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Lesson 1: Recording Staff Time in Appointments

Learning Objectives
In this lesson, you will learn how to do the following:

* Assign a staff member to an appointment to perform all services, and record the time spent on the
appointment

* Assign staff members to each particular service of the appointment, and record the time spent on
providing a particular service of the appointment

Acumatica



Staff Time in Appointments: To Record Staff Time Spent in an Appointment

Suppose that the management of the SweetLife Service and Equipment Sales Center has decided to
track the time activities of its employees. Further suppose that for the GoodFood One Restaurant
customer, staff members of the SweetLife Service and Equipment Sales Center attend regular
appointments to deliver training services. Only one staff member attends each appointment, and this
staff member works during the whole appointment. Thus, the time activity should be created for the
whole duration of the appointment.

Acting as a staff member (Chase Frank), you will start and complete an appointment, and then review
the time activity that has been created for the appointment.
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Figure: Calculation of the actual service duration for Example 1

(Actual start time of the appointment 07:00 AM
Actual start time of Service 1 07:00 AM | Actual duration of
i Service 1: 1h 00m
Appointment < Actual end time of Service 1 08:00 AM
took 1h 30m

Time not recorded to a service (30 minutes)

kActual end time of the appointment 08:30 AM

Appointment's service duration: 1h 00m
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Figure: Calculation of the actual service duration for Example 2

(Actual start time of the appointment 07:00 AM
Actual start time of Service 1 ?7:7? AM| Actual duration of
' Service 1: 1h 00m
Appointment < Actual end time of Service 1 ?7:727 AM
took 1h 30m

Time not recorded to a service (30 minutes)

\ Actual end time of the appointment 08:30 AM

Appointment's service duration: 1h 00m
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Figure: Calculation of the actual service duration for Example 3

Appointment
took 1h 30m

/“Actual start time of the appointment
Actual start time of Service 1
Actual end time of Service 1
Actual start time of Service 2

Actual end time of Service 2

07:00 AM

07:00 AM | Actual duration of

Service 1: 1h 00m
08:00 AM

07:00 AM | Actual duration of

Service 2: 1h 00m
08:00 AM

Time not recorded to a service (30 minutes)

\_Actual end time of the appointment

08:30 AM

Appointment’s service duration: 2h 00m
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Figure: The time activity of Chase Frank
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Staff Time in Appointments: To Record Staff Time Spent on a Particular Service

Suppose that the management of the SweetLife Service and Equipment Sales Center has decided to
track the time activities of its employees based on service duration. Each staff member must keep
accurate records on what service has been performed and enter the actual start and end times of the
provided services in appointments.

Acting as staff member Edward Smith, you will record the start and completion times of the service
assigned to you and the service assigned to Chase Frank. You will then review the time activities that
have been created for the appointment.
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Figure: Staff time spent on services
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Figure: Employee time activity
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Lesson 2: Processing Sales Order-Related Service Orders

In this lesson, you will learn how to do the following:
* Create a service order from a sales order
* Create an appointment from a sales order

* Process the appointment
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Figure: Sales order processing along with service order processing

Job titles may vary
across companies.

Create a sales order —

Order Type: SO
Staus: Open

Details Tab LEGEND

Inventory ID: SERVICE
Quantity: Line
Require Appointments: Selected

Required action

Optional action
Inventory ID: INVENTORY ITEM
Quantity: Line Qty.
Require

Selected

Sales Orders
(50301000)

©)

Create a service order from the

T —] sales order ——
[
Sales I~
manager Sales Orders

(S0301000)

©

Service Order

Slatus: Open

Create an appointment —

Calendar Board

(F5300300)

(a) \

. -, | —| Select an appointment to attend
Staff member

b

Appointment

Status: Not Started

Staff Calendar Board
FS300400)
2 ®
Appointment
Ly —] Start the appointment
Staff member Status: In Process
Appointments

(FS200200)

0
' Addexvaiiemstothe ! e
- I appointment ' Staws: In Process
Saffmember | T -
: FEITEL :
) (F5300200) '

Appointment

Status: Completed

Complete the appointment

Appointments
(FS300200)

' Service Order

Staff member

Status: Completed

Appointment

Staws: Closed

Verify the details of the
‘completed appointment and
close the appointment

Service Order

Accountant Appointments
(F5300200)

Status; Closed

Details Tab

Line Type: Service
Inventory ID: SERVICE
Quantty: Line Qty.

