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Chapter 1

Welcome

Thank-you for selecting Miracle Service™ as your Service Management Solution. You have purchased a
world class business software solution that is designed to meet your needs today and grow with you into
the future.

Back in 1994, we released the very first version of Miracle Service™. Today, Miracle Service™ has
thousands of users in over 45 countries around the world, and we’re very pleased to welcome you to this

group.

To make sure you get the most from your Miracle Service™ software, we offer a complete range of
services from installation and training, to on-going technical support services, to software customization
services from our professionally trained support staff. Web-based support technologies enable us to
provide the same responsive support to both local customers, as well as to customers around the globe.

Our goal is to continually innovate our products and services to support our customers as their needs
change and grow. From time to time we’ll release new modules or updates of Miracle Service™. An
update might include a time-saving new feature, minor repairs to keep your software running smoothly or
other change relevant to your business. Upgrades will be placed on our support website to download, and
are available to all customers with an active technical support contract.

Because Miracle Service™ is a modular solution, you can add modules at any time as your business grows
and changes. To order additional modules or client licenses, please contact your sales representative.

At Nexent Innovations our customers are the key to our success, and our commitment to them is that
Miracle Service™ provides, and will continue to provide, the best value for their service management
software dollar.

Again, thank you for choosing Miracle Service™ and we look forward to working with you today and in
the upcoming years.

- The Nexent Innovations Team
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Chapter 2
The Importance of Backups

An important daily process for Miracle Service users is to make backup copies of your data and security
files. Adhering to this routine will ensure that you have a fairly recent copy of your data in the event of a
system crash.

How to Backup your Miracle Service Data Files

To make a daily backup of your Miracle Service files, copy the files in your MiracleDB folder on your
server to a backup location. Note that this location should be either a different computer or a recordable
CD.

If you are using the Report Designer to modify or develop reports, you should also make sure you back-up
your \Reports Directory.

How to Backup your Miracle Service MS-SQL Data

This section will describe the steps involved to create an automatic or manual backup of your
SQL Server database using the Miracle Service MS SQLBackupRestore utility. Note that for best
performance it is recommended that the MS SQLBackupRestore utility reside on the same server
as your database.

We recommend that regular backups are made daily in order to reduce the amount of loss if an
issue occurs. As the size of a backup file is generally large, it is important that you monitor your
available disk space to ensure that the server has enough free disk space. The backup folder needs
to be manually maintained to ensure that it contains only the number of backup files that you
require.

Steps:

1. Setup configuration file.
2. Create a manual backup your database.
3. Create a Scheduled Task to automatically backup your database.
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Setup Configuration File

1.0pen the file msbackup.ini using Notepad. The default location of this file is
C:\MiracleDB on the server where SQL Server is installed.

2.Modify the following values accordingly:
BENAME - database name, default is MiracleService
SERVERNAME - server name and SQL Server instance
LOCATION - location of backup files, folder requires write permission
LOG - location of log files, folder requires write permission

Example without using SQL Server instance:
[SOURCE]

BENAME=MiracleService

SERVERNAME-=.\

[BACKUP]
LOCATION=C:\\MiracleDB\Backups\
LOG=C:\\MiracleDB\Logs\

Example using SQL Server instance:
[SOURCE]
BENAME=MiracleService
SERVERNAME=\SQLEXPRESS
[BACKUP]
LOCATION=C:\\MiracleDB\Backups\
LOG=C:\\MiracleDB\Logs\

Manual Backup

Run the file MS SQLBackupRestore. The default location of this file is C:\MiracleDB on the
server where SQL Server is installed. A program window will appear with the progress of the
backup. The backup and log files will be generated in the location specified in the configuration
file above.
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B CAMS_Backup\bin\Debug\DatabaseBackup.exe |ﬂ‘—§_§.—]

Automatic Backups

A Scheduled Task can be used to automatically generate backups of your Miracle Service
database on a regular basis. In order to create a Scheduled Task you must have administrator
privileges.

Step 1

1. Select ‘Create Basic Task’ from the Task Scheduler panel to open the task wizard. Enter a name and
description to identify the scheduled task.

2. Select the ‘Next’ button to proceed.

Create Basic Task Wizard &r

j Create a Basic Task

Use this wizard to quickly schedule a common task. For more advanced options or settings

Trigger such as multiple task actions or triggers, use the Create Task cormmand in the Actions pane.
Action Mame: Miracle Service Backup
Finish

Description: | Generates daily backups of our Miracle Service database.

Mext = | | Cancel
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Step 2
Select the frequency to run the schedule task and select the ‘Next’ button to proceed.

r Create Basic Task Wizard @1
@ Task Trigger

Create a Basic Task When do you want the task to start?
© Daily
Action
Finish ) L=
() Monthly
) Onetime

) When the computer starts
) WhenIlogon

) When a specific event is logged

[ <Back |[ Met> |[ Conca |

Note: we recommend setting a scheduled start time during off hours when there are no or few
users in Miracle Service.

i Y
Create Basic Task Wizard ﬁ

@ Daily

Create a Basic Task

T Start: 10/31/2013 [E~ 11300 PM |5 [C] Synchronize across time zones
rigger

Recurevery 1 days

Action
Finish

<Back || Net> || cancel |
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Select the action to start a program and select the ‘Next’

Chapter 2: The Importance of Backups

button to proceed.

Create Basic Task Wizard

S

"EI Action

Create a Basic Task
Trigger What action do you want the task to perform?
Daily

® starta program

Finish ) Send an e-mail

(©) Display a message

<Back || Net> || cance |

Step 4

Browse to the DatabaseBackup.exe file and select the ‘“Next” button to proceed.

Create Basic Task Wizard

=

"@ Start a Program

Create a Basic Task

Trigger Program/script:

Daily C\MiracleDB'\DatabaseBackup.exe
Action
A e
Finish Start in (optional):

Browse...

<Back || Nea> || cancel |
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Step 5

Click the “Finish” button to complete the scheduled task setup.

Create Basic Task Wizard

"@ Summary

Create a Basic Task
Trigger

Daily
Action

Start a Program

Name Miracle Service Backup

Description: ~ Generates daily backups of our Miracle Service database.

Trigger: Daily; At11:30 PM every day

Action: Start a program; C:\MiracleDB\DatabaseBackup.exe

[7] Open the Properties dialog for this task when I click Finish
When you click Finish, the new task will be created and added to your Windows schedule.

<Back || Finish || Cancel |

Visit our technical support web site for more information at
http://www.miracleservice.com/
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Chapter 3
Application Conventions

The following application conventions or standards are used throughout both the Administration and the
Miracle Service applications:

» Escape [Esc] Key/Cancel Button

» Date Fields

» Currency

» Hot Keys

» Record Screen Modes (New, Edit, View)
» Field Colors

» Cursor Arrows (Keyboard)

» Drop Down Fields

» Navigation Arrows

» Tab Key (on keyboard)

» Once in the Data Sheet View the options for this view are also displayed along with a Quick Search
field (see Quick Search below).

» Zoom Buttons

» Online Support Resources

» Lists and Lookups

» Special Info Buttons

» Recalculate/Refresh Buttons

» Review Screens
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» User Screens

Escape [Esc] Key/Cancel Button

The ‘ESC’ key is a keyboard key that overrides Miracle Service when it will not allow the user to exit from
a screen.

On occasion, if a user fails to add the required information on a data entry screen, Miracle Service will lock
the screen. The user can press the [Esc] (Escape) key if other efforts are ineffective. Pressing the [Esc]
(Escape) key will cancel any changes and release the screen.

Note: This act can delete any unsaved work done on that screen. In an 'Add' or 'Data Entry' screen, you can
lose data entered. In an 'Edit' or 'Maintenance' screen, you can lose data entered since the last time you
saved the screen.

Date Fields

Numbers or characters may be used for date formatting. Date formatting is defaulted from your Microsoft
Windows International Date Field Settings. Enter MMM, DD, YY' in any field which requests a date and
it will translate it to the proper date format. Three characters are required for the month to be added
automatically.

Currency

The currency formatting is displayed on all screens and reports according to the Microsoft Windows
International Currency Settings.

Hot Keys

‘ Ty ‘ ‘ Edit ‘ ‘ Delete ‘ ‘ Reports ‘

In some cases it may be faster to use a Hot Key rather than the mouse. Hot Keys are used by holding down
the [Alt] key then a specific character key. Hot Keys are indicated on buttons and menus by a character,
which are underlined. In the above example a user wishing to select Delete may either mouse click on the
Delete button or hold down the [Alt] key and hit the D key. The hot keys in the above picture are:

[Alt] + N, [Alt] + E, [Alt] + R, [Alt] + P
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Hot keys will only work on buttons that have a focus (letter with an underline). Press and hold the [Alt] key
on the keyboard and then press the letter in focus. For 'Print' (notice the underscore under the [P]), click on
the ‘Print’ button with the mouse or press and hold the [Alt] key then press the [P] key.

If the Focus is on a button, that is, a broken line surrounds the caption on a button and a heavy line
surrounds the button, select it with the mouse or simply press the [Enter] key.

Record Screen Modes (New, Edit, View)

There are three basic screens, New, Edit and View found throughout the application.

New (Add) Mode

‘ [ ‘ ‘ Edit ‘

The 'New' screen mode is a 'Data Entry' screen where new records are created in the database. The 'Edit'
screen mode is a 'Maintenance' screen where existing records can be viewed or edited (modified).

You can access the 'New' button from various menus. They are also accessible through the "New' buttons
found on the 'Maintenance' screens. Various 'Zoom' [+] buttons are provided throughout the application to
direct users to 'Data Entry' screens. This allows information to be entered or edited on the fly.

Use 'Add' screens to add new records to files. When opening any 'Data Entry' screen, the screen will
contain only the screen name and a text box that requires a unique ID. After the unique identifier is
entered, the screen opens and allows users to enter the appropriate data. After the new information in
entered, select 'Save', the application will automatically open a fresh 'Data Entry' screen. To edit previously
entered information, select the edit mode. This allows unlimited and rapid data entry.

New Mode

Every table in Miracle Service has a 'Data Entry' or 'Add' screen. 'Add' screens often have defaulted
information. Fields appear or disappear depending on their relevance. These features allow for rapid data
entry on the fly.

Edit Mode

Edit mode screens are used to edit records. Only white fields may be edited.

There are several 'Edit' or 'Maintenance' screens with the 'Edit' buttons on their menus. There are also
'Zoom' [+] buttons located throughout the application, which allow access to 'Edit' or '"Maintenance'
screens.
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View Mode

View Mode Screen Fields

The View Mode displays the fields of information in gray. There are search options buttons in the top right
of the screens. Blue arrows are used to scroll through records at the bottom right of the screens as well.

If the user's security allows for View Mode only, the user will not be permitted into the Add/Edit mode. A
message will alert the user of their security View Mode only. Note: the 'Edit' button on the main screen
must be selected to edit information on any following screens.

City Quaketown =]  State PA E3
Zipcode [18951 Courtry USA E3

Edit Mode Screen Fields

When the 'Edit' button is selected from a menu screen, the screen opens in view mode. Notice the editable
fields are white and the blue arrows have disappeared.

City | Quaketown [x] State PA [»]
Zipcode 18951 Country USA [»]

Select 'OK' after the information has been entered. The fields will turn back to gray and the ‘Search’
buttons located in the top right and/or the blue arrows at the bottom which are used to locate the correct
record will return. The screen returns to 'View' Mode.

Field Colors

A field is a box on a screen that displays information. They are presented in one of three colors:

Gray Fields

A gray field indicates locked information. To edit information in these fields the 'Edit' button needs to be
selected.

White Fields

A white field permits information to be entered or edited.

Blue Fields

A blue field displays information entered, stored, or calculated from another screen. In order to change
information displayed in a blue field, the information must be entered or edited from the original source.
Under normal circumstances, information in blue fields does not require changes. Sometimes tables appear
with green fields. These green fields have the same characteristics as blue fields.
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Cursor Arrows (Keyboard)

Most standard keyboards have four-arrow keys, which allow the movement of the screen cursor one
increment at a time. In Miracle Service, you can uses these arrow keys in to help you navigate around the
application. There are two method used in applying the use of these cursor arrow keys.

Method 1: The cursor arrows on your keyboard allow scrolling up and down lists. For example in a drop
down box, using your keyboard 'down' cursor arrow will allow scrolling down the list.

Method 2: The cursor keys also have limited ability to move your cursor from field to field around any
screen. Arrow keys cannot exit drop down boxes or boxes. Use the [Tab] button to exit drop down boxes or
comment boxes.

Drop Down Fields

| B

The drop down list feature offers the opportunity to speed up data entry. A white field with an arrow
pointing down at one end hides an entire list of options appropriate for that field. Select the 'down' arrow at
the end of a field opens the entire list. Select one of the options from the list and the data will automatically
be entered, or type the entry into the field.

City (XN -

kMountain Side

Riverside
Yally Falls

The auto-expand function will find the closest existing match from the information entered. After the
information appears, select enter.

Select [Tab] or [Enter] to exit each field.

Navigation Arrows
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Blue Arrows, Tabs or Enter Keys allow the systematically displaying of records in the order that they
appear in the files. After an entry is made into the search field, the blue arrows will display the next record,
regardless of the specification.

Select the blue arrow pointing to the right and the next records that follow the current record will appear.
The order of appearance can be alphabetical, numerical, or chronological depending on the current record.
Select the arrow pointing left and the records that precede it will be appear.

Tab Key (on keyboard)

Pressing [Tab] will advance the next field or button. Pressing [Shift]-[Tab] enables the previous field or
button.

Exiting Data Fields

Usually by selecting [Enter] the data typed into a field is entered and your cursor will advance to the next
field. Occasionally, when using larger fields like '‘Comment' boxes, the [Tab] key is required to advance
your curser to the next field. In the example of a comment box, the [Enter] key will advance the curser to
the next line in that field.

Data Sheet View

The Data Sheet View is the Top Level view of a list of records. The Data Sheet View is available for each
major area of the application (Customers, Service, Equipment, Contracts, Inventory, Suppliers, Purchase
Orders, Sales Orders, Sales Invoices, Service Invoices, and Period Billing Invoices.

R e [QuickSearch Q] VMyFiter  NoFiter [ Pu_|[[ Open Tasks | @8 Open Work Orders] 1/20/2010 - 1/19/2015
Task Number - | TaskStatus - TaskType - | TechnicianiD - Unit ID - | Model Number -
& Senice 20831 Assigned MISC. suB. 100047 M5035 MFP
2093-2 Open INST
21293 Started JAM BS. GDE 102215 7855
< Equipment 21451 Completed PMC KN M9050 MFP
2146-1 Completed PMC KN P4515
[ contracts 2159-3 Started JAM 101472 4250
2169-2 Started MISC BP1 M251nw
21731 Completed JAM KN 9050
&# [nventory 74 Completed JAM ™ 100608 4100
75- Complted IAGE ™ M475dn MFP
& Suppliers 77- Complated c BP1 4100
75- Completed s ™ PO007A 4350
[2181- Witing on Customer [ MISC 101321 CM4540 MFP
& Purchase Order 152 Completed IAGE ™ 100967 10220
163 Complated ERROR 8S 102082 5675
B Sales Order 185 Complated Al ™ M3027 MFP
2187 Started Al 4350
165 Complated A S 100751 P3015
[3 8iling & Invoicing [2190- On-Route Al W 101001 2050
. 2191 Complated IMAGE £ 100873 CP3526
Sales Invoice [2192- Assigned ERROR E M602
SR 104 nassign ERROR 102806 MAO1
Somice fnoke 2195 nassign ERROR 102804 7%
Period Invoice 2196 nassign JAM M603
197 nassign JAM 9040
Consolidated 197 nassign: INST 3600
- . 219 nassign IMAGE GDE. TM M725
SchEC HRE0 R 199- Assigned ISC BP1 100040 M2727NF MFP
2202- Unassign OFT
& Reports 2204- Unassigned OFT

Showing 30 records

Once in the Data Sheet View the options for this view are also displayed along with a Quick Search field
(see Quick Search below).
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User can refine the information displayed in the Data Sheet view by clicking the filter icon on each column
header row. This will display a filter list where users can further filter the view or choose the sort order for
the field (Sort A to Z or Sort Z to A). This lets the user display the data in Ascending or Descending order.

Task Status - Task Type - Technician I[
Assigned 4] sotstoz
Open il sontZtoa
Started
Completed
Completed Texk Filters 3
S 4 [select Al
Pel v EBTaiks] ]
Completed o Assigred
Completed ¥ Completed
Completed ¥ On-Route
Completed ¥ Open
Completed o started
Waiting on Customs ¥ Unassigned
Completed ¥ Waiting on Custamer
Completed
Completed
(8]4 C |
Started [ J [ =

Mammnlatad

The user also can further restrict the information displayed in the Data Sheet View by Selecting which of
the criteria should be in the screen.

A more refined filters is also possible. Depending on the type of field (string, numeric or date).

Task Status - Task Type - Technician ID ~ Unit 1D -
Assigned &) sortatoz 100047
Open 2l sontztos
Started 102215
Completed L3
Completed Text Filters r Equals...
g:z::: o [Seledt Al Does Mot Equal...
& [Blanks) Begins with..,
Completed P Assi
ssigned Daes Not Begin With...
Completed ' Completed -
Completed 7 On-Route Contains..,
Completed v Cpen Dioes Mot Contain..,
Completed v Started Ends With...
Waiting on Customs ¥ Unassigned i
Completed ¥ Waiting on Customer poesHotEnd A
Completed 102082
Completed
(8] 4 C |
Started ] [ e
Cnmnlatad T TR T TS 10NTRA
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Searching for Information

Version8 has introduced a much more advanced search method to help users field their information faster.
Using ‘My Preferences’ each user is able to configure Miracle Service to work as they prefer.

In ‘My Preferences’ the user can define the initial screen for each major area of the application or they can
set it to use the Field Search method.

Field Search

Using the Field Search method is a very powerful method for locating a group of records that match a
define group of records. When using the Field Search method a user can define up to 5 fields to include in
their standard search. The user has also two additional field where they can choose any other field and a
date field to select a group of records.

The funnel icon beside each field lets the user choose how the information will be searched. User

can defined if the searched field Contains, Equals or Starts With the information entered in to the
search field. Note: if a search field is left blank, it will assume all records match that criteria and it will not
filter the search based on the blank field. The ‘Contains’ method is selected by default. Clicking on the
funnel will display the search methods for selection. Each field can have a different search method applied.

New Search Search |

Zip Code ~
Company Name b
City 7
Choose Field B

Start Date E| 1/20/2010 and 1/19/2015

Quick Search

Quick Search Q|22 Clear Al EIViews

Miracle Service uses the Quick Search field to help find a specific record quickly and easily.

The Quick Search field is located at the top of each data sheet view of the main screens. Next to this field
is a Clear All and Views selections. The ‘Clear All’ allows the user to reset (clear) the search to the original
filter. Users can select the Views to either reset back to the users original view or to open the My
Preferences screen so they can modify their view options.
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Search Tips

More information entered in search fields, narrows the field of search and reduces unrelated records.

Wild Cards are not needed as the information entered in the Quick Search field will be searched in any
field even if it is just matches partial information.

Zoom Buttons

Zoom [+] buttons are typically to the right (only a few are to the left) of several fields located throughout
the application and appear as shown above.

Zoom buttons marked with a yellow plus sign [+] drill down to specifically related information.

On many screens throughout the application, codes or IDs such as Customer IDs, Equipment IDs or
Service Contract IDs are displayed. Periodically, there may be a need to review the details. Selecting the
'Zoom' [+] button will display the specific details of that code or ID. To return to the previous screen, select
'Exit' on the details screen.

In a few maintenance screens, the 'Zoom' [+] button allows the user to drill down to details screens. The
details screen also allows the amendment or addition of records. This screen also allows movement to
other records for amendment. On those occasions, the most recently viewed, amended, or added record
will be displayed and associated to the original screen zoomed from.

Online Support Resources

Miracle Service has a library of technical notes offering additional support resources.

The Miracle Service technical notes, updates to the software and the latest version of this manual can be
found in the Customer Center on our web site at:

http://www.miracleservice.com/

Lists and Lookups

Lookups contain the data that will appear in drop-down boxes throughout the application. Several of these
drop-down boxes throughout the application can be customized to display information differently.

Lists are very much like lookups, however they may contain more information relating back to a single
field, for example Categories and Tax Codes. These lists may also be displayed in drop-down boxes.
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B Inventory Categories §|
Hame |Tlack? |Sewiceahle?| Descrption

p| M |Parts [l General Parts =
11 |Rallers [l Copier Specific [Delete if vou do not need this)
12 |Drums [l Copier Specific [Delete if vou do not need this)
19 |Parts-Misc [l [Delete if pou do not need this)
20 |Supplies [ ¥l [Delete if pou do not need this)
21 |Torer [<] ] Copier Specific [Delete if ou do not need this)
22 |Developer [<] ] Copier Specific [Delete if you do not need thiz)
23 |Paper [<] ] [Delete if pou do not need this)
29 |Supplies-Misc [<] ] [Delete if pou do not need this)
0 |Copiers [+] [+] [Delete if pou do not need this)
AN |Computers [Delete if pou do not need this)
32 |Fax [Delete if pou do not need this)
33 |Printers [Delete if pou do not need this)
39 |Multi-Function [Delete if pou do not nedd this)
55 |Other Equipment [Delete if pou do not need this) b

Lists and lookups are located in several screens within the application. They're primarily located in the
Administration program.

Adding Lookup Information

To add information to a lookup or list, enter the information on the field that has an asterisk [*] in a small
gray box next to it. When entering new information, the asterisk [*] will move down to a new empty line.

Deleting Data from Lookups and Lists

Periodically it will be necessary to delete information from a list rather than editing the entry. To delete
information from a lookup or list, select the gray button to the left of the line. Notice the button turns
darker, and a black triangle appears in the square. This indicates that the entire row is in focus. Press the
[Delete] key on the keyboard to remove the data. A confirmation message will appear indicating that the
data has been deleted.

