cumomine__ |
G sstambs Updates:
Smmpa
4 = Caie aned Time: ‘ - .
| . Ciiplay Rumber 133,456 73500
lFrebird 2.0 Server bareg ey 17,456, 789 Mumbers | COTERCY | T | Caie
(iiPokier Optiom Tres: LIIEI5FM Sand
L jm LabLd = a5
P St i 22 Possv [SIZASETI500 | Meganes: (V120436 72001
- - (LT e ———
rra——
Bpigd Lo oy symbed fil "
B TiMouns
) T Pty sfvaea proside i wilt kecal o -
8 heetvorks Cannechors: reshe s pos e ez e LA -
ra
S ok Sestun Wireed [Ter— Misgative mTency lomal 5111 w
R e el Visbem Oyztae
"hP:«llr Options
T P ancl Faoss L st
@ e |:Jﬂ. M. of dgis afier decimal . -
W flegonal ard Larguags =
Ay Srarrers anc Cameran Ard, resorew, and ...
L) schedubed Tonks Schadubs cormgarier ., Dl irengry] dpivibeal -
W ooy Center Vetn YOO QTN -
B Seunds and fude Devces Charge the sourd ... Kt g v Lo el =
i _,"m Charge st B
El5usinn See informevion sha .,
+  SysiEm Analyzer AriyIE VOAF S
ol Tasibiar ared S1aet Mer Cusstorrie: B Start .
3 B umer fccouris Charge umer acou. .. 9
i . Cancal
J [ wirsdows Cardspace [T — Lo ]I J
4 R Wreows Freasl Configre Fe Wind
1 - Wiress Hetmark Setup Witk d Sl of ikl ..

If the currency symbol, or date or time is displaying incorrectly in a report, it may
be due to your Windows Control Panel setting — check first — or it may be that
the symbol is preset in the report template, and you just need to customize the
setting in the report template for that specific data field in that report template.
Refer also to the AyaNova Support Forum section on report templates.

NOTE: Your Regional Settings for Time should include seconds so that you can
select specific date/time when filtering on such columns as the Service Date in a
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workorder, the Labor's Service Start Date & Time, a PO's Ordered Date, a PO
Receipt's Received Date, etc

e Certain date fields are automatically pre-entered for you when you perform
something.

e For example - when you create a new service workorder, the Service Date
defaults to today's date and time (including seconds); or when you place a
PO on order, the Ordered Date is automatically taken from today's date and
time (including seconds); or when you receive parts from a PO, the
Received Date is automatically taken from today's data and time (including
seconds)

¢ Because the date and time are stored internally in the database including
seconds, for you to be able to select a specific date/time to filter by, you
must be showing the seconds so that the filter results include the specific
record date.

e Otherwise, if you do not have seconds displaying, your filter results may
show nothing.
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3.18 Time Zones & what date/time displays
|

9982
3991
3330
3383
9922

AyaMova Administrator 11302009 8:48:44 AM .

AyaNova Administrator logged in with no Time Zone Override set with server
located in PST (Pacific Time Zone)

T
5991
9990
3989

988
[

Ryan Moody 11/30/2009 11:48:31 AM .:

Ryan Moody Iogéed in with Time Zone Override of -5 set (5 hours less than
GMT)

KOO0O0O

KO0 O0C

Time zones and their relation to how you have connected to the AyaNova
database:

All dates/times in AyaNova are stored in the AyaNova database in GMT. How the
AyaNova date/time data displays to the user depends on the time zone of that
users computer.

By default, the time zone of that users computer is used if connecting via a direct
network connection configuration. If connecting via anything else (WBI, MBI, data
portal) than the time zone where the WBI server, Data Portal server, and/or MBI
server resides is used.

If a user is in a different time zone than where the server is set for and the user
wants to view date/times based on where he actually is, then:

1. the AyaNova Administrator will want to edit that user's Override TimeZone
field in that user's entry screen in the Windows AyaNova application to
account for the different time zone

2. or the user can edit themselves via WBI in their [username] navigation
pane area if have Read/Write to Object.User

For example:
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e The AyaNova database is configured for network use in an office in California
(Pacific Time Zone).

e The time right now is 12:00PM (noon) Pacific Time Zone on November 12
2009 on the server where the AyaNova database resides.

e Bob the dispatcher is connecting to the AyaNova database from within the
local area network of this office using the network SQL connection
configuration in his config.txt file. His workstation also says 12:00PM as he is
of course on the same time time zone and the same time as the server being in
the same local area network.

e Bob's user entry screen field Override TimeZone does not need to be edited as
he will be using the same time zone as the server:

¢ Bob creates a new workorder and enters the Request Date/Time as today
12:00PM (noon) and saves the workorder.

¢ Do note that although Bob has entered 12:00PM into this field, it is actually
saved in the AyaNova database as 7:00PM GMT so that it can be converted
from GMT to whatever time zone any other user is using.

¢ Ryan another AyaNova user with this same database, is in New York (Eastern
Time Zone) where it is 3:00PM right now on his computer (its 12:00PM in
California where the server is)
e Ryan connects to the AyaNova database in California via a data portal
connection configuration in his config.txt file
e If Ryan's Override TimeZone is left at the default of empty, if he views that
workorder just created by Bob, the Request Date/Time will show as
12:00PM to Ryan, even though it is actually 3:00PM right now in New York.
¢ So Ryan will want to have the AyaNova Administrator edit Ryan's user entry
screen's field Override TimeZone to -5 to offset any times to show in New
York time. (-5 means 5 hours behind GMT at this time of the year)

=

Owemde bmezone Bl

Clear al user's fom customizations
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e Sally another AyaNova user is in Texas (Standard Time Zone) where it is
2:00PM right now on her computer (its 12:00PM in California where the server
is)

¢ Sally connects directly to the AyaNova database in California via a high
speed VPN network connection using the network SQL connection
configuration in her config.txt file.

e Sally views the same just created workorder

e The Request Date/Time will show as 2:00PM - not 12:00PM

e This is because Sally is connecting via a network connection configuration,
and therefore the time zone of Sally's computer dictates what time zone to
use for display.

e Sally's user entry screen field Override TimeZone does not need to be edited
as she is using her computer's time zone. But it would still be recommended
to do so for consistency so with daylight saving time, her Override
TimeZone field would be edited to -6 (6 hours behind GMT).

e Hank another AyaNova user is located in New York (Eastern Time Zone) where
it is 3:00PM right now on his computer (its 12:00PM in California where the
server is)

e Hank connects over the internet to the AyaNova database by logging in via
WBI

e Hank views this same just created workorder

e The Request Date/Time will show as 12:00PM because the WBI server is
running on the California server that is using Pacific Time Zone, but he
wants to see what the time would be for him where he actually is.

e Hank will want to edit his username's Override TimeZone setting in WBI
entering and saving -5 (as Standard Time Zone is 6 hours behind GMT at
this time of the year)

e NOTE: The security group Hank belongs to must have Read/Write
access to Object.User to be able to edit the Override TimeZone via
WBI
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3.19 Current Date & Time feature in workorder entry screen as a
timer

r,avml %.@J% qo

| Client Curres date and tima

Displayed at the top of the service workorder entry screen is the present time and
date. This can be used as a timer and/or entered into a text field.

Use as a timer (example: you track start and stop time in phone
support)

1. open a workorder for a client

2. move to the Labor sub-item

3. click within the empty Service Start Date & Time field which will
automatically put in today's date and time (as well as Stop Date & Time
based on the Global SettingScheduled/Labor Default Minutes and the
billable Service Quantity based on that time range) |

Labor
Service Start Date & Time Service Stop Date & Time  Service Rate
p | 1173072070 E'BE'j:hFM 11302010 3.58:51 PM 1

* A |

4. when your phone service is completed, click within the Stop Date & Time

field to slelect it I

Labor
Service Start Date & Time Service Stop Date & Time  Ser

b | 11/30/2010 2:58:51 PM |L.'Lr |v 1
|

*|

5. now click on the Current Date and Time. This will automatically enter in the
end time that you performed service to

we (1173072010 3:19:55 PM | m Customi:
urrent date and time |
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6. And tab off, and AyaNova will automatically adjust the billable Service Rate

Quantity for you as well. Edit as desired.

"
*

Enter the date and time within any text field (example: you want to

Labor
service Start Date & Time

11/30/2010 2:58:51 PM

service Stop Date & T
113002010 3:19:55 PM

service Hate
0.35

N

note when you entered specific information)

1.Click within any text field

Service Details |

2.Click on the current date & time at the top of the service workorder to enter

s

that date and time into the text field.

A@ve

11/30/2010 3:04:04 PM

g

o Cust
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3.20 Common entry screen menu options
|

Each entry screen has menu options that are specific for that entry screen's object
(i.e. client, head office, part, etc) you are viewing. Do note that not all entry screens
have the same menu options. We have listed below menu options that are common
to most object entry screens and what each is for.

If @ menu option is grayed out or not showing, that would indicate either you do not
have rights to access or perform the feature and need to have your security group
rights edited, or that entry screen does not have that menu option.

Show all...w |
Service Warkorders
1 Units
Quotes

Preventive maintenance

Show all...
This menu option provides guick access to all units of this client, all service
workorders for this client, all quotes, and all PM's for this client

Customize text

WS % Customize text
Customize text...
This menu option ONLY shows when logged in as the AyaNova Administrator.

Use the Customize text... menu option to localize labels of this entry screen on
the fly or if accessed from the main menu bar, displays the labels of the main
grids and main menu bar for quickly editing.

£

| Sample Head Office Contract Explry

I LE Sample AVERY 5261 Head Office Mailing Labels
New summary report template

]
New dataiad report template Pri nt

éeleding this menu option drops down to display the list of available reports for
the displayed entry screen.

For example, the screenshot above is for the Head Office entry screen. Whereas
reports available for a Service Workorder would be different.

See also:
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Printing

E?‘}’ o Plug-in

If this menu option shows, drop down to display available plug in's for this entry
screen.

For example, if you have installed the import/export utilities and are viewing a
client's entry screen, this drop down will list the ImportExport.csv plug-in utility
for exporting this single client to a CSV file.

See also:
Pluglns

Bl save & Exit

This menu option saves any changes to this entry screen and closes the entry
screen.

Documents
This opens up the list of associated documents with this object. You can also
associated new documents via this screen.

NOTE: If a menu item is grayed out and a line through it, that means the object
has no records. For example, this Documents menu option is grayed out and a

line through it F\ - this way you can see at a glance there are no Documents
entered for this workorder without having to open it.

See also:
Documents

% Wiki

This will open up the Wiki page for this specific object where you can embed files
/ documents, write notes or embed images.

See also:
Wiki
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.g Record History

This opens up the Record History window displaying the user that originally
created this object, and date of creation; and the last user that modified this
object and date of modification.

Do note that the fields are not updated until the object has been saved and
closed. For example, if you have just created a new client, and have not yet
selected Save or Save & Exit — the creator and creation date will be blank.

£
% Follow Up

A Follow Up is a Schedule Marker that is tied to a particular object that you want
to follow up on at a later date.

Select this menu option to either add a follow up for this object, or view existing
follow ups for this object.

Follow Ups are available for Clients, Head Offices, Contracts, Units, Service
Workorders, Quotes, and Preventive Maintenance

See also:
How I create and view Follow in a workorder?

Save
Save

This saves any changes made to the object without closing the entry screen.

o Save & New

This saves any changes made to the object and opens a new empty entry screen
so that you can create a new object without having to go back to the grid and
selecting New...

This is useful if you are entering a number of similar objects (such as parts).

% Duplicate

This makes a duplicate of the existing entries of this object and copies them to a
new object entry screen.
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For example, lets say you are entering a number of units for a client that are all
same model, details etc except for the serial number. Save the first entry, and
then select Duplicate. Edit its serial number. Save. Select Duplicate. Edit its serial
number and so on.

See also:
How I licate a Schedule Marker?

O Delete

This deletes the whole object. Note that only if you have rights to do so will this
toolbar option be available.

Delete is a permanent option. You are given one warning and chance to cancel
and there is no "undo" option. If a user ignores the warning and deletes an item
they should not have, the only options are to re-enter it from scratch or restore
the entire database from a backup copy.
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3.21 Changing menu images size (small or large)

Some people like menu options to be big and easy to select.

'\j Workorder 73

@ [P =
EXD

e T l-“\'E'.rlkl pace

AR Arrmombinn

Some people like menu options to be small and out of the way.

E-E D ® [ B save 1272009

iClient 1}},;{, page | [

So to accommodate each different person, each AyaNova user can set their menus
how they want and AyaNova will save it for that user logged in.

1. Right-click on any of the existing menu options of what you are viewing
(i.e. a Part entry screen or the Service Workorders grid menu or the main

menu etca and select Customize....
Tl E “ [
% @7 F

Lock the Toolbars
| Cl\gtu MiZE....

| ViC

ing

=0

2. Select the Options tab, check or uncheck the Large Icons on Toolbars
option depending if you want the menu options to be large or small, and then
select Close
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AyaNova 7 Help

Lustomize

Tnnlharsl Commands | Options]

Personalized Menus and Taolbars
™ Always show full menus
[+ show full menus after a short delay
Reset my usage data I
- Other

[T Large Icons On Meniss

¥ Large Teans On Toolbars

[+ st font names in their fank
W Show ScreenTips On Toolbars

[T Show Shertout Keys In ScreenTips

Menu Animations: |None j

Flaating Tealbar Fade Delay
o ;

Millig ecands

Keyboard....

| [glose ]
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3.22 Change the font used in AyaNova to your OS's default font

Your AyaNova 7.4 (and above) desktop program displays text using the Segoi font.
This is also Windows 10 default font.

If you have changed your Windows operating default system font and would like to
have that same font also display in your AyaNova desktop program, here are the
simple steps to do so!

Edit your Windows desktop shortcut to AyaNova to include the command to use
your operating system's default font:

1. Right-click on the AyaNova icon on your desktop
2. Select Properties

Troubleshoot cormpatibility
Open file bocation
® PFun as administrator
1-Zip
Pin to Taskbar
Fin to Start Menu

Restare previous versions

Send to
Cut
Copy

Create shortcut
Drelete

3. Edit the Target: so that the additional text use_os_font is added to the end
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HAyaNava

Applcaton
: yahova

Yarks Inc'AyaNova'Syahlova eoe” use_ps_fonts

“C\Program Files (BENGround Zero Tech-Warks

Memna

n
| =

1. If installed to a 64bit computer, the field V\.Ii.|| be:

e "C:\Program Files (x86)\Ground Zero Tech-Works Inc\AyaNova\AyaNova.exe"
use_os_fonts

2. If installed to a 32bit computer, the field will be:

e "C:\Program Files\Ground Zero Tech-Works Inc\AyaNova\AyaNova.exe" use_os_fonts
4. Now when you next run AyaNova, the font displayed will be the same as
your Windows default font.
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3.23 Accelerator Keys

In addition to using your mouse to click on selections, AyaNova also provide
Accelerator Keys which are key combination from your keyboard to automatically do
something in the AyaNova program.

The Accelerator Key's save you time so that you do not have to go to the specific
grid to click on the New... menu option to create the new object.

4.9

Alt-X closes the entry screen or the entire AyaNova program
depending on whether you're in a sub-screen or not.

If have just entered new data into an entry screen, you will be prompted to
save just as you would if you clicked the menu option Exit or the X in the
upper right hand corner.

4,19

ALT-w will pop up the client selector so that you can select the client and
template (if applicable) for a new service workorder.

Or if you are presently viewing the Client's entry screen, or a Unit screen, this
key combination will start a new workorder with that client or that unit pre-
selected

A,

ALT-m will pop up the client selector so that you can select the client and
template (if applicable) for a new preventive maintenance order.

Or if you are presently viewing the Client's entry screen, or a Unit screen, this
key combination will start a new preventive maintenance order with that client
or that unit pre-selected

4.9

ALT-q will pop up the client selector so that you can select the client and
template (if applicable) for a new quote
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Or if you are presently viewing the Client's entry screen, or a Unit screen, this
key combination will start a new quote with that client or that unit pre-
selected

Al _I ] _L-.IJ
+
Alt-u Accelerator Key combination works from main grid or client entry screen

to create a new unit. If used when within a client entry screen, the client is
pre-selected in the new unit entry screen.

| Alt_l+]_F’J

Alt-p Accelerator Key combination works from main grid only to create a
new part.

In all cases of using Accelerator keys from sub forms like client and unit, if the client
or unit is newly created and not saved, or the user does not have sufficient security
group rights then the Accelerator keys do nothing with the exception of ALT-x

AyaNova 7 Help © 2021 Ground Zero Tech-Works Inc



Customization of AyaNova




Customization of AyaNova

Customization of AyaNova

4.1 Localization - customize labels
|

As no two service businesses work in the same way or have the same needs, you can
customize AyaNova for YOUR specific requirements.

You can edit the labeling in AyaNova to what works for YOUR service

Follow along with the two tutorials How do I create new cusotm locale using
Localized Text Design? and How do I customize an existing locale on the fly? for a
walk through example of localizing in AyaNova with more details in the Localized

Text Designer section.

For example:

e You may provide internal IT service for a single company, and want to identify
the IP address, Operating System etc in the unit screen for each computer and
have that information available for reporting from a service workorder report.

¢ In which case, easily create your own custom locale that includes those fields
presently labeled as Textl, Text2, Text3 in the Unit entry screen to be labeled
as IP Address, Operating System etc.

LT o L b =
SH-EN%*@FE- 0O

.
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(- IR - TR E T T T I N

Localized via

e the sample
Text2 ‘_/ English locale

Text3

Textd

| |
Localized with
IP Agdress different field
Operating System / IabElE

Memory

CPU

e Another example is that you provide property management service, so where
AyaNova presently is localized to Clients and Client, it may make more sense
for your type of service if these were labeled as Properties or Property.

¥ Clients - AyaNova

I By SubGrids 4 Help  Exit
* %[E]*E}*@New....
Clighits Clients 12)
% Clients [ Cliert
J‘_: Head Cifices ABC Accounting
Beansz by Bob
%a Contracts Great Western Squirel 5
0l £ % Logout SubGrids w4 Help E
® [gj i g} A O Mew.... First
Properties Properties (13)
Q Froperties [ Property S 3 D
_.-_._ Head Offices ABC Accounting Bu
Aircard Chent Me
%an Contracts Bieans hv Bah Fas

Do follow along with the two tutorials How do I create new cusotm locale using
Localized Text Design? and How do I customize an existing locale on the fly? for

a walk through example of localizing in AyaNova with more details in the
Localized Text Designer section.
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4.2 Custom Fields
|

What if you need additional fields to to track specific information for each unit or
each part or each client or each workorder item?

Just add custom fields!

Follow along with the How do I create custom fields for a unit? and How do I
create custom fields for a workorder item? for a walk through example of adding
custom fields to these entry screens.

For example, if custom fields are not enabled for the Part entry screen, the
Part entry screen will look like this:

#F DLLILEP - OIS 3 Daka Cartridge

S-t-lr Ol ~@O =%

Trisck Sarinl humbar

=10l

Farl Karm DDS-3 Duts Carridgn ehclansiar [T -
Futhumbs  pGp7zsp Inholessier Memd. x7nme
Linui of meeres |I::-ch i Hiesraivve h | ngewm -
Ceat [ s____7m e cupass

Pl calbory | o er Soenge ® Mwwiore W oGoizee

Holsg

If you do enable four custom fields for the Part object, the Part entry screen
will instead have four additional custom fields labeled however you need:

| @0 DG 5P - DOS-3 Data Cartridge _ioi x|
S-BT eCR-&0O =%

e Track Sarial Number Custom Fields |
FartNeme [053DstaCortridg _bolesal [Menssle  #] Em:ﬁ;mm Fieldyalus
Fexk bumts 1y 1258 Wholessler  pTesrad | [[Some Number

Dellar &mount

Uinit of m lEaf.‘h - Alternane Illl;ull' .:.J | [ Some Text
Cost 5 709 Allernabive - anaricy

Rewil [T 5 15 Manufact | Sony |

Fart cate IEoﬂu.ﬂ:r Sorsg w|  Manwfachor popazse

Mgles
il.IPC
Fart Ass I =
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4.3 Report Templates
|

AyaNova includes many sample report templates from the detailed report
showing billable amounts to send to your client in the Sample Detailed Service
Workorder with Grand Total available from the Service Workorder and the Inventory
Reconciliation Form report from the Parts Inventory grid.

% Inventory - AyaMova

ob E} * logout SubGrids .4 B m- Help Exit
| v i * |23 ~ First 500 rows * MNofiler
mvEniony 3 Sample Inventory Reconciliation Farm
f_'-' Parts mple R=0rder List
n Purchase Orders Sample Retsil and Cost Inventony Values :::
lbesma Mew surnrmary report template de
[F] Purchase Order Receipts Bk frick COEEET - COROMT:C
| Bob's track DGDIZSP - DDE-1 Dak
Default CABID&S - KYED EXT-
:t_‘ Adjustments Deefault CAB10S - Seral cable
[T Diefault CD4583 - COROM GCI
Deefault CL134-0 - Super Dushes
@a Partinventoey Diefault CL2457 - Cleaning Wip
[ Fart reguests + Deefault DELLSEET - Inspiron 2481
Dhmfault DELLESSS - Inspiron 22
Flamboe b AGATISE o MRS M

e You can customize any report template such as adding additional data to
display, changing font size, moving fields around, including your own logo - so
much you can do.

Follow along with the tutorial How to put my company logo on a report? as well
as the other tutorials that will walk you through using the Report Template

Designer
¢ You can also create your own report templates!

Follow along with the tutorial How to create a report template using the Wizard?

Also check out additional report template tutorials and examples on our AyaNova
Support Forum

¢ You can also set who can restrict access to certain report templates by specifying

which security group can only access that report template or restrict access to only
users of a certain region.
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4.4 Navigation pane display

The Navigation Pane of AyaNova on the left-hand side when you log in is where you
can easily and quickly select to view and access different data in your AyaNova.
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The screenshot above is showing the Scheduled Users grid in the Service navigation
pane.

Customization of the Navigation Pane:

e You can set what order the panes display in, as well as remove panes so
instead shows as a quick link icon.

¢ You can also pin, hide and dock the navigation pane to free up your viewing
space in AyaNova.
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4.5

Grid columns display

From main grids in AyaNova you can view one or more records at a time, select to
open a specific entry screen, and print reports based on the records that are

displaying.
S Bendce- Aabiee P = |
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E‘ =0 Q) Mea_ Firnt 500 men = Hohbe + & Frfmh
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The screenshot above is of the Service Workorders grid which shows service

workorder records - in this case, sorted by the Service Date column without any
additional filter(s).

When you exit out of AyaNova, what you had set for your grid settings are saved
for your username, for the next time you log in.

Customization of main grids:

e Move and set which columns the grid is sorted by moving the desired sort
column to the left.

e Change sorting from ascending to descendin

sort icon on the sort column.
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r not displ rtain columns as needed

¢ Pin a column so that it always shows even if scrolling

o Filter what records show in the grid by filtering on one or more columns
e Save filters for quick selection at a later date to the Filter Drop List

¢ Set the maximum number of rows to display for speed
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4.6 Name display format

Set how your user's, part's, and unit's display in your AyaNova - making it easier for
you to identify and schedule correctly.

Do review Display options in the Global Settings Help section for details

Usg[“q.gp me display format options:

PR TP

|User name display format Region - Last. Rrst
merorm 7 - Last, First

First Last

Initizls

EmployeeMumber - First Last
Employee number - initials
Reqion - Last, First

Reqion - First Last

First Last - Region

Last, First - Reqion

For example, by including the Region in your technician's names, you easily
can see at a glance that you are assigning a technician of the same Region as
the client so that it shows in that tech's Schedule when they log into AyaNova.

This would also show in the Schedule screen too, as well as in the grids where
the user name displays.

Scheduled Users

Start Date & Time
12/6:2010 10:00:00 AM

b

Stop Date & Time Estimated quantity User
1206/2010 11:00:00 AM 1 REGION 2 - Alexander, Eva

e

REGION 1- Galt, John

Uni_t__dj__sg[ay__fprmat options:

REGION 1 - Rearden, Hank

REGION 2 - Alexander, Eva

REGION 2 - Arlens, Herb

Unit display format Serial number, model name, vendor

| lear mama dierlzur fammzt

Seral number

Wendor, model name, seral number

Wendar - Seral number

Maodel name, serial number

Senal number, model name

Model number, model name, seral number

Madel name, model number, seral number
Wendor, model name, model number, serial number
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For example, you may find it easier to identify if you include the model name
and vendor in the display of the unit's serial number.

Ny

¢ Service - AyaNova
0D S Logout SubGrids s [ [} Example of Unit display format shown in
|. 3 T the_Semce ltems grid when set to:
= : serial number, model name, vendor
Service ltems (15) - ; t
. 4 E‘:ar'.'ioe Weorkorders [] Service Date ¥ 78 Serial Nu‘r 8| o
o 121612010 01:00: 43
& g‘;:‘sj”'e’d Users 12/16/2010 01:00:2_. T BBBBETSTE TmageRunner 1600 - Brother 43
f\ Labar 1242010 04122 71
d;l Travel 12062010 04:00:1.. : 5642d34#4: Business Desktop Dch100 - HP / Compaqg 70
12NN 11-968-R FRfPdi B TTRE- Pral iant T 320 57 - HRP M amnan A1
Part display format options:
Number - name - manufacturer
Unit digplay format MName onhy
| lzer name disnlaw format Mumber anly
MNumber - name
Mame - number
IIPC anby
MName - UPC
Manufacturer - name
Manufacturer - number
Category - number - name
Assembly - number - name
For example, you may find it easier to identify if you include the name and
manufacturer as well as the number of the part
‘_’_1- Service - AyaNova
- e | Example of the Part display format shown in the Parts
DR % Logou SUbG”.ds = grici:i:| of the Service ngvigation pane when set to:
| Fig-&-0 Number, Name, Manufacturer TE R
Service Part ltems (14) /
b o %?r"' ice \orkorders [ Wworkorder © W= Pad e 8 Warehouse VB Senal
o ltems 40 m‘w Hank's Truck
%uleﬂ Users 40 CL24E"—"CIean|ng Wipes - Bellan Hank's Truck
}\ - 4 CD4583 - COROM GCR 8523B Internal - LG Electronics  Default
41 SPT355 - Sport Cups - Blue - Blaupunkt Diefault
ﬂ Travel A1 TEP17 - Thamnesan siarhanas - Pallbin Maf=als
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4.7 Selection lists - Workorder Statuses, Categories, etc
|

Rather than having to type out what the status is of a workorder each time for each
workorder, or include in the name of a part its category, you can create these via
their specific SubGrid so you can easily select where needed, as well as use to quickly

filter data in grids.

Create as many as needed, and name however you want that works best
for your company.

For example, create as many different Workorder Item Types as needed via the
Workorder Item Types subgrid so can easily select in a workorder item.

Ob e ¥ L it | SubGrids | [ Help Exit
| . ol s irst 500 rows
Service Dispatch Zones |
4 Service Workorders Part Assemblies lorkorder status ~ 7-
lierms
T g . Part Categories w
g :hedl.iea s . iing on Ports
/‘" La;:r Parts Warehouses Frkineder Cloed
d: - Priornties lorkorder Closed
Travel
Loans Rates
TR —— lorkorder Closed
Tax Codes leekorder Closed

W, Service template

Unit Model Categonies e
forkorder Closed

Units of Measure

Unit Service Types lorkorder Clozed

User Cerbficabions : Req
User Skills ; Reg

Beds io be Assigned

Workorder Categonies

a4 Servi
{ e [% Workorder [tem Types
k- Workorder Statuses pads 0 be Assigned
J Quotes 1 . |
¥ I
Priceily | Workordes ltem Type ‘workorder hem satus

Wwhithn the wesk

RO U T = | Scheduled

Hardware Traiming

Hardware: Troubleshaoting
Urit | mbermet Setup
[_ Mehwork Canfiguration
- Brothd ) ecek Troubleshoaling

Softweare Configueation
Seflveare Traning

You can also use these for easily filtering in grids so that you can quickly
obtain a report based on those.
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For example, if looking for a report of all parts of a certain category, because you
have created different Part Categories, and have selected so in each Part entry
screen, you can easily filter in the Part Inventory grid by Part Category if you
wanted to see only inventory for parts of a certain category

.r Ireentorny - Ayablova

ob E}: *‘ Logout SubGrids o 3 E; Help  Exit
A B+ First 500 rows ~ Hofier
Imvaniory Part Ierventory (30§

& Paris [0 PartWwarshouse -8 | Parl category Par
- Shsvest  Cormputer Slorsge GED0125P - DDt
r] Purchase Crders S oot |Inoust Dervices TEF12 - Thomo
By Bob's fruck w*‘ " amb;n'-"-"wh Print Senveen CABT09 - Sen

TR i

[] Furchase Orser Receipts Bob's wuck |, e CD4583 - CORL
Bob's Wuck | Power s | DGOT28P - DD
Diefmult F_r'ne-s Inkjat CABTDES - KYE
& Adustments Default  Virkuad reality } CAETD9S - Seriy
Besrs Chelmuh Camputer Claaning CL134-0 - Supe
Default Compuier Cleaning CL2457 - Cleani
@8 Porimvertory Defaul Computer Cleaning | DGDTSCLG - ¢
| =5 N S — Dhtmailt i il Slndans CT4ER] - TR0
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4.8 Display/non-display of fields in order entry screen
|

What if you don't want your AyaNova users to see certain fields in the order header
area of a service workorder or a quote or a preventive maintenance?