Line Type: Inventory Item
Inventory ID: INVENTORY ITEM
Quantiy: Line Qty.

l | Sales Order

1
Create a sales order or SO | I
| NVOICE (depending on the senvice order I 2| Status: Open

type setungs) for extra items !

|
Accountant '
'

SO invocie

tatus: On Hold
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Sales Order-Related Service Orders: Process Activity

Suppose that SweetLife Service and Equipment Sales Center has sold the GoodFood One Restaurant
customer a juicer in combination with installation and repair services. The service manager (Maia
Davis) needs to create a sales order for the juicer and the services, and then schedule the
appointment to deliver the services.

Further suppose that during the appointment, the customer decides to buy an additional inventory item
(a plastic container for juice). The assigned staff member needs to add this item to the service order.
The accountant will create a separate sales order for the extra item because it was not in the original
sales order. You will perform these actions, acting as the service manager, staff member, and
accountant.
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Figure: An appointment on the staff board

Staff Calendar Board

© Agpontmants Branch = SWEETEQ = Branch Location  WESTBRK = Staff | Jon Waite - o ECTR 4 < Jan 29, 7023 - Feb 4. 2023 8 B
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00841
......

1500
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Figure: The sales order generated for the additional item

Sales Ordevs [y MGTES  ACTRATIES  FRES  TOOLS =
IM 000114 - GoodFood One Restaurant

G+ B o Ko< r

= Dirder Typs: i o = Cusheners GOOOFO0D - BoodFood One Resta O & Crderned Qby 1.00 .
Qinder Ny 00114 =] * Location BAAIN - Pomary Locatian o & Disgaunt Tola 0.00
Status Cipen Comacl 2 g Tas Tolal 0.00
= [Dale WHHIE = * Projact X - Non-Project Code. R Crder Todal 50,00
* Reguesied On. 17302023 - Descrptian Sale of 8 juicer and installabion service
Customer Oird
Extedmal Reter
DETALS TAXES FINARC L SHIPPING SHIFMENTS PRYMENTS R QNS TOTALS
I & X ADD ITEMS ADD MATRILX ITEMS LINE DETAILS ITEM AvAILABILITY H [ I
= B DO *inventory D Related Svi. Dog Requing Fres Warehcuse T Lacatan Lmne Descriphan e Quantity Sty Qn Dpan Oy, Unit Price  Manual Ext. Price
HEr, Appaointm o Shipments Prica
) & O CONTAINER ST 000041-1 EQINPHOUSE MAIN Goriainers for Juce PIEGE 1.00 0.00 000 50,0000 50.00
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Lesson 3: Processing Service Orders with Items to Be Purchased

In this lesson, you will learn how to do the following:
* Create a service order with an item to be purchased
* Create a purchase order that includes at least one item in a service order

* Process a purchase order that includes at least one item in a service order
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Job titles may vary
across companies.