Note: The application will not permit information to be deleted if linked to other records. All dependent
information must be deleted first. For example, to delete a city, which has existing customers, attached,
either a new city name must be entered or the customer must be deleted. If the city was spelled incorrectly,
simply correct the spelling. All customers belonging to that city will display the corrected name.

Special Info Buttons

‘ Alternate Suppliers H Quantity Pricing H Warehouse Info H User Screens H Superseded Parts

Additional information about a screen is accessible through the multiple 'Special Info' buttons.

They're located on many screens, usually across the bottom.
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To access special information, select the 'Special Info' buttons. Each chapter of this manual contains
specific information about its own 'Special Info' buttons. To edit information contained within the screen(s)
below these buttons, select the 'Edit' Mode prior to selecting the button.

Recalculate/Refresh Buttons

L e

The Recalculate Button is a dark red exclamation mark "' found on some screens. They prompt the
application to re-calculate the accuracy of the field next to it. For example, this function is required in the
event another user is simultaneously accessing the data from another machine altering the same
information.

The 'Recalculate’ or the ‘Refresh’ button is located to the right of the "Total' box on many screens that
perform calculations, particularly those with complex formulas or large numbers to manipulate.

By clicking one of these buttons, the application will re-calculate/refresh and display the new information
if applicable.

Review Screens

These screens produce a summary of transactions that can be viewed or processed as a group. These
review screens are used throughout the application to simplify the processing of major billings, approvals,
and transactions. For example, review screens are used for Invoices, Purchase Orders, Automatic Service
Contract Billings (called Period Billings), Automatic PM Creation, Contract Renewals and more.

Enter a 'Review' screen by selecting the 'Review' button located on several menus.

| ©Add New ‘ ‘ | @Invoice Review

A table appears containing the essential information representing each transaction that has occurred in this
field.
Working with Review Screens

Located across the top of the screen are flags that consist of an essential part of the review. They display
the number of entries, the status of those entries, and what can be done with those entries as a group or
individually.
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Sales Order Review #50s 17 # Marked to be Corverted 0

Show Group Type ‘."-\II "‘ Show Only Nan-Converted SOs
B Show Only Back Orders

L show All SOs

Sales Order Number Bill-To ID Ship-To ID Shipped
120404-0002] P 04/04/2012 | CAV001 3 [ CAV0O1 = = 317.11
120404-0001 & 04/04/2012 | BAILDO2 = [ BAILDD2 & $31.20
120130-0003 —} 30/01/2012 | AIR0O1 = |AIROD1 & $20.57
120130-0001 F 30/01/2012 | AIRDO1 <+ [AIROOM = $7.47
120125-0002 \I 25/01/2012 | AIRDO1 L AIROD1 \I 511.23 :
120125-0001 5 25/01/2012 | AIRDO1 + [AIROO1 L $25.33
111219-0002 & 19/12/2011 | AIRDO1 & [AIROD1 & $660.47
111121-0001-BOM1 T 21/11/2011 | AIR0O1 TA\RO[H T $26.22

There are a number of 'Zoom' [+] buttons to obtain more specific details of the information shown.

For example, from the 'Sales Orders and Invoices' menu, select 'Sales Order Review'. The screen displays a
table that contains a list of every sales order completed. To view orders and invoices by a specific date
range, enter the date range in the 'Show For A Date Range' box.

Use the buttons at the bottom labeled 'Print’ or 'Print All Unprinted' to mark as a group to be printed and/or
converted to an invoice. Alternatively, select the boxes on each line of the table to mark them individually.

This manual discusses in detail each unique characteristic of individual 'Review' screens in their related
chapters.

User Screens

User Screens allows end-users to enter and store information particular to their company's needs or to your
client's needs. This feature offers the ability to customize the application and track unique information in
addition to the standard application. This customized data is not stored in the existing tables in the database
but as in a new table created when the information is entered. For this reason, user screens and the data
they contain are not supported.
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gb |ACCessones iew(Edit Diet
gb | Manufacturer Maotes WiewEdit Det
gb | Specifications iew/Edit Def

i add New Ozer Screen Det:

<

Accessing User Screens

Chapter 3: Application Conventions

Many 'Maintenance' screens, for example 'Customer Maintenance' and 'Inventory Maintenance', have a
button among the 'Special Info' group marked 'User Screen'. Select this button to go to the 'User Screens'

This screen allows the creation of an unlimited number of user screens. To add or edit information, select

the 'Add or Edit' button the 'User Screens'.

Creating User Screens

Select 'Add' or 'Edit' mode. Enter Screen Description and Number of Fields. Each field can be given a

name, text length, width and height.

To create additional user screens select the '"Add New User Screen Def.' button located just above the 'OK'

on the screen.

ES User Screen - Specifications

Screen Description |SpEI:ification3

Mumber of Fields
Field #1 Field #2 Field #3 Field #4 Field #5
Name T | [specs | [Fieloz | [Fielca | [Fieics' |
Text length |20 | |20 | |20 | |20 | |20 |

Width (inches) |1

i

Ii

Ii

Ii |

Feig Gnches)

Exit

Choose the number of fields contained in the User Screen to a maximum of five. The default setting for
'User' screens is five fields. Each field is twenty characters or one inch wide, and 0.35 inches high. These
values can be changed to meet specific needs. If three is entered, three fields will appear; if five fields are
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entered, five fields will appear, etc. Next, name the fields by replacing the text 'Field 1', etc. Each field is
limited to 255 characters per user screen. For example, if the first field name consists of 55 characters, 200
characters would remain to distribute among the remaining fields for that line.

Editing an Existing User Screen Field

Enter the user screen while the screen is in 'Edit' mode and the screen will appear as below. Select the
'View/Edit' button

ES User Screen Field Selection g|

In which fields do you want to store the old field data?

Hote: If you do not select an output field for each old
field, the data in those fields will be lost.

Feature ——-= |Feature

Specs

To change characteristics, or edit a field definition in any way, (name, length, width etc.), the application
must know where to move the data from the old-field structure into the new one. Assigning the old-field

name to the new-field name easily moves this information across and changes the information to the new
field format characteristics automatically.

Note: If the field is left blank in this selection process, the old information will be deleted from the tables.
Make sure all the fields are selected if the data is to remain in the edited user screen.
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Getting Started with Miracle Service

To locate Miracle Service after it has been properly installed, go to the 'Start' menu, ‘All Programs’ then
select Miracle Service.

When you launch Miracle Service, you will have the option to select which Application to launch: Miracle
Service Client or Miracle Service Administration.

Miracle Service Application Launcher [&J

MIR:’-\ELEW V
vice Mar I"l Jeime
Application: | Mimcle Service Client = |
Muacle Senrlce Cllent ] i
B ==
Cancel

| Database | Dpﬁun5|

Server Name:  SERVER1Z3SOLEXPRESS

Database: piracleService

Security Path:  \SERVER123WiracleDB\mo. mda
Te=st Connection

Miracle Service Administration

The Administration application assists the administrator with configuring each area of the application to
suit their specific needs. To assist with this a First Time Administration Setup Checklist is available and we
highly recommend using this to properly plan and complete the setup. This guide is available on our web
site.

Prior to running Miracle Service Client, the Administration application must be completely configured to
avoid potential database errors.

There are a number of Standard or Default (‘DEF’) configurations that must not be deleted to ensure the
proper operation of Miracle Service.
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Miracle Service Client

This is where the day-to-day sales and service processes are executed and the inventory and service
contracts are managed. When Miracle Service is opened, it operates in the manner that was configured in
the Administration application.

Compact Database

The data file is vulnerable to human error, mechanical failure, and other environmental factors.
Periodically selecting this icon and Miracle Service will 'repair and compact' the database to keep it
running smoothly. This feature should also be run in the event of other anomalies such as power failures or
any other minor issues that workstations experience from time to time. The software license agreement
explains this in greater detail.
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Administration Setup Program

To fully take advantage of Sales, Service, Inventory and Service Contract automation and the sharing of
departmental information, take the necessary time it takes to properly implement the application.

A successful rollout requires that the person or people involved in the setup of the administration
application strictly follow the next steps outlined in the Administration Setup Program Chapter 5. Do not
deviate or skip steps. It is imperative that the questions be answered in the order that they appear in the
manual and the 'First Time Administration Setup Checklist'. Miracle Service uses referential integrity rules
to ensure database integrity. Spend the time now to properly rollout the application and eliminate valuable
time and resources later to amend the database.

The biggest misunderstanding administrators make is using the defaults provided within Miracle Service
Administration application without customizing the defaults for their own business. Businesses operate
differently therefore the application offers several choices. Careful planning when making these choices is
critical during the configuration.

Defaults are supplied to educate the administrator as to the type of information that may be used.
Discussions with people in the sales, service, parts, service contract, administration and bookkeeping will
greatly increase the chances of setting the application up properly the first time.

The Miracle Service Quick Start Training program will provide you with the resources that you need to
implement your Miracle Service software. Please reference your Suggested Implementation Schedule that
is sent to you with your software for the quickest and easiest method of rolling out Miracle Service.

Administration Set-up Overview

The Miracle Service Administration application is where the customer, suppliers, inventory, equipment,
purchasing, sales, service, service contracts, taxes and a host of other information and processes are set-up
to support the way your company already does business.

There are 14 numbered buttons. Follow them in the numeric order that they appear. Within the screens,
answer the questions from left-to-right and from top-to-bottom. Do not enter information or processes out-
of-sequence. Miracle Service is a relational database. This means that latter questions refer to answers in
former questions.

Although items may be edited later, the process may take substantially longer than setting it up properly the
first time.

The following manual offers great detail, however to reduce the set-up time, we recommend that the First
Time Administration Setup Checklist be used. The vast majority of questions in the Administration
application are basic. The guide references each section of this manual.
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Main Administration Menu

1. 2 3. 4.
Company Infarmation fones & Regions Service Preferences Irventory

B.
Custormers &
Suppliers

7. g.
General Lookups Billing Infarmation

9

éEquipmﬁnt 8 10. 11. 12.

Email & Reports Exparting Imparting

13. 14.
Administration Event Motifications

Accessing the Miracle Service Administration

After the Miracle Service application has been completely installed, find the 'Miracle Service
Administration' program from the Windows 'Start' button. Select 'Programs' then 'Miracle Service', the
icon for Miracle Service will appear.

When the program launches, in the ‘Application’ field, select ‘Miracle Service Administration’ from the
drop down menu.

f T
Miracle Service Application Launcher ﬂ

MIRACGLESERVICE

smpified Service Management

ADP"GEIH}I'I- | lirac CE .17-!"
Miracle Service Client
Miracle Service Administration

Database | Options

Server Name:  SERVER1ZSOLEXPRESS

Databaze:  MiracleService

Security Path:  \\SERVER123WirackeDB\mo.mda
Test Connection

Complete 'logon' routine and follow the fourteen-buttons on the 'Main Administration Menu'. The
remainder of this chapter details the fields within each screen. We have included illustrations and
documentation of various customer set-ups when multiple scenarios are offered.
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Company Information

The Company area addresses general company preferences, service department work schedules and
general holidays.

Select the Company button from the Main Administration Menu.

Company Preferences Administration Menu

MManagement
Field
Labels

General Preferences (Company)

The first box contains the business name as listed with Nexent Innovations. Call Nexent Technical Support
to trigger the additional client licenses and optional modules. The company name cannot be altered without
trigger codes from Nexent's technical support team.

Address on Invoices

This information field, which is created by clicking the Re-Calculate/Update button [!], will be printed on
all invoices and purchase orders. Modify the contents of this box and changes will be saved. If the
recalculate (1) button is clicked again, the default information will once again appear. This allows
customized information to appear on invoices and purchase orders. Up to 6-lines of information, including
the Tax ID number may be displayed.

Note: The service department related invoices might have a different service phone number and a different
service department related slogan, if they are entered later in Service Preferences.

Invoice Message

The Invoice Message area is used to enter a static invoice message on every invoice. This information is
limited to 3 lines of text and 300 characters. The text is printed on all invoices centered at the bottom just
above the Comment box. Typically this is used to print your Payment or Banking information where your
customers can remit their payments. Some users use it to print a current special or communicate other
upcoming company or industry events.

Default Telephone Mask

In many countries, telephone numbers consist of a ten-digit number - a three-digit area code followed by a
three-digit exchange followed by a four-digit number. Some countries use different telephone number
formats (telephone masks). Miracle Service is used in nearly 40 countries. The drop down box allows the
administrator to choose or create a suitable format for the telephone numbers entered throughout the
application. There are several phone masks available to select as a default telephone format.
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International Alignment Factor

The defaulted International Alignment Factor for currency is defaulted to 2 decimal places. Change this
factor if the currency uses more or less decimal places. Select 'OK' to return to the 'Company Preferences
Menu'.

Server Settings - Internal Server Link

This is typically the server's hostname and will auto-populate the first time the software is installed.
Example: http://hostname

In most cases, this will only need to be modified in the case of a server change.

Server Seftings

Internal Server Link http:/fhoztname (&) ie. hitp:/hostname

Work Schedule (Company)

Enter the standard days and hours-of-operation information to properly schedule technicians and service
calls. These fields apply to the service department only.

Work Schedule

Company Work Schedule

Begin Work Week

End Wiark Week Friclay w
Begin Work Day 00 A

End Wiark Day 500 P

Enter the details of your company's work schedule including the beginning work day of the week, the end
work day of the week, the start time of the day and the end time of the day. Several screens, features, and
reports are calculated using these standard days and hours-of-operation.

For Example:

If the hours-of-operation are 9:00 AM to 5:00 PM and a service request is entered at 4:00 PM, and you've
agreed with the customer that your service department will respond within 2-hours, the application will
calculate the expected arrival time as 10:00 AM the next business day.

Response Time calculations are determined from the time a service call is entered, taking into
consideration the response time agreement, call priority and the standard hours-of-operations.

Essentially, this allows your call-takers to offer your customer an approximate arrival time, and it informs
the technicians as to the time your customer expects them to arrive according to their priority.

Select 'OK' to return to the 'Company Preferences Menu'.
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Holidays (Company)

The application will not allow the scheduling of service calls on holidays. Select the 'Holidays' button.
Enter as many holidays for as many months or years as possible.

oidas
May |I]

Su Mo Tu We Th Fr | Sa

1 213|415
B V7 |8 |9 J10 (11 |12
13 |14 115 |16 |17 |18 | 19

20 22|23 124 (25 |26
27 |25 129 |30 |3

(4] zo12 |[»]

Uze the Calendar to select Holidays

Note the days designated as working days are in blue and the other [non-working] days are gray. The
arrows to the left and right of the month and year allows scrolling through the calendar to enter those days
that your company wishes to observe as holidays.

Double click the holiday date and a red mask appears on the date. This is a toggle feature that may be
double clicked to cancel the holiday.

Set up all the holidays for at least the next 2 years now so that service calls and service call response time
reports are accurate. These reports will consider the fact the service department was closed on these dates.

Select 'OK' to return to the 'Company Preferences Menu'.

Document Management

Configure the default Document location where documents will be stored on your server. It is best to set
this to a UNC (Universal Naming Convention) path so all computers on the network can easily locate this
location.

Define the different Document Categories to help segment your documents. This is most helpful when
searching for specific documents.
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Document Management

Detfault Path: | =RiE el lCRS] |
Document Categories
p [Letters Y
Fepaorts
*
w
(924

Select 'OK' to return to the 'Company Preferences Menu'.

Select 'Back' to return to the 'Main Administration Menu'.

Field Labels (Optional Feature)

Miracle Service offers an ability to modify a very limited number of field names in the Client Application.
This is a special feature that needs to be unlocked by our Technical Support. These fields are currently
limited to the following list.

-5 Field Labels
B vefutiobe | Customiae [

[ A[TaskID Task|D
_Description (Equipment) Description ]
" |Unit Location Unit Location |
Customer P.O. Customer P.O. |
Request Type Request Type |
_TaskType Task Type |
Category (Equipment) Category |
Local Phone Local Phone |

oK

To create a Custom Label enter the desired text in the Custom Label field in the table. When Miracle
Service is started it will use the labels in this table to replace the standard one used in Miracle Service.

Select 'OK' to return to the 'Company Preferences Menu'.

Select 'Back' to return to the 'Main Administration Menu'.
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Zones & Regions

These are physical and/or theoretical subdivisions of your work area. Zones and Regions work hand in
hand and are set up together. Customers belong to regions and regions belong to zones. A zone can have
many regions and a region can have many customers. Zones usually represent geographic areas, but they
could represent the workload of a certain technician or they could represent a 'Customer Type'.

There are two types of zones: the billing zone and the technician zone. The Billing Zone dictates any
charges or surcharges to be added to contracts or service done in the zone. The Technician Zone separates
the zones according to technician areas. These may be geographical areas or areas of expertise, for
example.

Imagine a commercial enterprise located next door to an elementary school in your downtown area. The
commercial enterprise could be in your 'Commercial Zone' of your 'Downtown Region' and the school in
your 'Public Service Zone' of your 'City Wide Region'. The choice is yours.

Zones can also have surcharges on them, but regions cannot. The defined Regions assume the charges
defined and attached from the Billing Zones. Surcharges are extra charges you bill for when work is done
in that zone.

Zones and Regions

Billing Zones

Zone ID Description Charge Surcharge -

» LOCAL 0-25 Miles $0.00 $000 | =
| zomEd 2550 Miles $0.00 $3000
| ZOMEZ 50-100 Miles $0.00 $60.00 |
| ZONE3 100-125 Miles $25.00 $75.00 [

| ZONE4 125+ Miles $25.00 $10000 |~

Technician Zones

R

» DEF Default Zone =
il EST East Territamy I
] Loc Local |
il MTH Morth Territary —

i 5TH South T eritary b

[[1] Hame Billing Zone Techmician Zone A

p |EEDFO  |Bedfort County LOCAL w |East Tenitory W =
T |MAURY |[Maury County LOCAL w |Local Z il
" |FRAME. |[Franklin County ZOMET \ |East Temitary =l |
T ovD |Davidson ZOMEZ v |Morth Termitory i |

" |HICKM [Hickman County ZOMEZ o West Territary = b

Region Groups

Region Group Hame Regions

»

4

[] Use Multiple Zone Charges For Master Service Contracts

oK
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Creating Zones and Regions

From the Administration menu, select Zones and Regions to enter the Zones and Regions screen. These
screens offer the opportunity to add multiple zone charges. There are three tables available, two for 'Zones'
and one for 'Regions'.

Use Multiple Zone Charges for Master Service Contracts Option

When contracts are created, zone charges may be defaulted or added. The zone charge amounts are
entered in the billing zone.

If the contract contains multiple pieces of equipment, the zone charge is only applied once to the contract if
this is not checked. If the 'Use Multiple Zone Charge for Master Service Contracts' is selected, the zone
charge will be added once for each piece of equipment on the contract.

Billing Zones and Technician Zones and their related information must be set-up prior to Regions.
Regions are created using the Billing Zones and Technician Zones.

Zones

Enter a unique identifier to differentiate the various zones. Enter a brief description of the zone. This does
not necessarily need to be a geographic identifier (See 'What' in this section above). For example, Zone ID
0001 named 'Commercial', or ID '"HAZ' for hazardous, or ID 'AGI' for All Government Installations.

Add an optional 'Charge' to the value of a contract.

Within the billing zones, the 'Charge' is the amount that will be added to the value of a contract. The
'Surcharge' is an amount added to a service call billing (each time the equipment is serviced).

The cost to maintain a piece of equipment is a set amount, but if it is in a given zone the cost is the set
amount plus a charge. Miracle Service reassesses the charge with each cycle of the contract.

For example a $1200.00 service contract with a customer located 50 miles away may have a zone fee
tacked onto the value of the contract. In this case, if the extra charge is $200.00, the contract would be
billed at:

$1200.00 + $200.00 = $1400.00.

The $200.00 charge can also be added as an optional line on the service contract, 'Zone Charge', or hidden
in the total contract value as $1400.00. See 'Contracts' for more information.

Additionally, Miracle Service levies the 'Surcharge' every time a technician visits the site of a piece of
service equipment. The contract discussed above is an amount plus a zone charge. Each time a technician
visits this piece of equipment there are additional charges. These could be for an out-of-town reason as
well. Whether or not the equipment is covered by a contract, an added $15.00 fee (for example) could be
charged for any service call. Entering a zone surcharge here gives this option for calls made into zones.
The zone surcharge may be overridden on each call as well.

Regions

Enter a unique identifier to differentiate the various regions. Enter a brief description of the region. The
Downtown region could be DT Downtown, or Eastside could be ES East Side. They could also be regions
00001 and 00002. In the zone column, a drop down box offers choices of zones. Several regions may be
added to the same zone.

Important: Do not revise or delete the DEF Default Billing Zone or the DEF Default Tech Zone. These
entries are the standard defaults used for basic service contracts. Select 'OK' to return to the 'Main
Administration Menu'.
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Region Groups

Region Groups define a collection of the Regions configured above. Region Groups are assigned to users
so users will only have access to the customers belonging to a Region Group. A user can only be assigned
to one Region Group; however, many Region Groups can be configured with any of the Regions selected
to define the Region Group needed for any user or users.

When a user is assigned to a Region Group it will limit their view of information for Customers,
Equipment, Contracts, Sales Orders, Invoices and Service Calls to only the ones that affect the Customers
in that Region Group. The filtering is based on the Ship To region of the customer so customers with
multiple locations will only show the sites located in the Regions for that Region Group assigned to the
user.

Region Groups

Region Group Hame Regions

]

4

Enter a Region Group Name and then Click the [+].

Region Group Detail

Region 1D Mame Included -

| [BEDFO Bedtort County YES |
| DVD D avidson YES ?
.F FRAMNE. Franklin County YES |
: GILES Giles County YES

HICKM Hickman County NO 3 |

LawRE Lawrence County HO ]
l_ LEw15 Lewiz County NO ]
{ MALIRY b aury County NO ]
H = f

Ok Cancel

Click the ‘No’ field to select which Regions belong to this Group Region. If there are regions that over lap,
you can choose the same Region in another Group Region so it will also be included in that Region. For
Example, the Davidson Region may be covered by both the East and West Group Region. In this case
select to include the Davidson Region in both the East and West Group Regions. This will allow users in
both regions to see the customers and information in the Davidson region.
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Service Preferences

These are service department related preferences and defaults. They include overall service department
preferences and defaults, service technician information and defaults, and various service labor rates.