Easy - just log in as the AyaNova Administrator, open up the entry screen, select
the menu option Customize..., and toggle those fields and field labels to not
show!

You can customize the service workorder entry screen, service workorder
template entry screen, quote entry screen, quote template entry screen,
preventive maintenance entry screen and preventive maintenance template entry
screen each differently.

Below is an example of disabling the Project label and field within the service
workorder entry screen:

1. In this example, we do not want the Project label nor the Project field to
display in the service workorder entry screen.

| 5 Workorder 1 (B = =
avﬁﬁvm | % @ Bl see 1214201023120 M
Greal ‘Wealern Spemd Sy Sumemary enter here 3 summary of he entee wo Contact Bob Hutes
4583 Hack Alley Place . Chient Reference 8 5ycraon
Sk oo — -
: bemal Aederence 8 syuspsannng
?H;gﬂ#mm S \sorkoeder Categ | Business Service * ¥ Owsite
Workorder stahis | \Waitng en P - mvoine Mumbes Service Completed

Close by sate 14000 11;10:14 AM w  Service Date 2062010 11:36:56 AM 1 -
‘o Ko chia Pearen
Barm Semsany Sanvice Nolas ‘wiorkordad lem Type Faguas| Dale Workordar ileT saha Pricrity
b | e surremany siuf | wrties b et ls abszat thi Hardware Conhiguration | 132000 12000 | Nesds o ba Sasigned | itban S sonth

2. Log into AyaNova as the AyaNova Administrator (default is username of
manager with password of letmein if you have not yet changed it)

3. Open any service workorder entry screen

4. Select the menu option Customize.... which will display the entry screen in a
special customization mode so that you can set which fields and their labels to
display or not.
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o Workorder &1 =R =R ===
B = . =
a - Etlr._l - u I % |! = @ i j Save 12/14/201013:12:42 &M
Client
Great Westlern Squird Supply Surmary Erter hare m SUTITEArRY o the sntive W Bk hutms
4687 Esck Mace " Chert Refererce § o s
Swdbury AT 10245-85562 Prejacl |- = G2
United leienal Refence & svaseonnon
m?u’!'@m dram Werkordes Coleg | Business. Service = ¥ Onste
\Workoeder status | Wating on Parts w  Irwoice Rumiber Sarvica Complated
= i
Cloze by dete 1242000 114 14 A [t =  Service Dae 1206010 17:35:55 AN -
‘Woriiorder Rema
ham Summany Senvce Noles Priatity ‘ploriorder Bam Type wiorkorder iem status Fresquest Date: 1
S arsar hars dainis sk s T e, e rbarmra S - [T TR — WA 10 |

5. Fields and their labels that are showing will be displayed as green, fields and
their labels that are not showing will be red.

' Workorder &1 e TS
1 i w
5 e . | ﬂ" y": ..... Customize

Chent

o e ' Smmary enber here a summany of fhe enbine wo i liok Hutes.

4583 Back Alley Place il |

Sudbury AT 1074583567 {oecgect i o |[Venteieence & | qsnang

Unitad 5tntem g ||| pemal Rederence & [iyarpeanong

o el rem Vtorkorder Catmg (] fusiness Service *  |il onsite
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[ ey cate [[2r142010 1:10:14.AM {4 » [[EieDais [l 202010 112656 A oL

‘wWorkorder Hems
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6. Use your mouse to click on the bar to the left of the field. When you click on it,
it will turn red.

A Wk 41 = |-
X N LEL ] 4 . ==
Chesrd -y |
?ﬁm-mmhﬁ Summary here & Sureraly of Be aTng we :,ﬁ ) . jmm -
Smdbury AT 10245-85582 Movejec - A
Unitedt £ [ermel Reforence 8 | vaspec0n00
Besimens- (57 575 678 et [ storkorger ¢ Servioe v il Onsite
| terhirsar atates || ¥aiting on Parts v |[[veice Nusberjj |I| Service Completed
i o jorder or

[lows by dute 22010 11:90:-14 24 1 -| ([ 12062010 11:36:56 &M 1 -
.'f"}-: \ i & -l -
IF l—-_l s == Save 12/14/201011:15:30 AM Customize..
e (B i

Summary ter here a summary of the entire wo ﬂ]u

| = ﬂ]lil

i Ct ljte
= Wforkorder Categ iness Service - ﬂ]
i ﬂ]nmine Mumber ﬂ] ﬂ]
L3 i B [Nervice Nate [Mlnunrmnan 14,9000 ans L i
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7. Select the Customize... menu option again to save your display changes and
return to the entry screen.

A Werkarder 41

E_':j:l":..::::‘gk I.- f_‘&? (e m’ ve 12714/2010 111818 A

Tl
Gmmm&hd Supply Sameary srinr hore m summary of fre entine wo 1t ustees
4583 Place 1| ligrk Fes £

sm-y.‘%sm [— il — [ I[essa0e

mhd il&& - e i|.umul Fafererce ||l resanm0n

e B b SR I tlorkorder Categ  [[liusiness Service = [Ij) Gnsiis
| skorder stoton  |[[eniting on Parts - [|jeice Bussher [ Il Service Completed
(1] oo clale [Ij2ramnio 1100 Al 1) - [Jerice Daie |l 202010 11:36:56 AR -

Workorder hems

Cervece holes Pricity ‘phorkorder Hem Type Viltsrkorder ke stshes Fresguest Diabe D

Hem Summary

8. The entry screen will now no longer show the Project label because you have
toggled it to red. And will no longer show the Project field because you have

toggled it to red.

3 Werkorder 41 = || B E
- = - -
S-S E@F A o s ) o
Clisrmt
Greal Weslern Squrd Supply Summary aniar here & summery of the enire wo et Bob Hutes
4587 Back Place — Slisgl Peference §  cyoenanny
Sudbury AT 1024589563 =
Unitied Shates [ ot B 4y ARESS000
E"‘:::H‘!E@ -t R v ness Serace = ¥ Onsite
wdkor dar alalus | Wating on Parts - rvcic Numbsar Senvice Completed
. g i
Close by date THTA0N0 1190 1 A {i} » Service Dee THOEA0N0 11 3656 A 14 =
‘Wios ko dar Mema
P Sunfrmary Sarvica Hotics Freat; T T viorkordes e alshus  Ragues Dwe () i

NOTE: this does NOT remove any data in the Project field from any workorder.
It just disabled the fields from showing.

NOTE: doing the above would affect ALL service workorder entry screens.
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4.9 Display/non-display of subsections in order entry screen
|

What if you don't want your AyaNova users to be able to view at all certain
subsections of the service workorder entry screen such as the Loans subsection or
Outside Service or Parts etc?

Easy - just set the user's security group Object for that subsection to
Forbidden!

When a user of that security group next logs into AyaNova, they will no longer
see that subsection.

Below is an example of setting the Outside Service subsection and the Parts
subsection so that they are not viewed by users assigned to the security group
Technicians:

1. Right now when a user of the security group Technicians logs in, they can view
a workorder's Outside Service and Parts subsection. In this example, you don't
want them to be able to view this.

o Werkpr T1 —
Ig - }:Ir} - u I * {el @ _j e 127147010 205153
::-h Furrmy Drenonll gy of the wportns Coraait Sxthes ilans
1l.fl:"..'l'll.'-'JfT'1 e '.'-e-m::::-_
Iihlli%h i 5 BES6 E1Y SR T B
.'"';:r:!dn T i - et Bhanket — —
Clone by dets V1IN0 410 P »  Serelee VAN T 220 P
ke b
e Srrany Sarice totm mmary ez arbzrder b Topn Samuar Las kzize tET At Eray
EiNp it i
’_f_{_:c-u.u.:xm
| 5 B In this example, we do not want
e #\, the user to be able to see the
A Parts subsection nor the
Gl | Outside Service subsection
L'F i
If::_' g
E—;\-.J'J.Iﬂ SEHE
ARl cmm s

2. Log into AyaNova as an administrative user with rights to edit Security Groups
(such as the AyaNova Administrator)
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3. Open the Security Group of the users that you do not want to be able to see
Outside Service and Parts subsection

=

- Administration - AyaMova
B E: 3 Llogout SubGnds o [A [y Help Exit
| By - © New.. First500 rows > Nofilier
Administration Users (14)
$' Global settings [ Usertype T3 FirstName T8 Security group TR LastNa
: Administrator user AyaNova AyaMNova Administrator Adiminis
@ Regions - -
. _ Administrator user French Lyablova Administrator User
{R S_f'f_”r'h' Groups Administrator user German AyaMove Administrator User
| o Users J Administrator user Spanish Ayalova Administrator User
AB{ Custom F'd'il:laslgn ----- Administrator user Test AyaMova Administrator Tester
) ) Schedulable user Eva Read Only Everything Alexanc
[E] Localized Text Design Schedulable User Hark [Technicians L | Rearder
[y Notification deliveries | Schedulable user Herb Technicizns'— Arlens
B Report Templates Schedulable user John Technicians Galt
— Mon-schedulable user  Bubba Shipping Receiving Smth

4. Set the Object.WorkorderItemOutsideService to Forbidden

e~

m Technicians
CE T B XY
{ Secunty Group Mame
| Technicians
Member rights
§ Internal Object Secunty Level 0
|| Object \Workorder Close Read [ write Close work order
Object WorkorderCategory Read / write Workorder Category
Object. \Workorder|tem Read / write Workorder [tem
Obiect Workorder|temlabor Read / write Warkorder item lzbao
Object Workorder|temLoan Read / write Workorder item loan
Obyject WorkorderltemMiscExpense Read /write Warkorder item misc
Object Workorder ltemDutsideService Read / write + | Workorder item outsi
Obyject, \Workorder|temPart orbidde Workorder item part
Object WorkorderltemScheduledUser el Workorder item Sche
Object WorkorderltemTask Iﬂﬂd [ write | delete Waorkorder item task
Obiect \WorkorderltemTravel | Read / write Workorder item trave

5. Set the Object.WorkorderItemPart to Forbidden
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T Technicians

B O x|

Securnity Group Name

Technicians

Member nghts
Internal Object Security Level Object

Object Workorder Close Read / write Close work order

Obyect WorkorderCategory | Read / write Workorder Category

Obyect Workorderiem I Read / write \Workorder them

Object WorkorderhemlLabor | Rmad / write Workordes rhem labor

Object WorkorderitemLoan . Read / write \warkaorder item loan

Obyect WorkorderltemMiscExpense | Read / write Workorder hem misc expense
Obyect WorkorderltemDutsideService I Forbidden | Workorder item outside service
Object WorkorderitemPart Resad / wills| el Workorder item part

Object WorkorderltemScheduledUser orbadde orkorder ibem Scheduled Uiser
Obyect WorkorderitemTask E:ﬁ ﬂ:‘!i'm Waorkorder rhem task

Object WorkordertemT ravel | Read [ write / delete \riorkorder bem traved

Object WorkorderttemType | Read / write Waorkorder bem Type

Nhimrt Winckonrdertbaml Init . Baad | write | delete Wwnricnrrer theen ot

6. Save the security group

@ Q

g Internal Obiect Security Level Object

Il Object Workorderltemloan Read / wnite Workorder item loan

, Object Workorder/temMiscExpense Read /write ‘workorder item misc axp
Object WorkorderltemOutsideService Faorbidden ‘Workorder item outside i

1 | Object WorkorderltemPart Forbidden | = | Workorder item part
Obiect Workordes temScheduledl ser Read / write \Workorder item Schedube

7. Have the user of that security log into AyaNova and open the workorder again.
Will now see that the Outside Service and Parts subsection are no longer visible
for that user.
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# Woikonder TL [= e
[ i X ; 3
g "'rS' I | %' '5:l-fl @ L e 120100000 247:25m
4] ey e

Mzvw e ol Summany Crverall summany of e workond Conlmel Esther Williams

SO Cllancs Clinri A

BerviiaaT 1025 s96e2 Progect E o

United Sioles nerral Feleens

T vt . | ~ 9 O

werkerder sisl | Scheduled v |motice Nombe Sarvice Completed
Closnby doin 53242010 04 12:30 PM = SendeaDm 2040090 1220FM 18] -

"Workor der Rerms

LT Sumemary Service Mites Watranty Service ‘ioriorder Hem Type Asguest Dals \orker

¥ | specific summary for this ilem detaibed indormation for e Metwork Troubleshooting Scheduled '

I T T - T T T
| — |
i\‘.‘}”"' Unit

0 scosinduiven The Parts subsection and the

) o QOutside Service subsection

- asks

no longer display when

Paltt logged in as this user of that
- security group

NOTE: this does NOT remove any data in the Forbidden subsections from any
workorder or quote or PM. It just disabled that subsection from showing for
users of that security group.

NOTE: if for example, the user has Read/Write/Delete rights to
Object.WorkorderService and Forbidden to Expenses, that user will of course be
able to delete the entire workorder even though Forbidden is set on a subsection

NOTE: doing the above would affect ALL service workorder entry screens, all
quotes and all PM's when logged in as a user of that security group.
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5 Feature Details

5.1 Navigation Pane
|

5.1.1  Navigation Pane overview

Major grids and screens in AyaNova are accessed via the Navigation Pane.

The AyaNova Navigation Pane is on the left side when you log into AyaNova and the
option selected displays on the right.

=
< |15
B By M Logodt Sebdnds of [d [0 Hep B
= ."" = @ teeo. Fiesl |0 ewes = Hobie = & Ao
T —
[R St Do i Tere © T Lhar Vo Frbater 70 Satiiedie) VO Fokadessta V0 Piosty T8 Dupsich Zoes
Hark Raarcer. 2 Tdm 17mau ug [Ebade iwnchalaly  Burraby
E [ 43 dayn ko age |[i— rracidst;  Buraky
an T 71 By age (IR On PR hhr, e s Sascbary B
120 A Hak R n Tilnd 0w B WEEAR b beared W B el
TROGE TGO AM Exi Afemaader ¥ Tdon 2 5oms sge | Winlng bk be loaond e T )
BZT0E WG DD aM John Gkt £z T deyn Ziboun spe ||Eie Aiter e wa.. Suckury Forh
| oo Faskda RS WD DD AM  Hank Fassrcer s 2 o nge ||l Burmaby
R e L] MO D00 AM  Fun dinander d Botwn dlrirawa & |chedsieg it e we.  Suchry B
Q11010065 1500 AM  Exe emnsder i Eing | bours B0 SINGOR F3m witen e we Bumab
QIO MO0 AN Eve Flemnade 5 Edaya ! bours sge | ININRGG 0P Fara Withe e we Burraby
Bk Q301 T00R B 0G D0 AN Jobn Gt 5 Emyn {hous spe [ Burraby
My = D1ZO10E 03 D0 AM  Hank s 4 Ecwn thoun sge [ Flaz withr fw mo Burraby
1O S0 T8 D000 AM  Herh Arbera E S0 chwgn T3 hadn g oo o] whider 34 Powi Mrlls
4 P—— e S LS D P i Tits 1ohen i [ e witler, s W Suchory Ex
&
ﬁ Prspamod Mgandpayg
B | schedue
Fyuhiova sdmrabaio
o v
| P ——

e In the screen shot above, you are viewing the Service navigation pane with
the Scheduled Users grid selected

¢ When you exit out of the AyaNova program, AyaNova will “remember” what
you were last viewing, and when you next log into AyaNova, will open to that
same view.

This is very useful if as a technician, you mainly view the Schedule screen, it
would always open to this screen when you log in. Or if you are a receiver for
parts for inventory, it would open to the Purchase Order Receipts screen if
that was the last screen you were in when you closed out.
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e It is recommended that every person using AyaNova has their own unique
username to log in with. If multiple users are using the same username, who
ever closed out last will overwrite what screen to open up to the next time that

username is logged in.

Easily move to other areas of AyaNova by clicking the option in the Navigation pane.
For example, to view the Schedule screen, click on Schedule.

Preventive Maintenan..

Schedule \ﬂ"'] 12

% Inventory
m Clients

) b

G I . o

5.1.2  Setting the Navigation Pane order

You can change the Navigation Pane order - for example, you may want to move the
Vendors navigation bar to the bottom of the navigation pane:

1. The Navigation Pane is presently displaying the Vendors between Units and
the user who is logged in

2. Select the configure button at the bottom of the Navigation Pane
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Configure buthons

3. Select Navigation Pane Options

b
-

£
¥ Show Fewer Buttons

| Nagigatiop\Panertions...

4. Select the Vendor pane which is what you want to move, and select Move
Down till it is below the Administration pane.

Navigation Pane Options

Navigation Pane Options

Display buttons in this arder Display buttons inthis order
| B urits A Movelp [Frits A MoveUp
Eleses [ Rpp—
| & ayahiova Administrator Mw:[Down Search database
;Es::-ch database [ adminstration
| Administraton 3 [Gvendors @
I £ » { »
ITI Cancel | ITI Cancel |

5. Click on OK to save the Navigation pane options

6. The navigation pane will now display the Vendors bar at the bottom of the
navigation pane under Administration

p Search database
W Administration

-_T@ Vendors l‘\[t")

»
-

||

These settings will display the next time you log in under the same username as
AyaNova maintains this information within its database for you as a user.
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5.1.3  Setting the Navigation Pane display

There are two ways to not have specific bars of the navigation pane display for a
specific user:

1. Restrict access to the object in the Security Group that the user is a member
of; if they have no rights to the object it won't display in the navigation pane.

2. Or the user themselves when logged in can use the Configure Buttons of the
navigation pane to move the bar so that it no longer shows when you log in, and
instead shows as a quick link image.

For example, you do not want the Vendors bar to show on the navigation
pane for visual reasons:

e First use the steps to move the Vendors pane to th ttom of th
order.

e Now select the Configure Buttons at the bottom of the Navigation Pane
and select Show Fewer Buttons

| Administration

% ‘endars

* !Emwﬁpwer Buttons
Ft’ﬁi; ation Pane Options...

¢ It will move the bottom pane as an icon only to the very bottom. To
open Vendorsé hjust select it.

f-/ S W LRtz

% Administration

%MI.:

These settings will display the next time you log in as AyaNova maintains this
information within its database for you as a user.

5.1.4  Pin, hide and dock the Navigation Pane

You can pin, hide and dock the Navigation Pane so that more space in main grids
and the Schedule screen is freed up.
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¢ Unpin the Navigation Pane by clicking on the Pinned symbol

¥ Service - AyaNova

b £y 3 Logout SubGrids e (A8 H

5 Service Workorders

A ltems
‘1- !
5§ Scheduled Users 12/01/200¢
ﬁ:‘ Parts 120012004
B 1 s 12/01/200¢

¢ When you do that, the Navigation Pane will automatically move to the left out
of your way while still showing what grid you have selected in what navigation
pane.

¥ Service - Ayalq

ﬂltlg}éﬂi Logc
[gj'o MNew

Scheduled User It

[ Start Date & T

1200172008 04
124012008 01
12/01/2008 12
1200172008 11
120172008 11
12/01/2008 10

Slas[] panpayoas - aalsag

e Any time you want to bring the Navigation Pane back over, just hover your
mouse over the tab for the Navigation Pane
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¥ Service - AyaNova

Ob By 3 Logout 5u|:uGrids| :?g B [3
W - b

on

2 .
= Service

! &, 1 "

@ a %erwoe"..n'orkorders 7
= g ltems

=3 ¥ Scheduled Users

[27]

ffl Parts

Travel
* Loans
Expenses

M Custom Fields

E Service template

Hover your mouse over, and it will
auto-show the navigation pane
again

S%D
N
¥

Misntacs

e You can also drag the navigation pane to dock at the bottom or the top as well
as off the AyaNova screen.

¢ Do note that when you exit out of AyaNova and log back in, the navigation
pane will be back to pinned and on the left hand side - so if you drag it off
somewhere and can't get it to sit right, just exit and log back in.

5.1.5  Main AyaNova Menu Bar

The main AyaNova menu bar appears at the top

SFa T AT

Ul B> 3 Logout SubGrids w4 Help Exit
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You can use the main menu bar options to list your recently accessed objects,
plugins, open up the Global Wiki page, quickly log out of AyaNova, access the sub-
grids within AyaNova, and quickly open a workorder, pm or quote by entering its
number, access web information regarding AyaNova, check your AyaNova version,
and also use the main menu bar to exit out of AyaNova.

ImRecent....

Useful to see the last objects you opened - for example, you just check marked
Service Completed which has to close the workorder entry screen to apply the
features, you can easily just drop down the Recent... to see the list of last viewed
object and select that workorder to re-open it.

El}f'luglns
If any plug-ins are installed, then this menu option will show, such as QBI
(QuickBooks interface), PTI (Peachtree interface), import/export CSV utilities.

See also: Pluglns

Fwiki

This opens up the Global Wiki page. The Global Wiki is not tied to any specific
AyaNova object such as a specific client or workorder. You may find this useful
area to enter mission statement, general overall notes, embed general documents
or any information that should be viewable by all users.

°9°% og Out
Selecting this will bring up the AyaNova login screen without having to close
down the AyaNova program. This is useful if multiple users share the same
computer so any entries performed by each user are identified in Record History
by their username.
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Note as with all text labels in AyaNova, depending on your locale, this may
display with different text. Refer to the Localization Text Designer section for
additional details.

Sabalreds| PG
| Chant Growgs
b —

et SubGrids
Will open up the entry grids where the following items are created, viewed and
edited. Note all are optional use.

Client Groups — used to group dlients together. These are useful for filtering
grids and reporting purposes. Client Groups are selected within the Client and
Head Office entry screen.

Dispatch Zones — used to group clients in a geographical area groups. They
are also used to group schedulable users responsible for these graphical
areas. It is most useful for companies with a large client base that have
technicians responsible for different geographical areas or groups of clients. A
Dispatch Zone is selectable within the Client and User entry screens, and used
in Schedulable User Groups for the Schedule screen.

Part Assemblies — used to group parts together. If you use Part
Assemblies, you may want to set the Global Settings part name format to
display drop down selection lists with the assembly name listed first. A Part
Assembly is selectable in the Part entry screen.

Part Categories — used to group parts together. If you use Part Categories,
you may want to set the Global Settings part name format to display drop
down selection lists with the category name listed first. A Part Category is
selectable in the Part entry screen.

Priorities - signifies how important a workorder item is, or how urgent a
workorder item may be. When viewing the Schedule screen, a workorder item
will display a colored flag with the selected color of the priority for the
workorder item. Priority also displays on the Scheduled List Grid as its
selected color.
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Rates - used to indicate charges for labor and travel on workorders to the
customer and as summarized data on various reports. You can add as many
rates as desired.

Tax Codes — used to indicate taxes to be charged on parts, expenses, and
service and travel rates.

Units of Measure — used to indicate the determinate or magnitude of the
part designated. This displays within where a part is selected when entry
quantity to specify the type of measure. For example, a part could be “each”,

[/A\} I\

“box”, “case”, “"dozen”, “gallon”, “feet”, “meter” etc.

Unit Service Types - whereas the Type column in the workorder item grid
is to identify the type of service requested, we provide an additional service
type selection on the Unit sub-item screen. Unit Service Type is to identify the
service pertaining specifically to the unit within a quote, pm or service
workorder.

User Certifications — this is a list of all possible user certifications that may
be assigned to a user. What user certifications a schedulable user has may be
used for dispatching purposes. User Certifications are selected for a user
within a User entry screen, and used to determine groups in Schedulable User
Groups for the Schedule screen.

User Skills — this is a list of all possible user skills that may be assigned to a
user. What user skills a schedulable user has may be used for dispatching
purposes. User Skills are selected for a user within a User entry screen, and
used to determine groups in Schedulable User Groups for the Schedule
screen.

Workorder Categories — used to group workorders together by selecting
within the service workorder, quote or pm. This is useful for filtering grids
and reporting purposes.

Workorder Item Types — used to group workorder items together within a
service workorder, quote or pm. This is useful for filtering grids and reporting
purposes.

Workorder Statuses — used to determine the progress of a work order as a
whole, or the status of an individual workorder item. Status selected within
workorder items will display their associated color when viewed in the
Schedule screen. Status selected for the workorder as a whole does not affect
the color displayed in the Schedule screen, as the Schedule screen displays
workorder items associated with a scheduled user only.

For some organizations, they may wish to only identify status via the
Workorder header — while other organizations usually because they have more
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than one workorder item per workorder, will identify each individual
workorder item’s status.

We provide both in AyaNova for you so that you can use what works best for
your organization and company. You can instruct your staff to only select
Status from the workorder header; or you may instruct your staff to select
Status from the workorder item; or you may instruct your staff to identify
status in both areas. Use of Workorder Statuses is optional in AyaNova.

||_- .4 B E”j'JDirect Open” feature

This feature provides the ability to open a service workorder, a quote or a
preventive maintenance order by entering in its number and pressing the
corresponding button.

For example, without having to go to the Preventive Maintenance grid, you
can just enter in the PM# in this field and select the PM image

i Id—:;éaﬁ | He

| CHW }a 3
03 |Help | Bt
.. Contents... F1
ﬁ Technical support
Se Check For Updates
12 Purchase Licenses 5
12 AboutAyaNaova F
12 ¥

License ‘lﬁ

12 h el

Contents... — Opens this online Help

Technical Support — opens your web browser to the AyaNova Support
Forum

Check for updates — checks online to see if your AyaNova is the latest
version. If not, will open to a web page for details on updating to the latest
version

Purchase licenses — opens your web browsers to the AyaNova web site
Purchase page
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About AyaNova - identifies your AyaNova program version, database server
in use, location of database, registered to, and other technical information.

License — Only if logged in as the AyaNova Administrator can you
erase or enter in an Activation key

Opens up screen from where you can:

e enter/fetch your Activation Key to license your AyaNova
e delete all existing data

Customize text

ws % Customize text
Customize text...
This menu option ONLY shows when logged in as the AyaNova Administrator.

Use the Customize text... menu option to localize labels of this entry screen on
the fly or if accessed from the main menu bar, displays the labels of the main
grids and main menu bar for quickly editing.

“C Exit
This exits out of AyaNova, closing the AyaNova program.

You can also select the X in the right hand corner 1\ to close

AyaNova.
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5.1.6  Main AyaNova bottom bar
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The main AyaNova bottom bar that displays at the bottom of the AyaNova user
interface shows:

1. Shows when the internal Generator last ran on the left bottom
2. Shows the name of the user logged in on the right hand bottom
3. Shows the time used by the logged in user on the right hand bottom

1. Shows when the internal Generator last ran on the left bottom

If your AyaNova is installed for use on a stand-alone computer, than the
internal Generator runs when logged in as any other AyaNova user other than
the AyaNova Administrator.

See also What is the Generator?

If your AyaNova is configured for network use, than nothing will show on the
left hand bottom of the pane.

2. Shows the name of the user logged in on the right hand bottom
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The AyaNova user logged in will show - their first and last name as entered in
their user entry screen.

3. Shows the time used by the logged in user on the right hand bottom
The date and time for this user that is logged in.

By default, this will be the same date and time as your computer you are
logged into. If using this by default, the date/time will show in regular font.

If instead the user logged in has a specific Override TimeZone entry, than the
date/time will show in BOLD (reminds user at a glance that their time setting
is not based on their own computer).

Also review the Override TimeZone field details in the user entry screen as

well as TimeZones & what date/time displays

Hank has -5 entered in Override TimeZone as
dispatches for techs in Standard Time Zone

Hank Rearden 11/12,/2009 3:18:42 PM "%

. | 12:18 PM‘_,I His actual computer time that is PST I

g This is if user has no entry in the Override
Hank Rearden 11/12/2009 12;25:54 PMr TlmeZGrle (ShOWS ”'I regular fOnt}
12:25 PM/

AyaNova 7 Help © 2021 Ground Zero Tech-Works Inc



Feature Details

5.2 Grids

5.2.1  Grid menu options

The main grids in AyaNova have menu options available just overtop of the grid that
are specific to that grid.

E ﬁ]' o Mew... First 100 rows * Mo filler - % Refresh...

[ Cradidad llear lame 14

The screenshot below shows the grid menu options for the Scheduled Users grid as

an examEIe

BEDh B smae Bk

;"J Sarvic
.__f Gtk

FEE FEEF FEES3aC

‘} s L

Sywtiora S e

These include the Print selection, the New... selection to create a new grid object, the
maximum number of records to display in the grid, the Filter Drop List, and the
Refresh button.

Main Grid menu options:

Print
New...
Maximum Number of Rows

Filter Drop List
Refresh

51° print
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Selecting the Print icon menu option from a main grid allows selection of a report
template to print the displaying data for that grid.

For example, if you were viewing the Service Workorders grid, and you had
filtered to show only service workorders that are set to Service Completed, then
only those workorders displaying in the grid would print their data on any report
you select.

Do note you may or may not see the same reports shown in screenshots in this
manual. Additional sample report templates can be downloaded from the

AyalNova Support Forum htips.//forum.ayanova.com , or you may customize
your own, andyor may contract a consultant to create specialty report templates.

I LE..l" o New.... First 100 rows = HNofilier
ELN Sample Service Workorders Invoiced |_

Sample Banked Detailed Service Workorderwith Grand Total Repeats
Zample Billable Grouped By Client with Details and Total

sample Call Back Report

Sample Clienk Claim Receipt

Sample Dretailed Servicoe Workorder with Grand Total 1

Sample Detailed Service Workorderwith Grand Total Head Office Billed

Samole Dispatching Reoort

New summary report — anflew detailed report ~ are selected to create new custom reports
from scratch. Th&ew summary report  provides access to all fields displaying in the
grid, whereas if Bew detailed report  is displayed, additional fields not displaying in
the grid may also be available for selection in a custom report template.

See also:
Creating a new report template

i O Mew....