Create a service order

Service

manager Service Orders

(FS300100)

Service Order
[=—"""Status: Open

A
Check availability of the stock Service Order
items and mark the stock items >
. for purchasing Status: Opwn
Service Waiting for Purchased ltems
manager SO Selected

(FS300100)

DI w—

Create purchase orders for the
stock items

Purchase Order
=" suatus: on Hold

1] —
Service
manager

Create Purchase Orders
(PO505000)

Process purchase orders
Purchasing
manager

Purchase Order
=% Staws: Open

Purchase Orders

(PO301000)

Details Tab

Line Type: SERVICE
Service ID: ITEM

Billing Rule: Time

Estimated Duration: 03h 00m

Line Type: INVENTORY ITEM
Inventory ID: ITEM
Quantity: 1

—

- Process purchase receipts

Purchase Receipt
" Staws: Open

Purchase Order
| Status: Closed

Inventory Receipt

Warehouse
manager
Purchase Orders

(P0301000)

Process bills
Accounant

Bills and Adjustments

7
Schedule appointment (assign
T staff members and create

v appointments)

Scheduler

Stalus: Released

AP Bill
[~ "Stats: On Hold

‘Calendar Board

(FS300300)

Details Tab
Line Type: SERVICE
i Service ID: ITEM
Setbice Oder Billing Rule: Time
» Status: Open Estmated Duration: 03h 00m

Line Type: INVENTORY ITEM
Inventory ID: ITEM

Quantty: 1
PO Statws: Closed

AP Bill

| Stalus: Closed

Appointment

| Status: Not Stanted

Figure: Purchase order processing along with service order processing
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Service Orders with Items to Be Purchased: Process Activity

Suppose that the SweetlLife Service and Equipment Sales Center has announced that it will begin
selling a new juicer, JUICEROS5. The FourStar Coffee & Sweets Shop customer would like to order this
juicer along with training services.

Because this juicer is not yet in stock, the SweetLife Service and Equipment Sales Center needs to
first purchase the juicer from the SQUEEZO vendor. When the juicer is received, an appointment to
perform the services can be created. Acting as the service manager (Maia Davis), you will create the
service order, create the purchase order, and process the purchase order.
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Figure: The purchased item

Service Order Details CUSTOMIZATION = T0OLS -
O 0 M =
Bianch SWEETEQUIF - Service and O o Frean Date 1172023 - -
Branch Locaban: WEST BRIGHTON - Office in Schedue 1D a2 To Date 132023 -
Customer COFFEESHOP - FowStar Co » tem A
Location Target Equipment: A
header here fo configure Y 0
Qrder  Order Nbr Customer ID Location Date Status Lin Type inventory 1D Billabie Estimated App Appoint Mark  POMNBr, PO Status
Type o Quantity Ameunt Quantity Amount Count for PO
INST DOO0GED COFFEESHOP MAIN 113002023 Open Service INSTALL 1.00 100.00 0.00 0.00 [1]
INST  DQOORD COFFEESHOP AN 1/30/2023  Open Inveniary iem  JUICERDS 100 700,00 n.00 .00 o = QO0DS]  Cempleted
DEV DROQSE SQEFEESHQF haIN 112902023 Compleled Service TRAINING orE 37.50 07s 750 1
DEV 00054 COFFEESHOP MAIN 1302023 Completed Service TRAINING @ ors 3750 075 37.50 1
DEV DOO053 FF| P MAIN 113072023 Completed Service TRAINING oS 37.50 0.75 37.50 1
MRO DOOOSD COFFEESHOP KAIM 1/302023 Open Service CLEANING 100 T0.00 0.00 0.00 ]
MRO 000048 COFFEESHOP AN 1/3042023 Open Service EEFAIR 1.00 B0.00 0.00 0.00 o
MRO D005 COFFEESHOP MAIN 113072023 Open Inventary Ibermn JNCER1S =] 1.00 2 500,00 0.00 0.00 [1]
MRO D045 |33 P AN 113002023 Open Inventory lbern  BLADEID 1.00 500.00 0.00 0.00 [1]
QuUoT  DDOO4E SQFFEESHQF AN 1/302023  Copied Service BEFAIR 1.00 8000 0.00 0.00 o
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Lesson 4: Processing Case-Related Service Orders

Learning Objectives

In this lesson, you will learn how to do the following:

 Create a case whose resolution requires the provision of services
* Create a service order from a case

* Process an appointment associated with a case

* Close a case
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Figure: Case processing along with service order processing

Job titles may vary
across companies.