Select '3. Service Preferences' to go to the 'Services Preferences Administration Menu'. The buttons
displayed are:

Service Preferences Administration Menu

Service Department Call Lookups Service Call Types

Service Call Defaults Special Instructions Project Orders

Labor Rates
e ehee “ WEigm e

Service Department Button

B Service Department Preferences

Service Department Preferences

Service Department Invoice Slogan
& ffordable. Cerified.

Service Phone Mumber
S55-396-5915

Varranty Text

Miracle Service prints this [text] slogan and phone number on Service Department invoices only. (Some
companies use a different phone number and message for their service department). Another slogan with
the main phone number, set up under Company Preferences, will print on all other non-service related
invoices.
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Warranty Text can be added to printed Service Task Tickets to define your standard Warranty Terms and
Conditions.

Select 'OK' to return to the 'Service Preference Administration Menu'.

Call Lookups

The 'Call Lookups' area addresses the service call Priority Codes, Resolution Codes, Reschedule Types,
Task Status and Technician Time-Off reasons.

-2 General Lookups

Lookup Type

Prio &S Priority Codes
Reschedule Types

Resolution Codes
Taszk Status
Technician Time-0ff Types

B [Standard

Emerasnctr
Priority Codes
=5 General Lookups

Lookup Type

Description

Service call priority codes address the various levels of service call response times. For example: contract
customers with break/fix situations may be set as urgent, time and material break/fix situations can be set
as high, equipment installations may be set as medium, preventative maintenance calls may be set as low.

Description: Enter a description of the priority such as urgent, high, medium or low. These descriptors
will appear during the service call taking process.

Target Hours:. Enter a corresponding target time in hours for each priority code. The target time is the
number of hours the technician is expected to arrive at the customer's location. Based on the actual time
the service call was logged and the actual technician's arrival time will determine the actual response time.
Several reports, report on the variances of target time and response time.

For Example: A call comes in and is given a high priority. Your 'Target Hours' for this priority level is 3
hours. Ifthe call came in at 1:00 pm, the system will display a Task Target Date & Time of "Today-4:00
pm". If the call was a medium priority with a Target Time of 4 hours and your hours are 8:00 to 5:00, the
Target Date/Time will be displayed as "Tomorrow-9:00 am". Miracle Service will spot excessive delays in
response time based on this information. Your service call response time reports will show you on average
how long it took to arrive at calls.

Customers covered by a service contract can also be assigned a priority code and target time. The
application will automatically select the defaulted priority code when apiece of equipment covered under a
contract is selected. The above feature informs the call taker and the dispatcher of the customer's expected
response target time. Priority codes can always be overridden on a service call.

Sort Order: The drop down box displays the priority codes list in ascending sort order. Ideally, the most
common call should be at the top rather than the most urgent, which might be encountered less frequently.
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Reschedule Type
] General Lookups

Lookup Type [fEETERITI QRN

Reschedule Type

When service calls are rescheduled, the application requires a reason why the rescheduling was selected.
For example: Parts may be required, Assistance may be required, Customer Training may be required etc.
Rescheduling Types are used for reporting purposes.

Sort Order: The drop down box displays the Reschedule Types codes list in ascending sort order. Ideally,
the most common Reschedule reason should be at the top.

Resolution Code
-8 General Lookups

Descrption
Call Complete
Call Incomplete
Feset Machine
FM Call
Mot Repairable
Cleared Jam

Resolution Codes may be used in place of entering hand-written descriptions as to the work performed.
This feature is optional. When closing a service call, the service coordinator can simply select the
Resolution Code from a drop-down box. These codes not only allow quick service call closure they also
provide excellent reports. The sort order determines the order they will appear.

Sort Order: The drop down box displays the Resolution Codes list in ascending sort order. Ideally, the
most common resolution should be at the top.
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Task Status
=5 General Lookups

H

Lookup Type Task Status W
Tazk Status

P |Cperl 1
" |Completed wn [
T |an-Raute T
—|on-Sit 5 | |
T |Assigned T
" |In Progress M
" |Part Needed 14
" |Confirmed 1w ||
" |Parts Available 1@
|calOnHaid 2o
" |Pending o
:Waiting on Customer 24 |

*

Task Status is used to define the current status of a task. Users can define the different status’ they would
like to use. The 'Completed' status cannot be modified or deleted. When a task is assigned the 'Completed’
status the technician status will also be automatically set to 'Completed'.

Sort Order: The drop down box displays the Task Status codes list in ascending sort order. Ideally, the
most common Task Status should be at the top.

Technician Time-Off Types

5 General Lookups

E

(00T YT e chinician Time-0ff Types) v

Technician Time-Off Types

p |Cffice Adminiztration
Sick.
Training
[ acation
Vehicle Maintenance
*

Technician Time-Off Tracking is a optional feature used for recording other technician time. This time can
be reported in a custom time sheet report that is available as an optional service.

Sort Order: The drop down box displays the Technician Time-Off Tracking codes list in ascending sort
order. Ideally, the most common Time-Off reason should be at the top.

Select 'OK' to return to the 'Service Preference Administration Menu'.

Service Call Types Button (For Tasks and Requests)

To assist in creating and completing work orders, enter a list of service call types prevalent in your industry
or business. We've included basic Task Types and Request Types for examples. Keep this information
relatively basic. Do not be too specific with this information, as the service coordinators are required to
select these types from down lists. Attention here will result in efficient service operations and useful
reports. Enter the 'Call Type' as follows:
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=5l Service Call Types
Task Type

p [ERROR Error code 1 1 | |
FALILT Mechanical 15 g B =
Lo Jamming 1 3 o
SOFT Software 2 4
TRAI Training 1 5 |
FJIT Froject 4 g e

Request Type Corresponding Quick Sort [N
Call Default Task Type =
b [ELEC Electrical ERRORA wl 5 |
MECH Mechanical FALLT w10 |
sk Jamming sk w15 |
SOFT Software SOFT w20 |
FJIT Froject FJT w22 | [+
oK
Task Types

Code: Task Type Codes are alphanumeric identifiers used in identifying the type of service call task, for
example, ELEC for Electrical, MECH for Mechanical, etc.

Task Type: Task Types are brief descriptions for the type of service required, for example, Electrical,
Mechanical, etc.

ETTR (Hrs): When a task is selected the Estimated Time to Repair (ETTR) time will be automatically
populated with the value specified in the ERTTR (Hrs) column. This aids in setting standard call durations
for specific task types.

Sort: Allows the administrator to sort and display the Task Types in a particular order in the drop box, for
example more commonly used service tasks should appear closer to the top of the list.

Request Types

Code: Request Type Codes are alphanumeric identifiers used in identifying the type of service call
requested, for example: CALLIN for Customer Called, INSTAL for Installations, etc.

Request Type: Request Types are brief descriptions for the source or reason of service call request, for
example, Customer Called In, Installation, etc.

Corresponding Quick Call Default Task Type: There are two methods of creating service calls; they are
service 'Requests' and 'Quick Calls'. A Service 'Request' allows multiple Tasks per request, for example:
Deliver & Install Equipment and Train. This type of service request may require multiple visits by
multiple field personnel. Quick Calls are used to create simple one-task type of service calls, for example,
a break/fix type situation.

The 'Corresponding Quick Call Default Task Type' field allows the administrator to associate 'Request’
type services to 'Quick Call' type services, for example, installations.

Sort: Allows the administrator to sort and display the Request Types in a particular order in the drop box,
for example more commonly used service request should appear closer to the top of the list.
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Select 'OK' to return to the 'Service Preference Administration Menu'.

Technicians Button

The Technicians area of the application addresses basic technician information such as: name, whether
they are on vacation, their service zone, cell phone email address, and the short message service length.

Enter one technician per row in the table.

=] Technician Maintenance
I e R e N L R e Fe R
Group ‘Wwarehouse Length Cost
Benwilson w MAIM v |techniciank@nexent.com
" |DEF |Default Tech D DEF w Al v MaIN T $0 (i
TG Jozh Gordon [« |NTH W |l w MAIM + |lgordoni@idemo. com 240 $0.58 Il
B Kevin Martan & L0C v Al v MAIN + |knorton@demo. com 2400 $058 ]
T |sD Scolt Davis & |DEF v Al v MaIN v |sdavisi@demo. com 2400 £0.58 ]
TR Tyler Roberts & |wST w Al v MAIN + [toberts@dema.com 2400 $0.58 ]
k| = |DEF v Al w MAIN z |
ID

Enter a unique technician alphanumeric identifier, for example, employee number, initials, etc.
Name

Enter the given and family name of the technician.

Active

The ‘Active’ checkbox allows service coordinators to deactivate technicians if they have left the company.
Technicians can only be deactivated if they have no outstanding Service Calls assigned to them. When
assigning technicians to service calls, only activated technicians will appear.

Zone

Assign the technician to a zone, if 'Technician Zones' were created earlier during the set-up. This feature
displays or defaults technicians to customers belonging to the same zone. This feature is used only if
technicians are assigned to specific geographic areas.

Region Group

Region Group setting for the Technicians is used in the Mobile Field Technician Console to filter the tasks
a Technician can see. When this is set, the technician will only see calls based on the Region Group set for
the technician. This setting will not affect how the technician information is viewed within the main
Miracle Service Client.

Home Warehouse

As an option to tracking inventory to the truck level, it is also possible to track parts usage based on the
technicians ‘home warehouse’. This is useful for companies that have regional warehouses where
technicians can also draw parts from. This deepens the inventory management process to include the
related warehouse locations for the technicians in the regional locations.

Email Address

Enter the technician's cell phone email address. If you are using the Text/SMS feature it is imperative that
the cell phone email address is entered for the application to send the work order information to the their
cell phone text messaging. This is not needed if you have the Mobile Field Technician Console.
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Examples of some common gateways are:

AT&T Wireless (US) number@mobile.att.net

Bell Mobility (Can) number@txt.bellmobility.ca
Nextel Wireless number@messaging.nextel.com
Rogers Wireless (Can) number@pcs.rogers.com

Sprint PCS (US) number@messaging.sprintpcs.com
Telus Mobility (Can) number@msg.telus.com

T-Mobile number@tmomail.net

Verizon Wireless number@vtext.com

Maximum Length

Enter the technician's cell phone text messaging length. If you are using the Text/SMS feature it is
imperative that the length of message is entered. This field specifies the maximum-length of text messages
that the technician's wireless carrier permits. Most wireless services allow 120-160 alphanumeric
characters per text message.

Select 'OK' to return to the 'Service Preference Administration Menu'.
Cost per Mile (or KM)

Enter the cost per mile that is used to calculate the cost for each mile (KM) the technician drives. This cost
is multiplied by the number of miles listed on a service call and used to establish a total cost per mile for
the service task ticket.

Position

Identifies the current position of job level of the technician. This is an information field and can be
included in the custom reports to show technicians by Position.
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Service Call Defaults Button

E Service Call Defaults
Preventative Maintenance Defaults
Priority v
Reguest Type |[Removal w | | - For automatic PM generation
Task Type [Training = [

Only Display PM Warning Light for Machines on a Contract that has PMs Included.
Enable equipment service charge on PMs.

General Task Defaults

Task Priority  Medium w
Technician W
Task Status |Open v

Integrate Statuses || Link the completed task status to the technician status.

Task Misage (@) Calculate the total mileage of all technicians as a single "Mileage’ expense.

Mileage Rate 20.00
.;::::- Calculate charges based on defined customer mieage and expense rates.
.;::::- Do not automatically calculate mileage expenses.

Parts Used Warehouse Fiter |All Warehouses ]

Labor &Travel Rates ) By Task/Job (Default)
(@) By Technician
Multiple Task Types |:|
Multiple Service Equipment
Equipment Charge Enable equipment service charge on tasks.

Service Numbering g, coo) ential (0000001)

() Prefix + Sequential (WO00001)

Reschedule Text Problem Description Partz Needed |:| Reschedule Reason
|:| Work Performed |:| Last Tagk Comments

Task Type Display the Task Type so that the default value can be modified.
Group Type |:| Display the Group Type
Multiple Technicians [_] Assign multiple technicians

Parts Used Defaults
Serialized Parts |_|Enable serial numbers to be modified as parts are used on a service task.
Callback Defaults

CalBack: 2 CallsWithin [ 30 |Days
Froblem Alert: 3 |CallsWithin | 120 |Days

To further quicken call taking, the 'Service Call Defaults' screen addresses Preventative Maintenance
Defaults, General Task Defaults and Callback Defaults.

Preventative Maintenance Defaults

Miracle Service offers the Preventative Maintenance Module optional module. The PM Module auto-
generates PM calls, based on service contract settings, into the dispatchers screen. When these PM Calls
are created, they are defaulted with Call Priorities (normally set to LOW), Request Type (normally set to
PM Call), and/or Task Type, (normally set to PM Call). Initially, we recommend not changing these
defaults.

Only Display PM Warning Lights for Machines on a Contract with PM's Included: Miracle Service
intelligently determines which machines require PM calls. A warning light on the Service Task screen will
appear if the equipment is due for Preventative Maintenance. Select 'Only Display PM Warning Light for
Machines on a Contract that has PM's Included' if you do not wish to be made aware of PM's due on
equipment where the maintenance is not covered by a contract.
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Enable equipment service charge on PMs.: will active the flat Rate PM Charge field to be available
when a PM Call is created. If this feature is not checked, the Flat PM Charge cannot be set on equipment
listed on a PM Task. If it is checked, this feature will only work on a task that has a Task Type of PM Call
unless item 4 is also checked.

General Task Defaults

When general service requests are created, the Task Priority, Technician and Task Status are defaulted
automatically based on these setting. These defaults can be edited to reflect a different priority, technician
or status. Typically, the Technician Default is used with smaller organizations or organizations with
technical specialists.

Integrate Statuses. To link the Technician Completed Status to update based on the Completed Task
Status check the Integrate Statuses box. When this is left unchecked, the technician status will show
Completed when the Labor End time is entered. In situations where Tasks are assigned to single
technicians only we recommend leaving this unchecked. When Tasks typically involve multiple
technicians we recommend this to be checked / selected.

Task Mileage. The Task Mileage group is used to configure how mileage charges will be calculated on a
completed service task. There are three (3) options. Option 1 is to have the system accumulate all mileage
for all technicians on the task and calculate a total mileage charge based on the total mileage multiplied by
a defined rate per mile. Option 2 is to calculate the mileage charge based on a defined mileage set on the
customer record. It will use the defined customer mileage and allow the user to set the mileage rate on the
task based on the type of vehicle (truck) used on the task. Option 3 is to not automatically calculate any
mileage which is for customers that do not charge by mileage.

Mileage Rate. To establish a default to use the mileage information to calculate the cost per mile and
revenue per mile, the item marked “Calculate the total mileage charge of all technicians as a single
‘Mileage’ expense. This defines the default capability to calculate mileage costs and charges when
generating service tickets. When an actual Service Task Ticket is being updated or closed, this flag can be
removed on a case-by-case basis on the task so mileage charges are not calculated for an individual service
task.

Parts Used Warehouse Filter. To establish the default location for parts used on a service task, you can
select the default in the drop down list for the ‘Parts Used Warehouse Filter’. The selection in this drop
down will filter the available list when selecting the parts used on a service task. Users can override this
setting locally and select to use a part from any location, this selection just defines the default setting.

Labor & Travel Rates. Labor and Travel Rates can be set by Task/Job or By Technician. Depending on
your business needs you can define how the rates will be applied to the Labor and Travel time on your
Tasks/Jobs. When the selection is by Technician, a separate rate can be set by technician. If the default By
Job/Task is set, it will use the same rate for all technicians on the task. Note: If the Rates by Technician is
selected, the Charges and Surcharges in the Service Billing Review are no longer editable since this value
cannot be properly linked back to each different technician. The Charges and Surcharges in Service Billing
Review are only editable if the rates by Task or Job is selected.

Multiple Task Types. When this is checked, users can define multiple task types for a task. Note: the
existing reports in Miracle Service assume a single task type so activating this feature will cause not report
correctly in the existing reports.

Multiple Service Equipment. When this is checked, users can attach multiple equipment to the same task
ticket. Note: only the primary equipment will link to the task activity for service history and profitability
information.
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. Equipment Charge: will enable the equipment service charge to be used on all task types except PM
Tasks. PM Tasks can also be included if the field is check as stated above with “Enable equipment service
charge on PMs.”

. Service Numbering. Service Numbering it normally set to System Generated. This is the standard
default method. The Sequential option is only used with a special “Off-Line” implementation of the
Miracle Service Database. This mode of operation is optional and used for circumstances where an using
an off-line version of the Miracle Service DB is required.

. Reschedule Text. Select the field to copy to the Task Description field for the new rescheduled task. This
will control the information provided to the technician that receives the rescheduled task. This can be
modified at any time and be effective on any new rescheduled task.

Task Type on Quick Call. when this is checked, the Task Type and Request Type are displayed on the
Quick Call screen and they can both be modified if needed.

Group Type on Quick Call. To enable the Group Type field to be used on a Quick Call.

Assign Multiple Techs on Quick Call. When this is checked the single selection to assign technicians is
hidden and a new ‘Schedule’ button is displayed. This button allow users to assign multiple technicians
when taking a Quick Call.

. Parts Used Defaults

This feature allows users the ability to modify Serialized Parts when the parts are used on Service Tasks.
This is a unique feature that allows companies to set-up fictitious serialized parts and then when the items
are actually used on a job, the actual installed serial number can be enter at that time. This is used with
organizations that have contracts for large scale installations where 50 serial numbered items are shipped
to an installer and the actual site receiving the items is not know until the installation is complete. In these
cases the company will set-up 50 fictitious serial numbers and then enter the actual number when the item
is used and the ticket is being closed.

Call Back Defaults

A Call Back is defined as a second call on the same piece of equipment with the same Task Type within a
user-defined period of time. A Problem Alert is a user-defined amount of calls on the same piece of
equipment with the same Task Type within a user-defined period of time. The number of days for the
Problem Alert must be greater than the number of days for the Call Back.

When taking a service call from a customer, the Call Back or Problem Alert warning lights will illuminate
if a piece of equipment with the same task type from a previous service call is created.

Call Back and Problem Alert information is also used in various service department reports.

Select 'OK' to return to the 'Service Preference Administration Menu'.

Expense

Using the Expense area, you can define the various types of expenses that you would like to track and
invoice when completing service calls. This area enables you to define the various expense types that can
be used when completing service calls so you can track the costs and / or revenues.
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The expense function is very flexible. You can collect only costs or only revenues or both. This
information is added to the total service cost and is used in the profitability calculations.

E= Service Expense Types ﬂ
Dezcription age Wweb Portal
Rate  [Technician Enabled Read-Only

» i Shipping Shipping Experize $0.00 O
Tz ParkingT olls Parking and Tall Expenzes $0.00 O
EE Accomaodations Laodaing Expenze $0.00 O
T4 Mileage Travel Mileage Expenze $1.55 O
T 1o Equipment Charge Equipment Charge $1.20 O
T 1z [Truck Truck1 Charge $1.65 O
T 14 [Truckz Truck2 Charge $275 O

* o =

oK

Mileage Rate. For Expense Types that will be used to calculate Mileage Charges, a Mileage Rate can be
set on the expense item. This will be used to calculate the total mileage charge when this expense type is
selected for the Mileage expense on a task.

Web Portal. The Web Portal settings are used to define how the expense items will be used in the Mobile
Field Technician Console. If it is ‘Technician Enabled’ it means the technician can use this to capture
expenses on a task. If it is ‘Read Only’, then the technician can just view if the expense was added to the
task in the Miracle Service Client application.

Special Instructions

The Special Instruction area enable you to record a list of standard special instructions used when servicing
equipment. These instructions can be edited once added to a Service Task and can be copied and pasted
into the Problem Description if required.

You are able to create an unlimited number of these special instructions which can be selected when
creating new tasks.

ES Service Instructions le

Special Instructions

Reference | Description
| |- stimnat Fequires Approval 1
Access Card Bring Access Card and 2 additional pieces of identification [with picture). 2
Call Ahead Call before leaving for site. 3
Check List 1. First Itern on Checklist 5
2. Second Item on Checklist B
3. Third Item on Checklist
A_Eath lbar an Chacklizt
*
v
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Reference

Enter a reference name that is a quick description of the special instruction. This is the name that is
presented in the drop down menu on the Service Task Ticket screen.

Description

The description is the actual special instruction information. This is a standard memo field in the database
and can be up to 4,000 characters in length.

Sort
The sort number represented the order these items are listed in the drop down menu.The lower the number,

the higher the item is on the drop down list. These numbers do not need to be consecutive.

User Fields

You can create an unlimited number of additional user fields to collect other data when creating a service
task ticket. These fields can be stored with the Service Task Ticket in the system only, or can be printed on
the service task ticket.

B Service User Fields rg|
: Print on Task Ticket? Show
Field Label When Specified Alwaps In Portal
[ 3ICh e D D
Checklizt tern B F F
P Checklist F F
Checklist Item C [ [
i Ll Ll Ll
v
Field Label

The Field Label is simply the name that the field is given and what is displayed in the task ticket. This tells
the user that type of data this field is used to collect. All of these fields are standard free form fields.

Print on Task Ticket

You can specify if you want to print these fields on the Service Task Ticket or not. As well, you can
choose to print the field on the service task ticket only if there is data present “When Specified” or always
“Always”.

Show in Portal

Specifies if the field is available in the Technician and Wireless web portals.
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Project Order Preferences

The Project Order Preferences area contains the set-up parameters used when a project order is entered into
the application. These preferences define how a project order will be handled within the application.