= " New...
This menu option is to be selected to create a new object for the grid you are
presently viewing.

For example:

To create a new service workorder, view the Service Workorders navigation pane
grid and select the menu option New... which will begin the process of creating a
new service workorder. Additional details in this manual’s section “Service
Workorders”
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* Service - AyaNova
O B # Logout SubGrids

| ]
Service

VW B \Warkord
" tems
; 11,2 8052 AM 50
% Soheduled sers 11/05/2011 01:36:45 AM 102
= ? AT RS-0 AN 108

To create a new client, view the Clients navigation pane grid and select the menu
option New... which will open an empty client entry screen. Additional details in
the manuals section “Clients”

¥ Clients - AyaNova

Ob £ ¥ Logout SubGrids 5¢ [A[B) Help Bt
T &~ g5 +/Q New.. | Firs

Clients Clients (13) g

| €} Clients | |Oclien  Ne¥lgq p

B et A ABC Accounting |B
First 100 rows L

~ Al rows
First 100 rows
First 500 rows
First 1000 rows

Maximum number of records to display
AyaNova will display the number of records based on what you had selected the
last time you were logged into AyaNova.

You can of course change this to view more or less by default.

For example, if you want to see all records, regardless of the time it takes to
display, then drop down and select All Rows — or if you want to see the first 500
that meet the sort and filter order, select First 500 rows — etc.

And the next time you log into AyaNova, all grids will also be set to that number
of records to view by default.
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- | Nofilter =}
" Nofilker

ABC Accounting workorders
r Business Service workorders
Closed Workorders

Service Completed but not yet Closed

L

i3 Filter Drop List

The Filter Drop List is where you can select to use no filter, or select a previously
saved filter, or save a filter just created.

Save the filters you most likely use on a regular basis for future quick selection
from the Filter Drop List instead of having to recreate the filter again.

See also:

Filtering a grid
Using the Filter Drop List

L

= Refresh pefresh...
This is to refresh the grid to display recently entered data. AyaNova will
automatically refresh all main grids approximately every 5 minutes but use this if
you want to refresh immediately.

5.2.2  Accessing data displayed in main grids

Data displaying in main grids is not editable directly from these grids.

¢ Instead, open the entry screen to edit or delete the record.

For example, click on the Workorder # in the grid to open that service
workorder entry screen and make any changes needed.

o [A [ Help Ext
21 ) New— First 100mows M hofiter |

Senvice Workorders (13}
[ Servics Dute T \erkorder -8 Clisst
12112008 01 0022 PM ABC Aocounting

THOAZ008 0212-20 P giille General
127172008 (&00:13 PM COUNENG
T2ON2008 113556 AM Bl lentern 5o
12012008 HH0&S AN SlEC Scomunting

10172008 1000-35 24 T T Girast \Wastarn Sq
VB Coostoem. Frslts 1212008 080558 AM 45 Green Frank
M Barirs tarve s THINNA NROrr ek 20 sh A freeainden

Of B ¥ Logout SubGrids

When you save it, you will be returned to the grid from where you opened it,
and any changes you made will now show in your grid.
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e You can also open the entry screen for many different objects in AyaNova from
different grids.

Examples:

From the Service Workorders grid, click on the client's name and the Client's entry
screen will open

¥ Service - & al o

# (X [B re em
- T o {' ﬁ— g Mo Firad H0 roem T o
o [P p———ET
SR S T T —
I 1 P s . ¥
18 Schezuled Lisers 212008 010012 PM 41 - .
EY" Fans THT008 041220 PM m
B ey 1250172008 D400 13 PM e
) Trevel 1HIN008 113656 AM a1
& Loars 1012008 10:00-45 A 1]
+ Exparsas 101LT008 100036 AM L]

i ABC Accounting

Si-EBl%@Fid-0O

4 e Sanvice emplaie I 86« ABC fecssning Chent Tengl =
Clidi A BEC Brrouning

' Bill Head Office

Ectaurt Hambe 5%
[ 146336 Head Ofice I-'-EE Hemads x
Hsgion DEFSLT -

DEFAIL Comtrct | Gold Contract s
ik Rdduss | Mipfewsrabcaceouning com Cortacterpires 12012009 034213 AM =
Dt paleh Zona [ Borrads - 7 Bank sarvics
Chanl Grous [ Goverment - Bank service

Contact M Johe Fuffrd Genesdl Notes
Email wloBwyaraa oo Thage are penaral notes about the clisnt
Eusinass (204} B50-2366

From the Service Workorders grid, click on the a Workorder Status, and the
Workorder Statuses subgrid will open

w J _:‘l Mg Bt
B0 v Pt - T = e

ﬁt- B Logou SsGide

Survice Seecvot b [
a’m 0 Servien Cuie WO Aerharver Va Chmi T Mobadegihs VO PMpg
[ - 2 LB Zotimaty bttt
P 7 M s Ganesl gl A ek | Pt
2 | gioer 7 AR Arsvarunyg -
T a1 Lram rimiarr Soo gl
& s S %
{ Exparmsn £ Gaed Fumbnr Sau A
1B Cotow Fusldy =% (v Froawi =
i Servee erisie e ] WAL
5 ABC Accoursnn Schwode:
B~
15zemrmm Siwan hara [umcrpaze ‘riorkoeder e Label COLO
|.| (= |I.Ilr.|.c.|-.'-,'.¢.ﬂ-.l Ereseer I 1530, [ J
T2] | theecn ic bm fanigrad %]
=
d Zarnce o Lomoleed o
7] | iwrerg on Comtorrar Approval 188, % B
[2] | viwrirgan Farn CRCA
= e < aresty Rhur 2551 255
[F] [ st o e mvoscmd 55 150 TR
] | wikgeder Tlated [N
+| [8]

AyaNova 7 Help © 2021 Ground Zero Tech-Works Inc



Feature Details

5.23  Filtering a grid

Filtering a grid provides the following:

1. Allows you to restrict what displays based on the filter making it easier to
find the record you need to access.

2. Also restricts the amount of information that needs to be retrieved from
the database resulting in faster performance.

3. And also filter a grid so you can report on only the records displaying in
that grid

Follow along with these tutorials for step by step walk throughs on filtering:
How do I filter a grid and print a report for the records that show?
How do I create a custom filter?
How do I quickly find workorders for a client or a unit?

Also see more details on Using the Filter Drop List
An example of use is that you might filter on the User column in the Labor

grid to only show records where that user performed service so that you can
print out a report on that user's billable hours.

TR User [7]m
aM  [[A-H]

PMm (0-F

o l@-2

Eva Alexander
PM Hank F-learden
FM Herb Arlens

PM  |John Galt

e service wpamena |
| B W Logout SubGrids ¥ [A[D Hele Eat

BB O Hew First 1001ows - Unsaved
Sariice Labor liems (14) o
e okerses |0 senice staiDa T 78 e (T Sedeeis | Filter image blue

It D420 1127 AM  Eve Ao
as have filtered

[ Scheded U
# e 12120080614 P Eva Alsndes
= DZN200S 06: 14 PM Eva Aleander

on this column

1
1
il Traval DVZN2005 0612 PM Eva Sleandes 1
Leans 0152002 06:12 P Ewa Alexander 1

ﬁ' P (/ZI2008 0607 P Eva Aecander 1
1

1

1

Fi

AB[ Custom Fislds MEZI2NE 0607 PM  Eva Aleande
:l\ Service jemplais MZN2005 0602 PM Eva Aleuwandesr
02200 0601 PM Ewa flswander
MEI200E 100 AN Eve Alexandes
12082007 04:30 PH Eva Alsandie 0s
12202007 1100 AM  Eva Alexander 15
12212007 02:00 AM Ewa Alexander 1

B L L T [y T Pr———— a
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e Filtering can be via one column or multiple columns in one grid.

e A clear ¥ on the column header indicates no filtering by this column is
occurring.

e A colored ¥ on the column header indicates that filtering by this column is
occurring.

¢ You will note that the Filter Drop List will show No Filter in the Filter Drop List
if a filter is not set, or it is in the middle of a filter not yet saved or if you are
presently viewing a previously saved filter

e Click on the ¥ object in the column heading to drop down a selection list of
what to filter by. There are many choices depending on the type of data the

column lists.

T4 Client [7he wio
(A Sct
{Blanks) i Wa
(Custom) =

(MonElanks) E
[4- 6] St
[7-9] St
A-A] 00000 Sct

¢ You could select <ALL> to set no filtering, or depending on the type of data
displaying in that column possibly [A — H] to display only data that begins with
the letters A through H, and so on, or scroll further down to select a specific
already displayed data to filter by.

e It is suggested that you try different scenarios till you get the results you need.
You can always return to (ALL) or any other filtering easily.

The last viewed filter(s), sort order, pinning and navigation pane grid showing when
you as an AyaNova user exited out will be the filter and navigation pane grid
showing when you next log in.

For example, if you are a schedulable user, you may always want to initially view
the Scheduled Users grid but filtered by your owned name to only show
workorder items where you are scheduled.

If the username you use is used by multiple users, do note that if that username
is logged in multiple times, any filtering you set may be overwritten by others
also logged in under that same username.
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For this reason, it is recommended to have every user log in under an individual
username.

5.2.4  Using the Filter Drop List

With the Filter Drop List you can:
¢ Display with no filters
e Save a filter
¢ Select a previously viewed filter
« Edit a previously saved filter

To display with no filters
e Drop down the Filter Drop List and select No Filter

ABC Accounting workorders
Business Sernce workorders
Closed Workorders

Service Completed but not yet Closed

der

To save a filter in the Filter Drop List
e Filter the desired column(s)
¢ You will note as soon as you set any new filters, the Filter Drop List
displays as Unsaved filter with a Save button.

r | Unsaved filker |Sa1re|v|

a3

e When you are finished with the filter settings, click on the Save button in
the Filter Drop List to display the saved filter’s edit screen
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9[i=]c3)

Filter name

[
Available o
< All users

AyaMova Administrator

Security group

| LyaNova Administrator -

e Enter in the Name desired for the saved filter and select what users have
access.

o NOTE: you have to be a member of that security group to be able to
set it to that security group — otherwise it will not take.

o For example: if you are a member of the security group Dispatching,
but you want to set up filters specifically only for the security group
Managers to have in their selection list, you must be logged in as a user
of the security group Managers for the availability to take.

e Select Save & Exit
e The Filter Drop List will now display that filter as selected in the list

To select a previously saved filter
e Drop down the Filter Drop List and select the saved filter by its name

bl

No filter =] 2

“|Nofilter

ABC Accounting workorders
e Business Serice workorders
Closed Workorders

Service Completed but not yet Closed

To edit a previously saved filter
e Drop down the Filter Drop List and select the saved filter by its name
e Select Open button in the Filter Drop List to display the saved filter’s edit
screen

r

ABC Accounting workorders Open |~ E
43

e Edit as needed
e Select Save & Exit

To delete a previously saved filter
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e Edit the previously saved filter

e Select the Delete menu option o

Saved filters save only the filter settings. The sort order, sizing and pinning of the
grid is an individual user setting.

NOTE: If a user does not show the Open or Save button in the Filter Drop List or the
Delete menu option in the saved filter's edit screen, that would indicate that the
security group they belong to does not have enough rights t®@bject. GridFilter in the
security group they are a member of.

See also:

Security Groups

5.25  Moving and sorting columns in a grid

When you exit out of the AyaNova program, AyaNova will “remember” the grid
settings of any screens viewed including the order of columns.

The first 4 columns in a grid denote the sort order.
All grids can have their columns rearranged.

Use your mouse to click and hold the column header and then drag to the
new location
See how the column header appears to be moving?

I-E=EI-Es - @ nNew... First 100 rows ~ Nofilter ¥ 5 Refresh... m
l.f
f

Clients (13) Con'@ 74

O Client R Dispatch Zone 78 Business R Fax 8 Email ¥ W LOMECT W Street
ABC Accounting Burnahy (204) 850-2366 (205) 850-2355% info@ayanova.com Mr. John Rufford BODE®
Aircard Client Merville
Beans by Bob Burnahy (320) 337-0225 (320) 337-0226 bb@beansbybob.com Bob Blowie 3883 Ir
Great Western Squirrel.. | Sudbury Morth (860) 651-6798 nnuts @greatwestern. . : Neil Nuts 4583 B
Green, Frank Sudbury East Frank Green 12-1:
Lawyers R Us Merville (205) 450-99%9 (204) 450-9951 vbee@lawyersrus.co.. Vanessa Bee 409 Sh

Red arrows indicate the location where it will be placed if you “drop” or
remove your finger from your mouse.

.k Ip  Exit
i tg_'l 2 E} i O New.... F.'rst]l])rm * Mofilter - % Refresh...
Clients (13) v
[ Client Contact - 4 ONE ¥ 4| Business TR Fax W Email & Contact W Stree
ABC Accounting Tty (204) 850-2366 (205) 850-2353 info@ayanova.com Mr. John Rufford 500 E
Aircard Client Merville
Beans by Bob Burnahbny (320) 337-0225 (320) 337-0226 bb@beansbybob.com  Bob Blowie 3883

Sort order also affects how some reports print out dependant on whether or
not the report template itself has an overriding Grouping setting.
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= : - b - @ New... First100 rows * Nofilter T g Refresh..

Clients (13)

[] Client W Contact W4 Dispatch Zone 74 Business R Fax 4 Email W Stree
ABC Accounting Mr. John Rufford Burnaby (204) 850-2366 (205) 850-2359 info@ayanova com 500 E
Aircard Client Merville
Beans by Bob Bob Blowie Burnaby (320) 337-0225 (320) 337-0226 bb@beansbybob.com 3883
Great Wieetern Smrnsl MNeil M= Sawdhasrs Marth (ARM RR1-RTAA nnitei@nrestmestarn ARRT

5.26  Ascending / descending the sort order

Setting the Ascending / Descending column (sorting):

Most grids include the ability to set ascending/descending aspect of the first
column.

A indicates Ascending — numbers listed first, then A, B and so on in order
Descending order — Z listed first, then Y and so on in reverse order

Easy way to think of it is — when its an “upside down triangle” the biggest part
of the triangle is at the top — therefore largest numbers are at the top if
sorting by numbers; if sorting by letters, Z is listed first and so on

Ascending Descending
M pme e e ‘e

Clients (13) = ma

[] Client O-I:I Cont Clients (13)
ABC Accounting T oM O Client Q_: Con
Aircard Client Clur Lady of Tear e Geo
Eeans by Bob Bob f Mally's Bakery - Sudbur_.. - ol
Great Western Squirrel..  Meil | Maolly's Bakery - Sudbur_.  Crai
Green, Frank Franl Mally's Bakery - Merville Bark
Lawyers R Us Vane Maolly's Bakery - Burnaby Mol
Merville General Esths Ministry of Natural Resao..  Mr.
Ministry of Matural Resa. Mr. F Merville General Esth
Molly's Bakery - Burnaby  Mally Lawyers R Us Wane
Mally's Bakery - Merville Barb Green, Frank Fran
Mally's Bakery - Sudbur.. Craig Great Western Sguirrel.  Neil
Mally's Bakery - Sudbur.. Fobe Beans by Bob Bob
COur Lady of Tears Gene.. Geor Aircard Client

ABC Accounting Mr. .

Do note that the following columns in grids«hich are based on a number of
fields — i.e. Part may be Part Name — Number — Part Category ) sort by one
specific field, regardless of how they are set to display in the Global Settings

Part — will always sort by the Part Number
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User — will always sort by the Last Name

Unit/Serial Number — will always sort by the Serial Number
You can change which is the first column of every grid by moving the column
as per the previous section “*Moving the order of columns”
The sort order is dependant on the database server used.

If @ main grid does not display the Ascending/Descending image on the first
column — just click on the first column header to make it show up.

If the sort image does not appear, then you know that the grid does not use
sort.

By default, the Firebird server (whether using the default stand-alone
embedded or the network Firebird configuration) uses ASCII-Sort order.

The ASCII (American Standard Code for Information Interchange) guidelines
are followed. This means internationally accepted standards for character
values are used when determining sort order when using Firebird database
server.

When you sort the client grid, for example, that the customer name Baker
displays before the customer name baker, since B precedes b in ASCII sort
order.

The SQL Server (and the free SQL Express) sort alphabetically without taking
into consideration case.

The following chart lists characters in ascending order used by Firebird.
Reverse the order to display in descending order.
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5.2.7  Pinning a column

Pinning a column (or columns) in a grid is useful if the grid has a large number
of columns, and you want to scroll sideways to view the info, but maintain which
main info this is for.

For example, in Client grid, pin the Client column by clicking on the " to set
it to the pinned state as denoted by the symbol i

If you now scroll to the right, the Client column remains visible.
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¢ When you exit out of the AyaNova program, AyaNova will “remember” the grid
settings of any screens viewed including what columns are pinned.

¢ A pinned column always automatically moves itself to the far left of the grid
and remains viewable no matter how far you scroll to the right.

5.2.8  Resizing grid rows

f Admanistration - SyaNovs

OB #& Logout SubGnds

Use your mouse to click

| o - o .
: = and drag to resize
AT MY Ehon
B4 Global petings
(@ Regons Hesed new SMTP connection
. SMTP_Connect
';5.. Security Geoups Connecing 1o SMTP server mail ayancy
- amip kosl mail ayancyva com.g
oy Users smip_port: 26

ATE_G T Auppon

\f Custom Field Design ConneciTimeoutis: 30000

D Localized Text Dasign

rander TolMse: Bapsed bme: 0 millbsac
Mot nasi SMTP connection

[B Hosficaton saliveries (1 EMTF Camnact
» Connacting 1o SMTP sarver mail ayanoy
I—" Raport Tamplatns smip_bosl mail sysnovs com.g

smip_port: 315
m Files .Ir::.a!n.bae w | | amip_usar supperl

— TN |
| ol o Hesd new SMTP connection

Another useful feature so that you can easily see details right from the main grid
is using your mouse to change the height of the rows for that session.

Resizing of a grid is not saved on exit.

AyaNova 7 Help © 2021 Ground Zero Tech-Works Inc



Feature Details

T Bervies - Moyaldova

(ObEr ¥ Logout SubGrds 1 Use your mouse to
| &-©- ( drag and resize on the
O Labor fems (1 row selector
o+ Smlfll.'e orkonders [ Riequest Oy
4 |B=ms A
OB Scheduled Users e
E-]’ Faris
& m detzils of the senice provided
i‘_ Travel
' 1 ;‘:::m 12604/2010 08:00:3
\B[ Custom Fields
'E!- Service lemplate 12042070 0B:000.  Set wp interret on new compuler 85 nequesied.

5.29  Setting what columns display in a grid

What if you do not want every possible column to show in the grid?

Right-click on any column heading, and uncheck the columns listed that you do
not want to show.

When you exit out of the AyaNova program, AyaNova will “remember” the grid
settings of any screens viewed including what columns you have set to display in
a grid.

Setting what columns display in a grid is useful if the grid has a large number of
columns and you don't want all of them to show so that you can easily view the data
you do want to see.

¢ Place your mouse over any of the column headings and right-click to bring up
the column selection screen.

Of £ 3 Logout SebGrids w [A [B Help Bt

_ 21+ ) Mew.. First 100 rows
Service Seavice orkorders (5)

i “ervice Viorkeeders [ Service Date 8| Workorder Ty, T8 Client T 8| \korkorde
Lot

' A Schecued Users 1211172008 01:00:22 PM a3 ABC Actourbrg Behedule
BT Peris 1207/2008 04:00:13 PM 0 ABC Accourting |Schaduls
¥ Labor 1210172008 10:-00:45 AM &1 ABC Accourtng |Schedule
= - . T2 L - AR AR & afi® drrrurhen \almhifi s

e This will bring up that grids column display selection window
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e Column labels with a checkmark will display, whereas column labels without a
checkmark will not display in that grid

e This feature is also available for the Workorder Items grid in a service
workorder

Wi —

Close by date [ 07 AE/2008 100045 AM
Right Click

1
5
[Li}

| Frauee
|Werkordestems | Service Notes V¥
. lbem 5 | ‘o coder ibem stahus W ‘%-:y _____ Waoekordes lhem
3 Check of nebwork ¢ waranly Service F lenrnesd ] Haideaie Maris
[ Pratily =3
| Reoguest Date =]
{Q}Uni ‘wiorkceder lbam Type |73 Uil
e | ltem Summary [ =] [HP 7 Compsa FroLiart DL320 G
t}j Scheduled U
Ch

e If you right-click on a grids column headings, and nothing happens, that means
that grid is not editable in what columns can show and not show.

Performance Note: Although the latest AyaNova has vastly improved
performance returning records in grids, it is still recommended for full
performance that if you do not use Banked Service to remove these columns from
displaying if not needed in the Client, Head Office, and Service grids; and to
remove the Banked Service and/or Meter Reading from displaying in the Units
grid if not needed. This is irrelevant if you have a small number of units or
clients.

5.2.10 Main grids - Adding, editing and deleting data

Main grid screens in AyaNova are those accessible from the main navigation pane of
the AyaNova program such as the Clients grid, Service Workorder grid and so on.
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To add new data for main grid screens
To edit to an existing record
To delete an existing record

To add new data for main grid screens, you will find a ﬂ New... button

at the top of the grid you are viewing.

Example: To create a new service workorder (note you are displaying
the Service navigation pane) just click on the New... menu option in the
Service Workorders grid.

*- Service - AyaNova
0 B # logout SubGrids

I Tl
Service

VW4 Workord
112 0052 AM 90
11/05/2011 01:36:45 AM 102
MANTFT T N8 U000 AR 105

p " tems
08 Scheduled Users

f__?_'l Parts

Example: To create a new client (note you are viewing the Clients grid)
just click on the New... menu option in the Clients grid.

¥ Clients - AyaNova

Ob £ & Logout SubGrids 5¢ [A [ Help Bt
P : = - 2 - [O New-. | Firs

Clients Clienta (13) W
|Q Clients | O Client New... R D
== T ABRC Accounting |B

If new data has been entered by someone else that would display in the grid,

select the & Refresh- pofresh. . to refresh the grid screen (AyaNova will
automatically refresh the display for you every 5 minutes)

To edit an existing record, select to open that objects entry screen record.

Example: To open an existing service workorder, click on the Workorder
number
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Of £ 3 Logout SubGrids

o [A [0 Help Exit
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Example: To open an existing client, click on the client's name.

¥ Service - Ayalova
Oy % Logsut SubGrids ¥ [ [ vele et

fr—— S o J. ) Hem... First M0vows - .
Serace

Service \Workordess 171

'm | Service Dats 70 Workerder W8 Cherd bk
m.#;:h-:umnqm 13112008 01-00:22 P 1 = o |
& Futs 12008 041220 PM 7 Marciln Grnarsl
P 120172008 [4:00:13 P 2 ABC Acc tni
i Trevel 112006 112656 A a1 E:-nl
§& Loars THU1Z00E 1000045 B 61 e s g 5
i —— 124012008 10-00:36 KM B . Fatie) o [Sahel

To delete an existing record, you must select to open that entry screen, and
than you can select on the Delete menu option of the entry screen itself.

You can not delete from the main grid.

If there is not a Delete menu option in the entry screen:
e You may be logged in as a user that does not have security group rights to
delete
e If a service workorder, it may be set to Service Completed or Closed

£ Warkorder 40

é . | éﬁg‘ & | J Sawve 13/16/2010 2:37:00 m-? Cusiomize._
Clisnt

Defete

Baalitlw B‘-ﬁ Summary Cleaning Conlac
JE8] Imperal Srect Client F
Burnaby BC Canada " Prajact &

Business: (555) 550225 e [ Project ™ intenal
Fax: (555) 5550226 Winrkredsr Caten [ Mactacens - = e

5.2.11 Subgrids - Adding, editing and deleting data

How to add new data into a subgrid table
How to edit an existing row of data

Two ways to delete an existing row of data
How to set an existing row of data to inactive

Some grid tables require selection of a menu option to add new rows of
data
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When we refer to "subgrids", we mean:

¢ the subgrids listed under the main AyaNova menu option SubGrids where you
access Rates, Dispatch Zones etc.

e the subgrids within an entry screen such as the Purchase Order Items in a

Eurchase order entrx screen or Scheduled Users subsection of a workorder

5@ EOF 5O &

Evasd ik Emallyubahery oo

Bonirma

Fax

To add new data into a subgrid table:
Click your mouse cursor in any of the columns in the grayed row.
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| dctive | Depaich Zone Name | Descripbon Fegor
| # Burnakby Region 2
[ [ | el s I for des | Region 1
= Revetsook Rigion 2
= Susdbury Enst Ragien 1
= Sudbury Miorth RAegion 1
=1 [T Ragion 1
| Click Here biah bish Rigion 1
Ragion 2
*

2

This begins a new row that you can enter data in. You may also note the red
exclamation mark which reminds you of required fields — in the screen shot
below, Name is a required field so that the Dispatch Zone can be selected within

entry screens.
[+ Sydnay

Hegion 2

ALL REGIONS

%F

|:Jispatch Zone Name is & required field. Please enter a value for Dispatch Zone Name

As soon as you begin typing, it does so in a new row.

= Sydnay Region 2
v Abbo ALL REGIONS
F

To edit an existing row of data
just place your mouse in the column field that you want to edit and do so.

Two ways to delete an existing row of data

1. Click on the Delete menu option for that row on the right
w.; Dispatch Zones =10 x|
hetive © | Digpaleh Zone Mams Desenplion Fegon (¢
bl & |Bumaby ALLREGIONE
I3 el some e for des | REGION 1
¥ | Fevelsiok ALL REGIONS
W | Sudbuy ALL REGIONS
W | Spdnay ALL REGIONS
# =

2. Click your mouse on the row header which will highlight the entire row then
press the Delete button on your keyboard.
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«_, Dispatch Zones

Actve | Dispatch Zone Name Descriplion Region
[w Burraky Ragom 2
¥ Merville some text for des | Region 1
¥ Rirvelsiok Region 2
Sudbury East Region 1
Click Here Sudbury Narth Regeon 1
v Sudbury \West bilah bilah Region 1
[ | Sycnay Regeon 2
2 Lhbo ALL REGIONS
wl

If the row of data has been linked elsewhere in the database, you may not be
able to delete that record.

Do note that some grid tables, once a row is entered, cannot be deleted even if it
appears to have not yet been selected elsewhere — such as Tax Codes, Part
Warehouses. If you do not want this item selected, uncheck the Active field for
that item.

To set an existing row of data to inactive
Just uncheck the Active field for that record row, and exit out of the subgrid to
save.

The screenshot below shows that the Dispatch Zone Sudbury South is inactive,
and as a result will not be d|splayed in an selection lists elsewhere in AyaNova.

« Dispatch Zones

Active /| Despabch Zone Name Description | Fegion
=2 Burnakry Fagon 2
| Menille soene Leut for des | Region 1
| Revelsiok Rageon 2
F Sudbury East g Region 1
ury Morth Fegeon 1
Sudiry South Regean 1
ury \aiest blah blah Ragson 1
F | Sydnay | Region 2
=2 ALL REGIOMNS
I = |

Some grid tables require selection of a menu option to add new rows of
data:

For example, the Meter Reading grid table or Banked Service grid table. This is
easy to determine by the menu option available at the top of the grid screen.
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& Service bank

[gj " % Refresh...
Service Bank Lis*" .

W
Entered 4 T Effective date w Curre
E 1142702008 11:04:52 AM | 11172005 12:04:52 PM | Sh00.(

Select the menu option New... to open a new entry screen

Inaderiy

Eftectrve date
11092008 1223 32 PM -

o |

5.2.12  Printing from a grid

To print from a grid:

1. First filter, sort, and/or specify what records you want to print
2. Then select the Print &~ option for that grid

3. Which drops down the list of available report templates for that grid.

See also:

Filtering a grid
Moving an rtin lumns in ri

How do I filter a grid and print a report for the records that show?
Printing -> Printing from a grid
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5.3 Service Workorders
|

5.3.1 What do | use a service workorder for?

The Service Workorder is where data about the service to be performed is entered,
and where the data about the service actually provided is entered.

A service workorder gives you the ability to easily see what is scheduled on the
Schedule screen and to maintain an easily accessible history of service.