Create a case

manager

Cases
(CR306000)

Create a service order from the
case

—

Cases
(CR306000)

|Add services and inventory items|
to the created service order

—

®, -

Scheduler

e Ot

| Select an appointment to attend

RN
Staff member

4

Task
(CR306020)

Schedule appointments (assign
staff members and create
appointments)

Calendar Board
(FS300300)

‘Staff Calendar Board

(FS300400)

Cases

Status: Open
Business Account: Customer ID

Service Order

Status: Open
Details Tab
Line Type: Service

Service Order Inventory ID; SERVICE

Quanty: Line Qty.

S nen Line Type: Inventory ltem
Inventory ID: INVENTORY ITEM
Quantity: Line Qty.

Appointment

Status: Not Started

=) 6
(7 =) —| Start the appointment
Stalf member
Appaintments
(FS300200)
=) 7
Add extra items to the.
) intment
Staff member apee
Appoinmments
(FS300200)

Staff member

Accountant

1 -
Accountant

(11

Complete the appointment

Appointments
(F§300200)

Close the case
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Verify the details of the
completed appointment and
close the appointment

Appaintments
(FS300200)

Create a sales order

Multiple forms

Appointment

Staius: In Process

Appointment

Status: In Process

Appointment

Stats: Completed

Service Order

W= Status: Completed

Appointment

Staws: Completed

Service Order

Appointment

Stauws; Closed

Sales Order

Status: Open

Details Tab

Line Type: Service
Inventory ID: SERVICE
Quantty: Line Qty.
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Case-Related Service Orders: Process Activity

The SweetLife Service and Equipment Sales Center provides support to its customers on equipment
that the company sells, and these support services are billed to the customer on a per-case basis. The
Thai Food Restaurant customer has requested the replacement of a component in a juicer that the
company purchased previously.

Acting as the service manager of the company (Maia Davis), you will create a case for which an
appointment should be scheduled for the replacement services to be performed. Acting as the
respective employees, you will also continue the processing of the related service order through the
closing of the case.
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Lesson 5: Processing Opportunity-Related Service Orders

In this lesson, you will learn how to do the following:

* Create an opportunity that includes at least one service

* Create a sales quote associated with the opportunity, and send it to the customer
* Create a service order from the opportunity

 Create an opportunity-related appointment for the service order
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Figure: Opportunity processing along with service order processing

Details Tab ( 5 ) *
S 1 ‘ Inventory ID: SERVICE o )
Q N Biling Rule: Time . ppointment
Opportunity Estimated Duration: Time > Create an anm;'n!men:,hv
T — Create an opportunity — assigning a staff member
o Status: New Inventory ID: INVENTORY ITEM aning Status: Not Started
Sales Stage: Prospect Quantity: Line Qty. Scheduler
manager OPportes Business Account; ID m-;k Cmr ‘Pg s:l:n‘huud (czngn:al) ol Calendar Board
(CR304000) init Cost: Cost of the unit (Option:
Vendor ID: Vendor ID (Optional) (S 22
5Ot
g (¥
Create a quote for the 0
T—>| d — )
éale.r: opportunity Status: Draft Appointment
= ——| Perform the appointment e —
manager Opportunies e Status: Completed
(CR304000) Staff Member
Appointments
S 3 (F5300200)
) Quote
|Submit and send the quote to the|
T— f—=
. customer Status: Sent
Sales 7 y
manager Opportunities Boo| —
(CR304000) Details Tab 228 Appointment
etalls Close the appointment —
4 Inventory ID: SERVICE Status: Closed
s - Billing Rule: Time Accounting
= Create a service order from the Service Order Estimated Duration: Time rererm——
L opportunity . Status: Open Inventory ID: INVENTORY ITEM (FS300200)
Sales Quantity: Line Qty. 1 }
manager Mark for PO: Selected
Omortmies ok vero :8 ! ®_‘
Vendor ID: Vendor ID
Sales Order
—
Process the sales order
Sales Order
Create a sales order to bill the Status: Closed
custamer Status: Open Sales OTders
Accounting 'S0301000)
Run Appointment Billing
(FS500100)
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Opportunity-Related Service Orders: Process Activity