El Project Order Preferences x
Service Defaults
Priority | Medium v
Request Type |Project =
Service Billing Defaults

Labor Rate |STANDARD v

Travel Rate |STANDARD "
Any Additional Flat Charge () Any Additional Flat Charge ()

Charges for Flat Charge by Zone Charges for Flat Charge by Zone

Labor # L=l C Travel # L= o
Ne Surcharge (@) Mo Surcharge (@)
Flat Charge if Applicable £0.00 Flat Charge if Applicable %0.00

Automatic Email Notification ]
Send email notification when parts are not available when generating a new Service

Request from a Project Crder.
Emait: |parts@company.con|

=

Categories
Included

Service Defaults

When a project order is converted to a request, you must define the Request Type and Priority used to
create the new request automatically. The Priority and Request Type are the same as those defined in the
Service Call Types Button discussed previously.

Service Billing Defaults

The Service Billing Defaults defines the standard rates that will be used when completing a Project Service
Task.

Automated E-mail Notification

The Automated E-Mail Notification can be configured to send an e-mail to notify your parts department or
dispatcher that a new order has been created.

“Send e-mail notification when parts are not available when generating a new Service Request from a
Project Order.” will cause an e-mail to be sent to your parts department (warehouse manager) to alert them
of the new project order and also to list the parts that are required that are not currently in stock. This is
intended to give the parts manager early notification so they can initiate the parts ordering process.

Categories Included

It is important to define which inventory categories are included on the work orders when a Project Service
Request is processed. Since a Project Order presumes that the payment is occurring on a Sales Order /
Invoice, we generally assume that it is best to include all categories. However, the flexibility exists in the
application is define if any categories are not included. Note, the Categories Included are only referenced if
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the Payment Type is Percent Completed or Date Completed since those are expected to be invoiced
through the Sales Order. Categories Included are not considered if the Project Order is Time & Material
since it is expected all items are invoiced through the job for Time and Material type payments.

Batch Close Button

The Batch Close feature can be activated for users wanting to have the ability to close multiple jobs / tasks
as the same time. Activate this feature by selecting the ‘Batch Close’ check box.

E Service Call Batch Close Defaults

Batch Close [+ Allow users to close a group of Service Tasks at once with a set of common predefined
properties. Mote that the settings are defaults only and will not replace existing data.

Resolution Code |FIKED W
Work Performed Batch Closed Task

Technician |Ben Wilson W
Task Completed Date |Current Date and Time W
Request Status |:| Close the Service Request immediately after closing the Service Task.
Print [ ] Print individual task tickets.

Unused Parts Used [ | Check thiz option to remove any parts linked to the Service Task with
quantity set to 0 (unused). If this option iz not checked the Service Task
will not be closed.

Purchase Orders | | Check this option to remove the link to any Purchase Order not yet
not received received. If this option is not checked the Service Task wil not be closed.

Serviceable Parts Used [ | Check this option to automatically create Service Equipment for
serviceable parts used. If this option iz not checked the Service Task will
close however no Service Equipment will be added.

oK

Once this is active users need to set the default behavior that is desired when jobs area closed in a batch.

Resolution Code: This will set all batch closed jobs to this same resolution code if no code is already
selected.

Work Performed: This is the default Work Performed that will be added to the Work Performed for a
batch closed task.

Technician: This will be the technician added to the batch closed task if no technician is currently
selected.

Task Completed Date: This is the date that will be set as the task completed date. Users have the option
of the Current Date and Time, or to use the Scheduled Date and Time.

Request Status: Users can choose to close the Service Request immediately after closing the Service task
or leaving the request open. If the requests are left open, there is no batch close for the Service Requests so
users will need to manually close each Service Request if this is not checked.

Print: This will automatically print a completed Task Ticket if this box is checked. This will only print if
the Batch Close if run directly from the Open Task screen.
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Unused Parts Used: Checking this option will remove any parts on a task that have a quantity set to zero
(0). If this is not checked the service task will not be closed if it has unused parts listed on a task.

Purchase Orders not received: Check this option to remove the link to any purchase order not yet
received. Note: the unlinked purchased order will still be waiting to be received. Also, if this option is not
checked and a Purchase Order is not received, the task will not be closed automatically.

Serviceable Parts Used: Check this option to automatically create Service Equipment for any serviceable
parts used on a task. If this option is not checked, the Service Tasks will be closed; however, no Service
Equipment will be added.

Labor Rates Button

The 'STANDARD' labor rate record may be edited, however, this record is the default record for the
service department's standard field service rate, and should not be deleted.

Note: the currency symbol is defaulted from your operating system.

Unlimited rate schedules may be created. For example, if the service department bills their customers at
different rates for labor and travel, two separate rate schedules need to be created for each. If the service
department charges different labor rates for time and material service calls, service contracts, bench
service, manufactures warranties and etc., a labor rate needs to be created for each.

First, modify the existing 'Standard Labor Rate' to reflect the service departments most commonly used
billable labor rate.

To create a new labor rate, select the 'New Labor Rate' button to enter 'Labor Rate Data Entry' screen.

Enter a short 'Rate Code' descriptor, for example, Travel, T&M, Contract, In Shop, or Man War.
Remember; keep the Rate Code descriptor short. These Rate Codes appear in drop down boxes during the
service contract and billing processes.

Enter a brief description of the Labor Rate for example, T&M Travel Rate, Contract Travel Rate, Service
Contract Labor Rate, In Shop/Bench Labor Rate, or Manufacturers Warranty Labor Rate.

After these two fields are completed a series of time related fields appear.

There are many methods of charging for labor. In some cases there are minimum charges, incremental
charges or escalating charges. The application offers a flexible method for creating these labor rate
scenarios.

Rate Code  |[SIERIRIEAS

Description ‘S‘randard Default Labor Rate

Comments

By breaking the first 15-minutes
into b-minute intervals and the
rernaining 45-minutes into 15-

16 Min|  $50.00 6-10 Min|  $80.00 1116 Min|  $50.00 minute interyals, the service
Charge a minimum fee for on-site

department can:
16-30 Min[  $50.00 31-4b Min|  $6000 46-60 Min|  $80.00
service, i.e. $50.00 for a minimum

After the first full hour. the labor rate is based in & minute increments for flexibility. The 46-60 charge or charge an hourly rate
Minute Rate will be added as the first hour charge. with 2 minimum amount of ime,

i.e. $30.00/hr with a minirmurm half
Nextb| $80.00 Mext 20|  $80.00 Mext 35|  $80.00 Mext 50| $30.00 nour charge.
Mext 10| $60.00 Mext 26|  $60.00 Mext 40|  $60.00 Mext 56|  $80.00
Mext 16|  $80.00 Mext 30|  $80.00 Mext 48]  $80.00 Mext 60| $80.00

[T the service call is less than 60 minutes. the following rates will be biled. in these time frames.
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Most, but not all companies charge a minimum rate to diagnose a customer's problem, for example a
minimum charge of $25.00. For this example, if the hourly rate is $100.00/hr, enter $25.00 in the first
three fields, and enter $50.00 in the 16-30 minute field, and enter $75.00 in the 31-45 minute field, and
$100.00 in the 46-60 minute field.

Note: the second hour is broken down into 12 5-minute increments. The values entered into these fields
are added to the 46-60 minute value, for example, a service call that required one and a half hours would be
billed by adding the 46-60 minute field and the Next 30 minute field.

Depending on the geographic size or traveling difficulties of some areas, companies sometimes charge for
travel time as well. If the Travel Time Labor Rate is different than the Labor Rate another rate schedule
must be created.

Create additional rate schedules to reflect every labor rate offered by your service department. For
example, if service contracts or manufacturer warranties are billed at different labor rates, create a schedule
for each.

Labor Rates will be defaulted based on Service Requests, Task Types and amount of time a technician
spend performing the service. Labors Rates and/or chargeable amounts may be modified during service
billing process.

Weight Kits (Only Available in Weights and Measures Edition)

Users with the Weights and Measures Edition can set-up their weights and weight kits so they can be
linked to tasks as needed.

Each record in this Weight Kit screen represents either a single weight or a weight kit. User can chose to
set-up this to meet their specific needs and how these will be listed on the task ticket and on a Certificate of
Calibration generated with the eForms optional module.

If the record is for a kit, it is recommended that the Description field contain a list of the individual Serial
Numbers of the weights in the kit or sufficient description to clearly define the contents of the kit as
needed.

If the Active field is not checked, the record will not be available to be selected on a task. Additionally, if
the Calibration Due date is passed, the kit will also not be listed as available on a task even if it is still set to
Active.
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Weight Kit Maintenance
Hide Inactive
Calibration | Calibration | Weight ‘ Unit of weight ‘ Test Weight Heaviest ‘ -
Date Due Class | Measure Amount Tolerance Weight Active =
02/15/2016 | 02A15/2017 |F =] u
| 02/15/2016 | 02152017 |F |Ib |z| 1DD| D.1| 1DD| [w]
| 03/01/2018 | 03/01/2107 |F |Ib |z| 50| D.2| 50| [w]
| 05/31/2016 | 05/31/208 |F |Ib |z| 25| El.'I| 25| [w]
| 05/01/2016 | 05/01/2018 |F |Ih 1D| il D2| 1D| =
| 09/15/2016 | 09/15/2017 |F |Ib |z| D| D| D| =]
| 09/15/2016 | 0915/.2017 |F |Ib |z| D| D| D| [w]
Description SN R T
_ -
oK

Select 'Back' to return to the 'Main Administration Menu'.

Inventory

Note: Miracle Service defines serialized items as equipment and non-serialized items as inventory.

This is one of the most demanding portions of the set up process. Take time to understand the significance
of 'Categories' and 'Model Classes' in particular.

Inventory Administration Menu

ults

Reserved
Farts

Terms &

Inventary  JIPricing Qptions§ -~ e oo
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Categories

Categories are best described as groups of 'like inventory items'. These items may be from different
suppliers or manufactures. For example, if the sales department sells a line of equipment from various
manufactures, group that line of equipment together (copiers from two manufactures). If the sales
department sells another completely different line of equipment from those same manufactures, group that
line of equipment together (fax machines from the same manufactures).

If the sales department sells 5 completely different lines of equipment, there should be 5-separate
categories created. For example, copiers, printers, fax machines, postage machines etc.

Create categories for serialized equipment, non-serialized accessories, non-serialized consumables and
non-serialized break/fix type parts. Reminder: group like inventory items together, for example cartridges.

The average number of categories for most companies is somewhere between 10-12.

Inventory Categories are used in the parts management tracking, items included in service contracts and
exporting to accounting applications.

Select the 'Edit Categories' button to see the 'Inventory Categories' screen.

EE Inventory Categories E|
T TN e T I T S
p| M |Parts (] General Parts

T 11 |Rollers (] Copier Specific [Delete f you do not need this)

T 12 |Drums (] Copier Specific [Delete f you do not need this)

T |19 |PartsMisc (] [Delete if pou do not need this]

T | 20 |Supplies (] [Delete if pou do not need this]

T2 [Toner (] Copier Specific [Delete f you do not need this)

| 2z o eveloper (] Copier Specific [Delete if pou do not need thiz)

| 23 |Paper (] [Delete if pou do not need this]

T | 23 [SuppliesMisc (] [Delete if pou do not need this]

T | 30 [Copiers [Delete if pou do not need this]

| 3 |Computers [Delete if pou do not need this]

T 37 [Fax [Delete if pou do not need this]

T | 33 |Printers [Delete if pou do not need this]

T | 3 |MukiFunction [Delete if pou do not nedd this]

| 55 |Other Equipment [Delete if you do not need this] b

H
=

What are Categories?

Every item whether it is equipment or inventory must belong to a Category. There is 3 significant reasons
items need to belong to a specific category: 1. Categories of items are required for cost-per-copy reporting
and parts usage reports. 2. Categories of items may be excluded or included in service contracts, (set
through defaults). 3. Categories of items may have their own General Ledger account when exporting
through the optional Accounting Exporter Module.

The 'Inventory Categories' screen has a table with one row for each 'Inventory Category.'
Sort

Allows the administrator to sort and display the Categories in a particular order in the drop box, for
example more commonly used categories may appear closer to the top of the list.

Initially, do not enter the sort numbers incrementally. Enter sort numbers by 5, 10, 15, 20 etc. in this area.
This method allows for easy editing and future growth.
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If the optional accounting exporter is purchased and the accounting system imports different revenue, cost
of goods sold or asset accounts, additional categories may be entered later.

Lastly, the cost-per-click reports will report-on each category, and the cost of the categories associated by
the number of clicks.

Name
Enter a brief name for the category, for example, Copier, Fax, Supplies, or Parts.
Track?

All items, serialized or non-serialized are tracked! By selecting this feature the application will further
report on equipment and inventory usage and cost-per-copy. We recommend that initially all items are
selected to be tracked for reporting. After using the application for some time, it will become apparent
through various reports as to which items do not need to be tracked.

Serviceable?

Select only those items that are serviceable, for example copiers, fax machines and postage machine.
Typically, only pieces of serialized equipment are serviceable.

When serviceable items are sold, the application automatically defaults the items as equipment on the sales
invoice. Additionally, the equipment record will be automatically added to the customers equipment list.
When the customer calls for service in the future, the equipment information can be easily entered on the
service request. Items not identified as serviceable will need to be manually entered into the customer's
equipment records.

Do not, under any circumstances, identify consumables, supplies or break/fix items as serviceable. This
will render the application useless, as all items sold would appear in the customer's equipment records.

Description
Enter a slightly more detailed description of the item.

Select 'OK' to return to the 'Inventory Administration Menu'.

Model Class/Model Number

A Model Class is a group of equipment similar in characteristics, for example, small, medium and large
copiers, personal and business phones, or desktop PC's and Servers. These would each represent a separate
Model Class.

A Model number is the manufacturer assigned number within a class. Manufactures offer several pieces of
equipment, with slightly different features in the same Model Class; they differentiate those pieces of
equipment with Model Numbers, for example at 500M and 500C.

Creating Class/Models

There are several reasons to set the Model Classes and Model Numbers up properly. If your dealership
sells or services equipment from various manufactures, or the manufacturer offers multiple pieces of
equipment in the same Model Class, it is easier to find equipment first by searching on a Model Class and
then scrolling through the various Model Numbers. Essentially, the equipment records will be organized
first by Model Class then by Model within that class.

Models of equipment may also have 'Preventative Maintenance' or 'Meters' associated and defaulted as
well. These features will be explained in detail later.
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Model Class Segment 2 v
Model Number A205896423 Sales or General Information on Model Number
Manufacturer ABC Manufacturing Please Note: The Segment 2 Class of Equipment is a meter type of device. This option to the left
Class Descrpion [Besk Top-BcREabr \;vasltriggered hence a meter reading will be required to properly close senvice calls on this type of
quipment.
Contract Value $300.00
Meter Devices - tracks the number of times a piece of equipment was used.
Category v
If the Class of Equipment does not have a meter device, this option should be truned off (unchecked).
Sales Person v
Click f Meter Readings are Required Preventative or Planned Maintenance Schedules (PM Info) can be set-up by time or clicks. 'Clicks'
PI Info are the number of times the equibment was used. If both are selected then the PM is aenerated
When Are PM Calls
Required. Not Required O By# Days O
Number of Days 365
By Period O By # Clicks O
Number of Clicks 25000
By# Days or# Clicks ®
ot Use Fixed P Schedde

Use last PM Date for calculating scheduled date 1

Default PM Request Type  PM Call 7
MeterInfo Bullefins

Default PM Task Type  PM Call v

In addition to easier searching and associated actions to Models, several reports, such as equipment
performance and technician performance use Model Classes and Model Numbers to generate the
information.

In the 'Inventory Administration Menu' select the 'Add Model Class' button and go to the 'Model Class/
Model Number Data Entry' screen. Enter a'Model Class' identifier. Use letters, numbers or a name. When
[Enter] is selected, a series of fields open requiring information about the Model Class.

Model Class

Enter a Model Class description to identify this class of equipment. Some companies use industry specific
terms, (for example Segment 1, Segment 2, Segment 3), and some companies use manufacturer specific
terms, (small, medium, large) and yet other companies use dealership-specific terms.

Note: Reports on equipment performance and downtime are reported in the order of Model Class and then
Model number. It would be wise to use the grouping capability of the application so that equipment failure
trends can be viewed more easily.

Model Number

Enter the Manufacture's supplied Model Number, for example 95, 98, ME or XP. Note service bulletins
are associated to specific Model Numbers.

Manufacturer

Enter the Manufacturer's name, only if equipment belonging to this Model Class, is sold and serviced by a
single manufacturer. If there are multiple manufacturers - leave this field blank.

Class Description

If industry specific or manufacturer specific descriptors are used in the previous fields, this optional field
allows for an additional dealership-specific descriptor.

Contract Value
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Model Class Segment 2 “ Advanced Replacement n
Model Number A521489 Sales or General Information on Model Number
Manufacturer ABC Manufacturing Please Note: The Segment 2 Class of Equipment is a meter type of device. This option to the left
Class Descrpton Desk Top Bick Ca S/as riggered hence a meter reading will be required to properly close senvice calls on this type of
quipment.
Contract Value $300.00
Meter Devices - tracks the number of times a piece of equipment was used.
Category v
If the Class of Equipment does not have a meter device, this option should be tumed off
Sales Person v

(unchecked).
Click if Meter Readi Required
ARt R Preventative or Planned Maintenance Schedules (PM Info) can be set-up by time or elicks. ‘Clicks'
PM Info ; : :
are the number of times the equioment was used. If both are selected then the PM is generated
When Are PM Cals whenever eithr the fime or clicks lapse.

Reauired. Not Required © By #Days C
Number of Days 365

By Period O By # Clicks
Number of Clicks 25000

By # Days or # Clicks «

bt orl Use Fixed M Schecle ©
Defauft PM Request Type  PM Cal v
Meter Inf Buleins
Default PM Task Type P Call ;

Enter a service contract value. The equipment value will be added when a piece of equipment is attached to
a service contract. This is a default value that can be edited when a service contract is sold.

Category. will link an item category to the Service Equipment. The inventory item’s category is used
when creating a new Service Equipment.

Sales Person. will link a Sales Person to the equipment record. This is used with the event manager to
send an event to the Product Manager / Sales Person linked to a specific Model Class / Model Number.

Meter Readings

If the Meter Enhancement Module was purchased and this particular Model Class and Model Number of
equipment is serviced or billed based on a meter, select ‘Click if Meter Readings are required’.

Identify every model class that has a meter. Failure to identify the need to read meters will prevent the
application from adding meter readings later. Copiers that are under contract may have some form of per-
click charge. Mark this box to track these clicks.

PM Info

For equipment that requires periodic lubrication, checks on belt tensions or any other periodic maintenance
enter the details here. If equipment does not require a PM, or if the customer is not under a service
contract, select 'Not Required' here. This is the default PM frequency.

PM Info

When Are PM Calls
Required. Not Required ®
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If 'Not Required' is selected, PM schedules cannot be added to the equipment.
If 'By Period' is selected, a drop down box offers the opportunity to state the appropriate period.
PM Info

When Are L
PM Calls Mot Required

Required.

By Period &

Feriod mm;ﬂﬂ -
Bi-wWeeakly A
Monthly
Bi-Maorthly

Guarterly
Bi-Annual

Default P|Annual

2 Years

3 Years v

Default PM R

If the Preventative Maintenance Module and the Meter Enhancement Modules are purchased: PM Calls
can be auto-generated by a number of periods, for example daily, quarterly, annually etc. The application
also offers similar options for 'by # days' and 'by # clicks' or 'by # days or # clicks' which ever comes first.

Update PM Schedule

When you click the Update PM schedule button the system will update the PM schedule definition for all
equipment in the Model Class that is selected. This is designed to help modify PM schedules for aging
equipment. As equipment ages it may be necessary to conduct the Preventative Maintenance more
frequently. This button enable uses to update all equipment in the Model Class quickly.

Use Fixed PM Schedule

When the Use Fixed PM Schedule is checked, the system will establish a schedule based on the settings. If
the actual PM is delayed, then the next PM is not shifted and will still be required based on the fixed
schedule. For example: if the schedule is monthly and the date is the first of the month. If the PM was not
completed until the 15th of the month, the next PM will still be required on the first of the month.

Use Fixed PM Schedule '

Conversely, when the Use Fixed PM Schedule is not checked, the next PM is always scheduled based on
when the last PM was completed. For example: if the schedule is monthly and the date is the first of the
month. If the PM was not completed until the 15th of the month, the next PM will be now scheduled for
the 15th of the following month.

Use last PM Date for calculating schedule date

When the ‘Use last PM Date for calculating schedule date’ is checked, the system will establish a schedule
date based on the Last PM Date plus the Period or Number of Days.

Use last PM Date for calculating scheduled date u

If this setting is unchecked, the called will be scheduled for the day the call was generated.
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Default PM Service Call Type (Requests and Tasks)

Reqguest Type |F'r'-"| Call b
Task Type |F'I‘-.-1 Call W

When the application automatically creates a PM call from the PM review screen, or a PM is manually
created, the Request Type and Task Type can be defaulted to PM Call.

Meter Info Button (For Metered Equipment Only)

An unlimited number of meters may be added on this equipment model class, for example 'Black’ or
'Main'. When an actual piece of equipment with this Model Class/Model Number combination is entered,
the application will automatically default the meter settings.

Model Meter Information

Meter Location
Meter Hame 0On Equipment

Contral Panel

Colar Contral Parel

Enter the Meter Name, for example Main, Black, Cyan, Magenta, Yellow etc. Next, enter the physical
location of the meter display. This will assist the meter-takers in the event the customer does not know
where to look for the readings.

Linked Items. Links the associated inventory items that are the supplies / consumable items that can be
used for that meter. These links used with the optional Yield Tracker module. See the Yield Tracker feature
for more details.

Service Bulletin

Periodically, manufacturers will circulate service bulletins on specific equipment models. These service
bulletins will appear when service calls are created. Unlimited service bulletins may be created for a
model class/model number.
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El| Service Bulletins E|
Bulletin [T Effective Date Description -
3913-0 112752004 Replace 38329 board - zee web site for detailz
3954-M 3A5/2004  |IF equipment experiences intermittent no power,

replace wirng harnmess B548. See notes and special
order partz package.