Use AyaNova service workorders to:
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¢ which client the order is for

e what project to apply the order to

¢ and what category the order applies to via the order header
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—
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Identifies information that is pertinent to a service workorder via the SerV|ce
Workorder header — such as:
e the present workorder status as a whole (tied to user notifications and client
notifications)
e the close by date (tied to when to notify subscribed users if not completed
(via Notification Subscriptions) by a certain time period)
e the invoice number when completed
e service date information for the workorder as a whole
e whether service has been completed (“locking” edit of parts and labor
entries)
¢ and whether the workorder as a whole is completed and Closed (tied to
automatic notification of client with attached report of completed
workorder).
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Workorder Item(s) is where 'you Woula:”’ |

e enter in a summary on service is to be performed

¢ enter details on service to be performed for scheduled users

e the actual request date (useful if date of entry is different from the date the
client requested the service)

e the status of the workorder item as a whole (displays on the Schedule
screen)

¢ and the priority of the individual workorder item
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The Unit subsection of each Item is where you would:
e select unit to be serviced via the workorder item
e displays warranty information on the unit
e and identify type of unit service.
e You can also enter in meter reading entry for a unit and view meter
reading history for selected unit
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The Scheduled Users subsection of each Item is where you would:
¢ schedule one or multiple users to perform the service in this workorder
item which will also show in the graphical Schedule screen
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The Tasks subsection of each Item is where you would: '
e select common TO DO tasks to be performed in service without having
to retype every time, and identify status of these tasks performed
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The Parts subsection of each Item is where you would:
e identify one or more parts to be used in service (tech to take onsite) or
parts that have been used in service.
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e And maintain inventory of parts.
e And request parts if not in stock and identify order status of parts

requested (tied to automatic notification of users when parts are
received).

e And generate a new unit from a sold part.
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e identify one or more schedulable users that performed the service for
this workorder item

e enter in the details of service performed

e enter in the billable hours, non-billable hours, and service rate to charge

¢ Also too where you can auto-debit the billable amount against banked
service for client or selected unit if applicable

e This is where you can view a history of service performed for the client

and unit if applicable, as well as data for reports and future reference
about the service provided
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The Travel subsection of each Item is where you would:
e identify users that performed the travel,
e enter in the billable travel time, non-billable travel, and travel rate to
charge
e And too where you can auto-debit the billable amount against banked
service for client or selected unit if applicable
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The Loans subsection of each Item is where you would:
e identify one or more loan items provided with this workorder item
e enter in the loan out date, loan return ETA data, and actual return date,

and any loan charges

M- |

¢ identify additional expenses incurred for this workorder item that would

not be parts or service
¢ and identify if chargeable to client or not

e identify information regarding units sent out for repair such as RMA
number, related dates, who shipped to and via, and possible charges

AyaNova 7 Help © 2021 Ground Zero Tech-Works Inc



Feature Details

il sl

|8
| il e

A
The Custom Fields subsection of each Item is where you would:
e enter in information in up to 10 additional custom fields that could be
text, date, currency or true/false format fields.

53.2  Service grids

¢ Service - AyaNova

0114 E}: % Log out SubGrids

n

|

s[4 Help Buit
[E]* 0 Mew.... First 100 rc

Service Workorders (13)

j\ Labor
Travel

* Loans
Expenses
M Custom Fields
Service template

The Service navigation pane provides access to service workorder related grids:
Service Workorders

Items

]| workorder

7
70
64
63
E1
B4
50
45
45

aa

Scheduled Users

Parts

Labor
Travel
Loans

Expenses

Custom Fields

Service Template
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Security Group internal object: Object.WorkorderService

Forbidden : User of that security group can not see the Service navigation pane
grids at all

Read Only : User can view the Service navigation pane grids and entry screen but
can not create new service workorders

Read/Write : User can view the Service navigation pane grids and create new
service workorders and service templates

Read/Write/Delete:  User can view the Service navigation pane grids and create
new service workorders and delete existing service workorders and service
templates

5.3.2.1 Service Workorders grid

|

it Service - AyaNova

l_'utl g} % Log out SubGrids ;g B Help Exit

? @' O MNew.... First 100 rc
Senvice Service \Workorders (13)
pad Service Workorders | workorder ¥ W R | Client
tems 71 Merville
0 Scheduled Users - R
&1 Parts 70 ABC Acc
&;\ Labar 64 Grea? Yk
Travel 63 Merville
 Loans 61 ABC Acc
| Expenses 54 ABC fcc
M Custom Fields 30 ABC Acc
cg;, Service template 46 Mally's E
45 Green, F

The Service Workorders grid displays information about the service workorder as
a whole — such as the client, workorder number, project assigned to, overall
summary, overall category, overall service date, overall status, overall category,
summary, originating pm or originating quote and more.

The Service Workorder grid is used to:

e create a new workorder

¢ open and view a workorder from the grid

e easily and quickly see an overview of what workorders for what clients are
in progress, completed, invoiced, or closed. For example, the dispatcher

may view the screen to quickly filter what workorders for a client are
presently open.
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e obtain a "detailed type" report template on the records that are showing in
the grid - for example, even though Parts and Labor information does not
show as columns in the Service Workorders grid, if you filter to show only
records for a specific client for a specific month, you can print a report that
displays total billable in all of those workorder records for that client.

Information about labor, parts etc in a single workorder would not show in
this grid as it is possible to have multiple labor items, multiple parts, etc in a
single workorder. That information would show on subsequent grids or print
out a "detailed" report template which will provide that.

See also:
Accessin ta displayed in main grids
Filtering a grid
Using the Filter Drop List
Moving an rtin lumns in ri

Pinning a column
Setting what columns display in a grid
Create a new service workorder
Edit an existing service workorder
Listing all workorders for a specific client or unit
Printing from a grid
5.3.2.2 Items grid

Service

.4 %er'.fioe Workorders
e
heduled User
B Darte

The Items grid displays information from:

e the Service Workorder grid above

e from each workorder item in a Service Workorder such as the workorder
item summary, status, priority, type and request date

e from each workorder item’s selected unit (unit service type, unit serial and
model)

e and from outside service (RMA number, sent date, who shipped by, who
sent to and, tracking number and ETA)

The Items grid is useful for:

e create a new workorder

¢ an overview of each workorder items status and priority

e for a receiver/shipper to view information on items sent out for
service (Outside Service sub-screen in a Service Workorder)

¢ to view units that were/are selected for service
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e and to filter and sort columns to display specific records for printing a
report that is related to its available columns

See also:
Service Workorder Items
Service Workorder Items - Unit
rvice Workorder Items - i rvi

Accessing data displayed in main grids
Filtering a grid

Using the Filter Drop List

Moving and sorting columns in a grid
Pinning a column

Setting what columns display in a grid
Create a new service workorder

Edit an existin rvice workorder
Listing all workorders for a specific client or unit

Printing from a grid
5.3.2.3 Scheduled Users grid

Service

& Service \Workorders
o ltems

]
lffl Fa
- [

The Scheduled Users grid displays information:

e on each scheduled user record along with information from its workorder

item and Service Workorder.

The Scheduled Users grid is useful for:

e create a new workorder
o filtering to quickly view who is scheduled and when, and for what
workorder items and service workorders.
For example:
e it may be used by a dispatcher to only display workorder items that
are open for a certain date range so they can schedule future items.
e used by the scheduled user to view their own schedule by filtering to
view for only themselves.
o filter and sort columns to view and obtain specific reports on scheduled
users
For example:
¢ a report that lists each schedulable user along with the workorders
scheduled for

See also:
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rvice Workorder Items - Schedul r
Service Workorder Items
Service Workorder Items - Unit
Service Workorder Items - OQutside Service
Accessing data displayed in main grids
Filterin ri
Using the Filter Drop List
Moving and sorting columns in a grid
Pinning a column
Setting what columns display in a grid
Create a new service workorder
Edit an existing service workorder
Listing all workorders for a specific client or unit
Printing from a grid

5.3.2.4 Partsgrid

¥ Service - Ayallova

L'[III E} % Log out SubGrids
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Service Part |
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A La
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The Parts grid displays information:
e on each part selected within a workorder along with information from its

workorder item and Service Workorder

The Parts grid is useful for:

e create a new workorder
o filtering to quickly view what workorder has what parts selected with it
e filter and sort columns to view and obtain specific reports on parts
entered in multiple workorders
For example:
e a report on part profit/cost report
e a report on parts used in the last month
e a report on parts used in a specific project
See also:
Service Workorder Items - Parts

Service Workorder Items
Service Workorder Items - Unit
Service Workorder Items - Outside Service
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A in ta displ in main gri
Filtering a grid

Using the Filter Drop List

Moving and sorting columns in a grid

Pinning a column
Setting what columns display in ri

Create a new service workorder

Edit an existing service workorder
Listing all workorders for ific client or unit

Printing from a grid
5.3.2.5 Labor grid

¥ Service - Ayallova
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The Labor grid displays information:
e on each labor record along with information from its workorder item and
Service Workorder

The Labor grid is useful for:

e create a new workorder
o filtering to quickly view what workorder has been serviced and by whom
o filter and sort columns to view and obtain specific reports on labor
entered in multiple workorders
For example:

e a report on labor hours from all workorders for a specific client

e a report on labor billable hours for the month

¢ a report on when labor records were applied to Banked Service

See also:
Service Workorder Items - Labor
Service Workorder Items
rvice Workorder Items - Unit
Service Workorder Items - Qutside Service
Accessing data displayed in main grids
Filtering a grid
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Using the Filter Drop List
Moving and sorting columns in a grid
Pinning a column
Setting what columns display in a grid
Create a new service workorder
Edit an existing service workorder
Listing all workorders for a specific client or unit
Printing from a grid
5.3.2.6 Travel grid

¥ Service - Ayallova
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The Travel grid displays information:
e on travel entered along with information from its workorder item and
Service Workorder

The Travel grid is useful:

e create a new workorder
o filtering to quickly view what workorder has travel selected with it
e filter and sort columns to view and obtain specific reports on travel
entered in multiple workorders
For example:
e a report on billable travel time for that month
¢ a report on when travel was applied to Banked Service

See also:
Service Workorder Items - Travel
Service Workorder Items
Service Workorder Items - Unit
Service Workorder Items - Outside Service
Accessing data displayed in main grids
Filtering a grid
Using the Filter Drop List
Moving and sorting columns in a grid
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Pinning a column
Setting what columns display in a grid
Create a new service workorder
Edit an existing service workorder
Listing all workorders for a specific client or unit
Printing from a grid
5.3.2.7 Loans grid

¥ Service - Ayallova
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The Loans grid displays information:
e on each loan item loaned out along with information from its workorder
item and Service Workorder

The Loans grid is useful for:

e create a new workorder
o filtering to quickly view what workorder a loan item has been loaned out
on
o filter and sort columns to view and obtain specific reports on loaned
items entered in multiple workorders
For example:
e a report all workorders where a specific loan item was loaned out
on

See also:
Service Workorder Items - Loans
Service Workorder Items
Service Workorder Items - Unit
Service Workorder Items - Outside Service
Accessing data displayed in main grids
Filtering a grid
Using the Filter Drop List
Moving and sorting columns in a grid
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Pinning a column

Setting what columns display in a grid

Create a new service workorder

Edit an existing service workorder

Listing all workorders for a specific client or unit

Printing from a grid
5.3.2.8 Expenses grid

¥ Service - Ayallova
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The Expenses grid displays information:
e on expenses for a workorder item and its Service Workorder

The Expenses grid is useful for:

e create a new workorder
o filtering to quickly view what workorder has additional expenses
e filter and sort columns to view and obtain specific reports on expenses
entered in multiple workorders
For example:
e a report on all additional expenses for a specific project

See also:
Service Workorder Items - Expenses
Service Workorder Items

rvice Workorder Items - Unit

Service Workorder Items - Qutside Service
Accessing data displayed in main grids
Filtering a grid
Using the Filter Drop List
Moving and sorting columns in ri
Pinning a column
Setting what columns display in a grid
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reate a new service workorder
Edit an existing service workorder
Listing all workorders for a specific client or unit

Printing from a grid
5.3.2.9 Custom Fields grid

¥ Service - Ayallova
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The Custom Fields grid displays information:

e on custom fields entered within each workorder item for each Service

Workorder.

The Custom Fields grid is useful to:

e create a new workorder
e filter and sort columns to view and obtain specific reports on custom
fields entered in multiple workorders

See also:

rvice Workorder Items - tom Fiel
Service Workorder Items
Service Workorder Items - Unit
Service Workorder Items - Qutside Service
Accessing data displayed in main grids
Filterin ri
Using the Filter Drop List
Moving and sorting columns in a grid
Pinning a column
Setting what columns display in a grid
Create a new service workorder
Edit an existing service workorder
Listing all workorders for a specific client or unit
Printing from a grid
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5.3.2.10 Service Template grid

Service
5 Service Workorders
&fj;r ltems
B8 Scheduled User

E‘E‘l Parts

é?“ Labaor

ﬂ Travel
* Loans
Expenses

W Custom Fields

The Service Templates grid display a list of existing Service Templates that have
been created and may be in use, identifying each Service Template's creation
date, template description, and workorder templates number.

See also:
Accessin ta displayed in main grids
Filtering a grid
Using the Filter Drop List
Moving an rtin lumns in ri

Pinning a column

Setting what columns display in a grid

Create a new service workorder

Edit an existing service workorder

Listing all workorders for a specific client or unit
Printing from a grid

Service Workorder Templates

5.3.3  Security group rights to create/edit a workorder

What sections of a service workorder that a user has access to depends on that user's
security group Object rights.

First example: Want users of security group to be able to create and edit a
service workorder and all its subsections:

Set the following security objects to Read /Write:
Object.WorkorderService
Object.WorkorderItem
Object.WorkorderItemUnit
Object.WorkorderItemScheduledUser
Object.WorkorderItemTasks
Object.WorkorderItemLabor
Object.WorkorderItemParts
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Object.WorkorderItemTravel
Object.WorkorderItemOutsideService
Object.WorkorderItemMiscExpenses
Object.WorkorderItemLoan

And the following set to minimum Read Only (not set to Forbidden):
Object.Client
Object.Contract
Object.ContractRate
Object.Unit
Object.UnitModel
Object.Task
Object. TaskGroup
Object.TaskGroupTask
Object.Region

Second example: Want users of security group to be able to only view but not
edit the scheduled items in the workorder, edit the status of their Tasks, enter in
their labor details and what parts used in service, but not see Outside Service,
Loans, Expenses or Travel:

Set the following security objects to Read /Write:
Object.WorkorderService
Object.WorkorderItem
Object.WorkorderItemUnit
Object.WorkorderItemTasks
Object.WorkorderItemLabor
Object.WorkorderItemParts

Set the following security objects to Read Only:
Object.WorkorderItemScheduledUser

Set the following security objects to Forbidden:
Object.WorkorderItemTravel
Object.WorkorderItemOutsideService
Object.WorkorderItemMiscExpenses
Object.WorkorderItemLoan

And the following set to minimum Read Only (not set to Forbidden):
Object.Client
Object.Contract
Object.ContractRate
Object.Unit
Object.UnitModel
Object.Task
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Object. TaskGroup
Object.TaskGroupTask
Object.Region

See also:
Security Groups

How I create a securi r

5.3.4  (Create a new Service Workorder

A new service workorder can be created nine different ways:

1. Create new workorder via the Dashboard

2. Use the Accelerator Key combination

3. Select the New... menu option in any of the Service navigation pane
grids

. Right-click on the client's hame in any grid and select Workorder

. Right-click on the unit's name in any grid and select Workorder

. Generate a service workorder from a quote
. Generate a service workorder from a preventive maintenance

. Create a new workorder via the Schedule screen
. Generate a new service workorder from a customer service request

VCoONGOUN L

[y

. Create new workorder via the Dashboard

a. From the Dashboard, select the menu option to create a new workorder

*. Dashboard - AyaMNova
Ob & % Logout SubGrids 20w
| J
Dashboard
OWuchlrd:r
W

b. The client selection window will appear. Select an existing client, create a
new client if not yet entered, or use one of the methods already covered
above to find the client for selection
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Client |
I =
|Esthier ~ I
Service template
I =

el 8 | | /1

2. From any main grid, press the Accelerator Key combination ALT-w using
your keyboard which will bring up the client and service template selection

window.
[a x
Client |
I =l
| 2l
Service lemplate
I =
O | 2 | Q

Select the client (and template if desired). Select @ and a new service
workorder entry screen for this client will open

See also for more details:
Accelerator Keys

The template selected by default will depend on your Global Settings, User
settings or the selected Client entry screen settings.

See also:

Global Settings

Users
Clients
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3. Viewing any of the Service navigation pane grids (except for the Service
Templates grid), select the New... button.
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4. Right click on the client's name in any grid and select Workorder
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This will bring up the client and service template selection window with the

client pre-selected.
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O] E-E O

Select a service template if desired and click on the @ OK button and the
service workorder entry screen will open.

5. Right click on a unit's serial number in any grid and select Workorder
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This will bring up the client and service template selection window with the
client that "owns" this unit pre-selected.

e EJ
ABC Accounting :i
| »
Service templale
| =

O | - Q

Select a service template if desired and click on the @ OK button and the
service workorder entry screen will open.
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6. Generate a service workorder from a quote

See also:
How do I generate a service workorder from a quote?

7. Generate a service workorder from a preventive maintenance

See also:
How I manually generate a service workorder from reventive maintenance?

How do I automatically generate a service workorder from a preventive
maintenance?

8. Create a new workorder via the Schedule screen

See also:
How do I schedule a user for new workorder item via the Schedule Screen?
New Service Workorder via the Schedule screen

9. Generate a new service workorder from a customer service request

See also:
Accepting a Customer Service Request to a new service workorder

5.3.5  View an existing Service Workorder

An existing service workorder can be viewed, as well as edited by opening that
service work order's entry screen and editing as needed, as long as you have
sufficient Security Group rights to edit a workorder, and that the workorder is not
check-marked Closed.

A new service workorder can be viewed and edited four different ways:

1. Select the workorder number that shows a link in any grid

2. Enter the workorder number in the Direct Open menu option

3. Select a recently edited service workorder via the Recent menu
option

4. Open the workorder item from the Schedule screen

1. Select the workorder number that shows a link in any grid
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For example, in the Service Workorder grid, use your mouse to click on a
workorder number
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Another example, in the Clients grid, view the column Last Closed Service
Workorder, and click on that shows a workorder number
P Chents - Ayabova S
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See also:
Securi r S

Adding, editing and deleting data for display in a main grid

2. Enter the workorder number in the Direct Open menu option on
main toolbar and select the service workorder link

oh g} % Log out SuhGrids| 63
i, R W

select the service workorder
Direct Open menu after entering

in the workorder number

See also:
Main AyaNova Menu Bar

3. Select a recently edited service workorder from the Recent menu
option on the main toolbar
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¥ dients - AyaNova
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Workorder: 45 - Green, Frank
Workorder: 50 - ABC Accounting

Workorder: 40 - Beans by Bob

See also:
Main AyaNova Menu Bar

4. Open the service workorder from the Schedule screen

a. Double-click on the workorder item in the Schedule Calendar
or

b. Select the workorder item and then click on the menu oRtion |
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5 1 to view and edit
1& IF N
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—  Geen,
Techs Eva Mexander
ZONE: Suchury East
WO summary: UPS mstalaton
See also:

Edit selected workorder item

¢. From an existing Follow Up Schedule Marker via the Schedule screen

See also:
How do I create and view Follow Up in a workorder?
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5.3.6  Service Workorder entry screen

5.3.6.1 Workorder numbers
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At the very top of the screen in the title bar, the screen is identified as a workorder,
and the work order number is displayed.

e Work order numbers are never re-used. What this means is if 5000 were the
highest work order number and you were to delete that work orderf Aave

rights to delete and service workorder has not been set to Completed or

Closed ), the next work order would be number 5001 even though there is no
longer a workorder 5000 in the database.

¢ When a new workorder is first created, a workorder number is not assigned to
it until the first time that workorder is saved. This allows you to safely delete a
newly created workorder without “using up” a workorder number.

e Service workorder templates also "use up" a workorder number.

¢ Because of the inevitable deletions of work orders that can happen as well as
that service templates will also "use up" a number, do not count on the work
order number as being an accurate representation of how many actual work
orders your organization has processed. You can set whether security groups
have the ability to delete workorders or not to prevent this.

See also:Security Groups oWbject. Workorder and
Object. WorkorderService to Read/Write for security groups of yours that
you do not want to be able to delete a saved humbered workorder.
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o If a workorder is set to Service Completed or Closed, it can not be deleted. If
you need to delete a workorder that has been checkmarked Service Completed
or Closed, you need to un-check-mark those fields first.

e There is no need to “purge” the database of “old” workorders. Use your grid
filters to only view workorders that are pertinent. By not "purging" old
workorders, you can still refer back to them if needed or bring up old reports as
needed.

e Starting workorder number is set in Global Settings in the Administration
navigation pane.

5.3.6.2 Order entry screen security settings

The following is the structure of a workorder entry screen’s rights

Object.WorkorderService = parent
Object.WorkorderItem = child

Object.WorkorderItemUnit =grandchild
Object.WorkorderItemScheduledUser = grandchild
Object.WorkorderItemTasks = grandchild
Object.WorkorderItemLabor = grandchild
Object.WorkorderItemParts = grandchild
Object.WorkorderItemTravel = grandchild
Object.WorkorderItemOutsideService = grandchild
Object.WorkorderItemMiscExpenses = grandchild
Object.WorkorderItemLoan = grandchild
Object.WorkorderItemCustom = grandchild

e All object settings under the parent apply to all three: service workorders,
quotes and PM's entry screens.

For example, the Scheduled Users subsection will NOT show in any
service workorder entry screen, quote entry screen or PM entry screen
for users of that security group if you set
Object.WorkorderItemScheduledUser to Forbidden in that security
group.

This is because what you set for Object.WorkorderItemScheduledUser
is applied to all three - service workorders, quotes and PM's.

¢ Note how the WorkorderItem is a "child" of the Workorder; and the
WorkorderItemLabor is a child of the WorkorderItem and a "grandchild" of
the Workorder
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e If the object is a “child” of another object, the “child” will only ever have at
maximum the rights of the “parent”

e Only access rights set for a “child” less or equal to the rights of the “parent”
will take effect

e Access rights set for a “child” that are greater than the rights of the “parent”
will not take effect.

¢ A "grandchild" will only be given the maximum rights set of the "child"
regardless what you set in the security group. And the "child" will only be
given the maximum rights set of the "parent" regardless what you set in the
security group.

Example 1:

If you have set Read Only access to the Service Workorder root object
(Object.WorkorderService) for a security group, even if you set Read/Write access
to any of the child objects — Read / Write access will be ignored as the Service
Workorder root object access right takes precedence. Users of the security group
where you set this will only be able to view a workorder and its items and
subsections (labor, parts, etc) but not edit.

Example 2:

If you want users of the security group to be able to view and edit all aspects of
the workorder except only view the Scheduled Users subsection, you would set all
the workorder related objects to Read/Write, but set
Object.WorkorderItemScheduledUser to Read Only

Example 3:

If you want users of a specific security group to not even see the Expenses
subsection nor the Loans subsection but be able to create and edit all other parts
of the workorder, you would set all the workorder related objects to Read/Write
but set Object.WorkorderItemMiscExpense and Object.WorkorderItemLoan to
Forbidden.

Object Name in Security| What this object refers | What to set to give
Group screen to users of this security
group minimum ability
to edit and create a
service workorder
Object.WorkorderService |service workorder entry Read/Write
screen
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**NOTE: access given to
this affects all
Object.WorkorderItem type
objects which are children
of Object.Workorder**

Object.WorkorderItem

Workorder item section of a
service workorder, quote
and preventive maintenance

Read/Write

Object.WorkorderItemUnit [Unit section of a service Read/Write

workorder, quote or PM
Object.WorkorderItemLaborLabor section of a service |Read/Write

workorder, quote and

preventive maintenance
Object.WorkorderItemLoan [Loans section of a service |Read/Write

workorder
Object.WorkorderItemMiscE[Misc Expenses section of a |Read/Write
Xpress service workorder
Object.WorkorderItemOutsi |Outside Service section of a |Read/Write
deService service workorder
Object.WorkorderItemPart [Parts section of a service  |Read/Write

workorder, quote and

preventive maintenance
Object.WorkorderItemSche [Scheduled Users section of |Read/Write

duledUser

a service workorder, quote
and preventive maintenance

Object.WorkorderItemTask [Tasks section of a service |Read/Write
workorder, quote and
preventive maintenance
Object.WorkorderItemTraveTravel section of a service [Read/Write

workorder, quote and
preventive maintenance

Object.Workorder.Close

Close checkmark field in
Service Workorder entry
screens

**Example of use: you do
not want users of a certain
security group to be able to
Close a workorder until you
yourself as mgmt have
checked it. **

Object.WorkorderService.Cl

Close By Date field in the

oseByDate

Service Workorder entry
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screen
**Example of use: if mgmt
is subscribed to be notified
if a workorder is not closed
by a certain time period and
you do not want your staff
to change the Close By
Date**

The Objects listed below
must be set to minimum
Read-Only for the users off
the Security Group to be
able to view in a workorder

Obiject.Client To be able to select a client

Object.Contract To be able to select a client
with a contract

Object.ContractRate To be able to select a client
with a contract

Object.Task To be able to select the
Task jump button

Object. TaskGroup To be able to select the

Task jump button
Object.TaskGroupTask To be able to select the
Task jump button

Object.Unit To be able to select a unit

Object.UnitModel To be able to select a unit

Object.Priority To be able to view the
Priorities subgrid

Object.Project To be able to view the
Project jump button

Object.Report To be able to print

Object.WorkorderCategory [To be able to view via the
Workorder Category
subgrid

Object.WorkorderStatus  [To be able to view the
Workorder Statuses subgrid
Object.WorkorderItemType [To be able to view the
Workorder Item Types

subgrid
Object.ScheduleMarker To be able to view Follow
Ups
Object.ServiceBank To be able to view client's

banked service
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Object.UnitMeterReading [To be able to view unit's
meter reading

Object.Part To be able to create a new
part from within a
workorder

Object.Region To be able to have client
notifications sent out if
enabled

5.3.6.3 Workorder entry screen menu options

5.3.6.3.1 Main Workorder entry screen menu options

£ Workarder 50 | I
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[ 2
Print...

Selecting this menu option drops down to display the list of available reports for
the displayed entry screen.

Reports that are available from the Service Workorders grid are also available
here for the individual service workorder.

N Save & Exit

This menu option saves any changes to this workorder entry screen and closes
the entry screen bringing you back to the previously viewed screen.

Documents
This opens up the list of associated documents with this service workorder. You
can also associated new documents via this screen.

NOTE: If the Documents item is grayed out with a line through it, that means
it has no records.
For example, in the screenshot at the very top of this section, the Documents

menu option r\ is grayed out with a line through it - this way you can see
at a glance there is no Documents entered for this workorder without having
to open it.
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% Wiki

This will open up the Wiki page for this specific service workorder where you can
embed files / documents, write notes or embed images.

See also:
Wiki

.g Record History

This opens up the Record History window displaying the user that originally
created the workorder, and date of creation; and the last user that modified this
workorder and date of modification.

Do note that the fields are not updated until the object has been saved and
closed. For example, if you have just created a new workorder, and have not yet
selected Save & Exit — the creator and creation date will be blank until this is
performed.

B
& Follow Up

Select this to either add a follow up for this workorder, or view existing follow
ups for this workorder. Can be added to a Closed workorder as well as an open
workorder

See also:
How do I create and view Follow Up in a workorder?

Client Note
This opens up the Client Note grid screen where you can enter notes pertaining
to that client selected within this workorder.

Client Notes are accessible from the client's entry screen's menu option as well
as from any workorder for that client

NOTE: If you wish to enter notes pertaining to this workorder itself but not in
any of the existing fields provided or not in the Client Notes, it is suggested to
attach a document via Documents, or create a text custom field that would be
available in the workorder item Custom Fields sub-item screen. Refer to the
section on Documents and to the section on custom fields for more
information.
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Or if not utilizing a text field that comes standard with AyaNova, you could
edit the field label so that it describes what you are actually using that field for
in all service workorder entry screens. For example, if you do not use the
Client Reference #: field as it was intended for, you could localize the field
label to display instead what you wish. Refer to the section on localization for
more information on editing field labels.

%j Contract

Before the workorder entry screen loads, it first checks if the client or the clients
head office has a contract. If this button displays, this indicates that the client or
the clients head office has a contract. This opens up the Contract screen for this
client or this client’s head office.

If this button does not display, that indicates that the client or its head office
does not have a contract.

If you have set a contract for the client or that client’s head office since the
workorder was opened, this button will still not show until you have closed
the workorder and reopened — because it only checks for this when the
workorder is first opened.

Do note that if a client has a contract, that overrides any selected contract in
the client’s head office. If a head office has a contract selected, any clients
where that head office is set as their head office that do not have a specific
contract set, will have that head office’s contract applied.

Contract affects what rates (service and travel) will display for selection in the
workorder, as well as what discount will be automatically applied to parts
selected in a workorder for this client.

See also:
Contracts

Save
Save

This saves any changes made to the workorder without closing the workorder
screen. This does not close the screen allowing you to save any changes made to
date and continue working, which is recommended to do on a regular basis in the
event that there is a problem between you and the database, so that data is not
lost.

Changes made to a screen in AyaNova are not automatically saved until you
have actually indicated to save it either by selecting a menu option to save, or
on closing indicated that it should be saved.
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grmu %@J% [ Q)

I rerdsniind] - Cyrrent Time & Date
This is displayed at the top of the service workorder is the present time and date.

A useful tool for when you want to enter the present date and time in a field
is to place your cursor in the field and then use your mouse to click on the
Date & Time at the top menu. This will insert the present date and time. Or
select to enter the time in a text field in the workorder

See also:
Current Date & Time feature in workorder entry screen as a timer

o Delete

This deletes the whole workorder. Note that only if you have rights to do so will
this toolbar option be available.

Any object in AyaNova that is deleted is deleted permanently. There is not an
"undo" button or option. If you went ahead and accepted the confirmation
message and deleted something you should not have - your options are to re-
enter it from scratch, or restore your database from your last backup.

Do note that once a workorder has been check-marked Closed, a workorder can
not be deleted as it is now permanently historical information only for reporting
and viewing.

Customize text

WS % Custamize text
Customize...
This menu option ONLY shows when logged in as the AyaNova Administrator.

The Customize menu option is used to set whether certain header fields and
labels display in the service workorder (or quote or PM) entry screen.

Show all,,. |

Service Workorders

: Urits [::f

Quotes

Preventive maintenance

Show all...
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This menu option provides quick to all units of this client, all service
workorders for this client, all quotes, and all PM's for this client

Customize text

WS % Customize text
Customize text...
This menu option ONLY shows when logged in as the AyaNova Administrator.

Use the Customize text... menu option to localize labels of this entry screen on
the fly or if accessed from the main menu bar, displays the labels of the main
grids and main menu bar for quickly editing.