Suppose that the Thai Food Restaurant customer has called and requested a proposal for some
products of the SweetLife Service and Equipment Sales Center, along with installation services for the
products. The service manager (Maia Davis) has received the opportunity and needs to enter it into
the system. She then needs to prepare a sales quote and send it to the customer for review.

Further suppose that after reviewing the proposal, the customer decides to procure the company for
the services and products, making the opportunity won. The service manager then needs to prepare a
service order based on the opportunity, and schedule an appointment for a staff member. You will act
as the service manager in performing all of these actions.
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Lesson 6: Correcting Appointments

In this lesson, you will learn how to do the following:
* Correct an appointment and generate a new AR invoice

 Find an appointment in the system if the related billing document was deleted
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Appointment Correction: Process Activity

Suppose that HM's Bakery & Cafe ordered a training on juicer usage for newcomers. A service
manager (Maia Davis) of the SweetLife Service and Equipment Sales Center created an appointment
and included a training service item. The assigned staff member (Todd Bloom) performed the
necessary service at the customer location and completed the appointment in the system. The
accountant (Yona Jones) closed the appointment and generated an AR invoice.

Further suppose that after the invoice was generated, the service manager learned that at the end of
the appointment where the training was delivered, the staff member performed a repair of a juicer. The
service manager contacted the customer and both parties agreed to include the repair service in the
previously created appointment, and to generate an updated AR invoice. Acting as the service
manager, you will perform the needed steps to update the appointment and generate a new AR
invoice, which the accountant will process further.
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Figure: Newly generated invoice

ices and Memos [INOTES ~ ACTIVITIES ~ FILES  TOOLS

Invoice 000133 - HM's Bakery & Cafe

Type Invoice - Custamer HMBAKERY - H\'s Bakery & Cafe #  Detail Total 180.00
Reference Nbr.. 000133 o * Location MAIN - Primary Location o Discount Total 0.00
Status. On Hold * Terms. 300 - 30 Days o Tax Total 0.00
* Date 2/16/2023 -~ * Due Date 3182023 - [J etainage Balance: 180.00
* Post Period 022023 02 * Cash Discount . 3/18/2023 = Pay by Line Sash Discount 0.00
Customer Ord « Project/Cantract X - Non-Praject Code p 7
Description Training on juicer usage (at customer's place)
DETAILS E ONS c
o + 72 x H M &
B & D inventory D Related Sve. Doc. Transaction Descr. Quantity UOM Unit Price Ext. Price Discount Discount Amount *Account Description
Nbr. Percent Amount
’| @ D IRAINING IRN,.000018-1 Training on juicer usage (at customer's place) 200 HOUR 50.0000 100.00 0.000000 0.00 100.00 40000 Sales Revenue
@ D REPAR IRN. 000018-1 Repair of customer's equipment 100 HOUR 80.0000 80.00 0.000000 0.00 80.00 40000 Sales Revenue
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Lesson 7: Processing Prepayments for Service Orders

In this lesson, you will learn how to do the following:
* Create a service order and enter the prepayment to the service order
 Create an appointment and enter the second prepayment for the appointment

» Generate a sales order and review two prepayments applied
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Figure: Processing a service order with prepayments

Job titles may vary
across companies.