3967-02 B/27/2004  |Replace Caster Lock Parth 09238 with Part 95652

Rl CEra R 12/3/2004  |Do not repair lens on equipment under manufacturer
warranty - replace the KD54541 Lens if damaged.

I~

Enter the Manufacturers Service Bulletin Identifier. Enter the Effective Date of the service bulletin. Enter
the service bulletin description.
Special Equipment Fields for Weights and Measures Edition

To support the Weights and Measures edition of Miracle Service, the model class record has a series of
specific fields required to assist Weights and Measures users.

Model Class/Num. Maintenance fModeiciass | | | « | > | » |

Model Class .

Manufacturer Rice Lake
Class Description
Contract Value $0.00
Category o

Sales Person v

Click if Meter Readings are Required O

PM Info
When Are PM Calls |
Required. Not Required ® By # Days O Capacity 0
Increment 0
Uncertainty 0
By Period O By # Clicks ©
Class
uom
By # Days or # Clicks O
Update PM Schedule Use Fixed PM Schedule U
Use last PM Date for calculating scheduled date o
Default PM Request Type PM Call v
Meter Info Bulletins

Default PM Task Type PM Call 5

When you are using the Weights and Measures Edition, there are 5 equipment fields that can be used to
record more specific information for the equipment created using the specific Model Class record. The
fields are:

Capacity: This field is linked to a keyword field used on the eForms so the capacity of the Primary
Equipment record can be displayed and used on an eForm document.

Increment: This field is linked to a keyword field and can be displayed/used on an eForm document.
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Uncertainty: This field is linked to a keyword field and can be displayed/ used on an eForm document.

Class: This field is linked to a keyword field and can be displayed and used on an eForm document.
Standard entries are expected to be I, I1, 1L, IIII, and III L to support Handbook 44 tolerance calculations if
designed in to the forms. User can enter any other value as needed; however, if it is expected to be used in
a calculation in an eForm, a standardized and consistent use of values is critical.

UOM - (Unit of measure for the device): This field is linked to a keyword field and can be displayed/
used on an eForm document.

These fields are used to initially populated the related fields on a new equipment record when it is created.
Initially the values are set based on the values on the Model Class/Num. record. Once the equipment record
is created, it can have it’s own values set specifically for the equipment record.

Select 'Exit' to return to the 'Inventory Administration Menu'.

Sales Orders / Invoices

Sales Orders Convert to Invoice Option

When converting a sales order to an invoice, if the inventory items are to be drawn automatically from the
main warehouse rather than having to manually select it from various warehouses, check this default. Any
choice has its benefits and its drawbacks. This option is available with the Multiple Warehouse Module.

Sales Order Inventory

Check this option if you want to automatically pull inwentory from the MAIN warehouse
when converting sales orders. If there is not encugh inventory to cover the entire sales
order, only the amount in stock (which may be zero) will be included on the invoice.
Note that this option does not apply to serialized inventory parts.

If you do not check this option then you will be asked to select a warehouse for every
item on every sales order.

#utomatically pull inventory from MAIN warehouse

Clicking this option means that only non-serialized items that are converted from sales orders to invoices
will automatically come from the MAIN warehouse location, speeding up the sales orders to invoice
conversion process. If there are insufficient quantities in the Main Warehouse to cover the entire sales
order, only the amount in stock will be invoiced.

If this box is not selected, the salesperson will be required to select a warehouse for every item on the sales
order as it is converted. For serialized items, the actual item sold must still be selected or picked from the
warehouse by serial number.

Select 'OK' to return to the 'Inventory Administration Menu'.
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Pricing Options

Pricing: This feature allows the user to establish the price calculation option for the Sales Order. If the
option is not checked, then the line item prices will always be defaulted to Zero Dollars in the Sales Order.

If the option is checked, then the system will automatically calculate the line item prices on the Sales
Orders.

Sales Order/ Invoices

Pricing Automatically calculate and set the line item price on Sales Orders.

Setting the option to automatically calculate the line item prices on Sales Orders
will take inte consideration whether or not the Sales Order is attached to a
service contract, if the customer is set up for Quantity Pricing or a specified Price
Group. Without this option the line item prices will default to zero dollars.

Compatible Limit available parts on Sales Orders and Sales Invoices to Configure
Parts customers based on their Special Pricing setup.

oK

Compatible Parts: This feature helps users select the correct parts for customers. The feature will filter
parts available in defined categories when the parts is listed in the Special Pricing list for each customer.
Once the feature is selected click the ‘Configure’ button to configure which Inventory Categories should
be filtered when creating Sales Orders and Sales Invoices.

& Parts Compatibility Configuration
Categories | Group Types

Select the item categories that should be filtered when adding parts to
a Sales Invoice or Sales Order,

| coegptme e | B
Category Hame Incl. =
Parts NO
Rallers NO
Drurnz NO
Fartz-tizc ND
Supplies NO
Toner - Black YES
Toner - Color YES
Developer NO
p—— = -l
oK Cancel

This feature can be further refined to only apply to specific Group Types of Sales Order. Select ‘Apply to
all’ if the Groups should not determine if the filter should be applied, of select a specific Group Name or
multiple names if the filter should apply to those selected groups.
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When this feature is active, the inventory items in the selected categories will be filtered to show only the
items selected in the Special Pricing list for each customer. If a category is not selected, it will list all items
in those categories as they will not be filtered.

If the Group Types are active, the filter will only apply when the Sales Order or Sales Invoice Group Type
matches the Group Types selected in the Group Types listing.

E Parts Compatibility Configuration

Categories | Group Types

Select all group types that apply to this feature.

£ Apply to &l

Group Hame Incl.
Equipment NO
Taner NO

oK Cancel

Group Type Sales Orders and Sales Invoices are typically used to help differentiate the different types of
orders to help facilitate smoother transaction processing by the Order or Invoice Group Type.

Once the Compatible Parts feature is activated and a category selected, it is important to then update the
Special Pricing list for each customer to define the compatible parts for each customer. See the Special
Pricing feature in the Customer section of this manual.

Sales Order Terms and Conditions

Terms and Conditions can be automatically added to every sales order printed. This feature enables
companies to ensure their standard terms and conditions of sale are printed with every Sales Order.
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Sales Order Terms and Conditions

Terms and Conditions

» [REEN Prices guaranteed for 30 daps from date of Sales Order.

#|

The Terms and Conditions Text field is a free form text box where you can enter your full and complete
Terms and Condition of the sale. Multiple Terms and Conditions can be defined and selected to be used on
individual Sales Orders.

Defaults

Default Inventory Settings

Default Inventory Settings

Purchase Order Printing |:| E_Autumﬂticalh.r print part labels when receiving a Purchase Order.

Landed Cost |:| Set the item’s landed cost on Purchase Orders.
Supplier Cost |:| Set the tem's purchase cost by Supplier.

Linking Purchase Crder |:| Enable linking Purchaze Order(z) from a Sales Order.
|:| Enable linking Purchase Order(z) from Service Task parts needed.

Price Book Importer |:| Store separate parts list with ability to import into inwventory listing.

Faulty Parts |:| Mark serviceable parts as "faulty’ when adding Paris Used to a
service call with the option to link the part to a specified
Warehousel/Carstock or to continue without returning the part.
Faulty parts can then be transferred to active inventory or can be
discarded from Miracle Service.

oK

Purchase Order Printing: Setting this option on will automatically print part labels when a Purchase
Order is received.

Landed Cost: Activating this feature will allow users to set the item’s landed cost on Purchase Orders.
The Landed Cost will be used as a cost of the part for profitability analysis while the last cost will still be
used to as the cost of the part next time the part is added to a Purchase Order.
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Supplier Cost: . Activating this feature will allow users to set the cost per supplier in the Alternate Sup-
plier button in the inventory section.

Linking Purchase Order: Activating these features will allow users to link a Purchase Order to a Sales
Order or a Service Task when Parts are needed on a Service Task.

Price Book Importer: Activating the Price Book Importer will turn on this feature in the Inventory
section of the Miracle Service client.

Faulty Parts: Users can activate the feature to track faulty parts within the system. If you do not track
faulty parts, then leave this option turned off.
Reserved Parts

A reserved parts location can be defined when the reserved parts feature is active.

Reserved Parts

Rezerve Parts . -
Assigned Technician's Car Stock .
To Location g E

Allow users to reserve parts to MAIN warehouse.

Reserve pars to receiving warehouse from
Purchase Order

oK

See the Reserved Parts section in the manual for more details.

Price Groups

This feature allows the sales and service department to associate different retail pricing to groups of
customers. The Price Group feature allows the administrator to create general profit margins for each
inventory category. Unlimited Price Groups may be set-up.

The Price Group feature is used for a generalization of pricing. This feature insures that all items receive a
margin for retail pricing.
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Creating Price Groups
Price Group

Description |BBB Discounted Pricing

Comments |Discount pricing for BBB Members.

Category Prices

. Category Name Select Margin & Change Margin

Parts U +5%
Toner Bl +5%
Developer g +5%
Drums o +5%
Paper o +5%
Supplies-Misc J +5% »

Price Group

Enter a unique alphanumeric Price Group identifier, for example BBB.
Description

Enter a brief price group description, Better Business Bureau.
Comments

Enter additional comments if needed.

Category Name

The category name lists is the inventory category list created earlier. This list groups similar items,
regardless of the manufacturer, together as a group.

Select

To edit a margin, select the category, by checking the box. Multiple categories, with the same margin may
be selected.

Markup

To insert a margin, enter 0.4 = 40% margin. All selected categories will change to this margin. Select
another category to insert a different margin.

Important Note: Items that are not selected in a price group mean that inventory items that belong to the
non-selected category retain their standard pricing, or that of the customer's special pricing.

The Margin is calculated as follows:

R =C/(1-M)

R = Retail Price C = CostM = Margin (%)

For Example

If the Cost Price C is $10, and your Margin M is 10%, then R is calculated as follows:
R =$10/(1-0.1) = $10/0.9 = §11.11

The Retail Price is $11.11 in this example.
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If the Cost Price C is $10, and your Retail Price R is $15, then M is calculated as follows:
M = ($15-$10)/$15 =0.3333 =33.33%

The Margin is 33.33% in this example.

'OK' creates a new 'Price Groups Data Entry' screen.

Select 'Exit' to return to the 'Inventory Administration Menu'.

Warehouses and Vehicle Stocks

A 'MAIN' warehouse is already added. The Multi-warehouse Module option allows an unlimited number
of warehouses and/or car stocks. Car stocks in particular are important, as they inform the service
dispatcher as to what items are in their vehicles.

‘ ‘Warehouse Type |

Warehouse

Car Stock 5 YWarehouse |10 |Dave/Pacifica Technician |Dave Cheswick j

When closing service calls, the application can be opted to decrement the car-stock or the main warehouse.
Minimum and maximum levels can be tracked by each warehouse or car stock. Parts usage reports (sales)
can also be generated on multiple-warehouses.

Creating Car Stock or Warehouses

Select Car Stock to create an additional warehouse as a car stock. Enter a Warehouse Identifier for
example, satellite warehouse, car stock 1, License Plate information etc. If car stock is selected, select
through the drop-down list, the technician that is responsible for this car stock. Car stock and technicians
relationships may be changed. If the warehouse is fixed, enter a warehouse identifier, the location and
other relevant information.

Select 'Exit' to return to the 'Inventory Administration Menu'.

Select 'Back' to return to the 'Main Administration Menu'.

Taxes

The application uses Tax Codes, Tax Categories, and Tax Groups to satisfy the various tax laws. As
Miracle Service is sold in several dozen countries around the world, it is capable of tracking complex tax
systems than most companies require. Since this is one of the most complex things to set-up, read this
section entirely before beginning.

Tax Groups are for Customers and Suppliers.
Tax Categories are for Parts and Inventory Items.
Tax Codes are the individual taxes used to create Groups and Categories.

When goods or services are purchased or sold, a single tax or multiple taxes may apply. When customers
and suppliers are entered into the application, the tax or taxes that must be collected or paid are set with
each customer and supplier record.
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In the most simplest tax scenario, only one tax is charged on invoices or paid on purchase orders, and all
positive balances are owed to one government agency. In this scenario, there is only one Tax Group and
one Tax Code.

In the second simplest tax scenario, multiple taxes, for example two, are charged on invoices or paid on
purchase orders, and all positive balances are owed for each tax are paid to separate government agencies.
In this scenario, there are two Tax Groups and two Tax Codes.

In more complex tax scenarios, a single tax is charged on invoices or paid on purchase orders, and a
percentage of all positive balances are owed to various government agencies. In this scenario, there is only
one Tax Group and multiple Tax Codes.

Note: the above examples apply if goods and services are purchased and sold in one tax jurisdiction. For
each example above, if goods and services are purchased and sold in multiple tax jurisdictions, the amount
of Tax Groups and Tax Codes multiply accordingly.

Tax Codes consist of local tax name information, percentages and the tax department information. Consult
your accountant for the different tax payable information.

In the event the taxes collected on invoices is greater than the taxes paid on purchases, for a specified
period of time, the tax codes determine the amount of taxes that are owed and to what government agency
the amount that department is owed. Tax code records are for the exchange of information and money
between the dealership and the government.

Tax Groups consist of the local sales tax names and the tax codes associated to the individual sales taxes.
Consult your accountant for the different tax receivable and payable information.

In the 'What' section above, we noted three of the most commonly used tax scenarios. Below we will
provide brief examples.

In the first example, only one tax is charged on invoices or paid on purchase orders, and all positive
balances are owed to one government agency. In this scenario, there is only one Tax Group, for example,
'Sales Tax' and one Tax Code, for example, 'State Sales Tax'.

In the second scenario, multiple taxes are charged on invoices or paid on purchase orders, and all positive
balances are owed for each tax are paid to separate government agencies. In this scenario, there are
multiple Tax Groups, for example, 'Sales Tax A' and 'Sales Tax B' and multiple Tax Codes, for example,
'State Sales Tax A' and 'State Sales Tax B'.

In more complex tax scenarios, a single tax is charged on invoices or paid on purchase orders, and a
percentage of all positive balances are owed to various government agencies. In this scenario, there is only
one Tax Group, for example, 'Sales Tax' and multiple Tax Codes, for example 'State Sales Tax' and
'County Sales Tax' and 'City Sales Tax'.

Tax Categories refers to taxation laws when items are taxed at various levels based on minimum or
maximum quantities purchased or sold and/or at various levels based on minimum or maximum monetary
values purchased or sold.

Taxes can be calculated on invoices or purchase orders by line item or on the total amount of the invoice
order.

Note: It is not possible to offer every taxation method every government requires. For example Miracle
Service cannot currently perform taxation calculations on cost, which is done by a few regions in the
world. To handle this and a few other situations we've encountered, reports are available that provide the
value, retail and cost, of items sold or used in service calls. These reports can be exported to Excel for
custom calculations.

Miracle Service Administration Guide | 65



Chapter 5: Administration Setup Program

Setting up Taxes

Select button '5. Taxes' to enter the 'Tax Administration Menu.' Tax Codes must be created before Tax
Groups. Tax Groups must be created before Tax Categories.

Tax Administration Menu

Tax Groups Tax Categories

Expense Types

Tax Setup

Tax Codes

Depending on the taxation methods illustrated above, enter the various tax codes. Note: the examples
apply if goods and services are purchased and sold in one tax jurisdiction. For each example, if goods and
services are purchased and sold in multiple tax jurisdictions, the amount of Tax Codes multiple
accordingly.

Example 1 - if one tax is charged on invoices or paid on purchase orders, for example at 7%, and all
positive balances are owed to one government agency then enter a unique Tax Code name, enter the rate at
7%, enter the government agency it is payable to, enter a sort order and enter a brief description.

Example 2 - If more than one tax is charged on invoices or paid on purchase orders, for example 5% and
6%, and all positive balances are owed for each tax is paid to separate government agencies then enter a
unique Tax Code name for the 5% tax, enter the rate at 5%, enter the government agency it is payable to,
enter a sort order, enter a brief description and then do the same for the 6% tax.

Example 3 - If a single tax is charged on invoices or paid on purchase orders, for example 8%, and a
percentage of all positive balances are owed to various government agencies then enter a unique Tax Code
name, enter the rate at 8%, enter the government agency it is payable to, enter a sort order and enter a brief
description.

To Set-up Tax Codes

Select button '5. Taxes' to enter the 'Tax Administration Menu.' Select the 'Tax Codes' button to create and
view the 'Tax Codes'.
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Sales Tax Codes

Tax Code |  Rate | Payable To Refundable |Sort Order | P8
[ 3 0.0000% O
Description [{l=RETE =5 L
State 7.0000% Mew York State Tax Department F
Description FEEIEY L
Federal 4.0000%|United States Department of Tases F
Dezcrnption [§LEENENES L
* 3]
Deszcription
w
Lise Blended Tax Method [
Uze Tax By Line tem Metthod
Ol

Tax Code: Enter a unique tax code identifier to differentiate this tax code from others. If there are several
different tax codes, use short, easy to understand and easy to differentiate alphanumeric codes.

Rate: Enter the amount of the tax to be collected expressed in terms of a percentage, e.g. 0.07 for 7%.
Enter taxes that are a flat fee manually through the 'Other Charges' feature on Invoice and PO screens.

Payable To: Enter the name of the government institution that the taxes collected are paid to. The
government institution can appear under multiple tax codes.

Refundable: Is used only for the Simplay Accounting Exporter routine to identify the Tax codes that are
refundable.

Sort Order: The sort order applies if the 'Blended Tax' method is used. It is the order in which the
blended tax calculations will be performed. If the blended tax method is not used, disregard the sort order.

Description: Enter a description of the tax code; this description could explain how the tax applies, what
region or circumstances it applies, or a more detailed description than the tax code identifier.

Blended Tax Method: Another name for this could be 'Tax on Tax'. This applies when a billed item is
taxed, and then the combined total of the item + tax is taxed again. When this function is used, tax codes
are calculated based on the sort order from lowest to highest. Tax codes with a higher sort order are
calculated on tax codes with a lower sort order.

Tax by Line Item: The most common taxing method is when taxes are calculated by multiplying the sub-
total on an invoice by a tax percentage. The '"Tax Category' assigned to items plus the customer 'Tax
Group' determines the taxes payable per line item. If pencil and books are sold to a customer, Miracle
Service will calculate the taxes due on the pencil and then on the books. The application then adds the line
item tax totals. The reason for this is because the category for pencils may be subject to tax A, B, and C,
and the category for books might may be subject to tax A and C. Therefore, independent calculations are
necessary.

If 'Tax by Line Item' is not checked, the taxes will be calculated on the sub-total of the invoice only.

Select 'OK' to return to the 'Tax Administration Menu'.
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Tax Groups

Tax Groups are the combinations of tax codes to form a single tax. This single tax group may simply be
called 'Sales Tax'. These tax groups, or combination of taxes, are what we charge customers when they
purchase goods or services or when we purchase goods or services from suppliers. For example, members
of tax group 'A' might be subject to tax code '1', '3', and 'S', while members of tax group 'B' are subject to
tax codes '1','3', and '4". (See 'Tax Codes' above as they must have already been setup to create Tax
Groups.) Tax groups can be edited at any time.

The strength of this method of tax set-up is that, if a Tax Code percentage is modified, all Tax Groups and
Tax Categories containing that Tax Code are automatically updated.

In the first example, only one tax is charged on invoices or paid on purchase orders, and all positive
balances are owed to one government agency. In this scenario, there is only one Tax Group, for example,
'Sales Tax' and one Tax Code, for example, 'State Sales Tax'.

In the second scenario, multiple taxes are charged on invoices or paid on purchase orders, and all positive
balances are owed for each tax are paid to separate government agencies. In this scenario, there are
multiple Tax Groups, for example, 'Sales Tax A' and 'Sales Tax B' and multiple Tax Codes, for example,
'State Sales Tax A' and 'State Sales Tax B'.

In more complex tax scenarios, a single tax is charged on invoices or paid on purchase orders, and a
percentage of all positive balances are owed to various government agencies. In this scenario, there is only
one Tax Group, for example, 'Sales Tax' and multiple Tax Codes, for example 'State Sales Tax' and
'County Sales Tax' and 'City Sales Tax'.

Setting up Tax Groups

Select button '5. Taxes' to enter the 'Tax Administration Menu.' Select the 'Tax Codes' button to create and
view the 'Tax Codes'.

Group: Enter a unique Tax Group Name (not identifier), such as Sales Tax. This name will appear on all
invoices and purchase orders. If goods and services are purchased and sold in multiple tax jurisdictions,
we recommend that the home tax jurisdiction be called Sales Tax and other jurisdictions have their name in
the Group Name.

Description: Enter a brief Tax Group description to identify where this tax is applicable. An
understandable description is useful, to quickly select the applicable Tax Group, when new customers or
suppliers are entered.

Sales Tax Codes included in Group: Select the Tax Codes included in the Sales Tax by toggling the 'No'
in the various Tax Codes to 'Yes'. Remember, multiple Tax Codes may be included in a single Tax Group.

Total Tax Rate: The total tax rate is calculated and displayed in the window to the right.
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Tax Group Maintenance

Tax Group Maintenance roup Code
Group f:Exam_pt i
Deserision [Sremt ram _ O i i By
Sales Tax Codes Included in Group
TaxCode | Descripon  [TaxAate] Incl. | [
Federal Federal taxes 4.0000% WO |
- I £ L Total Tax Rate 0.00%
|State Sales tar | T.UUUU‘Z: NHO || h
Tax Exempt Mo Tax applies U.UUUU‘Z; "YES Use Blended Tax tethod []
|
KX

Use Blended Tax Method: If you have a specific tax region that requires you to blend the taxes, you can
just define this for a single tax group.

Show Included Only: Select this to show only the tax codes that are included in the group. This is a
temporary filter to display only the items currently included in the Tax Code Group.

Note: if goods and services are purchased and sold in multiple tax jurisdictions, depending on the
local tax laws, multiple Tax Groups may need to be set-up. When the Tax Group selections are
complete, select 'Save'. To create additional Tax Groups select the new '"Tax Group Entry'. When new
customers and suppliers are entered into Miracle Service, the application will request which "Tax Group' to

apply.
In the first example, only one tax is charged on invoices or paid on purchase orders, and all positive

balances are owed to one government agency. In this scenario, there is only one Tax Group, for example,
'Sales Tax' and one Tax Code, for example, 'State Sales Tax'.