If a button/menu option is grayed out, or does not respond when clicked, that would
indicate either:
e either you do not have rights to access or perform the feature,
e or the button is not available at this time,
e or that there is no data via that menu option (time saving feature so you know
you don't have to open to check).

5.3.6.3.2 Workorder Item menu options

The following toolbar menu options display when you have clicked within that
specific section of the service workorder.

For example the Move Workorder Item menu option only displays when you
have specifically clicked and made active a workorder item by selecting an item
record
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See also: Convert scheduled items to labor easily

Note: if you have enough screen space you can drag this and all other workorder
form toolbars up to the same level as the main toolbar to free up more screen
space.

If Workorder Item is selected (the specific row or a specific field in a row) then
the following menu options will show:

é{ Workorder Item Types

Types are selectable from the workorder item grid. This toolbar item opens up
the Workorder Item Types subgrid whereby you can create new or edit existing
workorder item types.

4
"3 Workorder Statuses
Statuses are selectable from the workorder item grid. This toolbar item opens up
the Workorder Statuses subgrid whereby you can create new or edit existing
statuses. This is the same grid as when you select the Workorder Status button
within the Service Workorder header.

You will note that there is a Workorder Item Status as well as a Workorder Status
field in the workorder
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/ Priorities

Priorities are selectable from the workorder item grid. This toolbar item opens up
the Priorities subgrid whereby you can create new or edit existing priorities. You
can also create and edit Priorities via the main toolbar menu SubGrids.

‘#‘%9 Move Workorder Item to Different Workorder/quote for this
client

This toolbar item allows you to move the workorder item that presently has the
focus (where you mouse was clicked, or where you were typing in) to another
open workorder for the same client.

The workorder (or quote) must have more then one workorder item.

The user logged in must be a member of a security group that has full
Read/Write/Delete rights to all workorder objects

See also:
How do I move a workorder item from one service workorder to another?

‘ﬁ Copy Selected Workorder Item to an existing workorder/quote
for this client

This toolbar item allows you to copy the workorder item that presently has the

focus (where your mouse was clicked, or where you were typing in) to another

open workorder for the same client.

=< Meter Reading

Selecting this opens up the Meter Reading grid for the selected unit within this
workorder item. Entering a meter reading for the selected unit via this method
auto-enters the workorder number into the meter readings Workorder column
field for that record, and makes that specific Unit Meter Reading display in the
Items grid for that specific workorder item; as well as making it available to a
detailed report template dataset for Service Workorders and Items, and in a
summary report template dataset for Items.

See also:
Unit Meter Readin

Record History
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This opens up the Record History window displaying the user that originally
created the workorder item, and date of creation; and the last user that modified
this workorder item and date of modification.

Do note that these fields are not updated until the object has been saved and closed.
For example, if you have just created a new workorder item, and have not yet
selected Save & Exit — the creator and creation date will be blank until this is
performed.

5.3.6.3.3 Scheduled Users menu option

F_' Workorder 54

= Ad " 10

‘| Client

% @ ,l s.ml 12/38/2908 2:53:14 PH u; & :

1. Select the scheduled user record by
clicking on it

BCASTE

deer il status [Fequest Dste | \oan

12202007 12

If Scheduled Users sub-section of a workorder item is selected the menu option
displays:

€ i Convert Scheduled User to Labor
Selecting this will copy over the selected scheduled user, start and stop date and
time, estimated quantity and suggested rate to the Labor sub-screen.

This is a time-saving feature to be used if the actual service provided coincides
with the scheduled user and times. Of course you will still need to enter the
details of the service provided into the Labor sub-screen.

See also: Convert Scheduled Users to Labor easily
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5.3.6.3.4 Parts menu option
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There are three additional Parts menu options:

1. At the top of the Parts subsection grid itself are menu options for adding parts
and refreshing the list from within the workorder entry screen

U2 Thds QIS
r ' ' '

= Parts

wE]
Guantity

/'hll'\

See also:

Part entry on the fl

in a workorder

2. and 3. If Parts sub-section of a workorder item is selected two menu options

display:

@ Set All Parts to Used
Selecting this will set all parts in the Parts grid to “Used”. Only when Parts are set
to Used in service are they taken out of inventory. You should remove the parts
listed that were not used in service before completing service and closing the
service workorder.
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This is a time-saving feature so you do not need to go and click on Used for
every part, which is useful if the dispatcher had identified all the parts that were
to be used that the scheduled user took onsite for service, and now that service

has been entered, they can quickly identify that all parts were used so that the
workorder can be closed.

@ Generate Unit from Selected Part
Select the specific part record and then select this menu option which will open

up the Unit entry screen with details from the part record pre-entered for you to
save time.

The Client name from the workorder is placed in the Client name in the Unit
entry screen

The Service Date from the workorder is entered as the Purchased Date in the
Unit entry screen
The Serial Number from the part in the workorder is entered as the Serial
Number in the Unit entry screen
e If no serial number, then AyaNova will enter todays date and time as a
placeholder in the Serial Number field for you to edit as needed.

The Part Name from the part is entered in the Description field in the Unit
entry screen

o8

Client nerate unit fromselected part

LR = =4 — - —

Summary UPS installztion

Praject

‘Wworkorder Categor  { Installation

Uorkorder slatus I Scheduled =] Inwoice Number
Close by date 12/31/2007 DB:09:58 AM -

Workorder hems

Term Summary ’ Servica Motes Priorrty Workoi

p | Install UFS UFS has client’s name on it at \afithin the weask Hardware
*

A Ut

ins:hedulbd Users

| "] Tasks

tT’EF"arIa

- .

AyaNova 7 Help © 2021 Ground Zero Tech-Works Inc



Feature Details

]‘-l POWZ00 - Back-UPS LS 700VA

> A - - OF

| Active
i art Name Back-UFS LS T00VA
Part Mumber POWTO0

£} APCASB392 -

P =] .
Ol i
B BELFTE
o+ [lictivel | Purchased Here
| Replaced by Unit i Purchazed From - v

[
Ferial Number — spegseags

Pescripion Back-UPS LS 700VA

| Puvand Back of dhae [

5.3.6.3.5 Labor menu option
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If the Labor sub-screen sub-section of a workorder item is selected the menu option
displays:

E Rates

This opens the Rates grid to allow you quick access to add or edit existing rates
so they are selectable from the Labor grid. Rates can also be edited and created
via the main toolbar menu SubGrids. Refer to the Rates section in this manual for
more information.

See also:
Rates
nvert Sch | rs to Labor il

5.3.6.3.6 Travel menu option

If the Travel sub-section of a workorder item is selected the menu option displays:

E Rates

This opens the Rates grid to allow you quick access to add or edit existing rates
so they are selectable from the Travel grid. Rates can also be edited or created

via the main toolbar menu SubGrids. Refer to the Rates section for more
information.

See also:
Rates
Convert Scheduled Users to Labor easil
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5.3.6.4 The Order Header
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The order header identifies the workorder as a whole
e which client the order is for
what project to apply the order to
what category the order applies to as a whole
who the contact is for the whole workorder
what client reference # for the whole workorder is
and what internal reference # for the whole workorder is.

NOTE: As a preventive maintenance item and a quote both can be "turned
into” a service workorder, you will notice that this "header” part at the top of a
workorder is the same for a quote, for a preventive maintenance order as
well as for a service workorder.

Also see the section on toggling off fields or their labels from displaying.

Fields of the Order header:

Client . o
Client N

’H_B:m s

500 E &th S,

Blow Vel WY 10MN0_ENEG
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The client is selected prior to opening of the order. When a service workorder is
loaded, much of the client specific information is also loaded and “made ready”,
therefore a client cannot be changed from within a workorder.

It is not possible to select a different client from within an existing workorder as
once a client is selected, a number of options are pre-set such as contract
discount and rates to apply, possible units of this client for selection, unit meter
readings for these units, Client Notes, etc.

Notice the time saving feature of the Client "jump" button above the Client
display.

In many areas of the program where there is a drop down selection list, there
is also a button above or to the left of the drop down selection.

The purpose of the buttons above or beside drop down selection lists is to
take you directly to the screen where the data contained in the drop down list
is entered or edited.

This is a very important feature, it means that if you are in the middle of
entering a work order, you don't need to abandon it part way through to edit
or add new information.

Also this provides quick access to any information within the Client entry
screen, such as Banked information, contact information, etc.

Client contact info
Client |
Tﬂihmuiig -
500 E Sth St "m
MNew Yode NY  10005-5059

United States
West 125°8.000° South 49°52.000°

Business- (204) 850-2366 It

Fax: (205) 850-2359

Email : info@ayanova com

Scheduleable User Noles: -
These are notes that you may wanl to display for the -|

Contact information about the Client, including schedulable user notes are
displayed immediately below of the Client button.

For space saving reasons, only the first few lines of the clients address and
contact information is initially shown. If you click within the field itself, it will

expand automatically, as well as display a scroll bar to the right if there is a lot of
information.
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Or just click on the Client button to open up and "jump" to the Client entry screen
directly.

This information is taken from the client record as it was entered on the Client
entry screen and is displayed for your convenience if you need to contact the
customer while in the process of entering a work order.

The client contact info box is grayed to indicate this is not directly editable. If
information here needs to be changed, select the Client button at the top to open
this client’s Client entry screen, perform the needed changes, save & exit which
will return you to this service workorder.

As stated previously, only when the service workorder is first opened does all
information regarding the client get obtained — so if you edit Contract
information, or address information, to display these changes, close the service
workorder and open it back up.

See also:
Clients

Summary

Summary Elue screen error

This text field is a single line of text that summarizes all the work to be done on
this work order as a whole. It is used to indicate to AyaNova users the purpose
of the work order as a whole in summary with no details (details are entered in
the workorder item grid below).

Project
Project i =]

Progect A
Pregect B \

Projects are a means of linking together a group of work orders for grid display
and reporting purposes. You can create an unlimited number of projects from
the projects screen.

Projects are useful for both filtering the main service workorder list grid and for
generating management reports that are filtered by project.

Although you can use them for any purpose you wish, they are usually used to
link together all work done for a particular project so that a total of all hours /
parts etc that went into a project can be printed from a grid screen. This is useful
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for billing purposes or for comparing the actual costs of a job to the amount
quoted for that job.

See also:
Projects

Workorder Category

‘\Workorder Category Waintenance ﬂ

Buginess Sarviee

Home Sarnce
Inst5

lnnd=ll=tinn

This drop down selection field allows you to categorize the service workorder as a
whole. This is useful for both filtering the Workorder grid and for generating
management reports that are filtered by category. A category can be anything
you want it to be.

For example: AyaNova may be used by a service business with different
departments who want to see management reports based on each department
separately.

See also:
Workorder Categories

Contact
Contact Alice Knob

By default when a new workorder is created for a client, the client’s text from its
Contact field is automatically copied to this field. This can be edited as needed.

This text field intended use is to indicate a client contact person, usually the
person who requested the service or is the person to contact once onsite. This is
useful if you use it to display in Dispatch reports so that the schedulable user
knows who requested the service. As this field is a text field, you could easily
localize the label, call it whatever you wish and enter what whatever you wish.

Client Reference #
Client Reference # ABCTR7E7

This text field's intended use is to record a customer reference number so that the
clients can match up the work order to their own internal paperwork system. As
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this field is a text field, you could easily localize the field label, call it whatever
you wish and enter what whatever text you wish.

Internal Reference #
Internal Reference # REERERRS

This text field intended use is to record your company’s additional internal
reference to the workorder number. As this field is a text field, you could easily

localize the field label, call it whatever you wish and enter what whatever text you
wish.

Onsite
Iﬁ{]nsite

This is used to indicate whether the work was done in-house or on-site. This is
useful to identify in house or onsite service by filtering within grids. By default a
new service workorder is check-marked on-site

Also note that as with any field label in AyaNova, you can localize any field label in
the Workorder header to display whatever text you want in whatever language you
want.

See also:
Localized Text Designer
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5.3.6.5 The Service Workorder Header
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The service workorder header identifies information that is pertinent only to a service
workorder that would not appear on a quote or a preventive maintenance order
e such as the present workorder status as a whole (also used in notifications)
e the Close by date (used in reference to notifying if not completed by this date)
e the invoice number when completed
e service date information for the workorder as a whole
e whether service has been completed (“locking” edit of parts and labor entries)
¢ and whether the workorder as a whole is completed (Closed) (“locking” edit of
entire workorder) (also tied to automatic client notification to receive detailed
report on service provided).

NOTE: When viewing a quote or a preventive maintenance, you will notice that
this area of the order will have a "quote header” or a 'preventive maintenance
headerwith different fields than the "service workorder header”.

Also see the section on toggling off fields or their labels from displaying.

Fields of the Service Workorder header:

Workorder Status

Workorder status I Scheduled ﬂ

Manager Approval Reguired
Meeds o be Assigned

Service i3 Completed

Talmibimm mem Tiembmmmme Mo el
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This drop down selection field is used to indicate the overall status of a service
workorder. This would be useful to a service manager to determine the progress
of a work order as a whole. It would also be useful to other company staff when
fielding questions from customers about the progress of their work order.

Users can be automatically notified when a Workorder Status is changed. Clients
can also be automatically notified when a workorder status changes.

NOTE: The statuses displayed here are examples only - you can create whatever
statuses you want.

NOTE: Workorder Status can be selected both for the service workorder as a
whole, as well as for individual workorder items.
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NOTE: Workorder Status selected for the workorder as a whole do not show
on the graphical Schedule Screen as the Schedule screen pertains to individual
workorder items - Workorder Item Status color does show on the Schedule
screen calendar.

For some organizations, they may wish to only identify status via the
Workorder header — while other organizations usually because they have more
than one workorder item per workorder, will identify each individual
workorder item’s status.

We provide both here for you so that you as an organization can use what
works best for yourself. You can instruct your staff to only select Status from
the workorder header; or you may instruct your staff to select Status from the
workorder item; or you may instruct your staff to identify status in both areas.

The Global Setting's Workorder Closed Status can be set so there is no forgetting
to set this when you close a workorder.

See also:

Notification Subscriptions

Global Settings
Workorder Statuses

Close by Date
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Close by date 01/24/200% 08:05:22 AM w7

This date field's intended use is to determine this service work order’s “stale”
date.

Subscribe to Workorder “Close By Date” Passed notification subscription event so
that when a new service workorder is created and the Close By Date is set, if that
date comes and goes without the service workorder being set to the Closed state,

you would be automatically notified.

This would be useful for service managers to ensure service workorders are
being completed and entered so that they can be invoiced out to the client. If
your scheduled users have a habit of “forgetting” to enter in data so the
workorder can be closed and the client invoiced for the service, you should
subscribe to this.

Do note that you would be notified only if the subscription is already set up. If
you select this date, and then subscribed, you would not be notified as you set
this date before subscribing. This date is editable.

This date can be set to default so many minutes from the service workorders
creation date via the Global Settings under the Administration navigation pane.

You can also set a security right to the objed®bject. Workorder. CloseByDate  to
Read Only or Forbidden so that users that are members of a security group
where this is set

See also:

Notification Subscriptions
Global Settings
Security Groups

Service Date

Service Date 1203172008 01:00:22 PM w7

This is a date field with which you can identify a single date for the entire service
workorder.

Its intended use is to indicate the scheduled date for the service workorder as a
whole; you may use it to indicate the date all service was completed, you may
even localize the field label to display as Invoiced Date or some such.

As the workorder items where scheduled date and time for each individual
workorder item is not displayed in the Service Workorder List grid, entering an
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III

“overall” service date here will display in the Service Workorder List grid which is
useful for filtering workorders and displaying.

By default, the date the workorder was created is pre-selected for you, but you
can edit as needed and change this date.

Invoice
Invoice Mumber

This text field used to indicate the invoice or sales receipt number that your
organization has used to bill this work order to the client.

NOTE:This field is grayed (unable to be edited) until the workorder has
been set to Service Completed.

Invoice Mumber (7070 V| Service Completed
Closed

If you filter the Service grid by the Invoice Number, you can see very easily
what workorders have not yet been invoiced.

By leaving it blank you indicate that the work order has not yet been billed
out.

It also serves as a cross reference to match up a service workorder to an
invoice from your accounting software. This is helpful for both your
organization’s accounting staff and your customer’s accounting staff. Check

out the QuickBooks optional interface and Peachtree optional interface

If a work order is “no charge” or not billed, you should enter something (i.e.
“no charge” or any text) in this field so that this work order will not appear on
a report listing not invoiced workorders.

You can leave this field blank if you are not concerned with tracking which
work orders have been billed or not, however unless you are a non-profit
organization or are using AyaNova for internal use only, you should seriously
consider the benefits of using it.

Many of our clients have told us that this feature alone more than repaid their
investment in AyaNova as it eliminated work orders forgetting to be billed.

And as with all labels within AyaNova, if a field is not labeled as would be
used in your organization, you can edit the label as needed via the Localized
Text feature.
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For example, if your organization would not ever use this field but you wish to
identify something else in a service completed workorder, you could edit the
field label to something else required in a workorder header. Just remember it
will be this way for every workorder. Refer to the section on Localized Text

Designer

Service Completed
Service Completed

i

The following occurs when a service workorder is set to Service Completed

1. AyaNova confirms with you that you want to set the workorder to closed,
and if all parts are to be set to the Used status.

2. Once set to Service Completed, the only fields that are editable are the
Workorder Status field, Service Completed, Closed and the Invoice Number
field

If parts that were selected were not actually used in service, you should select
NO or Cancel and remove those parts from selection in the workorder items
that were not used in service, then return to selecting Service Completed.

& Warning: One or more parts on this workorder ane not set ko USED skatus.
—>  1f you continue al parts wil be set to USED status automatically,
Are you sure?

ves | w  |[ come ]

b3

The service workorder can not be deleted, workorder items cannot be edited,
nor can workorder items can not be moved or copied to another service
workorder if Service Completed has been checked.

This feature is to prevent accidental workorder item changes once a
workorder service has been completed, but the workorder is not yet ready to
be closed — for example, an invoice has not yet been prepared.

Closed
¥ Service Completed

%Clnsed
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Once a service workorder is set to Closed, it is no longer editable. This is a
security measure, to ensure that further editing of a closed workorder is not
performed after it has been closed.

Do note that you can open a Closed workorder again so that it can be edited
if needed if logged in as the AyaNova Administrator.

The Global Setting's Workorder Closed Status can be set so that when you do
accept Closing a workorder, it will ensure that the Workorder Status is set to
what you always want it to be.

You can also set up so that the client is automatically notified with a copy of a
report detailing service provided.

See also:

Global Settings
Client Notifications
Securi roups

Also note that as with any field label in AyaNova, you can localize any field label in
the Service Workorder header to display whatever text you want in whatever
language you want.

See also:

Localized Text Designer
5.3.6.6 Service Workorder Items

=
E-t" u | * Ii_l—l @ J Save  AZTILRNGE 131445 PM 0
Thent |
A Tumenaiy Bl §ir e v Conlacl e Hioh
500 IE Suh Sa, t J—
Herar Fiark MY 10083505 P | T o
Lirafted Sitates el Aebwesce®  ppposoec
Tt 1 267K OO St 45 520000 T Pr— T g
izt e aladan '-erm.m :| it Humber Swrncs Cormpbetad
ot by cie: ONBATO00 DE0822 AN »  Gervioe Deie 12NN 010022 PM =
o
Isarm Susrmany ! Sarcice Mosen Fronity ‘orkordes lam Tipe ‘workordar tem ek Faguast D \siurranty Saraca
1 | Bor soinen ol deach when boat o thess are roles 3bout the senice [ Inmedaisk: Sottwers Teoubleshootn | Schedules 121 72008 11433 r
gt mamier e whibs e wrmer raodes. bede about e | |rrahainks Hardame Manisrancs | Kessds iobe dssiprad 1247300 114336 r
= F
L Uri serace Bype | Linid |
Ll i [ Prarnet Harssrnce & Crecks =] [P/ Compas: Prslinst DL G - S0 TEF J5F 12 =]
] Tl i woreriesd el Vencrmziny, Sy 01 JO05
ki Warerdy s
T
gl {hipging Paris b Lagor
aa Trwwvai Lﬂ_' _. :
E Leat Cloged servioe widapader: -
e Purchassd Dade: 6712005 1200 A4
L Facagt humbar BE41645
4o Lo
g | Jutasde Sevacs
LBl eniom Fislas

AyaNova 7 Help © 2021 Ground Zero Tech-Works Inc



Feature Details

The workorder item is where a summary on service is to be performed, details on
service to be performed for scheduled users, actual request date (useful if date of
entry is different from the date the client requested the service), status of the
workorder item as a whole, and priority of the individual workorder item.

e You can have just one workorder item per service workorder, or have multiple
workorder items.

Examples of why you might have more than one workorder item per
workorder:

e You are servicing multiple units (equipment owned by the client) and
want to track the specific labor and parts used when servicing each unit.

e There are multiple issues to be resolved at the same time and you want
to specifically identify each as a different workorder item and its specific
parts used, its specific labor, etc

e A workorder spans service provided over the course of a month, but you
want to keep all service combined under the same workorder, just each
service provided is identified by its own workorder item and that
workorder items Scheduled Users, Labor, Parts, etc

¢ You will note that the workorder item fields and sub-screens will be similar for
a quote, for a preventive maintenance order as well as for a service workorder.
This is because a quote and a preventive maintenance order can be “copied” to
a service workorder, and this way there is no need to re-enter information.

e A workorder may be created to perform service for a single issue. Or a
workorder may be created to perform service for many different issues, for
multiple pieces of equipment and to schedule many schedulable users. Or it
may be for something in-between.

e A single issue would be entered into a workorder item row. When this row is
active whether by the cursor being placed within one field or on the row in its
entirety, the workorder item sub-items below it correspond to what ever
workorder item is presently selected — allowing you to always see at a glance
what everything is in relation to.

¢ Every service workorder has at minimum one workorder item, with no practical
limit to the number of workorder items.

¢ You can move non-completed workorder items to a new workorder for this
client. This is very useful if you have multiple workorder items but not all of
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them are completed, but you want to invoice out what you have performed so
far.

See also:
How do I move a workorder item from one workorder to another?

e Drag and drop columns to desired grid position. AyaNova will maintain your
grid settings for the next time you log into AyaNova, so once you have a grid
set up the way you want to view it, it will stay that way.

Mates _ Wk rarlar llam Tina Request Date
i backup confimation Request Date [11/02/2005 08:00 &
black smoke at 2Pk even ardware Training 1140242005 08:00 &

'l- o LI Il T I T Tl e T B T I

¢ Place your mouse between columns and drag to change the width of columns.

Workorder [tem Type + Aequest Date 4
Software Training 114022005 08:00 AM Sct
See also: Moving an rtin lumns in a gri

NOTE: As with any field label in AyaNova, you can localize any field label in Items
to display whatever text you want in whatever language you want.

See also:
Localized Text Designer
Fields of the service workorder item record:

Summary
This text field is where you can enter a brief description of what service is to
be performed or required.

The Summary field is limited to 255 characters.

The information entered here displays on the Scheduled List grid Summary
column, and is viewable from the Schedule screen if selected to display via the
Workorder Summary Template editor in Global Settings.

See also:
Global Settings - Workorder Summary Template

Service Notes
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This is a text area where you can provide detailed information for the
scheduled user in relation to what is being serviced.

Semvice Notes War
go through steps to train customer n backup confirmation Softwar
I;ust?qmqr feports unill is belching black smoke at 2PM every | Hardwa
do zome service Internet

Place your mouse over the field which will display the information expanded.

| Service Notes Wworkordes [tem Type _
go lkrough steps to biain customer in backup confirmaton Software Training = 11/0:z
Customer reports umit is belching black smole st 2PM every day. Perfarm tests and disgnose IJE
do some service by Intainet Setup 110

To enter information, and to view all text information in this field, select
within to popup a larger text entry screen

JCustomer reportz unit iz belching black smoke at 2PM evey day. Perform tests and diagnose

Workorder Item Type
This drop down selection is to identify what type of service is being performed
for this workorder item. This is useful for reporting and for filtering the grid
view.

For example, if you run a yard and mower maintenance service business, you
may want to identify lawn maintenance from yard repair like fence or gate
repair. Or if you run a computer service shop, although the Workorder
Category may be Networking, you may want to further distinguish the
individual workorder items that are networking related even further such as
Network Cabling, Network Configuration, Network Hardware, Network
Software and so on

You can create or edit additional Types by selecting the Types toolbar item at
the top of the workorder screen, or via the main toolbar menu SubGrids.
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See also:
Workorder Item Types

Request Date
Intended use is the date service was requested by the client. A workorder may
not be created till the following day, but you may want to track when a client
requested service against when you were able to schedule a user to perform
it, or against when service was actually performed to determine if you need to
hire additional staff to meet your client’s needs.

Workorder Item Status
As a workorder item progresses, you will want to change the Status of that
workorder item to advise others of this, as well as to remind yourself.
Changing the status here allows other users to know what is happening with
this workorder item at a glance from grids and from within the service
workorder. Selecting the Status for the individual workorder item identifies
the progress of that particular workorder item.

Although drop down selection is the same Status selection as identified within
the service workorder header, Workorder Item Status sets the color for a
workorder item in the graphical Schedule screen

Workorder Status set in the service header is for the workorder as a whole —
Workorder Item Status identifies the status for this particular workorder item.

From the Schedule screen, the workorder item description will display its
background color as the color associate with the Status. This is useful for
scheduled users to view at a glance the status of a workorder item.

For some organizations, they may wish to only identify status via the
Workorder header and not use the status color for individual workorder items
— while other organizations usually because they have more than one
workorder item per workorder - will identify each individual workorder item’s
status.

We provide both here for you so that you as an organization can use what
works best for yourself. You can instruct your staff to only select Status from
the workorder header; or you may instruct your staff to select Status from the
workorder item; or you may instruct your staff to identify status in both areas.

Status is suggested to be other than Open or Closed. For example, you may
have Status'’s that denote the stages between receiving the service request to
receiving payment from the client — therefore may have status such as
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“Scheduled”, "Waiting on Parts”, *"Waiting on Unit Warranty Replacement”,
“Customer Notified, Waiting on Pickup”, “Customer Billed, Waiting on
Payment” etc.

Status can be what ever you want that will allow you to better filter your
workorders and keep up on the progress.

You can create or edit additional Statuses by selecting the Status toolbar item
at the top of the workorder screen.

See also:
Workorder Statuses

Priority
Priority is different from Status as it signifies how important a workorder item
is, or how urgent a workorder item may be.

When viewing the Schedule screen, a workorder item will display a colored
flag with the selected color of the priority for this workorder item.

You can create or edit additional Priorities by selecting the Priorities toolbar
item at the top of the workorder screen.

See also:
Priorities

Warranty Service
This checkmark field can be used for whatever you wish. Using the default
locale, it is localized to Warranty Service so that you can place a checkmark
here if desired. As with any field label in AyaNova, you can localize any field
label in Items to display whatever text you want in whatever language you
want.

See also:
Localized Text Designer

Each workorder item contains a number of sub-items where you can indicate
additional information regarding the workorder item.
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These include:

e the unit selected for service to be performed on

e scheduled users for this workorder item

o tasks assigned to be completed

e parts on order or used in service

e additional expenses incurred in performance of this service that may or may not
be charged back to the client

¢ outside service incurred whether warranty or a third party repair center and the
shipping costs incurred

e details of the labor performed in the course of service including user that
performed service, details of service performed, start and stop time and rates
applied

e details of travel incurred to perform the service

e |oaned items and related dates and charges

e Custom fields containing additional information that is needed to be
documented.

There is no practical limit to the number of workorder items that a service workorder
can have.
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5.3.6.7 Service Workorder Items Subltems

5.3.6.7.1 Unit
[Fmodondersa ai0 ]
- -
S @ HEOF oo O
Tt |
— . uswrany repdnoe wabend Cosmal
| Eﬁ"tﬁ? O3S Pregact = ) e
Unihed Stam Pt o RUWIITIIIN Wigwal Refsare | pnoneens
' ekeas 175H OO Sasth 452 0O ‘iarkores Catngar [ - = Dmin
st i | Goledeled 7] trcion Hambet Senite Complems
Those by dwe SVORZI0E 0114 PN = Bervios e THERNT 00 M -
Yot o ey
ity Samaran, Tarucs Howa Prany Wortordar BT Trpe orboeder deTi ke MegoausCinis ‘réwTand; Saaze
;l ImpiscE maTboals 17 ymaEr | |F’ ek e mard | nrdwarn Merimnence | Ghassian | 12205007 1200 AM | =]
+ | | | [ | E—F-
L b Ut sarace bepa I Lrd |
[ Schecyiet U [t emwtacane, = [WPICanpes Probi DLIZ0 G2 - SEDUTINFJMFSG -
Taaks L by et it Wesinasadey by 51 208 =]
T Parin Wiararty iswa:
& Laber Shippng Farts 8 Labar
5 Tl Emmm1mwmm
clowed pervice warkoder.
Purchummd Diaba: £r172008 12258 AN
i Fecspt nber S
f L
e Cuince Sarace
LI i Frosn LI
T T

If you do not want the Unit subsection to show in the entry screen for users of a

certain security group, just set the security group Object.WorkorderItemUnit to
Forbidden

Fields of the Unit sub-screen:

Limat |

| HP / Compaq: ProLiant DL320 G2 - 580J239F J58F J2 =l

]

e Identifies the unit to be serviced via this workorder item.
NOTE: Display format (whether Vendor - Model - Serial Number, whether
just Serial Number etc) is based on the Unit display format set in Global
Settings

¢ Only units "owned" by the client of this workorder display for selection so
you can easily select

e Click on the Unit jump button to either edit the existing selected unit; or if
no unit selected, create a new unit for this client

Unit is wamantied until Wednesday, Juby 01, 2009

]

Shipping Parts & Labor

e Displays warranty information on the unit based from the Unit's entry screen
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Last closed service date: 12/21/2007 10:00 AM
Last closed service workorder: 61

e Displays Last Closed Workorder number and the service date of that last
Closed workorder

Purchased Date: 61,2008 12:00 AM
Receipt Mumber: 46543545

e Displays Purchased Date and Receipt Number for that purchase as set in the
Unit's entry screen

5 |
| Planned Maintenance & Checkup © =

Unit service type

e Identifies type of unit service
See also:

Unit Service Types

¢ Provides meter reading entry via the Workorder Items menu option if meter
reading enabled for that unit

2 Unit Meter Reading _ln]ﬂ
P O New.. B Refresh..
! Unit Meter Reading List [3)
.. Mgter reading date ¥ 7 Meter description V| Unit Meter Reading 7| Meterreadon 7| Record Created V| Record Created By 7|
o 2005 444 PM dezciption of why, what where ale 802 \nlorkarder 73 2732005 444 PM [T
12202005 740 AM wiz Unit jump bution 2827 TA2005T404 | AMA
TIZ12005 1115 AM Dpenign meter reading for thas unat 281 TWRTROE 15 A | A4

¢ Provides viewing of meter reading history via the Unit jump button if meter
reading enabled for that unit

Lt |
|HF' Compag: P‘rcLian!DLSED-[:@DJEEBF,SEFJE j '
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To be able to maintain a service history for each Unit, only one Unit is selectable per
workorder item.