Service
manager

Scheduler

Create a service order

Service Order

Status: Open
Service Order Total: $500

(2 v

Enter a prepayment

Service Orders
(FS300100,

Payments and Applications
(AR202000)

(3) y

Create an appointment by
- | @SSigNing a staff member on the
calendar

-

Received: $0

Service Order Unpaid Balance:

$500

Prepayment

Reference Nbr.: 000001
Status: Open
Payment Amount: $250

Service Order

Status: Open
Service Order Total: $500
Prepayment Received: $250

Service Order Unpaid Balance:

$250

Appointment

Status: Not Started
Appointment Total: $500

Calendar Board
(FS300300)

Received: $250

Senvice Order Unpaid Balance:

Details Tab

Line Type: SERVICE
Service ID: ITEM

Billing Rule: Time

Estimated Duration: 03h 00m

Line Type: INVENTORY ITEM

Inventory ID: ITEM
Quantity: 1

Prepayments Tab

Ref. Nbr.: 000001
Payment Amount: $250

2 v

Start the appointment

Appomiments
(F5300200)

Accountant

Accountant

Complete the appointment

Appointments
(FS300200)

7

Close the appointment

Appointments
(FS300200)

8)

— Create a sales order

Mutiple forms

the Sales

Appointment

Status: In Progress
Appointment Total: $500
Prepayment Recewed: $250
Service Order Unpaid Balance:

5250

Prepayment

Reference Nbe.: 000002
Status: Open
Payment Amount: $200

Appointment

Prepayments Tab
Status: in Progress Rof. Nbr.: 000001
Appointment Total: $500 Payment Amount: $250
Prepayment Received $450 Rel. Nbr.: 000002

Service Order Unpaid Balance:
350

Appointment

Status: Completed
Appointment Total: $500
Prepayment Received: $450
Service Order Unpaid Balance:
$50

Appointment

Status: Closed

Appointment Total: $500
Prepayment Received: $450
Service Order Unpaid Balance

$50
Sales Order Payments Tab
Rl Nbr.- 000001
Status: Open Payment Amount: $250
Payment Total: $450 Rei. Nbr.: 000002
Unpasd Balance: $50 Amount: $200
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Service Order Prepayments: Process Activity

Suppose that the GoodFood One Restaurant customer has contacted the service manager of the
SweetLife Service and Equipment Sales Center to request installation services and a juicer. You will
enter the service order into the system and create and schedule the related appointment. The
customer has paid 20% of the service order total in advance when requesting the services and the
item, and will prepay an additional 30% at the appointment. You will enter the prepayments at the
appropriate times, process the appointment, and generate the billing documents.
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Figure: The Payments Tab

Sales Orders (YNOTES  ACTIVITIES  FILES  TOOLS =
IN 000134 - GoodFood One Restaurant
O + 8 0 K < > HOLD -
N
* Order Type IN ] stamer GOODFOOD - GoodFoad One Restar 2 2 dered Qty 100
000134 p * Location MAIN - Primary Location £ ¢  Discount Tota 0.00
Open Conact L2 Tax Total 000
* Date 2302023 - * Project X - Non-Project Code. L2  Order Towad 4.100.00
* Requested On 13072023 = Description aof atthe  place
Customer Ord
Extemal Refer
TAXES FINANCIAL SHIPPING SHIPMENTS TOTALS
®© 4+ X  CREATEPAYMENT  CREATE PREPAYMENT ff Actve 2 vV Not Released 000
B & D poc. type “Retersnce Nbr. Appled To Transterred Balance Status PaymentRet.  Payment Method  Cash Account Payment Amount ency Proc. Status Authonzed 000
Order to Invoice X
Refeased 000
>[ 8 D Prepayment 00075 82000 000 000 Open 0006 CHECK 10200EQ 82000 USD Torst Paig 0.00
8 0O Prepayment 000076 1,230.00 0.00 0.00 Open 0007 CHECK 10200EQ 123000 USD Total Transfer 000
Unpai Balance: 4,100.00
Undilled Batan 4,100.00
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Thank you!

Ashani Jayakody
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