In the second scenario, multiple taxes are charged on invoices or paid on purchase orders, and all positive
balances are owed for each tax are paid to separate government agencies. In this scenario, there are
multiple Tax Groups, for example, 'Sales Tax A' and 'Sales Tax B' and multiple Tax Codes, for example,
'State Sales Tax A' and 'State Sales Tax B'.

In more complex tax scenarios, a single tax is charged on invoices or paid on purchase orders, and a
percentage of all positive balances are owed to various government agencies. In this scenario, there is only
one Tax Group, for example, 'Sales Tax' and multiple Tax Codes, for example 'State Sales Tax' and
'County Sales Tax' and 'City Sales Tax'.

In the event that customers or suppliers do not pay taxes, for example charities, government agencies etc.,
they must have a Tax Group that reflects 0%. In these cases, set-up a 'No Taxes' Tax Group with '0%'
taxes entered. For this Tax Group, do not select any Tax Codes.

Select 'Exit' to return to the 'Tax Administration Menu'.
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Tax Categories

Tax Category Maintenance e s 1 D] |

Category | Ekget=ylal

Description [Exempt from tax |

Tax Only the P23
Min / Max Min / Max Tax min/max | Portion That
Quantity Yalue value by Matches
Selected Critenia Criteria Huantity Criteria
O O
L O
TR () Federal takes [l [l
v
Coon ] (oo ) (oo (€] (=]

Tax Categories

Tax Categories refer to taxation laws when items are taxed at various levels based on minimum or
maximum quantities purchased or sold and/or at various levels based on minimum or maximum monetary
values purchased or sold.

The major difference between "Tax Categories' and Tax Groups' is:

» 'Tax Groups' are combinations of tax codes that we charge customers on sales or suppliers charge us on
purchases.

» 'Tax Categories' are combinations of tax codes that can be charged on inventory items, service, or
contracts.

For an individual Tax Code to be billed, both the item and the customer must be taxable. The minimum
and maximum columns provide the opportunity to limit taxes charged based on quantities. (See 'Min and
Max Quantities' below)

For Example,
Note: 1, 2, and 3 are separate tax codes in this example.

Taxable Item Category has tax codes 1 2 3

Customer Tax Group has 1 and3
Customer only Pays Taxes 1 and3
Taxable Item Category has tax codes 1 and3
Customer Tax Group has 1 2 3
Customer Pay Only Taxes 1 and3

In both cases, only taxes 1 and 3 were payable as only 1 and 3 applied to both the customer and the item.
Setting up Tax Categories
Select the 'Add Tax Categories' button to enter the 'Tax Category Data Entry' screen.

Category: Enter a unique Tax Category identifier.
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Description: Enter a brief Tax Category description that reflects the applicable taxation criteria, for
example state the minimum or maximum quantity or minimum or maximum monetary value that affects
the taxation.

Tax Code: The alphanumeric name differentiating the various Tax Codes.
Rate: The Taxation Rate associated to the Tax Code.

Selected: Toggle the applicable Tax Codes from the red 'No' to the blue 'Yes' if minimum or maximum
quantity of items sold or purchased or minimum or maximum monetary value sold or spent affects the
taxation.

Min/Max Qty: In some regions, tax laws apply taxes at different rates depending on the quantity of an
item purchased and/or sold.

Example 1 - If 6 or less of the same item is purchased or sold and is tax exempt, enter the minimum
quantity on the top line. Do not enter a maximum quantity on the line below.

Example 2 - If 12 or more of the same item is purchased or sold and is tax exempt, enter the maximum
quantity on the bottom line. Do not enter a minimum quantity on the line above.

Min/Max Value: In some regions, tax laws apply taxes at different rates depending on the monetary value
of an item purchased and/or sold.

Example 1 - If $5.00 or less of the same item is purchased or sold and is tax exempt, enter the minimum
monetary value on the top line. Do not enter a maximum quantity on the line below.

Example 2 - If $5000.00 or more of the same item is purchased or sold and is tax exempt, enter the
maximum monetary value on the bottom line. Do not enter a minimum quantity on the line above.

Tax Only the Portion that Matches the Criteria: These columns are for taxes charged at different rates
through a series of increments in quantities or monetary value.

Example 1 - If 1 - 10 items are purchased or sold and is taxed at a specific rate, enter the minimum quantity
(1) on the top line and enter the maximum quantity (10) on the bottom line. If 11 - 100 items are purchased
or sold and is taxed at a specific rate, enter the minimum quantity (11) on the top line and enter the
maximum quantity (100) on the bottom line. Repeat the increments as necessary.

Example 1 - If $.01 - $100.00 of an item is purchased or sold and is taxed at a specific rate, enter the
minimum value (.01) on the top line and enter the maximum value (100.00) on the bottom line. If $100.01
- $500.00 of an item is purchased or sold and is taxed at a specific rate, enter the minimum quantity
(100.01) on the top line and enter the maximum quantity (500.00) on the bottom line. Repeat the
increments as necessary.

Description: The description was populated from the 'Tax Codes Data' screen.
Select 'Exit' to return to the "Tax Administration Menu'.

Select 'Back' to return to the 'Main Administration Menu'.
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Expense Types

You can defined the default tax treatment given to the various Expense Types you have created.

B Tax Expense Maintenance

Expense Types
Dezcnption Tax Category
p | Shipping Shipping Expenze Sales Tax w
Parking®Tollz Parking and Toll Expenzes Sales Tax w
Accomodations Lodging Expenze Sales Tax e
Mileage Travel Mileage Expenze Sales Tax w
oK

For each Expense type you have set-up, you must define the Tax Category that must be used when the
expense in included as a chargeable item on a Service Task Ticket.

To set-up the taxes, you can use the pull down list on the right of the screen.

Customers & Suppliers

The application allows users to create and track purchases, sales and service transactions between your
company and customers and suppliers. Customers and suppliers may be manually entered or imported in

advance or entered on the fly.

To set-up the Customer and Supplier defaults select the '6. Customers & Suppliers' button on your 'Setup'
menu to enter 'Customers & Suppliers Administration Menu.'

Select from the buttons displayed.

Customers & Suppliers Administration Menu

Customer & Supplier

Customer Tab
Types Defaults Defaults
Payment Terms

Enter customer and supplier 'Payment Terms' for example, C.O.D., Net 30 etc. The application requires
'Payment Terms' to be selected when customer records and supplier records are entered.
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B payment Terms

Payment Terms

Payment Term Mum of Days
]
Met 10 10
Met 30 a0
* ]
v

Enter every payment term and the number of days, which purchasing and sales may experience.
DO NOT DELETE THE C.O0.D., NET 10, AND NET 30 PAYMENT TERM DEFAULTS.

New payments payment terms may be added on the fly within the purchase order and invoicing modules.
When new payment terms are added on the fly within the application, the application will prompt the user
if the new term should be added to this list.

Select 'OK' to return to the 'Customers & Suppliers Administration Menu'.

Customer & Supplier Type

Select the 'Type' button in the 'Customer & Suppler' group and two windows appear. The windows are
labeled 'Customer Types' and 'Supplier Types'.

E Customer & Supplier Types E|

Customer Types
AEEE Discounted N
Contract Cugtomner
Government
Standard Fetail
*
2
Supplier Types
P [Frirmary Equiprment A
Frirmary Supplies
S econdany Equipment
Secondany Supplies
#*
3
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These drop-down lists appear when entering new customers or suppliers. They are secondary identifiers
are for differentiating customers and suppliers for example, Retail, Government, School-Board etc. (for
customers) and Manufacturer, Wholesaler etc. (for suppliers).

Select 'OK' to return to the 'Customers & Suppliers Administration Menu'.

Customer & Supplier Defaults

Customer and Supplier Defaults

Customer Defaults

Customer Tax Group i i \:-! State Sales Tax - 7.00%

Cefault Payment Term :Elet 30 \_{| 30 Days
Default Payment Type Cash vd
Detault List By Field [Customer ID B3

Default Search Parameter E_E‘_,l.]s?o-h'ié_r Mame | y Advanced hinocular search parameter
Requester Order By F|r3’[Name |

Requesters |:| Ywhen adding requesters, automatically add BillTo requester to all
ShipTao lozations

Exclude BillTos |:| vwhen creating a Sales Invoice, Sales Order and Service Task.
Customer Motes |:| Include BillTo notes when viewing ShipTo customer notes.
Customer Mumbering & Mone
() Sequertial (12345)

(O Prefix + Sequentisl (CUST12345)
() Mame Prefix + Sequertial (UMIOO01 )

Any Flat Charge (O Any Flat Charge
Additional Flat Charge by Zone (O Additional Flat Charge by Zone (O
Charges for Charges for
Labor ? Mo Surcharge (& Travel ? Mo Surcharge (5
Flat Charge if Spplicahle | $0.00 | Flat Charge it Applicable | $0.00 |
Supplier Defaults
Supplier Tax Group |Sales Tax | State Sales Tax - 7.00%
Defautt Payment Term NetSD i 30 Days
928

Select the 'Default' button in the 'Customer & Suppliers' screen and a pop up labeled 'Customer and
Supplier Defaults' appears.

Select the ‘Default List By Field” will modify the focus field in the various screens to use either the
Customer Name or the Customer ID. If you reference your customers by name today, this should be set to
Customer Name. If you refer to their Account Number or Site ID you should select the Customer 1D
version.

Select the ‘Requesters’ check box will automatically copy the new Requesters added to any Bill To
Requester list to all of the associated Ship To Requester list(s).

Select the ‘Exclude BillTos’ will filter the list of companies presented to show only Shipto Locations. This
is useful if the Billto locations are never used as equipment sites. It is more common to leave this box
unchecked. This can be turned on later if it is needed.

Select ‘Customer Notes’ to include the BillTo notes when viewing a ShipTo customer notes.
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Remember these are only defaults, which can be modified in the application. These fields contain the
choices available from those entered in previous 'Setup' screens. Depending on the combinations of
selections, the application will determine which options apply.

Customer Numbering: is used to define the method for assigning the CustomerID (customer account
number) to each customer record. If ‘None’ is selected then the CustomerID works in the traditional
method and users are required to define the CustomerID. Selecting the other methods will automate the
process of assigning customer numbers.

Select 'OK' to return to the 'Customers & Suppliers Administration Menu'.

Select 'Back' to return to the 'Main Administration Menu'.

Customer Tab Defaults

E= Customer Tab Defaults g|

Customer Tab Defaults

Showy # of Results ﬁ Mumber of records to display

Transaction Days 300 Mumber of days to include in date range from current date
Inactive Equipment
Inactive Cortracts

Check to show inactive Service Equipment

Check to show inactive and cancelled Service Contracts
Closed Tazks Check to show closed Service Tasks
Printed Invoices Check to showe printed Invoices

Zero Amourt Invoices Check to show zero amournt Invoices

OOoood

Converted Sales Orders Check to show converted Sales Orders

Define the Tab behavious in the customers tabs.

Show Results: Sets the number of records to display.

Transaction Days: Sets the default number of days to display in the default date range.

Inactive Equipment: Sets either to show or not show Inactive equipment by default.

Closed Tasks: Users can set the default condition to always initially show closes jobs or not.
Printed Invoices: Users can set the default condition to show Printed invoices or not.

Zero Amount Invoices: Users can set the default condition to show Zero Amount Invoices or not.

Converted Sales Orders: Users can set the default condition to show Converted Sales Orders or not.
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General Lookups

Users can populate many fields throughout the application, such as cities, states, telephone number and

etcetera. General look up screens provide quick reviews of information.

General Lookups

The General Lookups screens allow you to define or modify various lookup tables used in the Miracle
Service Application. There are none (9) different lookup tables that can be modified.

These are:
» C(Cities
*  Countries
*  Group Types
*  Return Order Reasons
* Return Order Status
»  Salesperson
* Shipped Via
»  States/Provinces

¢ Source of Order

Select the Lookup Type drop down and select the table you are interested in updating or modifying.

E= General Lookups

Lookup Type |Ci‘ties W |

L Ctes |
I -

Big Stone Gap

EBloaomington

EBuefield

Briztol

B iffalo

Cedar Blutf

Centerville

Chapel Hill

Charlotte:

Chattanooga

Caolumbia

[ allaz

[ andridge

G ate City

Greenevile

The information in theses tables can be entered initially or entered on the fly. The purpose of having these
seven tables of information available in this format is to easily edit or change information in one place and

affect every record with the edit.
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Information such as a City Name cannot be deleted, (only edited), if there are customers attached to that
City Name. First ensure all customers are no longer attached to that city. This protects users from deleting
important information from Miracle Service.

Salesperson

In the Salesperson Lookup Type you can set-up the company Salespersons. When a Salesperson leaves the
company and you make that person inactive the system will let you re-assign the accounts currently
assigned to that salesperson to another newq sales person.

B= General Luoku_Ps

Loakup Type [Salesperson v|
Mame Email Active

sobohson Replace Default Sales Person

Gail Andersan
7 [oe Kirckpatrick Setting a Sales Person as inactive will reset the default Sales Person on O

lom Smith customers and Models, You can specify a replacement default Sales

L Person or you can select Mone' to clear the default Sales Person,

'web Site

* Sales Person |yl ¥

Boh Johnsan
Fail Andersan
Joe Kirckpatrick
Joe Smith

Wieh Site

< |

Ok

When a Salesperson is made inactive a “Replace Default Sales Person” window will pop-up. A
replacement sales person can be selected and this will update all of the customer and Models with that sales

person to the selected Salesperson. Note: this cannot be undone so only do this when the new Salesperson
is known.
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Billing Information

In order to manage the service department more efficiently, set up the following service billing and period
billing preferences. These defaults auto fill specific fields during these processes.

To set-up the service billing and period billing preferences select button '8. Billing Information' to go to the
'Billing Information Administration Menu'.

Billing Information Administration Menu

Biling Preferences

Service Billing Period Billing Sales Billing

Sales Preferences Invoice Setup Payment Tracking

Parts Included m Consolidated Text Track Payments Payment Types
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Settings
Enable Automatic Invoice Billing (Optional Module)

Check this option to enable the Automatic Billing Feature. This is an Optional Module. When this is
enabled users can defined the preferred billing method for each customer. The supported methods are:
Print, E-mail, and Fax (note the fax uses Microsoft Fax Server Technology only). Once these preferences
are set, the invoices will be generated in the Invoice Review Screen based on these preferences.

Invoice Billing Settings
Automatic Inwoice Billing will allow users to specify a preferred billing method
for each customer which will be automatically processed from within the

Invoice Review screen. Once the invoices have been processed according
to the customer's preferred biling method they will be marked as printed.

Biling methods include: Print, Email and Fax.
Enable Automatic Inveice Biling.

Group Type |:| Indicates the Group Type is a required field on Invoices.
|:| Indicates the Group Type is a reguired field on Sales Orders.

Inveoice Print ;Invuices- must be approved prior to being flagged as
Approval  printable from the Invoice Review screen. Users are
Ernaquirel:l to have permission to modify an approved invoice.

oK

Group Type

Group Types are used on Sales Order and Invoices to help classify the invoice in to specific groups. This
can help segment Sales Order and Invoice handling by type of transaction or region (department) of the
transaction. Turning on this feature means the Group Type in mandatory on that transaction.

Invoice Print Approval

Activating this feature will add an additional step in the invoice process requiring the invoice to be
approved by a user with permission to approve invoices. The invoice is not available for printing or
distribution to the end customer until the invoice has been approved.

Service Billing

The following default settings are used to manage information regarding service-billing issues related to
service calls.

Miracle Service Administration Guide | 79



Chapter 5: Administration Setup Program

= Service Billing Defaults

Tax Defaults

Labor Tax Category E All Taxes Apphy
Travel Tax Category |TAX All Taxes Apphy

Service Dept.Tax Group |Sales Tax State Sales Tax

L€ ]I€

Which Tax Group to |Ship To
use for Service

Mizcellaneous Defaults

Allow Zero Amount If Miracle Service is being used as a dispatch only
Inwoices application, zero amount invoices do not need to be
generated.

Select the most commonly applicable tax category settings and tax groups for service billings. These
defaults may be modified on the individual service billings. Select whether or not zero amount service
billings are to be generated.

Tax Defaults - Service Billings

Labor Tax Category:. Select the most commonly applicable tax category applied to labor charges on
service billings. If a different labor tax category applies to a specific customer, the setting may be modified
on actual customer's record.

Labor Tax Category |2

Travel Tax Category:. Select the most commonly applicable tax category applied to travel charges on
service billings. If a different travel tax category applies to a specific customer, the setting may be
modified on actual customer's record.

Service Dept. Tax Group:. Select the most commonly applicable tax group applied to service billings for
services performed in house.

Service Dept Tax Group  |StateTax A4

Tax Group for Service Billing:. Select the most commonly applicable tax group applied to service
billings for services performed at the customer's site. If a different tax group applies to a specific customer,
the setting may be modified on actual customer's record.

There are three tax groups options applicable to service billings. They are Service Department, Bill-To
and Ship-To. If Service Department is selected, field-service, service billings will be taxed at the service
department's rate. If Ship-To is selected, field-service, service billings will be taxed at the rate where the
service is performed. If Bill-To is selected, field-service, service billings will be taxed at the rate where the
service billing is being sent.
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For example: Your company is located in a 5% tax region, and a service was performed at a company
located in a 4% tax region. If the service billing is being sent to a region where the tax amount is 3%,
which tax group should be used as a default when the service billing is being created? If it is your local tax
group, select 'Service Department', and this will override the customer tax groups. If it is the location
where service was performed, select 'Ship-to'. If it is where the invoice will be going, select 'Bill-to'. If
you're uncertain, contact your local taxation office.

Allow Zero Amount Invoices:. In almost every case, the Allow Zero Amount Invoices, feature should be
checked on. When Zero Amount Invoices are generated, COGS, Asset Accounts and Service Contract
Profitability are affected.

If the Allow Zero Amount Invoices feature is checked off then zero amount invoices will not be generated
and COGS, Asset Accounts and Service Contract Profitability are not updated. Regardless of the setting,
the service billings must be approved. This will drastically affect the information being exported if
Miracle Service is exporting invoices to accounting applications.

Select 'OK' to return to the 'Billing Information Administration Menu'.

Period Billing

The following default settings are used to manage information regarding period-billing issues related to
service contracts.

=5 Period Billing Defaults
Contract Tax Category IR v |All Taxes Apply
Which Tax Group to |Ship Te v [ ] &pply each location tax

use for Period Bilings
Parts Tax Category for "Contract |TAX w | A&l Taxes Apply
Percent' invoicing (if used)

(LI ZED AT TTEES Automatically Selected contracts (@)

Hide Cost Per Copy information in e::;”nrgt?;‘:; All contracts
PB Invoices

Mo centracts ()
Estimate Meter Readings For Bilings O

Cost Per Copy Decimals 4
Call Buffer (Days) | 15
Emailing frequency: Every |2 | ., | day(s) within call buffer

Automated Email Send Buffer | 15 day(s) added to the Contract End Date
for expired meter contracts

Automated Email Motification Aging 10| day(s) added to the current date to get
Days meters that are due
Period Biling Sort Field |Cystomer Name v

One-Time Charge Invoice |One-Time Charge
Line Description

Contract Tax Category

Select the most commonly applicable tax category applied to service contract billings. If a different
contract tax category applies to a specific customer, the setting will be automatically modified on the
specific service contract record. Therefore we recommend that the All Tax be selected for this field.
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Which Tax Group to use for Period Billings
Select the most commonly applicable tax group applied to service contract period billings.

There are three tax group options applicable to period billings. They are Service Department, Bill-To and
Ship-To. If the Service Department is selected, period billings will be taxed at the service department's tax
rate. If Ship-To is selected, period billings will be taxed at the rate where the service is performed. If Bill-
To is selected, period billings will be taxed at the rate where the period billing is being sent.

IMPORTANT NOTE: If the Ship-To tax group is selected and consolidated meters are used, then only
machines in the same Tax Group can be consolidated on to the same consolidated meter. If other meters are
included the tax will not be calculated correctly. Users must be trained to check this as no Tax Group
validation will occur when adding meters to a consolidated meter.

Parts Tax Category for 'Contract Percent' Invoicing (If used)

Select the most commonly applicable tax category applied to parts used in services under contract. If a
different contract tax category applies to a specific customer, the setting will be automatically modified on
the specific service contract record. Therefore we recommend that the All Tax be selected for this field.

Allow Zero Amount Invoices

In almost every case, the Allow Zero Amount Invoices, feature should be checked on. Regardless of the
setting, the period billing must be approved.

Hide Cost Per Copy Information in Period Billing Invoices

Allows you to print your Period Billing Invoices without indicating the specific cost per coy used to
calculate the charges.

Estimate Meter Readings for Billings

Allows the service contract administrator to use an auto-generated meter-reading estimate based on the
customer's daily average from the past 6-months. The estimate feature can only be used if the previous
meter reading was an actual reading (not an estimate).

This feature allows the continuous flow of contract revenue regardless of whether your customers reply
with meter readings on time.

Meter readings are identified as an estimate or actual reading.
Cost Per Copy Decimals

Allows the service contract administrator to define the maximum number of decimal places allowed in a
cost per copy metered contract (maximum is 9 decimal places). Note: most reports are defined and
formatted for a maximum of 4 decimal places. Users selecting greater than 4 decimals places acknowledge
and accept the limitation in the built in reports.

Call Buffer for Meters only

This is the number of days before or after the current billing period that the application will search for a
meter reading. If a meter reading is found within the call buffer, that reading will be used for the period
billing meter charge calculation. If no reading is found within the call buffer, the application will notify the
contract administrator to contact the customer for a current reading.