In this way, parts used in service of this Unit, the amount of labor, outside service
required will all be maintained for this individual unit.

You can select multiple units in a service workorder by selecting each unit within a
separate workorder item within that service workorder.

5.3.6.7.2 Scheduled Users
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The Scheduled Users sub-screen
Additional information about this Scheduled Users subsection
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Fields of the Scheduled Users subscreen

The Scheduled Users sub-screen:
e Identifies one or multiple users scheduled to perform the service in this
workorder item
e Identifies start date and time, stop date and time
e Identifies suggested service rate and estimated hours of service
¢ Provides ability to copy this information to a Labor item as time saving feature

Additional information about this Scheduled Users subsection:

Scheduled users for this workorder item are selected here. What is selected here

shows on the graphical Schedule Screen.

You can schedule as many different users as needed.

The scheduled user is assigned to the workorder item, not to the workorder as a
whole. In this way you could have different scheduled users for different
workorder items within a single workorder.

If your workorder has only one workorder item, then by default the scheduled
users are assigned to that workorder item. And if you have more than one
workorder item, you can assign different scheduled users to the different
workorder items as needed.

If you do not want the Scheduled Users subsection to show in the entry screen
for users of a certain security group, just set the security group

Object.WorkorderItemScheduledUser to Forbidden

You can pre-set via the Global Settings field Scheduled Default Time what time
you want a new record created through the service workorder or quote or PM to

default to - saving yourself time in selection.

Scheduled users can be automatically notified when newly scheduled, or when
the scheduled date is near.

See Also:

Scheduled Users menu option

User notifications

Moving and sorting columns in a grid

The graphical Schedule screen requires at minimum the following three
fields to be able to correctly display for a scheduled user.

1. Start Date & Time
2. Stop Date & Time
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3. User

See also:
Schedule Screen

Fields of the Scll1eduled Uselrs subscrleen:

ey Scheduled o
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Start Date & Time and Stop Date & Time
These columns are where you would indicate the start and the stop date
and time for the selected scheduled user.

As a time saving feature, when you enter a start date and time and tab
off of it, the Stop Date & Time will automatically default to the time
range set in Global Settings for Scheduled / Labor Default
Minutes after the Start Time; and the Estimated Quantity will
automatically be derived from the start and stop time.

And another time saving feature is the Global Settings for
Scheduled Default Time. If you almost always have your techs
scheduled at a set start time (i.e. all jobs start at 8am) than you can set
it in that Global Setting so that time is always the default when you
create a new scheduled user record.

You can easily edit these fields as needed by placing your mouse in the
fields and editing.

See also:
Date and Time selection

If an exclamation mark appears on the left of a row that indicates that
there is a potential issue with the entered information such as the Stop
Date being before the Start Date. Read what it says and fix.

Start Date & Time ; Stop Date & Time

12/6/2010 11:00:00 AM 12/06/2010 09:00:00 A l LI o

i 30 :30:00 PM
Start date must be earlier than stop / end date |

e |

Estimated Quantity

AyaNova 7 Help © 2021 Ground Zero Tech-Works Inc



Feature Details

This column as a time saving feature, automatically enters the number of
hours derived from the Start and Stop Date & Time. You can of course edit
it as needed.

The Estimated Quantity field is also useful if no date and time are selected,
but the dispatcher wants to advise the scheduled user of an approximate
length so they can schedule themselves appropriately.

The Estimated Quantity field is also useful if you use the Convert
Scheduled User to Labor menu option, as that menu option will pre-enter
in the estimated hours into the actual hours, saving double-entry.

User
This is a drop down selection of schedulable users that are active and can
be selected. Selecting a user and setting the corresponding Start Date &
Time and Stop Date & Time will then show the workorder item within the
Schedule screen for this user, as well as on the Scheduled List grid.

If a user does not display in this drop down selection, it may be because
the user is not set as a scheduled user, nor as active.

See also Users section of this Help docs

If the user selected is a member of a different region than the client, a
warning message will pop letting you know that user when logged in won't
be able to see the service workorder because this client is a member of a
different region. Also review the Regions section of this Help docs

==

l-,‘ Warning: User is not in client's region - won't see this item.

ok |

Suggested Rate
Use the drop down arrow when you place your mouse in this column to
select the suggested rate that the service is to be billed at. This is useful if
the dispatcher wants to advise the scheduled user of the type of rate to
use. This is also useful if you use the Convert Scheduled User to Labor, it
will pre-enter in the estimated rate into the actual rate, saving double-
entry.
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If this client in addition to the “regular” rates for selection also may have a
contract or agreement to receive specific rates for certain services, it would
be suggested to set up a Contract selected in that client’s entry screen, so
that those specific rates will also be available for selection in addition to
“regular” rates.

Or if this client would only ever be charged a specific rate or rates, it is
suggested to assign a Contract to this client, specify Limit to Contract Rates
Only and set contract rates that would be only be selectable. Refer to the
Contracts section for more information.

See also:
Rates
Contracts
5.3.6.7.3 Tasks
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The Tasks sub-screen:
e Identifies common tasks to be performed in this service
e Identifies status of these tasks performed
e Select instead of having to re-type in every time

Additional information about Tasks

Tasks are selected by performing the following
Fields of the Task subsection

Task Groups & Tasks
How to create a new Task Group
How to edit an existing Task Group
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Additional information about Tasks:

Use tasks to identify common tasks to follow for service maintenance, thereby
saving having to type in repetitive tasks, as well as a reminder of common
repetitive tasks.

The order that the Tasks will display are based on the order they are selected in

the Task Group entry screen. You can also click on the Task column header to
sort by alphabetical order, but they will return to the selected order in the Task
Group entry screen when you re-open the workorder.

If you do not want the Tasks subsection to show in the entry screen for users of a

certain security group, just set the security group Object.WorkorderItemTask to
Forbidden

Tasks are selected by performing the following:

1.Click on the drop down arrow of the Task Group field and select a Task Group

Task Group |

[on 3
Backup Confirmabon Training

J Tio Do lnst for Scheduled Usar Eg |
Tl

2.Click on the + to add the tasks of that Task Group into the Task List below
|

Task Group |

I% Firal Check ﬂ

You can add more than one Task Group to display

And if a Task Group is not yet entered, you can create a new Task Group with
new tasks.

See Also:
Task Groups & Tasks

If a task does not apply to this particular service, you can select the status of N/A,
or you can also delete individual tasks by selecting the row, and hitting your
Delete key on your keyboard.

Fields of the Task subsection:
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Task Group
From here you can select a pre-entered task group that identifies a list of tasks
required for this workorder item. From the Task Group jump button, you can

open up the Task Group entry screen to edit an existing Task Group or create
a new Task Group.

#| E—

Ip ————————————
EE scheduled Usars n=a

|:=| Tasks

¥ Pans

4 Labos

i Travel

This column identifies an individual ltask
£

4% Unit Task Group i
] scheduled Users [L©] Final Check 3
| '=| Tasks
¥ Fans

&% Labor

g Travel

| _:-' Expenses

= h dewnce manager
F ey Lo

T TSR

Status

This column identifies the status of the task, whether the task is To Do,
Completed or N/A for “not applicable”.

For quick viewing, you will note that tasks set as To Do are highlighted in
blue, whereas N/A tasks font are slightly grayed, and Completed are white.

Final - Customsr nolifiad for peckup Ta Da

Fimal - FAM working

-

)k ok
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5.3.6.7.3.1 Task Groups & Tasks

Task Groups group tasks together so that you can easily select a group of tasks
for a workorder item without having to type it out. This saves having to type out
for every workorder common tasks that occur for service.

How to access the Task Group entry screen:

Access Task Groups from the service workorder item sub-grid Task Group jump

bLljtton l

huss

FE Scheduled Users

] -| Tasks

¥ Pans

A0 Labor

il Travel

T Expenses

r ST

l|g_“"L\:\|!l‘rs

EW e me s

The individual Tasks in a Task Group

Individual selectable tasks are listed in the column on the left — the “selectable
tasks” grid. Do note that inactive tasks will contlnue to display here.

. Mackup Tondwma Hen Traming 5_5_ .-J.DJ!I

s conmess [ @) ) = £ )

Selectable tasks

Selected tasks

e [l

& - Erier = detesls of Labor provaes | l‘ Eregrs 3 Bachug Job 15 slrsasy corhgersd snd has ne s
Firal - hio insses with deroice mansger Flan w guck backup job asd cascal 1 1o eror message
Firal - House working \sex logged in'wilk nghts
Firel - Cusiomer nobhes tor pclosp 1 Eme mspeact of Backup mofiware user interisce
Firel - Fara working Uar sabects Backep Eiror Loggisg
& - Pareade cisaomer Witk copy of workonder Feaing 3 Backup Log - chacking for srors of issies
[ S —— I [ROT T —————
Firal « Viden wediking Sohvedhube o ieslios Bickiap s aach i g
Firasl - User softwawe retunses Ermenng backep taps frompresoes day & mken ofsie for
A« Changs 'Workorder Sists once ssrice peoaded
Firal + Floppy CaTAT derees smpty

el - CORC DR TR woriong
A - Ertar = Expanams incured Io parforn saneca
A - Evler in defils of Travd 10 perform senice
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Tasks that are selected for the Task Group display on the right side — in the
“selected tasks” grid. Again, even if an individual task is set to inactive, it will
continue to display here.

Individual tasks can be placed within the Task Group by clicking within the arrow

column for that task E which "moves” them into the Task List on the right. The
order that the Tasks are listed here will be the order that the Tasks display within
a service workorder item.

P
Tasks
Q =

A - Enter in details of Labor provided Ensure a
Final - No issues with device manager F Run a gus
Final - Mouse working i User logg
Final - Custorner notified for pickup /% | Basic asp
Final - Fans wnrkina w | lsmr sele

Remove an individual task from the Task Group by selecting the delete image

[x]

Tasks

2 5 E Q

Ensure a Backup Job is already corfigured and has run suc

Fun & guick backup job and cancel it 20 ermor message
User logged m wath nghts

i
Basic aspect of Backup software user interface !k

llenr ealarte Barkun Erenr | rnoinn

Selectable tasks are created by selecting the Tasks toolbar button from the menu
bar. As an individual task may be part of many different Task Groups, the
individual tasks are all created in the same grid so they can be re-selected without
having to re-enter.

E Backup Confirmation Training

. Ll f LA e
E Backup Confirmati = | - Save %_
Tasks

This opens up the Task entry grid where you can create individual tasks. As with
any subgrid, click within the gray record to begin entering a new task
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| hctive | Task Name
Fimal - \idee warking

Fimal - ‘firus proplechon up io date and warking
Reading & Backup Log - checking far efrars of issues
Rum & quick backup job and cancel it so error message
Schedule 1o replace backup 12pe each moming

LUtser logged in with rights

Uiger sedects Backup Ermor Logging

I

<[ =) = =) == ==

Note on Active column: setting a task to inactive means only that this task will
not be added to a workorder via a Task Group even if selected in a Task
Group.

Only if a task is deleted from this Tasks grid does the task no longer display
as selectable in the Task Group entry screen left grid (the “selectable tasks”

grid)

5.3.6.7.3.2 How to create a new Task Group

How to create a Task Group:
There are two ways to create a new Task Group:

1. Have no Task Group selected and then click on the Task Group jump
button to open up an empty and new Task Group entry screen.

| l
. Task Group !1:
Igl B -

Note that the creation date and time is entered into the Task Group
Name field as a “holder”. You can of course edit the name to
whatever you wish
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Task growp name
Date entered as N 175 404
name placeholder v teine
Deriplas
-
Tasks : =
> ¥ 8] o

& - Erder = detmils of Labor provsded

il - Ko indres wth dirnice manage

Firasl - Wodse wirking
Firesl - Cusiomer novhes tor pokoup

il « Fir workng

A~ Provade customer i B copry of workonder

& - Erter = Pariy sams m perons

il « Ve wesibing

Firesl - Usar softasse refunsed

ey - o ewr oy = e e

2. Or if there is a Task Group selected, when you click on the Task Group
jump button it will open up that Task Group for viewing and editing

Task Group
I ) | Backup Confirmation Trai j

Click on the Save & New menu button to open up an empty and new
Task Group entry screen.

j B Backup Confirmation Training

s ] @ ) O
Saw d New
JvE an: L4 Task Ehi

Backup Confirmatio

Again, note that the creation date and time is entered in the Task
Group Name field just as a “holder”. You can of course edit the
name to whatever you wish.

5.3.6.7.3.3 How to edit an existing Task Group

How to edit an existing Task Group:

Within the Tasks sub-screen in a service workorder, select the Task Group from
the drop down selection list, and then click on the Task Group jump button to
open that Task Group entry screen.

Task Group
I & | Backup Confirmation Trai j
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5.3.6.7.4 Parts
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The Parts sub-screen:

e Identifies parts and their quantities to be used in service (tech to take onsite)
and/or parts that have been used in service.

e Identifies serial numbers of parts

¢ Maintains inventory

e Identifies discount to be applied from client/unit contract or via manual
entry

e Request parts if not in stock (and be automatically notified when the part is
received into inventory)

e Identifies order status of parts requested
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¢ Create new parts
e Generate unit from part

If you do not want the Parts subsection to show in the entry screen for users of a
certain security group, just set the security group Object.WorkorderItemPart to
Forbidden

The Parts sub-screen will display two areas if applicable
1. the Parts subgrid subsection

2. and the Part Requests subgrid subsection- note that the Parts Requests
subgrid does not show until at least one part is requested to be ordered via this workorder.

See also:

Parts menu options
Workorder - Par ion
Workorder - Part Requests subsection

Moving and sorting columns in a grid
5.3.6.7.4.1 Parts subgrid

Parts subgrid
0 5 rars
Gty Fari Peice | Dwcount | Salesim | Deseripion | Senal Mumber | Used Warehouse Rz
K CO4533  CORDM GLA BS236 lstemal | 82293 000 % Sakes Only [ | Defmit
1 DELLESET - lnsparon 2800 - Dl 5178  000% | Sales Oriy | DELLETSTL | DELLETGTSS) | Cefmit
i CAEN 05 - Sermal cable - DE-I5 (M) - O L] 000 % | Sales Orly | Cefeu
=~ P

Part

e WSl o

Quantity * | Part
1 CD4583 - COROM GCR B523B Internal
1 DELLSGET - Ingpiron 2400 - Dell
2 CAB1084 - Senal cable - DB-25 (M) - D
1]

- -

L=k

J

CAB1064 - KYBD EXT-DINSM DINSF 6FT - APC H

CAB1034 - Serial cable - DB-25 (M) - DB-25 (M) - 10 ft - APC

CD4533 - CDROM GCR 2523E Infernal - LG Electronics h-:
CL134-0 - Super Duster 134 - MG Chemicals

CL2457 - Cleaning Wipes - Balkin

DELLE6ET - Inspiron 2400 - Dell

MNEl | E0AG | lae mieee T - Nl

Select the part from this column.

How parts display in the selection is dependant on the Global setting for Part
Display Format within the Administration pane — whether part number + part
name + part manufacturer or part name + part number or etc.

See also:
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Parts

Global Settings
Drop Down Fields

Warehouse

[ Wwarehouse
Default

Default -

A Default —

Bob's truck
hith street
Eva's Truck

This is a drop down selection column where you can select from which
warehouse the part is from.

What warehouses show for selection depend on the Region set in your logged
in AyaNova User entry screen for Region.

When you first select a part in a service workorder, the warehouse will default
to your Default Warehouse as also set in your User entry screen.

Note: If your User Type is Scheduleable User, your administrator may
have set to a specific warehouse as default. This is useful if as a
schedulable user you tend to use stock that is accounted for in your own
trade truck rather than stock that is within the office. One less column
selection, but still allowing you to maintain inventory correctly.

Warehouses can be actual buildings where stock is kept, or it can be each
scheduled users “stash” of parts on hand so that inventory out of the store is
tracked. Up to you how you use.

This is useful to maintain accurate stock counts if you have multiple locations
where stock is located

And of course, the example warehouses in the screenshot are just that -
examples - as you can enter your own Part Warehouses.

See also:
Part Warehouses

Quantity
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Enter here the quantity of the selected part.

NOTE: If inventory is set to True in Global Settings then:
o If a part is serialized, a quantity of 1 can only be entered as only one
serial number can be selected per part.
o If there is less number of parts in stock for the selected warehouse than
the number that is entered here, a pop-up will appear asking if you wish
to request parts to be ordered via purchase order.

= Parn
Quaniity Part Price | Digcownt | Salestax | Description Serial
1 ICOM583 - COROM GCR B5218 Internal 522 59 0.00 % | Ssless Oinky
1 DELL3GET - Inspiron 2400 - Dell .13 0.00 % § Seless Only | DELLG7574 | IDELLETST
2 AR5 - Serial cable - DB-25 () - D 55,75 0,00 % | Sades Only
1 1a HET11 - Holostage - Baupurkt - !_ =
*

1 Ensuffioent stodk {0.00).
- Do yous want bo requeisst 1.007

o ]

In the screenshot above, 1 was entered as the needed quantity, but there
are 0 in stock of the part. If you select “YES”, a part request for a quantity
of 1 of this part will be created for you, and the quantity showing will be
0.

If you select "No”, the quantity for this selected part will revert back to 0
and you can delete the record.

NOTE: When a purchase order receipt for part requests is saved AyaNova
will automatically update the workorder creating a workorder item part
based on the part request and also select the serial number correctly if
applicable. Also removes the empty record in the workorder item parts
originally made during the original request. Basically you do not have to
delete the 0 quantity except set the part record to used in service.

See also:

Workorder - Part Requests s ri
Global Settings - Use Inventory

Inventory Adjustments
Part | in t

Parts selected in a PM
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Serial Number

n Senial Number L

DELL7Z73787
DELL3357373
EU-0545673

If the part has been indicated within the Part entry screen is serialized and
serial numbers have been provided for this part in inventory, you can select
the serial number from the drop down list here.

Otherwise if the part is not serialized, this field will not be selectable.

You can not type in a serial number here, only select what is already entered
into inventory. This is to maintain standards with inventory.

If Use Inventory has been set to False in Global Settings or you do not receive
serial numbers into your inventory, you can manually enter serial numbers etc
into the Description column if needed.

Do note that if you had entered quantity of parts into inventory and then
afterwards set the part to track serial numbers, when you select the part in a
workorder it may only show a bunch of zeros for serial number selection
because right now there are no serial numbers for those parts in inventory.
You should perform the following:

1. Uncheck “Track Serial Numbers” from the part entry screen

2. Enter in an Inventory Adjustment removing the parts from inventory
3. Checkmark the parts attribute “Track Serial Numbers”

4. Enter in an Inventory Adjustment adding the parts into inventory, and

enter in the serial numbers at that time.

UPC
If you have entered UPC codes within the Part entry screen for the part, you
can place your mouse cursor in the field and use your keyboard scanner to
scan in the UPC which will automatically bring up the part associated with it
so you do not have to select from the Parts column.

Discount
If the client or the head office of this client has a contract, any entered
discount within that contract will automatically display here.
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You can also manually enter in a discount to apply specifically for this part
selection.

See also:
Contracts

Price

When the part is selected, the part’s Retail Price is obtained from that part’s
entry screen.

You can edit the part retail price as needed.

Do note that if a discount amount is entered in the Discount column it is
applied against this price. This is not the price with the discount already
applied.

Description
This is where you can enter additional information about the part.

By default if the part is serialized, the serial number will also appear here, but
is editable.

If you do not use inventory, a suggestion is to use this to enter in the serial
number of the part sold.

Used in Service

This is a check-mark selection column where you can select whether the
quantity of this part has been used in service.

Once a part is set to "Used” and the service workorder saved, it is taken out of
inventory. Your can not uncheck this to “put it back” into inventory. If a part
was mistakenly set as “Used” when it was not, delete the entire row for this
part (select the row, and then your Delete key on your keyboard) and save
the workorder to put the part back into inventory.

i Wikt

Clusmbity ~ Past Price Dhscount Sales tax | Desenphon Serzl Murrbss Used

r
JELLETSTd  DELLETST443 o
=

F

~ =

Use your mouse to FS
“hct t-h" r.':ard r°w1 _\_‘_..H Mre you sure you want b debete this record permanenithy ¥
and then press the
Delete key on your
keyboard
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If this is not check-marked, the quantity of the part is not affecting inventory.
This is useful if you want to advise your schedulable user what quantity of
what parts to take with them when they go onsite to perform service. Once
service is completed, and the parts actually used, then check-marked this field.

5.3.6.7.4.2 Part Requests subgrid

Part Requests subgrid

P.Ilm - + - - - -—_ .
Oneceder |  Quantity Recpivad Expacted Ovcered Date | Purchase Order Part \riarahouse
¥ r 1 a SPT 355 - Sport Cups - Blue - Blsupunk | Defsult
= [ 1 1 L *E TEP12 - Thomgeon eyephones - Belkin | Default

| Y,
Part requests are created when a quantity of a part is not in stock, and you accept

to request that quantity.

¢ Part Requests can not be manually entered - requires entering a quantity of
a part and that part quantity not in stock On Hand

D E ram
Quantsy Part Frice Digcownt  Salestax | Description Seial
1 (CID45ES - CORDM GCR 25218 Intarnal £ 9% 000 % | Ssle= Only
1 DELLSGET - Inspiron 2400 - Dell §1.11 0,00 % | Sales Only | DELLGTS74 | DELLGTST
2 CABTIS - Serial cable - DBE-25 (M) - D g65.75 0,00 % | Sades Only
al ! HST11 - Holostage - Baupurkt - !_ B
*

Ersufficent stodk {0U00].
- Do yois want b request 1.007

o ]

e Part Requests once made can not themselves be edited. If you no longer
need it, or there is a change in quantity, you need to delete the record itself.

Deleting a Part Request:

e A Part Request can be deleted if not yet ordered.

e A Part Request can not be deleted if ordered but not yet received.

¢ A Part Request can be deleted if ordered and received. A reason for
keeping the part request that has been ordered and received is to maintain
tracking with the service workorder itself of the part request.

e If an ordered Part Request is no longer needed, you must first receive the
ordered part into inventory, then you can delete that part request. You will
need to make an Adjustment to take that received part out of inventory as
you did not actually receive it.

NOTE: When a purchase order receipt for a PO from part requests is
saved AyaNova will automatically create a workorder item part based on
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the part request and also select the serial number correctly if applicable.
Also removes the record in the workorder item parts originally made
during the original request that was at quantity of 0. Basically you do not
have to do anything such as deleting the 0 quantity record in the Parts
subsection except setting the part record to used in service.

¢ You can not set a service workorder to Service Completed if there are part
requests not yet ordered or part requests not yet received.

¢ You do not need to delete the received part request to be able to set the
service workorder to Service Completed.

For example of a part request, let's say that there is presently a quantity of 4 of
the part CL2456 in the warehouse Store Stock. If we select the part CL2456 in the
Parts area, and enter in a quantity of 6, it will display a message asking if you
want a quantity of 2 placed in the Part Requests to be ordered

Pantz

[ wec Quariiy | Pt T Wanet Descrgh Used | Pice Discowrt. || Steaten |

e G CL245E - Cleaning Wipes - Bskin Stoee Siock r a5 0100 %| Salex Oy
=

|

(] Erefficient stock (4,00,
- Do o veitk b5 rgossk 2,007

w, [

If you select YES, it will enter a quantity of 4 in the Parts area, and place a
quantity of 2 in the Part Request area (total = 6)

Part Requests require the following:
e The setting Use Inventory is set to True via Global Settings
e The part quantity selected is not in stock

Par reguests
Onoeder /| Quastity  Psceived | Expscied | OvderedDate | Purchass Order | Part [ Waeshouss |
k r 1 ] SPT 355 - Sport Cups - Blue - Blsupunkf | Default
CEE ' ' ® TEF1Z - Thomgson eyephones - Belkin | Defaul
| kW
Part

This is the part that has been requested. The part format name displays as
set within Global Settings.

Quantity

This is quantity of the part that has been requested, or if part is ordered, the
quantity that is ordered.
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Warehouse
This is the warehouse that the part has been requested for. If only one
warehouse, it will default to that.

On Order
A checkmark indicates that the part has been ordered via a purchase order.

Ordered Date
This displays the date the PO was set to Ordered status.

Expected
This displays the date entered within the PO for the ETA of receiving for the
benefit of the user viewing this service workorder.

Received
A checkmark indicates that the part has been received.

Purchase Order
The Purchase Order number will display here that the part quantity was
ordered on. You can click on this which will open that PO so that you can
review.

Parts are set to a checkmark indicating they are ordered only when a purchase
order has been placed based on this particular Parts Request.

Once a part that was showing in the Part Requests has been ordered and is
received, if the scheduled user has subscriptions enabled for notification, they will
be notified that the part is now in stock so that the service workorder can be
continued. As the part is now in inventory, the user can now select the quantity
of the part within the Parts subgrid.

The Part Requests will continue to display for historical information even when
the part has been received into inventory.
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5.3.6.7.5 Labor
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The Labor sub-screen
Fields of the Labor subsection
Labor Banked Service

The Labor sub-screen:
e Identifies one or more schedulable users that performed the service for this

workorder item

e Identifies the details of service performed for each labor record

e Identifies billable hours, non-billable hours, and service rate to charge for
each labor record

¢ Provides ability to auto-debit the billable amount against banked service for
client or selected unit for each labor record (and be automatically notifi
when the client's Banked Service zeros out)

e If client has contract, displays rates for selection based as set in contract

e Provides a history of service performed for the client and unit if applicable,
as well as data for reports and future reference

If you do not want the Labor subsection to show in the entry screen for users

of a certain security group, just set the security group
Object.WorkorderItemLabor to Forbidden

You can move and sort the columns in this grid

Fields of the Labor subsection:
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Service Start Date & Time  © | Service Stop Date & Time

1202172007 11:00 AM 1202172007 12:30 PM

b | 122172007 11:30 AM 1252172007 12:30 PM

E
Service Start Date & Time and Service Stop Date & Time

These columns are where you would indicate the start and the stop date and
time for the selected scheduled user that performed the service.

As a time saving feature, when you enter a start date and time and tab off of
it, the Stop Date & Time will automatically default to the time range set in
Global Settings for Scheduled / Labor Default Minutes after the Start
Time; and the Service Rate Quantity field will automatically be derived from
the start and stop time.

You can easily edit as needed by placing your mouse in the fields and editing.

See also:
Date and Time selection

If an exclamation mark appears on the left of a row that indicates that there is
a potential issue with the entered information such as the Stop Date being

Start Date & Time ; Stop Date & Time

12/6/2010 11:00:00 AM 12/06/2010 08:00:00 A v
B 30: =) 230:00 PM
Start date must be earlier than stop / end date |

] |

ser

a

a

Hank Rearden -

BEva Alexander

Eva Alexander —

Herb Arlens
John Galt

User

Select the schedulable user that performed the actual service. This allows you
to obtain reports on billed time by each schedulable user as well as other
information.

See also:
Users
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L Time Service Rate

Lfter Hours - Ongite Service Rate

Internet Setup - in Shop

Internet Setup - Onsite

Mo Charge Service

Standard - In Shop Service Rate

Standard - Networking Cabling

Standard - Onaite Service I'-Iatih_ E
%

Service Rate
This drop down list shows all the rates entered into the rate entry screen in
AyaNova that are marked as service rates and not travel rates.

The rate selected would be used in conjunction with the Service Rate Quantity
and No Charge Quantity to calculate the charges on a completed format work
order report and for various management reports.

What rates display are dependant on whether the rate is set as a Service Rate
in the Rates subgrid, and if this client has a contract that limits or provides
additional rates for selection.

See also:
Rates
Contracts

Service Rate Quantity | Mo Charge Quantity
15 0

1 025

Service Rate Quantity
The Service Rate Quantity is the quantity of billable time.

The Service Rate Quantity will automatically reflect in hours up to two decimal
points derived from the Start Date & Time and Stop Date & Time.

If you do not use "hours" as your quantity, edit this field manually after
selecting Start and Stop Date & Time.

Edit as needed. Do note that if you change the Start or Stop Date & Time, this

will automatically change the Service Rate Quantity, so edit after setting the
Start and/or Stop Date & Time.

No Charge Quantity
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This would be the numeral amount of the rate not billed. You enter this
amount manually.

Entering no charge amounts can be used to indicate on workorder reports to a
client how much free work they received.

Both the Service Rate Quantity and the No Charge Quantity columns allow you
to enter in the number of hours to charge the customer for the work
provided. You can enter whole numbers or fractions of hours (e.g. 1.5,
1.25).

For example, a technician was onsite for 4 hours total: The decision is to
charge the client only for 1 hour. Therefore Service Rate Quantity will have
the number 1 for the number of hours that are actually billable. The No
Charge Quantity will have 3 entered to indicate the total number of hours that
are not billed. The two combined fields total the total number of hours.

In many service industries it is sometimes necessary to perform some work at
no charge; this gives you an opportunity to indicate this clearly to the
customer and gain goodwill by making it apparent to the client that they have
not been charged for something.

| Service Deteds < | Service Rste | Mo Charge | Usar [ selestmx
15 ] | Eva tlemander Selan & Gonds
T ched ks cof e Serwica el orTred i thics Laber recs

Service Details
In this area you can type up to 65,535 characters of text.

When you begin typing, the field "opens" up so that you can easily enter a lot
of text

While it is not necessary to enter anything here, it can be used on a service
workorder report to explain to the client what they are being charged for and
in our experience the more you enter here the fewer questions you will get
from your clients about the bill.

Depending upon the type of service you provide you may want to type in a
great amount of detail on every work order.

This is because the text entered here is indexed for quick retrieval on the
search screen and may be of benefit to other service personnel at a later date
when they come across the same problem that needs to be fixed.
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See also:
Search Database

Banked
Refer to Labor Banked Service

5.3.6.7.5.1 Labor Banked Service

Banked Service

Lahor

IE-quMEImI‘-T-u | Service SiopDate & Time | Service Rale | Service Dot Serics g
| T2ZNZ007 11:00 AM 2212007 1230 P Standard - Oinsibe 1.5 [{] Go
| 12212007 11:30 AM 12212007 1220 P Stancard - Ongite | enier here details | 1 028 Hark Azarcen Sales & Goo

The Banked column and image button will appear at the end of the grid itself and
the labor records if:
e The service workorder has been saved
e And/or the unit selected in this workorder item has Banked Service activated
in its entry screen
e And/or the client of this workorder has Banked Service activated in its entry

screen
e And/or the head office of this client has Banked Service activated in its entry
screen
Fiareon Start Dote & T Saricn Siop Guin & Tera Sarvace Fiste Sarwon Dwtely  Servios P | e Chaegm [

‘

Lyl ie b dan i Hinaih - Tkt

Mo image shows in these two as Banked
Service has already been applied.

The Banked Service image appears grayed
out as the workorder has not been saved

since this labor entry was created or edited

NOTE: If no image shows in the Banked Service column, that indicates that
this record has already been banked

NOTE: if a "grayed" banked button shows, this indicates that you have not yet
saved the service workorder since entering or editing that labor record
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See also:
How do I apply Labor against Banked Service automatically via a Service
Workorder?

Banked Service
User Notifications ( be automatically notified when the client's Banked Service
zeros out)

How to Apply Banked Service to the Labor Record

1. Use your mouse to click on "0 | Banked icon for that labor record

User Sales tax Eﬂ
3 Alexander Sales & Goods
nk Rearden Sales & Goods
wn Galt Sales & Goods ﬁgl

2. When you do so, AyaNova will display a popup letting you know before you
accept what the result will be if you accept to the Currency Balance, the Hours
Balance and the Incidents Balance. As you could have set this client's Bank
Balance to use any of these three balances, AyaNova shows all three, and you
look at the balance that actually affects you.

"'-, Currency balance: $187.50 - $180.00 = $7.50
L

Hours balance: -2.5-1=-3.5 <-|
Incidents balance: -2-1=-3 <1

Are you sure you want to Bank this record?
{Once this record is banked it will be locked and can no longer be edited)

‘r‘es[ | Mo | Cancel I

In the screenshot above as the example data for this client is using Currency
Balance, it shows that there will be a Currency Balance of $7.50 after we apply
this labor record. So we select Yes to accept as we can easily see that it won't
be going over the balance.

3. Once Banked Service for this labor item row has been applied and the service
workorder saved, this Labor row will be grayed and un-editable.
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4. If you have incorrectly applied this labor item row to Banked Service, select the
row and press your Delete key on your keyboard to delete the entire row which
will enter an adjusting entry into the Banked Service.

There are two ways you can see what the present balance is BEFORE you
apply the labor:

1. View the balance via the Banked Service subgrid itself

Click on the Client jump button at the top of the workorder to open the client
entry screen, and click on the Banked Service button in the client entry screen

= /}‘ |-'—_
é* = % |
Client
ABC Accounting
500 E Sth St.
Mew Yorke NY  100MMA-RNA

.....

'-"-'ﬂl *@Fa H G&

Have the Banked Service grid sorted by the Entered date so that you can easily
what the Balance is as of the last entry.

2. View the balance via the Banked Service column popup
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Or hover your mouse over the Banked Service column at the top of the Labor
grid records, and it will display what the balance is for currency, hours and
incidents at the time that workorder was first opened.
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t'l"""“ ..........
J hover your mouse over
the Banked Service
Gales tax column header

es & Goods I

urrency balance: $500.00
Hours balance: 0
Incidents balance: 0

The screenshot above shows that at this time this workorder was opened the

balance for currency is $500.00 and there is no balance for Hours or Incidents
- which tells you that only currency has been entered.

See also:
Banked Service

NOTE: Currency is displayed according to your computer's Regional settings.
For example, a negative currency amount may be displayed as ($50.00) with
brackets around it. If instead you want it to display with a minus symbol, you
need to exit out of AyaNova, edit your windows Regional Settings, reboot
your computer and then log back into AyaNova.

See also: Currency, Date & Time Display
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5.3.6.7.6 Travel
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The Travel sub-screen
Fields of the Travel subsection
Travel Banked Service

The Travel sub-screen:

e Identifies one or more schedulable users that performed the travel for this
workorder item

e Identifies the details of travel performed for each travel record

e Identifies billable travel time, non-billable travel, and travel rate to charge

¢ Provides ability to auto-debit the billable amount against banked service for
client or selected unit for each travel record (and be automatically notified
when the client's Banked Service zeros out)

e If client has contract, displays rates for selection based as set in contract

¢ Provides a history of travel performed for the client and unit if applicable, as
well as data for reports and future reference

You may wish to enter travel charges if billable back to the client, or if you

reimburse your employees for the amount of travel time they use their own
vehicles for.

If you do not want the Travel subsection to show in the entry screen for users of
a certain security group, just set the security group Object.WorkorderItemTravel
to Forbidden

You can move and sort the columns in this grid

AyaNova 7 Help © 2021 Ground Zero Tech-Works Inc



Feature

Details

Fields of the Travel subsection:

Start Date Stop Date

01/08/2009 02:00 PM | 01/08/200% 02:30 PM

Start Date and Stop Date

These columns are where you would indicate the start and the stop date and
time for the selected scheduled user that performed the travel.

As a time saving feature, when you enter a start date and time and tab off of
it, the Stop Date will automatically default to the time range set in Global
Settings for Travel Default Minutes after the Start Time; and the Quantity
field will automatically be derived from the start and stop time.

You can easily edit as needed by placing your mouse in the fields and editing.

See also:
Date and Time selection

If an exclamation mark appears on the left of a row that indicates that there is
a potential issue with the entered information such as the Stop Date being

Start Date & Time : Stop Date & Time

12/6/2010 11:00:00 AM 12/06/2010 09:00:00 A L"'I i
30: i) 230:00 PM
Start date must be earlier than stop / end date |

iy I

ser

a

|

Hank Rearden -

Eva Alexander

Eva Alexander —

Herb Arlens

John Galt

User

Select the schedulable user that performed the travel. This allows you to
obtain reports on billable travel by each schedulable user as well as other
information.

See also:
Users
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Travel Rate
Standard - Travel Per Hourjiie™s iy

— &fter Hours - Travel Per Hour  [—
After Hours - Travel Per Mile
No Charge Travel

Silver Contract Travel
Standard - Travel Per Hour

Standard - Travel Per Mile |3

Travel Rate
This drop down list shows all the rates entered into the rate entry screen in
AyaNova that are marked as travel rates and not service rates.

The rate selected would be used in conjunction with the Quantity and No
Charge Quantity to calculate the charges on a completed format work order
report and for various management reports.

What rates display are dependant on whether the rate is set as a Travel Rate
in the Rates subgrid, and if this client has a contract that limits or provides
additional rates for selection.

See also:
Rates
Contracts

Quantity | Mo Charge Quantity | Distance
05 0 0 (

Quantity
The Travel Rate Quantity is the quantity of billable travel time.

The Travel Rate Quantity will automatically reflect in_hours up to two decimal
points derived from the Start Date & Time and Stop Date & Time.

If you do not use "hours" as your quantity, edit this field manually after
selecting Start and Stop Date & Time.

Edit as needed. Do note that if you change the Start or Stop Date & Time, this
will automatically change the Travel Rate Quantity, so edit after setting the
Start and/or Stop Date & Time.

No Charge Quantity

This would be the numeral amount of the rate not to charge. Entering no
charge amounts can be used to indicate on workorder reports to a client how
much free work or travel time they received.
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Both the travel rate Quantity and the No Charge Quantity columns allow you
to enter in the number of hours to charge the customer for the work
provided. You can enter whole numbers or fractions of hours (e.g. 1.5,
1.25).

For example, you do not charge for travel, but you want to maintain
information on it for management purposes as well as to show the customer
they are not being charged for this time. Travel to the client started at
1/23/2005 2:00PM and stopped at 1/23/2005 2:15PM for a No Charge
Quantity of .25 and a Travel Rate Quantity of 0 with a Travel Rate selected
where the charge is set to a retail of $0. Travel from the client would be
entered on a new row, with a start of 1/23/2005 4:35PM and stopped at
1/23/2005 4:50PM for a No Charge Quantity of .25 and a Travel Rate
Quantity of 0

Distance
If you track miles or kilometers, enter that here. You can then refer to this
field when printing out reports

Travel Details
In this area you can type up to 255 characters of text.

You may wish to enter information regarding this travel such as explanation
of charges.

While it is not necessary to enter anything here, a suggestion is to use this to
provide explanation to the customer what they are being charged for.

See also:
Search Database
Banked

Refer to Travel Banked Service

5.3.6.7.6.1 Travel Banked Service

Banked Service

[ Mo Charge Dumntity | Distance | Stast Dmte | SepDee Travel Rats User DQuartity  Salestll
§ B CTOZ009 200 FM | OT/CE/2000 02 30 FM | Standard - Travel Far H | Flesb Aelens it Barvice O

The column for and the Banked image button will appear at the end of the grid
itself and the travel records if:
e The service workorder has been saved
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e And/or the unit selected in this workorder item has Banked Service activated
in its entry screen
e And/or the client of this workorder has Banked Service activated in its entry

screen
e And/or the head office of this client has Banked Service activated in its entry
screen

o St st & Torne Sarvice Siop Dwin & Tere Sarvice Faim Serweca [eisdy | Service e | Fiz Chesge L
|
Jched oy - Dl |

CDACTS (123 P |
1 I

Mo image shows in these two as Banked
Service has already been applied.

The Banked Service image appears grayed
out as the workorder has not been saved

‘

since this labor entry was created or edited

NOTE: If no image shows in the Banked Service column, that indicates that
this record has already been banked

NOTE: if a "grayed" banked button shows, this indicates that you have not yet
saved the service workorder since entering or editing that travel record

See also:
How do I apply Labor against Banked Service automatically via a Service
Workorder?

Banked Service

How to Apply Banked Service to the Travel Record

1. Use your mouse to click on "© | Banked icon for that travel record

Uzer Sales tax [ﬂ
3 Alexander Sales & Goods
nk Rearden Sales & Goods
n Galt Sales & Goods i
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2. When you do so, AyaNova will display a popup letting you know before you
accept what the result will be if you accept applying this to the Currency
Balance, the Hours Balance and the Incidents Balance. As you could have set
this client's Bank Balance to use either of these three balances, AyaNova shows all
three, and you look at the balance that actually affects you.

Currency balance: §7.50 - §17.50 = (10.00) <-—-1
! Hours balance: -3.5-0.5 = -4 <--1
Incidents balance: -3-1=-4 <—!

Are you sure you want to Bank this record?
(Once this record is banked it will be locked and can no longer be edited)

fes | Mo | Cim:el I

g

In the screenshot above as the example data for this client is using Currency
Balance, it shows that there will be a Currency Balance of ($10.00) after we
apply this travel record. As this would put the balance into a negative amount,
you would more than likely select Cancel as you can easily see it will put you
over the balance.

3. Once Banked Service for this labor item row has been applied and the service
workorder saved, this Labor row will be grayed and un-editable.

4. If you have incorrectly applied this labor item row to Banked Service, select the
row and press your Delete key on your keyboard to delete the entire row which
will enter an adjusting entry into the Banked Service.

TLEZ12006 17:30 AM T4

There are two ways you can see what the present balance is BEFORE you
apply the labor:

1. View the balance via the Banked Service subgrid itself
2. View the balance via the Banked Service column popup

1. View the balance via the Banked Service subgrid itself

Click on the Client jump button at the top of the workorder to open the client
entry screen, and click on the Banked Service button in the client entry screen
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F: workorder 54
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Have the Banked Service grid sorted by the Entered date so that you can easily
what the Balance is as of the last entry.

2. View the balance via the Banked Service column popup

Or hover your mouse over the Banked Service column at the top of the travel
grid records, and it will display what the balance is for currency, hours and
incidents at the time that workorder was first opened.
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| hover your mouse over
the Banked Service
Sales tax column header

es & Goods 4

urrency balance: $500.00
Hours balance: 0
Incidents balance: 0

The screenshot above shows that at this time this workorder was opened the
balance for currency is $500.00 and there is no balance for Hours or Incidents
- which tells you that only currency has been entered.

See also:
Banked Service

NOTE: Currency is displayed according to your computer's Regional settings.
For example, a negative currency amount may be displayed as ($50.00) with
brackets around it. If instead you want it to display with a minus symbol, you
need to exit out of AyaNova, edit your windows Regional Settings, reboot
your computer and then log back into AyaNova.

See also: Currency, Date & Time Display
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5.3.6.7.7 Loans
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The Loan sub-screen:
e Identifies one or more loan items provided with this workorder item
e Identifies loan out date, loan return ETA data, and actual return date
e Identifies any loan charges

The Loans sub-item is where you would identify loan items provided with this
workorder item, identify loan out date, loan return ETA data, and actual return
date, and identify any loan charges — using either the Rate quantity and Rate, or
manually entering in an amount in the Charges field

Information entered in here will display on the Loan Items grid and the
Workorder Loan Items grid for quick viewing — such as when a loan item is due

back, or what workorder number it was last loaned out under and who the client
was, and so on.

If in the event a Loan is provided in a workorder, but you wish to complete
service on that workorder but keep the loan active, use the Move Workorder Item
menu feature to move the workorder item for this Loan Item to a new workorder
for the client.

If you do not want the Loans subsection to show in the entry screen for users of

a certain security group, just set the security group Object.WorkorderItemLoan to
Forbidden

And you can easily view all loan items in the Loan grid so that you can easily see
at a glance which loan items are rented out and to what client and workorder,
when due back and more.
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See also:
How do I move a workorder item from one workorder to another?

Moving and sorting columns in a grid

Fields of the Loan subsection:

Loan Item

ned Loan item E
) [ o707 'I

Shovel 53" SHYLBRI24
\Wrench 716" 1212114

This is a drop down selection field where you can identify the loan item by its
name and serial number.

Only active loaned Loan Items will display as if you do not physically have the
loan item, then you could not loan it out.

You can refer to the Loan Items grid in the Units navigation pane for a list of all
loan items and their present status.

Loaned
Loaned - Due back Returned
| 1122007 09:50 AM | 120292007 12:00 AM

Sun Mon Tue Wed Thu Fi Sat

28 2% 30 0 1 2 3
4 5 & 7 5 10
11 12 13 14 1416 17
18 1% 20 2 22 23 34
28 26 27 23 2% 30 N

1 2 3 4 5 6 7

E‘jToda;-r: 1!3!2!]]]3 h

This is the date that the item was loaned out on. It defaults to today’s date and
time but you can edit to reflect any actual date if different.

See also:
Date and Time selection

Due Back
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This would be the date you expect the item to be returned. Entering a date here
allows you to view on the Loan Items grid and the Workorder Items Loans grid at
a glance when items should be returning.

Returned

This is the date the loan item was actually returned. Entering a date here
identifies that the loan item is available for loaning elsewhere, as well as
providing a record of its activity.

Charges

Fate guantity Charges Fate
1 %200.00| Manth rate

You can manually enter in currency amount any charges related to loaning this
item.

Or select a Rate first and then enter in the Rate Quantity — when you tab off, the
Charges field will automatically display the calculated amount.

Rate

Select one of the rates set in this Loan Item's entry screen. When combined with
the Rate Quantity field, the Charges field will automatically display the calculated
amount.

See also:
Loan Items

Rate Quantity
Enter in the quantity for a selected Rate. When combined with a selected Rate,
the Charges field will automatically display the calculated amount.

Sales Tax

If a charge is incurred, select tax to be applied to the charges if applicable. This is
useful for reports where parts, rates and loan charges may have different tax
percentages — this selection allows you to ensure the correct tax is applied in
reports for any charges entered here for the loan items.

Notes
This is a text field where you may enter in additional information pertaining to
this loan.
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5.3.6.7.8 Expenses
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The Expenses sub-screen:
e Identifies additional expenses incurred for this workorder item that would
not be parts or service
e Identifies if chargeable to client or not

A suggested use is for additional expenses that are not Parts, Travel, Outside
Service or Labor. For example, you may indicate overnight accommodation
charges here that a client reimburses you for, miscellaneous items that are not
identified in inventory, or it may be that you reimburse your staff for gas
purchases if they use their own vehicle.

If you do not want the Expenses subsection to show in the entry screen for users
of a certain security group, just set the security group

Object.WorkorderItemExpense to Forbidden
You can move and sort the columns in this grid

Fields of the Expenses subsection:

Charge Amount

Charge Amount | Tax Paid | Total Cost
£0.00 £0.00 S6.00

This currency field is where you could enter in the amount of the expense before
taxes.
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Tax Paid
This currency field is where you could enter in the amount of the taxes if you
paid it.

Use of the two fields Tax Paid and Charge Amount if you wish to identify these
separately, whereas Total Cost would be the two combined.

Total Cost
Suggested use is that the total amount is what you would enter if billing back to
the client.

Charge Tax Code

ry | Charge Tax Code
]
[ ]

| i

Sales & Goods
Sales Only
Service Only

Select what tax code to apply against the Charge Amount column if you are
billing it back to the client.

Of course, the taxes listed in the screenshot above are examples only, as you can
create whatever Tax Codes you wish.

User

|lser

e Aens RS D

Eva Alexander =
Hank Rearden

John Galt

Drop down selection field to identify the schedulable user that is to be
reimbursed, or incurred the additional expenses.

Reimburse User

Reimburse User? ¥ | Charge to Client?
G ¥ F
* F [E49

You might use this to identify that you need to reimburse the selected user for
these expenses. Selecting here will allow you to create reports where this is
selected to list those that need to be reimbursed, separate from those not to be
reimbursed.
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Charge to Client

You might use this to identify that you need to charge the client for these
expenses, or even localize to different text. Selecting here will allow you to
identify within a report whether this charge should show on for example a
workorder report for the client.

Misc Exp Summary
This text column is where you could enter in a brief description of the expense.

Description
This text column is where you could enter additional information on the expense.
The Description field is limited to 255 characters.

5.3.6.7.9 Outside Service
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The Outside Service sub-screen:
e Identifies and track information regarding the unit sent out for repair such
as RMA number, related dates, who shipped to and via, and possible
charges

e If you do not want the Outside Service subsection to show in the entry
screen for users of a certain security group, just set the security group

Object.WorkorderItemOutsideService to Forbidden
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Fields of the Outside Service subsection:

Sent To

Sent To 3COM j

RMA Mumber ~ RMA4B4E4

Repair Cost I s 0.00

Fepair Price I ] 0.00

Drop down list where you select the organization that the unit was sent to. This
can be a manufacturer (warranty) or another repair organization. Clicking on the
manufacturer or repair centers hyperlinks above the Sent To drop down list
allows you to quickly enter new organizations or view information about the
presently selected.

RMA Number

This field is used to enter a tracking number supplied by the repair center that the
unit is being sent to. In many cases this would be referred to as an RMA number
or Authorization number and is the number usually required when inquiring with

the repair center about the status of a unit sent to them.

Repair Cost
This field would be used to indicate the internal costs involved.

Repair Price
This field would be used to indicate the charges to the client for repair of the unit
if applicable.

Sent Via

Sent \ia Bob's Courier Service j

Tracking Mumb  *YZ785232

Shipping Cost | S 632

Shipping Price | s 1000

This is used to select the shipping company used to send the unit for repair. New
vendors can be added via the Sent via hyperlink above this list which will take
you to a screen where you can add / edit new vendors and also look up phone
numbers and other contact information if the shipper needs to be contacted.

Tracking Number
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This field is used to enter the tracking number provided by the organization
responsible for transporting the unit. Typically this would be a waybill number.
The field is provided as a reference field in case the shipper needs to be contacted
about the delivery.

Shipping Cost
This field is used to indicate the internal costs involved in shipping the unit.

Shipping Price
This field is used to indicate the charges to the client for shipping of the unit if

applicable.

Date Sent
Date Sent 12/29/2008 08:00 AM -
ETA Date 01/0%/2009 10:00 AM -
Diate Returned -

This is the date the unit leaves your organization.

ETA Date

This would be the estimated time unit will be returned back to your organization
for informational purposes.

Entering an ETA date allows you to quickly see via the Items grid which items are
overdue for return and follow up on them.

Date Returned

This would be the actual date item returned. Setting this allows you to filter by
the Items grid on this column also with Date Sent column to see what units are
still not yet returned.

Notes
A typical use might be to indicate specific notes about the shipping.
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5.3.6.7.10 Custom Fields
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The Custom Fields sub-screen:
¢ Provides ability to include up to 10 additional custom fields that could be

text, date, currency or true/false format fields for workorder item.

The Custom Fields screen is where you would have additional custom fields to
enter in information for this workorder item that do not fit any existing fields or
sub-screens.

You can add up to 10 custom fields to display for the workorder item via the
Custom Field Designer

e The same Custom Fields show for all workorder items

o If the Custom Fields bar to the left is not showing, that is because custom

fields have not been set up via the Custom Field Designer for workorder
items.

e What fields actually display and what type (text, date, currency, true/False,
etc) is totally dependant on what you have customized for the workorder
item screen.

e If you have set up Custom Fields for the workorder item, but the field name
is still displaying "Custom field 0" etc, this is because you have not exited
out of AyaNova and logged back in.

AyaNova 7 Help © 2021 Ground Zero Tech-Works Inc



Feature Details
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5.3.6.8 Multiple users editing the same workorder at the same time

AyaNova is a fully networked application in that multiple users can access and view
the same data at the same time.

As with any networked application there can arise a situation where two people are
attempting to save an edited copy of the same record at the exact same time. There
are only two ways for a software developer to resolve this conflict: first to save
"wins" or last to save "wins".

We've chosen to resolve these potential conflicts with the first to save wins
method even though it is more complicated for us to implement because it ensures
that there is no possibility of a person saving their work and having it
overwritten without their knowledge.

What this means is that if two people open the same record, both edit it
independently then both save it, the first person to save will be successful, the
second person to save will receive an error message indicating their local copy of the
record is now outdated and they can not save it.

Because of this potential for conflict some common sense needs to be practiced; if
two technicans do work on the same workorder and both arrive together back at the
shop at the same time they should arrange who will enter their data first on that
particular work order to avoid conflict.

Once all users are aware of this potential for conflict it's very rare to see it occurring
going forward.

For example:
When user #A opens a workorder, a copy of every object associated with that
workorder record is opened (i.e. last modified time, items, labor, parts etc)

When user #B opens the same workorder, they also get a copy of everything that
is in the database for that workorder record.

This allows both users to open and view the same workorder record.

If user #A then edits the workorder and saves, the actual workorder record’s last
modified time is updated and all data for the workorder record refreshed as a
whole (much faster than identifying and saving individual fields)

If user #B still has the workorder record opened from when he initially opened it,
but now edits and goes to save, the last modified time of the actual workorder
record in the database is checked to see if it's the same as the one that is in the
local copy from when the workorder record was first retrieved
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As the last modified time of the actual workorder record is now different because

User #A has saved the workorder record, User #B will receive a message that the
record has been modified, and that they must close without saving, re-open, and

then they can edit.

5
It is recommended to use the Save  menu option frequently when editing
records.

When using networked software where multiple users will be editing the same
workorder record, users should be saving often if they need to have a workorder
open for a long period, and are entering in data when there is a possibility of other
users needing to edit the same workorder.

For example:
User #A opens the workorder. If User #A hasn't edited right away - they should
select the Save option on the menu just before they do want to edit. This way
they are ensured they are starting with the actual last modified time of the record.
If another user has saved edits to the same record, User #A will receive the
message, and know they need to reload the workorder record before editing.

As users are editing they should save every minute or so conscious that at any
point their save could fail if someone else saves before they do. This will ensure
that people either won't lose any time at all, or if they do it's only a minute or so
at most

. Save .
It is recommended to use the Save menu option frequently when
editing records.

5.3.6.9 Having multiple workorders viewable at the same time
With AyaNova, you can open multiple workorder entry screens in the same instance
of the AyaNova program.

For example, if you open workorder #44 and minimize; you can also open
workorder #56. Both workorder entry screens will show on your task bar on your
Windows desktop, and can be selected as needed to view and edit

— j
Pistart| | (3} @ © | & service - Ayatiova | 5} workorder 44 |[+) workorder 54

Use the Refresh menu option & Refreshe o the grid to see the latest details of
new or edited workorders.
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If you attempt to close AyaNova from the main form and any of the open work
order forms have unsaved changes, the work order form with the unsaved
changes will be brought to the front so you can save, or close that form without
saving, before you can then close the main AyaNova application window.

If there are open workorder forms but they do not have any unsaved changes
then closing the main AyaNova form will automatically close the open workorder
forms as well.

Workorder forms appear in the task bar but are not separate applications so the
Windows features for tiling, stacking or side by side view (right click on task bar)
open windows etc do not apply to work order forms, however minimize all and
maximize all do work.

5.3.7  Service Workorder Templates

Service workorder templates allow you to pre-enter or pre-select common
information for a new service workorder entry screen. Service workorder templates
are a great time saver.

NOTE: If instead you are looking for report templates, AyaNova comes with a
number of sample report templates including for service workorders and
dispatching. These are accessible from the Print menu option in the service

workorder entry screen and can be further customized using the report template
designer such as the tutorial on customizing the Sample Dispatching Report.

You can view, edit and create service templates via the Service Templates grid via
the Service navigation pane

Log out SubGrids 3 [y Help Bdt
.4

& Ln.] o O Mew.. Forst 100 nows * Mo filesr
Senvice Service Workorders (3)
. 4 E”I'i"':':""':"k“"j"‘rs [ Template description ' T8 Aecord Created T4 ‘Workorder T4
:l-.gl
i ABC Accourting Client Template 11092007 12.39 PM 66
3 Scheduled LI
p- _par;: v e Default Global Template 11052007 12:37 PM E5
lif abor Eva's User Template 11/0%72007 12:33 PM &7
d; Travel
{-:j Logns
g Experses

ARl Custorn Fields

Create a new Service Template by selecting the New... menu option.
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CO0 £y # Logout SubGrids st [0 Help &

? L E-|Q ew... | First 100

Service Serviee Wor ™= 13)
.4 5Ier|x-i-:,e ‘Warkorders [] Templzté escnpsion
T o ABC Accounting Client Tem
Scheduled U

% o vlea bee Default Global Tempiate
f’_\. Labor Eva's User Template
ﬂ Travel
8% Loans
|y Expenses

i!l Custom Fields
'i?_l

You can create as many templates as you want.

You can edit or view the details on an existing Service workorder template by
clicking its number under the Workorder column or by click on its Template

description
.'rr .s 5 e- A ”
Ob £ 3 Logout Subbrids ari m Help  Exik
! A1 - © New... First500rows = Nofiller
Service Service YWorkorders (3)
. S_e‘"-'im""'l“kﬁ'dem [ Record Created © T4 Template descrpbon T+ ‘workorder T8
Itaims R
e 11052007 12:37:43 Defautt Global Template ES
|
= g;;:“”"’d Jaers 11092007 12:30:02_  [ABC Accourting Cleent Templats =
_,. Labor 11082007 12:35:29 Hank's Us: plate &7
h Travel
Loans
4 Expenses
AR Custom Fields
8 Service lemplate |
- e e LR S
Service Service vorkorders (3)
2% Service Workorders O Templase description To RecordCreated V-0 Workerder V0
tems
B ABC Accounting Client Template 1102007 12:35 PM =
? g‘;:ﬂbl"‘d Haere Detault Global Template 1082007 1227PM (85
P Lobor Eva's User Template 110972007 12:39 PM BT "I't?
i' Travel
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e Enter a template description to make it easy for you to differentiate it from

other templates so that you can select the right template for a service
workorder.