Select 'OK' to return to the 'Billing Information Administration Menu'.
E-mailing Frequency

This defines how often you want the automated e-mail process to send an e-mail to remind clients that their
meter reading is due. The e-mails begin at the start of the call window and end either when the customer
enters a meter reading or until the end of the call window.
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Automated E-mail Send Buffer

This defines the number of days at the end of the contract when an automated email will be sent. This is
used to ensure the notifications stop sending if a contract is not renewed.

Automated E-mail Notification Aging Days

This defines the number of days before the meter reading is due that the automated meter readings will
start to be generated. For example if you reading is due on the 30th of the month and you set this to 10
days, the E-mails will start generating on the 20th of the month.

Automatically e-mail meter due notices (Optional Module)

This allows you to establish defaults to either mark all contracts to send the e-mail, to never automatically
send the automatic reminder emails or to send automatic emails to selected contracts only. You are able to
choose on one of these options.

Period Billing Sort Field

This allows users to define the default sort field in the Period Billing screen.

Sales Billing
Set the tax group that should be used for Sales Invoices and Sales Order Billings.
B Sales Invoice and Sales Order Billing Defaults
L Defaults |
Which Tax Group to use for |]IRE =
Sales Invoice and Sales Order
Group Type W
oK

Group Type: The Group Type can be set to define the default Group Type used on Sales Orders and
Invoices.

Parts Included
Service Contract Warnings

Check this option to warn salespeople during the Sales Order or the Sales Invoice process when items sold
are included on a Service Contract.

It will also offer the salesperson the option to include the profits from items sold which are not included in
a Service Contract.

Attaching the revenues and the COGS from the sale of items is important. Sales of items included in
service contracts or not included both positively and negatively affect the service contract profitability.
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Service Contract Warning

Warn salespeople during the Sales Order or the Sales Inveoice process
when itemns =old are included on a Service Contract. | wil alzo offer
the =alezperson the option to include the profits from items sold which
are not included in a Service Contract.

Dizplay Sales Order and Sales Invoice warnings.

oK

Example: This feature was included to offer more accurate service contract analysis. Companies that sell
and service high volume equipment may only analyze the costs of parts included in service contracts. If

the sale of high margin items such as accessories and consumables are not factored in, the service contract
profitability analysis may reveal that the contract wasn't profitable. However, after the sale of high margin
accessories and consumables are factored in, the service contract profitability analysis may reveal that the
contract was very profitable. (See attaching items to a contract in the Sales Order and Invoicing Module).

Select 'OK' to return to the 'Billing Information Administration Menu'.

Numbering

Purchase Orders, Sales Orders, Sales Invoices, Service Invoices, Consolidate Service Invoices and Service
Contract Invoices must be numbered to identify one document from another. Once a numbering scheme
is selected, the scheme cannot be changed. The most commonly used method is Date Sequential. Date
Sequential allows 9999 invoices to be used in a single day, and enters the date in which the invoice was
created.

Setting up Numbering

The application offers four numbering formats to select from. Each accounting application imports
information differently. If documents created in Miracle Service will be exported to an accounting
application, verify that the numbering format selected is compatible with the version of the accounting
application. Note: the document number format cannot be changed once documents are generated using
that numbering format.

None: If 'None' is selected, users are required to enter a unique number when orders or invoices are
created. If a unique number is not entered, the application will enter the next available number. This
method is used in very rare circumstances. If an accounting application is being used, we do not
recommend this method. Accounting applications typically do not use this export/import format.

Sequential [12345]: If Sequential Numbering is selected, orders and invoices will start at 00001 and
ascend sequential by one. The application will prompt for a starting number, allowing the system to start at
a number other than 00001, for example 01234. Purchase Orders, Sales Orders, Sales Invoices and Service
Contract Invoices will have their own starting numbers. This is one of the more commonly used export/
import formats that accounting applications use.

Prefix + Sequential [INV12345]: If Prefix + Sequential is selected, orders and invoices will be prefixed is
the defined prefix such as INV, SO, PO...etc. Invoices, Sales Orders and Purchase Orders can have their
own specific prefixed defined.
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Date Sequence [051231-0001]: If Date Sequential #1 is selected, the date will be inserted prior to the
numerical sequence. For example, documents created on December 31st, 2005 will appear as YYMMDD-
0001 or 051231-0001, 051231-0002 and so on. Accounting applications periodically use this export/
import format.

Date Sequence #2 [051231-S001]: If Date Sequential #2 is selected, the date will be inserted prior to the
numerical sequence. A suffix, indicating the type of document, will be inserted prior to the numerical
sequence. For example, sales documents created on December 3 1st, 2005 will appear as YYMMDD-S001
051231-S001, 051231-S002 and so on. Accounting applications rarely use this export/import format.

Select 'OK' to return to the 'Main Administration Menu'.

Select 'Back' to return to the 'Main Administration Menu'.

Consolidated Invoice Text

When using the new Consolidated Invoice format users can define a standard message to be printed on the

Consolidated Invoice Text

Default text for all new Consolidated Service and Period Billing Invoices

Ok Cancel

first Summary page of the invoice. Enter the default text that will appear on the new Consolidated Service
Invoice screen.

Payment Tracking (optional module)

Payment tracking can be activated when the Accounting Exporter module is purchased. This will let users
track multiple payments against any invoice. Activate the Payment Tracking Feature by marking the box in
the Payment Tracking window.

Payment Tracking
Setting the option to track customer payments will allow you to accept

multiple payments for each invoice, mark and flag inveices as "Paid’
and to print a balance statement after each payment.

Enable ability to track customer payments.
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Payment Method

The methods of acceptable payments can be defined in the Payment Types Window. Users can define any
and all acceptable Payment Types.

Payment Types

Payment Type Sort Order al

sh 10 =
Check 20 i
Debit Card 30 i
A e 40 [
b azterCard a0 [

WS4 0] =

oK
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Equipment & Contracts

Miracle Service needs to know how it should treat the 'typical' Service Equipment and/or Contracts. All of
the information entered in these screens will be used as default values for later activities. The purpose is to
simplify the typical equipment inclusions or exclusions and the typical contracts types.

Equipment and Contracts Administration Menu

Yield Tra Returmn «

Defaults

d Tracker
Defaults

Default Text Header

Select button '9. Equipment and Contracts' to enter the 'Equipment and Contracts Administration Menu'.

Time & Material - Preferences

This screen deals with the various aspects of billable time and material service invoices. With this option,
even though the equipment is not covered by a contract, labor and travel can be non-billable for service
calls. Some customers use Miracle Service for in-house service calls. In these cases, no charge is ever
rendered on a service call. In this case select 'All-Included'. Remember that this is only a default. If 'Not
Included' selected, changing this value when it appears in the equipment or contract record can include
Labor or Travel.

Select the 'Preferences' button under 'Time and Material' and enter the 'Time and Material Preferences'
screen.

==l Time and Material Preferences “
Labor Hours Travel Hours
Are Labor Hours (] Are Travel Hours Mot Included (s}
Included ? Al O Included ? Allincluded ()
Labor Rate |[STANDARD [w] Travel Rate |STANDARD [w]
Mileage Rate | 50.50 |

The screen displays two windows, one for 'Labor' and one for 'Travel'. The fields in each are identical.
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Are Labor (Travel) Hours Included?

If labor or travel in indicated as not included, Miracle Service calculates the total charge based on time and
the labor rate table.

Labor Rate

All 'Labor Rates' entered in the 'Service Preferences' setup will appear in the drop down box here. Select
the most common Labor Rate as a default Labor Rate for new equipment being added in the application.
The Labor Rate can be modified in the application. Some companies have a different labor rates for
various categories of equipment. When equipment is added at the customer's site, select a labor rate
applicable to this type of equipment.

Select 'OK' to return to the 'Equipment and Contracts Administration Menu'.

Meter Call Views

A standard Meter Call View can be configured in this windows. This is used in the Period Billing screen

Meter Call Views

Field 1 Field 2 Field 3 Field 4 Field 5 -

SEID w SECID w Meter Name w Mest Bl Date v Reading Type w| |
b hd hd w W

}

oK

when the user selects the Call screen. Multiple different views can be defined and users can select the view
they prefer to use in the screen. These views can be changed if a different configuration is desired.
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Defaults
Service Equipment and Contract Defaults

Service Equipment

Equipment Status Automatically set Active status on when saving Service
Equipment.

Lifetime Meter ;Maintain a running count of actual readings for each meter.
gThis option should only be enabled if you reset meters.

Service Contracts

Prorate Period |:| Calculate period charge based on the date the Equipment
Charges was added to the Service Contract.

Equipment Status |:| Set Service Equipment as inactive when removed from a
Service Contract via the Update Wizard.

Meter Call Screen Current Date v
Default Date

Penalty Fee Apply a penalty fee (to the period charge) when a meter
reading is missed for the biling interval. Note that the
period and meter invoice must be generated together.

Profitability

Equipment & Enable Advanced Profitability Reporting
Contract

Service Equipment:

Equipment Status: This setting defines the behavior used when saving a modified equipment record.
When using the Returns Management module, it is recommended to turn this feature off to avoid activating
an equipment record unintentionally during the return process. If this happens, there will be an a possible
inconsistency with the state of the serialized item in your inventory. If the Returns Management module is
not used, this can be left checked.

Lifetime Meter: Activating this setting will add a running total clicks of actual meter readings for each
meter. This option should only be used if the practice is to reset the meters regularly.

Service Contracts:

Prorate Period Charges: This setting activates the prorated feature for the Period Billing. This will
automatically prorate the Period Charge for equipment added to a contract part way through a billing cycle.
If the contract is set to charge the Period Charge is advance

When a Period Bill is run it look at the equipment ‘Date Added’ on the contract and calculates the charge
based on the Period Charge for the equipment.

The number of days used to calculate the prorated value is based on the following:

Billing Interval Number of Days

Monthly 30
Quarterly 91
Bi-Annually 182
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Billing Interval Number of Days

Annually 365
2 Year 730
3 Year 1095
4 Year 1460
5 Year 1825
10 Year 3650

The prorated calculation will use the Equipment Date Added date and the Billing End date to determine the
number of days that the equipment was added and then use the added number of days divided by the
Number of Days in the table times the Equipment Period Charge to determine the prorated charge. This is
a straight line calculation.

When equipment is removed from a contract the prorating calculation will not generate a credit and
cancellations are not prorated if they are billed in Advance only if they are billed in arrears.

Equipment Status: The Equipment Status setting defines how a Service Equipment item is handled when
it is removed from the contract using the Update Wizard. If this is checked the status will be set to Inactive
when the item is removed from a contract. If it is unchecked, it will be always left as Active.

Meter Call Screen Default Date: This defines if the meter reading date is defaulted to the current date or
the Aging date for the Call Screen when entering meter readings in the Meter Call screen. When entering a
meter reading the meter reading date will default to the current date if this option is selected. If the Aging

Date is selected, it will default the meter reading date to the Aging Date selected for the Meter Call screen.

Penalty Fee: Enables a feature to charge a penalty fee when a meter reading is missed for a billing
interval. The penalty fee is added directly to the Period Charge and is not displayed or listed separately on
the Period Billing Invoice. This feature will only work correctly if the period charge and meter are
invoiced together.

Profitability:

Equipment & Contract: Enable Advanced Profitability Reporting will switch Miracle Service to use the
new profitability reporting method. This new method was implemented to address the greater complexity
being demanded in the contract. Since many of the details were not being captured previously, its possible
the new Advanced Profitability Reporting will not produce the correct results and using the original
method is preferred. Use can switch between these options if needed to generated the reports they desire.

Yield Tracker Defaults (Optional Module)

When the Yield Tracker is purchased you are able to configure the default settings for the Yield Tracker.
See the section on the Yield Tracker for more details on this module and the configuration.

Return Orders (Optional Module)

When Return Orders is purchased you are able to configure the default settings for Return Orders. See the
section on the Returns Order Manager for more details on this module and the configuration.
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Contracts Default Text

This is the service contract terms and conditions between your service department and customers. Service
Contract terms and conditions may vary by service contract template. Individual contracts may be edited
to include customer specific terms and conditions. Each customer's service contract's terms and conditions
are saved individually.

Default Service Contract Text

Default For all new Contract Templates

Enter the Standard or Al-inclusive Terms and Conditions regarding the Service ~
Contracts in this window.

MNote #1: More gpecific Terms and Conditions are entered in the Service Contract
Templates. Service Contract Templates are contracts with similar levels of Labor
Charges. Travel Charges, Parts Included, Supplies Included, and ...etc. Examples of
Templates are: Gold, Sitver, Bronze. Templates are created within the application.

Mote #2: When a contract is sold, unigue Terms and Conditiens for the specific contract
may be created.

Reminder - The Terms and Conditions verbiage included in this window wil be used
when creating various levels of Service Contract Templates.

aK Cancel

Select 'OK' to return to the 'Equipment and Contracts Administration Menu'.

Contracts Header

This is the information printed at the top of the service contract, prior to the listing of equipment included
in the contract.

Select 'OK' to return to the 'Equipment and Contracts Administration Menu'.

Contract Templates

Contract templates allow the service department to create various types of service contracts to offer to
customers. Service Contract Templates can vary with the inclusion or exclusion of labor, travel, parts or
meters. Although only a few Service Contract Templates will be created, such as Gold, Silver and Bronze,
these templates are the basis for specific contracts, which will be slightly modified and sold to customers.

To create Contract Templates select button '9. Equipment and Contracts' in Administration set up to get to
the 'Equipment and Contracts Administration Menu'.
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Creating new Contract Templates is simple. Enter the Contract Template screen and enter a Contract

Template ID.
Cantrart Template 1N Description  [Rase + Overage & Supplies Inchidad
Labor Charges Travel Charges
Are Labor Hours Mot Included O Incl. per Term O Arz Travel Hours Not Included © Incl. per Term O
included 7 Alllncluded Included 7 Al lncluded ®
Hours Inel. if Applicable Heurs Incl. if Applicable 0
Any Additiona Mo Surcharge ® Flat Surcharge O Any Additional Charges Mo Surcharge w Flat Surcharge O

Charges for Labor ? lat Surcharge by Zone O

for Travel ? MNat Surcharge by Zone O

Flat Charge if Applicahle $0.00 Flat Charge it Applicahle $0.00
Labul Rale STANDARD vl g= Travel Rale STANDARD v|| =
Charge Per Mile (or KM} $000 Apply Zone Charge to Total Contract Value -
Contract Term Annual v Copy Black Contract
Rillng Interval (Pariod) ontht Period Billing in Arrears |
: ) onthly M . -

. 4 Exelude Period Billing Charges {Meter only) -
Billing Interval (Meter) Monthly v Use CPC Charge Levels
Base Charge (Period) $0.00 Accumulate Glicks Inchided

Group Type . Combine Base Gharge -

Comments
Pericd and Meter Biled only Al else included

Categonas
Included

rrenses
Incluced

Contract

Contract Taxt Tax Infv

Hint: 'Categories' are the only item that cannot be modified when service contract templates are converted
to an actual service contract.

Contract Template ID: Enter a name, (for example Gold, Silver or Bronze), or enter an alphanumeric
identifier, (for example SC-01, SC-02, SC-03), to differentiate one template from another.

Decide upon a standard format for a service contract. Variations in service types or levels must each have
their own template. For example, if the service department offers three levels of service contract, they may
be called 'Gold', 'Silver', and 'Bronze'. For example, 'Gold' could represent full service including parts,
labor and some inventory items. 'Silver' on the other hand might offer parts and labor and fewer supplies
while 'Bronze' includes labor (time and travel) only, but no supplies.

Create as many templates as necessary. The basic information terms and conditions for the contract
template can be edited on a sold service contract agreement.

Miracle Service sorts service contract templates ID's alphanumerically. If several service contract
templates are created we suggest entering a prefix to sort the names in alpha or numeric order.

Labor Charges Box: This field identifies if Labor Charges are included in the service contract template.
Select between, 'Not included’, 'All Included' and 'Included Per Term'. The service contract template Labor
Charges and the values may be edited on activated service contract.

Flat Surcharge:. This field identifies if Flat Surcharges are included in the service contract template.
Select between, 'No Surcharges', 'Flat Surcharge', 'Flat Surcharge by Zone'. The service contract template
Flat Surcharges and the values may be edited on activated service contract.

Flat Surcharge by Zone:. Zone Surcharges are calculated from information entered in '2. Zones and
Regions' from the Main Administration Menu. This surcharge can vary depending on the location of the
customer or other considerations set up as zones. Zone Surcharges are most commonly set up
geographically. Customers closest to the office pay a lesser zone surcharge while customers furthest from

92 | Miracle Service Administration Guide



Chapter 5: Administration Setup Program

the office pay a higher zone charge. There may also be other degrees of zone surcharges. If 'Flat
Surcharge by Zone' is selected, when a service call is closed, customers belonging to a Region A, will be
charged the Zone charges created in the Zones and Regions relating to Region A. This method replaces
billing for travel time.

Regardless of whether this service contract template is billing for labor, select a labor rate. Note that
service contracts can be modified to include or exclude labor. In the event that labor is included on the
service contract template and labor is not included on an actual service contract, Miracle Service will not
know which labor rate to default.

The default setting for 'Rate’ is 'STANDARD'. The 'STANDARD' and other rates have already been
entered in the 'Labor Rate Maintenance' screen. To enter this screen select the 'Zoom [+]' button to the
right of the 'Labor Rate' box. If the standard rate is appropriate, select it. If it is not, select another rate or
create a new one. See 'Labor Rates' in Administration Set up. (Button '2. Service Preferences')

Hours Incl. if Applicable: This field established a minimum number of hours that are included in the
contract. When you select Incl. per Term in the Labor Charges Box or the Travel Charges Box, you will be
able to edit/enter the Hours Incl. if Applicable parameter. This parameter defines the total number of hours
included in the contract. For example, if you input 10 hours, Miracle Service will not invoice for service
work until the total hours exceeds 10 hours. There are independent controls for labor and travel.

Travel Charge Box: Each feature works in the same manner as Labor Charges above.

Charge per Mile (or KM): This field establishes the charge per mile used when completing a Service
Task for a piece of equipment on a Service Contract. When a piece of equipment is on a contract, this
mileage charge will override the mileage charge set-up on the individual piece of equipment.

Note: Charge per Mile (or KM) in Service Contracts Templates may be modified at any time and this will
carry over to all active Service Contracts using the specific template. Modifications made at the Service
Contract Template are effective immediately and will affect all active contracts.

Special Info Buttons: These buttons control access to the details of the contract that will default into
every agreement until overridden in individual contracts. View the details from the 'Contract Maintenance'
screen or enter into the 'Edit' mode to edit.

The Special Info buttons are:

» Contract Text — The Contract Text is defaulted from the general template. Edit the terms and
conditions of this service contract template to fit this contract type. Additional edits may be made
when service contracts are sold.

» Categories Included — There are a few important notes included in this section. Select the inventory
categories included in this service contract template. The default setting for each category is 'NO'. For
inventory categories included in a service contract template, toggle the 'No' to "'YES'. Each inventory
category needs to be activated separately.

Note: Inventory categories included or excluded in Service Contracts Templates may be modified at
any time and this will carry over to all active Service Contracts. Modifications made at the Service
Contract Template are effective immediately and will affect all active contracts.

» Expenses Included - Select the expenses that are included on the contract. This will allow you to add
expenses to Service Tasks performed under the contract. Then they are added, you will see a check
mark in the field showing that the category is included in the contract.
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» Contract Tax Info — Miracle Service calculates taxes on period billing invoices using the Template Tax
Category. This default is configured in the Billing Information, Billing Preferences, Period Billing
section. If Meter readings are to be taxed, the 'Tax Meters' box should be checked. The Period
Billing's Contract Tax Category cannot be overridden as this default is set in the contract templates.

Some companies are required to calculate taxes on contracts using a percentage of parts, labor, and travel.
In such a case, Miracle Service calculates each of the percentages. Then the taxes are calculated based on
the tax categories for each. The tax categories are set up in 'Taxes'.

Contract Term Defaults: This is the contract length and billing details of the agreement between the
dealership and the customer including how and when billings will take place. These are defaults only for
this template.

Contract Term: The term of the contract is the agreed upon length of time the contract will exist, for
example two-years.

Period Billing Default: The period billings are the agreed upon billing frequency of the contract. For
example a two-year contract may be monthly, quarterly, semi-annually, annually. If a two-year contract
was billed monthly, there would be 24 billings, if a contract was billed quarterly, there would be 8 billings
and etc. After the billing frequency is set, the contract is activated and the first period billing is created, the
frequency cannot be edited.

Meter Billing Default: In addition to the contract period billings, a contract may also generate contract
billings for 'cost-per-click' or 'by the meter', called metered billings. The frequency options for the meter
billings are similar to the period billings. The actual meter billing frequency may be different than the
period billing. After the meter frequency is set, the contract is activated and the first meter billing is
created, the frequency cannot be edited.

If a service contract has both period and meter billings included in the contract, the charges will be noted
on separate lines on one invoice.

Base Charge Default: This Base Charge feature should only be used if either of the following two-
scenarios applies:

Scenario 1 - If there's a standard administrative charge billed for each contract. This Base Charge will be
billed in addition to the equipment values.

Scenario 2 - If similar model classes of equipment, with similar contract terms and billing frequencies are
sold, simply enter a base charge for each type of service contract template. Note this method can only be
used if one piece of equipment is included per service contract.

Group Type: select the Group Type to use used for this contract if this feature is being used. This feature
is set in the QuickBooks Accounting Exporter Configuration.

Use Multiple Subtotals [ | Sales Invoices | | Service Invoices [ | Period Invoices
QB Class |:| Set transaction Group Type description as class |
This will set the Group Type on the Period Billing Invoice automatically when the Period Invoice is
generated based on the Group Type setting on the associated contract template.

Apply Zone Charge to Total Contract Value: Check if Zone Charges apply to this style of service
contract template. See Administration Set-up button 'Zones and Regions'

Copy Block Contract: Check if Copy Blocks are included in this style of service contract template. A
Copy Block contract may expire when a predetermined amount of copies are used. Copy Block contracts
may also include a predetermined amount of time. Therefore the contract may expire based on usage of
time, whichever comes first.
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Period Billing in Arrears: Check if the period billings are to be generated at the end of the billing
frequency.