Template descriphion pefz it Global Template

e Select a specific region if you want only users from that region (and the default
for all regions) to have access to this template; or select the default for all
regions if you want all users to have access to this template

Region | ALL REGIONS

Wworkarder status Region 1

|Region 2

Also see: Regions

o If you create specific templates for each client, suggestion is to name it with
that client's name i.e. ABC Accounting's Template. If you create specific
templates for different work performed, suggestion is to name it with that type
of work i.e. Onsite Network Service Template. Or if you create specific
templates for each user, name it with that user's name i.e. Bob's Service
Template.

¢ Enter and select those details that you want this template to enter in any new
service workorder created from it - such as the Workorder Status, Priority, etc.

¢ You will note that client selection does not show, nor does unit, nor does any

date related fields - because a template could be for any client, any unit or any
date in the future.
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e Service Template Number = ™ FmR < -~ iSautomatically +1 of the
last service workorder.

e If you select a rate in Scheduled Users, Labor or Travel that a client is not
capable of having (prevented by contract, or template has a contract rate
selected), that record is not transferred to the WO.

For example: If you create a new workorder using a template that has a
contract specific labor rate in the Labor section of the template; but the client
you created it for does not have that contract rate selected in its contract or
even a contract - the Labor record will not be made in that new workorder at

all.

e Selecting Parts in a service template:
o Selecting a part in a service template does not affect inventory.
o Inventory is only affected when you set the actual Quantity in a service
workorder that is created from the template and set that record to service
completed.

e Part pricing via templates:

&
R % Save 3/5/2017 2:18:55 PM 0 Customize.... Show all...

A Service template

Template description Hank's User Template Summary
= &Ll £l | W . F'fﬂfjtﬂ—
‘ E [[] Use current Part prices on generated order ’ | Workorder Categor
—
Workorder status | | Manaaer Aboroval Reauired [v]

e When "Use current Part prices on generated order" is unchecked: The part
price that will be used with the generated workorder will be the price stated on
this template.

e When "Use current Part prices on generated order" is checkmarked: The part
price that will be used with the generated workorder will be the Retail price

stated in the Part record itself
o this is very useful that when your part prices change, your templates will use
the latest price regardless what is stated in the template.

See also:

Global Settings
Client entry screen
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User entry screen

5.3.8  Customize what fields display in Service entry screen
You can remove fields from showing in the Service Workorder header portion if not
needed.

Just log in as the AyaNova Administrator, open up any service workorder entry
screen, select the menu option Customize..., and toggle those fields and field

labels to not show!

See the section Display / non-display of fields in the order entry screen for an

example of disabling fields from showing in the service workorder entry screen.
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5.4 Quotes

541 What do | use a quote for?
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A quote itemizes costs and provides details on possible service for a client (and
possible units of that client).

For example, your customers may wish to receive a quote for the services they may
receive so that they can approve it before the service is actually provided.

Use AyaNova Quotes to:

e Create guotes in AyaNova for work that may be performed and parts that
may be used

e Track creation of the quote, submission to the client of the quote and
acceptance of the quote

e Generate a workorder from the quote without have to re-enter everything
e Maintain a history of your quotes as well as the actual service performed.

A quote can be used to generate a service work order via the Quote grid.
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For this reason, you will note that the same fields and workorder items appear in
a quote as in a service workorder as well as same type of sub-grids underneath
when the Quotes grid is expanded on the navigation pane.

54.2  Quotes grid

i) E} %‘ Log out SubGrids .4 B } Help Bt
\.\\.\\Mﬂ ﬂ]' Mo + First 100 roes - B Riefreshe
¥ 5 i)

S Quotes (3)
Bm [l Submetied * W& CQuobs T8 Client T+ Stsh
; ;_Efr;hdull:d Users VIE00T 102 5 Beana by Bob I i
£ Fams NA00T M5 4 Molly's Balery - Mervlle S
F Labor TIM200T 080 3 ABC Accounting Frava

iR Travel
B[ Cousstom Fialda
Wi, Quote template

__E Servica

',»f o

E A Preventive Mainberarce

The Quotes grid displays information about the quote as a whole — such as the
client, quote number, project assigned to, overall summary, overall category,
prepared by, requested date, submitted date, approved date, valid until date and
quote status.

The Quotes grid is useful for quickly viewing which quotes are in progress,
completed, invoiced, or closed. For example, the sales manager may view the screen
to quickly filter which quotes are waiting on response from a client for acceptance.

The Quotes grid is also used so you can view and/or edit a Quote by selecting the
Quote number from this grid.

And you can also create a new Quote from the Quotes grid or generate a
service workorder from the selected Quote in this grid

See also:

Setting what columns display in a grid

Accessing data displayed in grids

Adding, editing and deletin ta for display in a gri
Jump buttons

How do I generate a service workorder from a quote?

|Security Group internal object: Object.WorkorderQuote
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Forbidden : User of that security group can not see the Quote navigation pane
grids at all

Read Only : User can view the Quote navigation pane grids but can not create
new quote

Read/Write or Read/Write/Delete : User can view the Quote navigation pane grids
and create new

543 (Create a new Quote

A new quote can be created in three different ways:

1. Use the Accelerator Key combination
2. Select the New... menu option in the Quote grid
3. Right-click on the client’'s name in any grid and select Quote

1. From any main grid, press the Accelerator Key combination ALT-q
using your keyboard which will bring up the client and template selection

window.
8 ]
Client
It 'l}s
| £
Quote template

_O | - O

Select the client (and template if desired). Select @ and a new Quote entry
screen for this client will open

See also:
Accelerator Keys
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2. Viewing any of the Quote navigation pane grids (except for the Quote
plates grid), select the New... button.

¥ Quotes - AyaNova

This will brini ui the client and iuote temilate selection window

Client

Glucte termplate

_ 0| 8 | O

A client is required to be selected. A Quote template is not. Click on the @
OK button when you have selected your client (and quote if applicable)

3. Right click on the client's name in any grid and select Quote
¥ Clients - AyaNova

b E} B Logouwt SubGrids

£ [ [B neo ew

e 2w b - ) Mew First 100 mws = B Refre
Clines Clients (13)
hj Cliects | ] {Hent T8 Conbactexpires T8 Conract
1 Head Cifices B Accouniing _\{J;—J\-.’-'\-MJ\. AR ANPA P Salifey
Aircard Clint & workoder ]
s Coniracts Eesns by Fch L
Great Western San
i FProjects = 2 I_d [uate
Grewn. Frank P
B Customer senvice requess [e——T Hp
Merele Geneml E Prventive maint enatce
Minestry of Kahursl 1 ° -
— Moby's Bakery - Bl | _]. Fliars resw

This will bring up the client and quote template selection window with the
client pre-selected.
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fa

Client
-
Cuote template

el =N o

i

Select a quote template if desired and click on the Q OK button and the
quote entry screen will open.

544  View an existing Quote

An existing quote can be viewed and edited by opening that quote's entry screen and
editing as needed.

Open an existing quote in three different ways:

1. From any grid in AyaNova that shows a link to a quote number.

For example, in the Quotes
¥ CQuotes - AyaNova

ot E} 3% Logout SubGrids

grid, use your mouse to click on a Quote number

o [A [P Help Bt

£ Farst 100 rowes

Quctes
7,
& lemrs
Scheduled Users
Faris
A Labor
) Travel
Ml Custom Fields

M ese temnlate

For example, in the Service Workorders grid, view the column Quote Parent,

and click on an; that show a ﬁuote number
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See also:
Adding, editing and deleting data for display in a main grid

2. From the Direct Open link on main toolbar

0l B 3 Logout SubGrids |4 @‘HEED Exit

Enter in the quote number

Select the quote image

See also:
Main AyaNova Menu Bar

3. If you have just recently been editing the Quote, then drop down the e
Recent... menu option and select the Quote from there

¥ Service - AyaNova

D E> ¥ Logout SubGrids 4 2[4 [E w
Workorder: 54 - ABC Accounting

Waorkorder: 64 - Great Western Squirrel Supply

| N Quaote: 4 - Molly's Bakery - Merville

b Client: Aircard Client

[ RS ¥ J N Y L g

See also:
Main AyaNova Menu Bar
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5.4.5 Quotes entry screen fields
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The Quote entry screen has the majority of the same fields as a Service
Workorder so that the relevant data can be copied to a new service workorder

without having to retype it back in when you generate a service workorder from a
quote.

Do refer to the AyaNova Help file section on the service workorder for details on
aspects of the order entry screen other than the specifics related to Quotes.

See also:

Service Workorder entry screen
rder entr reen ri ttin

Parts selected in a Quote
How do I generate a service workorder from a quote?

Also see the section on toggling off fields or their labels from displaying.

Fields of a Quote entry screen that are different from the Service
Workorder:
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Prepared by User |John Galt -

Prepared By User - Drop down and select the user that this quote was
prepared by. This is useful for reporting and grid filtering purposes

Introductory text - This could be text for your self or for the client.

-

Approved 10/15/2010 07:38:00 PM

(= [=

Submitied 10/02/2010 09:00:08 AM

-

s

Approved - This is a date selection field from which you can identify the date
that this quote was approved by the client.

Submitted - This is a date selection field from which you can identify the date
that this quote was submitted to the client.

Status | Drogress

Awvarded
Beyond economical repair

Mew
Mot @warded
I Submitted, waiting

Status - Identify the status of the quote via this field by selecting one of the six
English locale options - Awarded, Beyond economical repair, In Progress, New,
Not Awarded or Submitted waiting.

As with all text in AyaNova, these statuses are examples only that are set in the
sample English locale.

You can certainly localize and relabel the text of these statuses to whatever text
works best for you. Do review the section on Localized Text Designer.

You would be editing the keys such as
WorkorderQuoteStatusTypes.Label.Awarded,
WorkorderQuoteStatusTypes.Label.New,
WorkorderQuoteStatusTypes.Label.NotAwarded etc etc.

Feguested 10/02/2010 09,00,08 AM g -

vl Lol 11/03:2010 09:00.08 AM 14 jl
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Requested - This is a date selection field from which you can identify the date
that this quote was requested for by the client.

Valid Until - This is a date selection field from which you can identify the date
that this quote is valid till.

NOTE: Follow Ups made in a Quote are not transferable to the Service Workorder
created from the Quote

Note that a Follow Up in a Quote is for that quote itself. If you create a service

workorder from the quote, the Follow Up is NOT transferred to the new service
workorder.

5.4.6 Parts selected in a Quote do not affect On Hand amounts

|4 quote ——
=y 'u | * Lo @ i %m0 see TR0 18033 M 0 P @

Cheni

K Accounbng Suerwrary - ol e Costact

GROE T 51, B Chimet Plbmrmnca

i Yok WY 1005000
Uniied Staes
Wesl 1258 DT Sowth 8575 000

Progsct I

e L | - Clnxiin
Fomarad by Uner [ 4| AEGIONE - Sevth Bubla =  Fpricesd HITSI0 013300 FM 18] = Fogemed el Sod ]
Veroeeriony Test Submined

WSREONG DRHI0-08 A0 - Yokl TVOBFID SO0 AN
Cruolaten on wigi sde o apalerss

P D% Pais
- Gty Pail Privg  Degotws Sk UL Deseipion )
L.J " ¥ | 1 HFTE - Prebees Fig Keylasd - HF SR 0005 Sake Oviy
$f Sohodied Unen — —_—
L 1 PETI43E - i - Comimi MR 00| Saks Dy

|' |!lul. *l 1 | | | 1 L |

Parts selected in a Quote

Parts entered in a quote do not affect inventory, only a service work order can
remove inventory.

e When a quote is converted to a service workorder, the quantity of parts in a

quote are not entered in the Quantity column within the Parts subgrid in a
service workorder.

e Instead the quantity is entered in the Quantity Quoted column within the

parts subgrid in a service workorder only as a reminder of the amount that
should be used as per the quote.
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AyaNova can not pre-enter the quantity in a service workorder as user
intervention may be required because:

¢ a part may or may not have a serial number
¢ the quantity may or may not be in stock

The screenshot below is from the Parts section of a service workorder that was
created by a quote. The quantity quoted is indicated in the Parts sub-screen’s
Quantity Quoted column, but the Quantity has not yet been entered by the

user.
1 l l |
I o % Parts
(uantity quoted Quantity Part Price Discount Sales ta
r E 1 | 0 | INP1234E - Preferred Pro | SEB.5D| 20.00 ‘1i| Sales On

And to maintain history of Quantity Quoted, when you enter in the Quantity of 1
for a quoted serialized part, you can select the serial number.

_.ﬂ % Parts
Quantity quoted Quantity Part Price Discount Senal Number ‘warehg
1 0 INP124E - Preferred Pro Keyboard - H $38 50| 20000 % Diefault
|1 1 POWT0O - Back-UPS LS TOOVA - APC | 5165.95 20,00 % | DENEFFENY |~ | Default
* ] | APC458352
APCB33EAS:

5.4.7 Quote order entry screen security

The following is the structure of a Quote entry screen’s rights

Object.WorkorderQuote = parent
Object.WorkorderItem = child

Object.WorkorderItemUnit =grandchild
Object.WorkorderItemScheduledUser = grandchild
Object.WorkorderItemTasks = grandchild
Object.WorkorderItemLabor = grandchild
Object.WorkorderItemParts = grandchild
Object.WorkorderItemTravel = grandchild
Object.WorkorderItemOutsideService = grandchild
Object.WorkorderItemMiscExpenses = grandchild
Object.WorkorderItemLoan = grandchild
Object.WorkorderItemCustom = grandchild

¢ Note that all objects under the parent apply to all three: service workorders,
quotes and PM's entry screens.
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For example, the Scheduled Users subsection will NOT show in any
service workorder entry screen, quote entry screen or PM entry screen
for users of that security group if you set
Object.WorkorderItemScheduledUser to Forbidden in that security

group.

This is because what you set for Object.WorkorderItemScheduledUser
is applied to all three - service workorders, quotes and PM's.

¢ Note how the WorkorderItem is a "child" of the Workorder; and the
WorkorderItemLabor is a child of the WorkorderItem and a "grandchild" of
the Workorder

o If the object is a “child” of another object, the “child” will only ever have at
maximum the rights of the “parent”

e Only access rights set for a “child” less or equal to the rights of the “parent”
will take effect

e Access rights set for a “child” that are greater than the rights of the “parent”
will not take effect.

e A "grandchild" will only be given the maximum rights set of the "child" regardless
what you set in the security group. And the "child" will only be given the maximum
rights set of the "parent" regardless what you set in the security group.

Example 1:

If you have set Read Only access to the Quote root object
(Object.WorkorderQuote) for a security group, even if you set Read/Write access
to any of the child objects — Read / Write access will be ignored as the Quote root
object access right takes precedence. Users of the security group where you set
this will only be able to view a quote and its items and subsections (labor, parts,
etc) but not edit.

Example 2:

If you want users of the security group to be able to view and edit all aspects of
the quote except only view the Scheduled Users subsection, you would set all the
related objects to Read/Write, but set Object.WorkorderItemScheduledUser to
Read Only

Example 3:

If you want users of a specific security group to not even see the Tasks
subsection, you would set all the workorder related objects to Read/Write but set
Object.WorkorderItemTask to Forbidden.
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Object Name in Security
Group screen

What this object refers
to

What to set to give
users of this security
group minimum ability
to edit and create a
service workorder

Object.WorkorderQuote

quote entry screen
**NOTE: access given to
this affects all
Object.WorkorderItem type
objects**

Read/Write

Object.WorkorderItem

Workorder item section of a
service workorder, quote
and preventive maintenance

Read/Write

Object.WorkorderItemUnit [Unit section of a service Read/Write
workorder, quote or PM
Object.WorkorderItemLaborLabor section of a service |Read/Write
workorder, quote and
preventive maintenance
Read/Write
Object.WorkorderItemPart |Parts section of a service  |Read/Write
workorder, quote and
preventive maintenance
Object.WorkorderItemSche [Scheduled Users section of |Read/Write

duledUser

a service workorder, quote
and preventive maintenance

Object.WorkorderItemTask [Tasks section of a service |[Read/Write
workorder, quote and
preventive maintenance
Object.WorkorderItemTravegTravel section of a service |Read/Write

workorder, quote and
preventive maintenance

The Objects listed below
must be set to minimum
Read-Only for the users of]
the Security Group to be
able to view in a quote

Object.Client

To be able to select a client
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Object.Contract To be able to select a client
with a contract

Object.ContractRate To be able to select a client
with a contract

Object.Task To be able to select the
Task jump button

Object. TaskGroup To be able to select the

Task jump button
Object.TaskGroupTask To be able to select the
Task jump button

Object.Unit To be able to select a unit
Object.UnitModel To be able to select a unit
Object.Priority To be able to view the
Priorities subgrid
Object.Project To be able to view the
Project jump button
Object.Report To be able to print

Object.WorkorderCategory [To be able to view via the
Workorder Category
subgrid
Object.WorkorderStatus To be able to view the
Workorder Statuses subgrid
Object.WorkorderItemType [To be able to view the
Workorder Item Types

subgrid
Object.ScheduleMarker To be able to view Follow
Ups
Object.ServiceBank To be able to view client's

banked service
Object.UnitMeterReading  [To be able to view unit's
meter reading

Object.Part To be able to create a new
part from within a
workorder

54.8 Quote Templates

Quote templates allow you to pre-enter or pre-select common information for a new
quote entry screen. Quote templates are a great time saver.

Then when you create a new Quote, you can easily just select the template with its
pre-entered information from the list of templates to save you entry time.
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Chent |
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[uote template
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View, edit and create quote templates via the Quote Templates grid via the
Quotes navigation pane

¥ Quotes - AyaNova

OD £k 3% Logout SubGrids st [A[B Help Bt
Y = . O e Fin

Quotes Quetes (1)

If._i.u::tg [ Record Created © W
L 1Ems 5 I "~ &y
Lﬂ Scheduled Users 12N82008 09:44:11..
ff Paris
,;?_ Labor
i Travel
Il Custom Fields
R 8 Quote template

&

You can edit or view the details on an existing Quote template by clicking its
number under the Quote column in the Quote Template grid or by selecting its
Template Description
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Create a new Quote Template by selecting the New... mmenu option in
the Quote template grid
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Template description Quote template 1

e Enter a template description to make it easy for you to differentiate it from
other templates so that you can select the right template for a quote. If you
create specific templates for different work to be performed, suggestion is to

name it with that type of work i.e. Onsite Network Service Quote, Hot water
heater replacement, etc.

Region | All Regions -

¢ If you want all users of all regions to be able to access and select this quote,
select the All Regions. If you want only users of a specific region (or those set
to All Regions) to be able to select this quote, select that specific region.

Also see: Regions

¢ Enter and select those details that you want this template to enter in any new
quote created from it - such as the Introductory Text, Workorder Category, etc.

¢ You will note that client, unit and any date related fields are not available
because a template could be for any client, unit or date in the future.

e Quote Template Number is automatically +1 of the last

quote.

e If you select a rate that a client is not capable of having (prevented by contract,
or template has a contract rate selected), the record is not transferred to the
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quote . i.e. a non-contract rate is selected in the quote template for Scheduled
Users. Create a new quote using this template for a contracted client that is
restricted to a specific rate, will see that the Scheduled User record is not made
in new quote at all.

e Selecting Parts in a quote template:
o Selecting a part in a quote template does not affect inventory.
o Inventory is only affected when parts are used in a service workorder

e Part pricing via templates:

Bl L L QLL

1 K % Save 3/5/2017 2:20:25 PM o Customize...

Quote template

Template description Summa
. i y EI Frojec
@;unent Part prices on generated order | Worke
e ———
Prepared by User AvaNova Administrator - ALL REGIONS [v]

e When "Use current Part prices on generated order" is unchecked: The part
price that will be used with the generated quote will be the price stated on this
template.

e When "Use current Part prices on generated order" is checkmarked: The part
price that will be used with the generated quote will be the Retail price stated
in the Part record itself
o this is very useful that when your part prices change, your templates will use

the latest price regardless what is stated in the template.

549 Customize what fields display in Quote entry screen

You can remove fields from showing in the Quote header portion if not needed.

Just log in as the AyaNova Administrator, open up any Quote entry screen, select
the menu option Customize..., and toggle those fields and field labels to not
show!

See the section Displ non-displ f fields in the order entry screen for an
example of disabling fields from showing in the service workorder entry screen.
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5.5 Preventive Maintenance

5.5.1 What do | use a Preventive Maintenance order for?
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Let's take the example that you want to schedule service every six months for a
client.

Rather than manually creating a new service workorder for every six month
period from now until the end of time, or rather than having to remind yourself
to schedule that every six months and some times accidentally forgetting and
losing out on that revenue, or the non-service resulting in a catastrophe - just
create a single Preventive Maintenance order and let AyaNova
automatically generate the service workorders from it as needed!

The primary goal of preventive (a.k.a. "preventative") maintenance is to prevent the
failure of equipment before it actually occurs.

With AyaNova, you create a Preventive Maintenance order once, and then use it to
automatically or manually generate service work orders from it.
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Think of the Preventive Maintenance order as a "template" for your service
workorder that has the additional bonus of automatically generating service
workorders from it on specific dates that you have told it to do.

You create one Preventive Maintenance order, and from that PM generate the
reoccurring service workorders where the work is actually scheduled and where
details about the service performed are entered.

See for more details:

How do I manually generate a service workorder from a Preventive Maintenance
rder?

How do I automatically generate a service workorder from a Preventive
Maintenance order?

While the term preventive maintenance is used, technically speaking you can use
AyaNova's Preventive Maintenance feature for any type of recurring service
workorder.

By pre-planning service, you make sure that:

¢ Provide service that prevents issues rather than being called in to perform
service after an issue has occurred. Result is happy customers.

e Your customers are serviced without them having to call you and remind
you. Result is happy customers.

¢ A steady booking of service and revenue rather than being swamped at once
with emergencies.

For example, you might provide photocopier service for rental machines. By
using the PM feature of AyaNova, you can automatically have AyaNova create
service workorders on a regular basis (i.e. every six months) identifying what
service to perform, to identify meter usage, etc.

You will note that the same fields and workorder items appear in service work
order, the quote and the preventive maintenance order entry screens. The service
work order, the quote and the preventive maintenance order use portions of the
same screens/fields for ease of transfer between the three.

5.5.2  Generator and Preventive Maintenance

The AyaNova Generator program generates service work orders from preventive
maintenance orders automatically based on the fields set in the PM order.
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A. Generator when stand-alone default installation:

If you took the stand-alone default installation when you installed AyaNova,
you don't have to configure anything to run the internal Generator.

. =
Z |
; — Generator OK |
[ o message displays | |
o in bottom left-
{g: hand corner
e
S, !(I

IGenerat{:r: OK @& 3:30 PM

[ o
If you have any issues with a PM not generating:

1. Recheck the required fields of the Preventive Maintenance - Active, Next
Service Date, Threshold Time Span and Generate Time Span

2. Make sure you are logged in as a user that is not the AyaNova
Administrator

3. Make sure you are logged in as a user that has full rights to preventive
maintenance and service workorder objects (so that they can be created
and updated)

4. Confirm that the Generator is running successfully and shows as such in
the bottom left-hand corner when logged in

5. Check the Service Workorder grid sorting by the P.M. Parent column as
the workorder may actually have been generated

6. Confirm that client is Active - as PM's will not generate for an inactive
client.

B. Generator Service when AyaNova is networked:

Whereas if you have configured AyaNova for network use, than you must
install the Generator service.

Follow the Network Generator installation steps to install the Generator

Service so that your Preventive Maintenance orders can generate service
workorders.
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If you have any issues with a PM not generating:

1. Recheck the required fields of the Preventive Maintenance - Active, Next
Service Date, Threshold Time Span and Generate Time Span

2. Confirm that the Generator service is running successfully as per the
network Generator service

3. Check the Service Workorder grid sorting by the P.M. Parent column as
the workorder may actually have been generated

4. Confirm that client is Active - as PM's will not generate for an inactive
client.

5.5.3  Preventive Maintenance grid

¥ Preventive Maintenance - Ayabova
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The Preventive Maintenance grid displays information about preventive maintenance
orders as a whole — such as the client, pm number, and project assigned to, overall
summary, overall category, next service date, stop generating date, generate span
and threshold span.

The Preventive Maintenance grid is useful for quickly viewing which preventive
maintenance orders have been made for which clients, as well as when the Next
Service Date for a preventive maintenance order is, or viewing of other fields from
the preventive maintenance header.

The Preventive Maintenance grid is also used so you can View / Create / Update
or Delete a PM order by selecting the PM number from this grid.

And you can also manually generate a service workorder from the selected
PM from this grid

See also for more details:
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tting what columns display in ri

Accessing data displayed in grids
Adding, editing and deleting data for display in a grid
Jump buttons

How do I manually generate a service workorder from a preventive maintenance
order?

Security Group internal object: Object.WorkorderPreventiveMaintenance

Forbidden : User of that security group can not see the Preventive Maintenance
navigation pane grids at all

Read Only : User can view the Preventive Maintenance navigation pane grids but
can not create new PM's

Read/Write or Read/Write/Delete : User can view the Preventive Maintenance
navigation pane grids and create new

5.5.4 Create a new Preventive Maintenance order

A new preventive maintenance order can be created in four different ways:

1. Use the Accelerator Key combination

2. Select the New... menu option in the PM grid

3. Right-click on the client's name in any grid and select Preventive
Maintenance

4. Right-click on the unit's name in any grid and select Preventive
Maintenance

1. From any main grid, press the Accelerator Key combination ALT-m using
your keyboard which will bring up the client and template selection window.

a S
Client |
[ =
| A
Preventive mainienance template
|- =
O = &)
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Select the client (and template if desired). Select 0 and a new PM entry
screen for this client will open

See also for more details:
Accelerator Keys

2. Viewing any of the Preventive Maintenance navigation pane grids (except for
the Preventive Maintenance Templates grid), select the New... button.

¥ Preventive Maintenance - AyaNova

O £y # Logout SubGrids

Preventive Maintenance
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This will bring up the client and PM template selection window for the PM you
want to create

a0 x|
Client |
] =l
| A
Preventive maintenance template
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3. Right click on the client's name in any grid and select Preventive
Maintenance
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This will bring up the client and PM template selection window with the client
pre-selected.

M x

Chient |
| ABC Accounting j
| 2|
Preventive maintenance lemplate
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e 8 | @)

Select a PM template if desired and click on the 0 OK button and the PM
entry screen will open.

4. Right click on a unit's serial number in any grid and select Preventive
Maintenance
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This will bring up the client and PM template selection window with the client
that "owns" this unit pre-selected.

x|
Client |
| SEC Accourtng j
l 2l
Freventive maintenance lemplate
l =
EoE i Ee o

AyaNova 7 Help © 2021 Ground Zero Tech-Works Inc



Feature Details

Select a PM template if desired and click on the 0 OK button and the PM
entry screen will open.

5.5.5  View an existing Preventive Maintenance order

An existing preventive maintenance order can be viewed and edited by opening that
PM's entry screen and editing as needed

Open an existing preventive maintenance order in three different ways:

1. From any grid in AyaNova that shows a link to a preventive maintenance number.

For example, in the Preventive Maintenance grid, use your mouse to click on a PM
number

¥ Preventive Maintenancoe - AyaNova

Ob £x 3 Logow SubGrds 4

of (A [[) welp Ext
@' D New.,

& First
Frevensve Mamteranos [ o

B [ ! [ Memt sarvice dey ’?-ﬂ Freventye —airtenarce T
& hems e mer [
@ Schesues Users 1126 fm_ Wy |
£ Parss 12252008 1100
A Labor DEDET00 0135 Mg
] Trmwel

LI Cussem Fislds

Another example, in the Service Workorders grid, view the column P.M. Parent,
and click on any that show a preventive maintenance number
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See also:

Adding, editing and deleting data for display in a main grid

2. From the Direct Open link on main toolbar
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IIE E} * Log out SubGrids

8l

Help Exit

Enter in the PM number

Select the PM image

See also:
Main AyaNova Menu Bar

3. If you have just recently been editing the PM, then drop down the x Recent...
menu option and select the PM from there

¥ Service - AyaNova

@'g} éﬂ? Log out SubGrids | & ?g B I.j Help Exit

|_[>s Prewventive maintenance: 3 - ABC Accounting

Waorkorder: 54 - ABC Accounting
Waorkorder: 64 - Great Western Squirrel Supply
Quote: 4 - Molly's Bakery - Merville

Client: Aircard Client

See also:
Main AyaNova Menu Bar
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5.5.6  Preventive Maintenance entry screen fields

I® Preventive maintensnce &
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The preventive maintenance entry screen has the majority of the same fields as a
service workorder so that the relevant data can be copied to a new service workorder
automatically when the relevant date for conversion has been reached if generating
automatically or when generating a service workorder from the PM manually.

Do refer to the AyaNova Help file section on the service workorder for details on
aspects of the order entry screen other than the specifics related to Preventive
Maintenance.

See also:

Service Workorder entry screen

Order entry screen security settings
Parts selected in a PM

How I manually generate a service workorder from a Preventive Maintenance
order?

How do I automatically generate a service workorder from a Preventive
Maintenan rder?

Also see the section on toggling off fields or their labels from displaying.
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Fields of a Preventive Maintenance entry screen that are different from

the Service Workorder:

| Active

(Generate time span

1 | YEBNS w |

Threshold time span

14| days v|

Active - This is required to be check-marked if you wish the preventive
maintenance to auto convert to a new service workorder.

Generate Time Span - This is a required field and is where you dictate how
often