Exclude Period Billing Charges (Meter only): Check if the contract template is used on CPC contracts
only. This will drop the Period Billing field in the contract and avoid the need to generate the $0 Period
Billing invoice.

Use CPC Charge Levels: Check to activate the CPC charge levels. By default you can enter one level
and a clicks included. However, if you will be adding more levels to the CPC charges you will need to
activate this feature. Check this box to enable the ability to add more CPC levels for CPC billing.

Accumulate Clicks Included: Check to activate the Accumulate Clicks Included. When this feature is
active it will accumulate the clicks included and roll them over to the next billing period if no meter
reading is obtained in the billing period. If a meter reading is obtained no clicks are rolled over. If this
feature is activated on a Consolidated Meter then clicks Accumulated clicks are only rolled over if no
readings are obtained on all of the equipment linked to the consolidated meter. If even one reading is
obtained for any of the equipment, then no clicks are rolled over to the next billing period. This is a
specialized contract setting.

Combine Base Charge: Check to activate the Combine Base Charge. When this feature is active it will
combine the base charge across all meters being billed on an individual machine. This is effectively a
minimum meter billing charge applied to both meters. If the combined billing charge of the two meters is
less than the Base Charge, then no overage is billed. If the total charge for the two meters is greater than the
Base Charge, then the difference is charged on the Period Billing invoice.

Note: Combined Based Charge does not support Clicks Included. Adding clicks included will skew the
billing results and is not supported with this feature. Combined Based also does not support consolidated
meters since the concept of the combined base is charging the overage by device once the base charge on
the device is exceeded.

Accumulated Base: Check to activate the Accumulated Base. When this feature is active it will roll the
base charge over to the next billing period if no meter readings is obtained in the billing period. If a meter
reading is obtained the base change is not rolled over and billed normally.

Note: This feature cannot be active with a Combined Base Charge feature also active since the Combine
Base Charge does not support clicks included.

Select 'OK' to return to the 'Equipment and Contracts Administration Menu'.

Select 'Back' to return to the 'Main Administration Menu'.

Email and Report Settings

Miracle Service offers the capability to e-mail Miracle Service generated documents and reports to
applicable customers, suppliers and technicians (when applicable). This feature uses the Report Viewer
and is standard in supported modules to help user productivity and increase efficiency.

This feature is supported in Miracle Service Client version 6.2.0 and later

The following reports are included with this feature and do include type-related custom reports:
» Invoices (Sales, Service and Period Billing)
* Sales Orders

*  Purchase Orders
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*  Service Contracts

»  Task Tickets

*  Customer Statements
Supported Email Clients:

E-mailing PDF files using the Report Viewer does not require any specific e-mail client. Miracle Service is
migrating all of its reports and documents to support the Report Viewer as the only tool for viewing and e-
mailing documents and reports. We recommend all users use this method going forward. If you are using
the traditional reports and methods Miracle Service currently supports two of the most popular email
clients available:

*  Microsoft Outlook
*  Microsoft Outlook Express*

*Qutlook Express must be installed to Microsoft's default location. The Outlook Express file "msoe.dIl"
must exist at this location: "c:\program files\outlook express\msoe.dll".

Supported File Types (traditional report method):

The report file type supported by the traditional report method is important, as this is the standard method
your customers and suppliers will use to view the attachments you will be sending to them. We have
selected three (3) common viewer types; however, it is likely that your customers will be using a variety of
these. To ensure your clients can always read the attachments we recommend you educate your clients on
the viewer requirements you are choosing. All of the viewers we have selected are available to download
free of charge on the Internet. It is simply a matter of advising your clients on the viewer you prefer they
use.

*  Portable Document Format (PDF)*
*  Word Document
*  SnapShot Viewer

*PDF file types are handled differently as they require the use of a PDF writer or distiller configured as a
printer. Miracle Service currently supports Adobe Acrobat 5.0 and 6.0, as well as other PDF writers such
as CutePDF. Additional settings are required to convert a Miracle Service generated report to PDF format
(see below). Note: if you are using the PDF method we recommend using the Report Viewer which has a
built in PDF distiller and eliminates the need to install any other PDF Distiller technology. The Report
Viewer method is the method supported for new installation by Helpdesk.
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Email & Report Settings

The report template documents (often referred to as repx file) are stored in the Reports folder in the
database folder. All users share this location and need to access it in order to print report. To ensure the
path to this folder is common we require the report folder be defined as a Universal Naming Convention
(UNC) path. A UNC path is seen the same by all users on the network making this path the same for all
users.

Report Settings | Email Settings | Message Configuration | Meter Due Notifications | Technician 5MS

Company Name Dizplay company name in the report header
UMC Path for Reperts [WWINS2SQL\MiracleDB\Reports Browse
Logo File for Reports \WA/INS25AL\MiracleDBY ourLog u.jpb Browse

Standard max. logo size: 220x57 (pixels) or 7.58x2.35 (cm) or 2.986x0.931 (inches)
Optional max. logo size: 442x91 (pixels) or 12.28x2.53 (cm) or 4.83x1.01 (inches)

General Print Option2 | Printing Options

Format Address | Address Setup

The following settings are used when emailing reports and do not apply to the Report Viewer.
Report File Type|PDF ")
Printer Name |CutePDF Writer (i.e. CutePDF Writer)  VWait Interval 10000 Wiliseconds

Delete report file
after sending.

The following will describe the Report Settings:

Company Name: Check this to print the company used in Miracle Service on the various reports. This
generally refers to documents such as Invoices, PO’s, Sales Orders, Contracts and Service Task Tickets.

This is usually checked when not using a logo file on your documents. See below for the Logo File for

Reports.

UNC Patch for Reports: This is the path that defines the location of the Reports folder in your Miracle
Database (MiracleDB) folder. The import part here is the first section is the server or computer name. (
i.e. \\[ComputerName]\MiracleDB\Reports).

Logo File for Reports: This defines the path for the logo file. This is also shared by all users and should
also be a UNC path to define the location of this file. If a path such a C: is used, then the Logo file must to
must be copied to each computer and stored on the local C: drive. Using a network path and a UNC path

will allow you to have just one Logo stored on a network drive and shared by all users.

General Printing Options: are set to configure Miracle Service to behave as needed for your company.
This feature allows physically un-printed invoices to be posted and exported. The default settings are
checked, meaning invoices will be printed.

There are three options:

Option 1 - allows the physical printing of invoices from the Invoice Review screen. If the option is not
checked, invoices can be marked as printed, posted, and exported without physically printing them.

Option 2 - allows the physical printing of zero amount invoices from the Invoice Review screen. If this
option is not checked, zero amount invoices can be marked as printed, posted and exported without
physically printing them.
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Option 3- provides the ability to include the Payment information when re-printing invoices.

Period Billing Print Options: This is a setting to allow the equipment location, Description and Serial
Number to be printed on the Period Billing Invoice. Check the field to be displayed on the Period Billing
Invoice. These can be changed at any time; however, invoices printed before the settings are changed will
still print based on the settings they had when the invoice was generated. This is because the information
is copied to an invoice line item field.

Service Billing Print Options
= Invoice Print Options

General Print Options

y=ically print invoices from the Invoice Review screen. If
iz option is not checked, invoices can be marked as ;
nted, posted and exported without physically printing them.§

Physically print zero amount inveoices from the Invoice
Review screen. If thiz option is not checked, zero amount
inwoices can be marked as printed, posted and exported

without physically printing them.

Include Payment history when re-printing invoices. Fields |
include Amount, Date, Payment Method and Reference.

Period Billing Print Options
Include Service Equipment Location

Include Service Equipment Description
Include Service Equipment Serial Number

Service Billing Print Options
Hide Labor and Travel
Hide Labor and Travel when zero amount

Remove "Parts Used at this Service Call"

REDO

ooad

This is a setting to determine the fields that are shown on the Service Billing Invoice when it is printed.
Check the fields to be displayed or hidden on the Service Billing Invoice. These can be modified at any
time, however, the invoices printed before the settings are changed will still print based on the settings they
had when the invoice was generated. This is because the information is copied to an invoice item field.

Select 'OK' to return to the 'Reports and Email Configuration' Menu.

Address Setup

There are several options available to define how the address is printed on the documents generated in
Miracle Service. There are 3 groups of settings. The first for Invoices, Sales Order and Service Contract
Address Setup. The second for Purchase Order Address Setup. The third for the Service Task Address
Setup. These are set company wide and will affect the printed documents. These can be modified at any
time and the changes will be immediately reflected when a document is printed or re-printed.
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Address Setup

Invoice, Sales Order and Service Contract Address Setup
[]iCustomer ID i[] Ccountry [] Reguester Name (SB ShipTo only)
Aftention Field Zip Code [] Service Slogan (SB only}
Company Name [] Phone Number [ ] Am contact
Address Line 1 [] Fax Number Name|Andrew Millnick

Address Line 2 [ E-Mail Address ] il i
: v Biling Dept (Bill To)

City
State

Short State Format

Purchase Order Addrezs Setup

Supplier ID Country Warehouse ID (Ship To)

Attention Field Zip Code |:| Warehouse Name (Ship To)
Supplier Name Phene Number Warehouse Attention (Ship To)
Address Line 1 Fax Number Supplier Customer Number (Bill To)
Address Line 2 E-Mail Address /O Contact (Bill To)

City Name|Bill Smith

State Reference - Drop Ship (Ship To)

ad

Short State Format Reference - Warehouse (Ship To)

Service Task Address Setup

Customer ID [] country [] service Slogan
Attention Field Zip Code

Company Name Phene Number

Address Line 1 Fax Number

Address Line 2 E-Mail Address

City

State

Shaort State Format

Select 'OK' to return to the 'Reports and Email Configuration' Menu.

Traditional E-mail Document Format (Being Phased Out)

When using the Traditional Document Report Email method it is essential to define the format and distiller
(Printer Name) for the format.

Report File Type: The file type that your Miracle Service report(s) will be converted to for e-mailing
purposes.

Printer Name: Defined the PDF or other document distiller of choice for this format.

Delete report file after sending: Specifies whether or not to delete the report file once the report has been
successfully sent.

Wait Interval: The wait time for converting the Miracle Service report to a PDF file. Default is 5 seconds
(5000 milliseconds). This setting us usually sufficient; however, depending on your PC it may be necessary
to extend this Wait Interval. The Wait Interval should be adjusted to allow your PDF writer/distiller
enough time to generate the output file before sending it. Example of printer settings:

Device Name  Driver Name  Port Wait Interval
Acrobat 5 PDFWRITR c:\MSReports\ 5000
Acrobat 6 PDFWRITR c:\MSReports\ 5000
CutePDF CPW2 c:\MSReports\ 5000
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Select 'OK' to return to the 'Main Administration Menu'.

Email Settings

You can define your e-mail settings in Miracle Service's Administration application. From the Main
Administration Menu select the 'E-mail & Report Settings' button to open the settings screen.
Report Settings | Email Settings | Message Configuration | Meter Due Notifications | Technician SMS

Email Client |SMTP w | Applies to sending reports and meter notifications.
Fax Server

Internal Sending

Transactions |Copy to Sending User v Service Tasks |Copy to Sending User v

Default Email | rsombachi@nexent. com Default Email | reombach@nexent. com

Automatic Billing
Sender Address |dispatch@company.com
SMTP Server Settings

Host|zmtp. gmail. com Test
Port 485

Timeout | 5000
SsL Server uses S5L

Server [+] Username myemail@gmail.com

Ingin Password seessess

*SMTP iz used for sending in the Report Viewer, Automatic Bilings and from the Invoice Review screen.

Email Client: The e-mail client that is currently installed and configured in your business environment.
Miracle Service only support Outlook™ and Outlook Express™. If you are using the Report Viewer for e-
mailing documents and report select ‘SMTP’

Internal Sending Settings

Configure the action to occur when sending documents. This setting will copy the document sent based on
the setting selected. The actions are ‘None’, Copy to Sending User’ or ‘Copy Default Email Account’.
These settings can be changed at any time to change the application behavior.

Automatic Billing

Configure the Sender e-mail address used when sending documents from the Automatic Billing feature.
This setting can be changed at any time to update the proper Sender address.

SMTP Server Settings
Host

Enter the host name of your SMTP server (usually supplied by your ISP). This is also referred to as your
Outgoing Mail Server

Port
Specifies the TCP port for outgoing messages. The default is 25.
Timeout

Specifies the time allowed before an inactive connection is closed. Time is measured in milliseconds. A
value of -1 indicates no timeout period.

Server Uses SSL
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If the email server requires the communication to use the secure socket layer (SSL) technology check the
box.

Server Requires a Login

If this option is checked, the username and password fields are used to authenticate the connection to the
SMTP server.

Username

If the email server requires a login, enter the username.
Password

If the email server requires a login, enter the password.
Test

Once you have configured your SMS settings, you can test your setup to ensure that sending to a technician
will function properly once implemented. From the Main Administration Menu select the '"Technician
Messaging' button to open the settings screen. To run a test follow these steps:

1. Select the "Test' button.

2. Once prompted, enter the receiver's email address. For initial testing purposes, entering your email
address will provide quicker results while troubleshooting. Click the 'OK' button.

3. Upon successfully sending a message, a dialog box will appear stating that the message has been sent
to the recipient.

A standard message will be sent to the recipient with the subject as 'Miracle Service SMTP Messaging
Test' and the message body as 'This message has been sent using Nexent Innovations's Messaging Module'.

Use the ‘Test’ button to confirm the SMTP settings are correct and no errors are generated. Errors usually
indicate the user name and password are not configured correctly or that the computer or company fire wall
is not enable to send these messages. If you use an e-mail hosting provider, they may have security enable
to block the relay of SMTP messages. Check with your e-mail provider to determine if they support SMTP
Relay services and what security features are used to ensure you have configured Miracle Service
correctly.

Select 'OK' to return to the 'Main Administration Menu'.
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Message Configuration

The Message Configuration is the default configuration used in the e-mail Subject and Body when a
document is e-mailed from Miracle Service. These settings are used with the Traditional Reports and the
Report Viewer.

=] Reports and Email Configuration

Report Settings | Email Settings ~ Message Configuration | Meter Due Motifications | Technidan SMS

Invoice
Subject |Your new Miracle Service Invoice. 17| Body Text |Aftached, please find your latest Invoice. 157
Cutput Path |C:\nvoice. pdf

Purchase Order

Subject|"vour New MWiracle Service Purchase Qrder. LS~ ttached, please find our latest Purchase Order)
Output Path|C:\Purchase Order.pdf

Sales Order
Subject|our New Miracle Service Sales Order. Body Text |Attached, please find your latest Sales Order.
Cutput Path|C:\Sales Order.pdf

Service Contract

Subject'vour New Miracle Service Contract Body Text Attached, please find your lstest Contract
Cutput Path|C:\Equipment Service Contract.pdf

Task
Subjectvour New Miracle Service Job Request Body Text |Attached, please find your latest Job Request.
Output Path|C:\Service Cal Work Order.pdf

Customer Statement

Subject| Customer Statemenet Body Text|Attached, please find your latest Statement
Output Path|C:\Customer Statemenet pdf

Return Order
Subject Body Text
Output Path

Default Subject: The email message default subject text. Maximum is 50 characters. Although Miracle
Service limits the length of the subject field, users will have the opportunity to modify this setting prior to
sending the email. It is suggested, however, that the lengths of these fields be limited to avoid sending
errors due to size.

Output Path: Is only required for the Traditional Reports and is not used for the Report Viewer. It
specifies the path, filename and extension for saving reports prior to sending them (i.e.
c:\MSReports\Customer Invoice.snp). The indicated path must be valid. It is suggested to use the Port path
when using PDF report types.

Default Body [Find attached your Miracle Service Invoice

Default Body: The e-mail message default body text. Maximum is 255 characters. Although Miracle
Service limits the length of the body field, users will have the opportunity to modify this setting prior to
sending the e-mail. It is suggested, however, that the lengths of these fields be limited to avoid sending
errors due to size.

Use Full File Extensions

The file extension must be included when specifying the Output Path directory. Use one of the following
extensions for all report types:

* .snp (SnapShot),
+ .pdf (Portable Document Format) or
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* .doc (Word document).

It is suggested that the Word report type not be used for standard Miracle Service reports as many reports
are not formatted to use this type. The Word report type may be used for some custom reports.

With some PDF writers/distillers you may need to change the Save path the first time you generate the
PDF report.

Some PDF writers/distillers allow you to view the PDF results once created. To increase efficiency this
setting should be turned off.

The default file name for each report is the report caption. Therefore it is suggested that the report caption
be used as the report name to be as efficient as possible. An example follows using SnapShot as the file

type:

Invoices: ¢c:\MSReports\Customer Invoice.snp

Sales Orders: c:\MSReports\Customer Sales Order.snp

Purchase Orders: c:\MSReports\Purchase Order.snp

Service Contracts: c:\MSReports\Equipment Service Contract.snp
Task Tickets: c:\MSReports\Service Call Work Order.snp
Additional Miracle Service Settings

Users must select the option to preview a report prior to printing. You can set this option from the 'Options'
menu in the Miracle Service Client application. Select 'Print Preview' from the list and check the box to
turn this setting on.

A valid e-mail address must be assigned to customers and suppliers in order to e-mail them successfully.

Note that service contracts and invoice type reports will be e-mailed to the assigned BillTo customer, sales
order and task tickets will be e-mailed to the assigned ShipTo customer and purchase orders will be e-
mailed to the assigned supplier.

Select 'OK' to return to the 'Main Administration Menu'.
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Meter Due Notification (Optional Module)

Report Settings | Email Settings | Message Configuration | Meter Due Notifications | Technician SMS

Weter Due Notifications

Subject|Meter Due Notification

Text for |This email was sent by automation service.
Automatic
Sending
|:| Show URL link te Customer Portal
Include New Meter Readings

Reply Address |rsombach@nexent.com

LA L iracle Service has reported that a meter reading is due with the following
deta

End Text|Please contact the administrator with any gquestions.

Email Template HTML W
The Meter Due Notification supports the Customer Web Portal or and Meter Center service. This tab is
used to configure the E-mail due notification sent to the customer with the Meter Due Notification.
Subject: is the e-mail subject of the e-mail Due Notification.
Text for Automatic Sending: Enter the text for automatic sending.

Show URL link to Customer Portal: Check this when you have installed the Customer Web Portal. This
feature will include the URL (web address) in the meter due email notifications for the user to click to
access your Customer Web Portal and enter their meter readings. Only enter this if a valid web address
exists. Note: This feature will only support the Standard (non-HTML) Email Template format.

Include New Meter Readings: Check this if you are requesting the user to enter their meter reading in the
reply e-mail. This feature is only used with the Meter Center and will only appear if the Meter Center
Module (optional) is registered (contact sales@nexent.com for purchasing information).

Reply Address: defines the reply address for the Meter Center service.

Body Text: defines the e-mail body text to let your customer know the purpose of the e-mail and include
any instructions or information.

End Text: defines the e-mail text for the bottom of the e-mail.

Email Template: Users can select between a standard Text Template or HTML Template to provide
details on the meter readings that are required.

Select 'OK' to return to the 'Main Administration Menu'.
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Technician Text/Short Message Service (SMS)

Miracle Service allows dispatchers to send task information using by text to technicians’ phones. This
ensures that technicians have the right customer, equipment and service contract information at their
fingertips.

To implement this module you will require an internet connection, as well as an established email server.

Repork Settings Ernail Settings | Message Configuration | Meker Due Maotifications T

Message Settings
Sender Mame Sender Address
[Miracle Service Diépéltcher dispatbh@mir'acléservin:‘:e.nét
Subject Text Meszage Data
‘our latest work order. [ Customer ID [ unitio
Subject Data Customer Mame Unit Location
C- Customer ID Address and Phone Mumber |:| Last Meter ReadingDate
(D Customer Mame Proklem Description Last Call Commerts
() Task Mumber Requester Target Time
(&) None Requester Phone Call Type
[ customer PO Task Mumber
Serial Mumber D Contract Type
Model Mumber Phl Due
O cortract 1D O Task Priovity

[ Cortract End Date

Technician Text Settings

Enter the Technician Text/SMS settings to enable dispatchers to send task information to technician's text
message enabled cell phones.

Sender Name

Enter the name that will display in the email indicating from whom it was sent (usually the dispatcher's
name).

Sender Address

The complete email address associated with the sender's account. It must be a valid account on the SMTP
server specified in the host. This is generally the dispatcher's email address.

Subject Text & Subject Data
Option 1. Subject Text. Enter the standard subject text for outgoing messages

Option 2. Subject Data. To include task specific data in the subject line, select from Customer ID,
Customer Name or Task Number.

Message Data
Select any combination of the task specific data to form the body of the message.

Select 'OK' to return to the 'Main Administration Menu'.
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Accounting Exporter

This optional module exports invoice and purchase order information to many of the more popular
accounting applications. The invoice and purchase order information is exported in unique export file
formats determined by the accounting application. Each accounting application requires a unique format.
For more information on how this information and what information is exported, visit the technical support
website for additional white papers on each accounting application.

Export File Setup

Accounting Package |Buicanoks =l

Ihwoices and Purchaze Orders

Export file: [C:AMIRACLEMNYOICES. THT Erowse

Configuring the Accounting Exporter must not be started until the other 10-buttons in the Administration
Module are complete.

First, click the 'Export Files' button. Select the accounting application from the drop-down list. Second,
click the 'Accounts' button. Enter the General Ledger account name or number. The number or name must
be taken directly from the accounting application that Miracle Service will be exporting to. Any deviation
from the proper account number or name and the export routine will generate errors.

Export Menu

Accounting Export

File Setup Documents

Export Files

Select the 'Export Files' button and enter the 'Export File Layout' screen. Select the accounting application
that Miracle Service will be exporting to from the drop-down list. Ensure the proper accounting
application and version is selected.

GL Accounts: For some accounting packages this setting will force Miracle Service to use the General
Ledger (GL) Accounts assigned to the Contract Template when exporting Service Billing Invoice details to
the accounting package. This is used by some companies that prefer to show the Revenue and COGS for a
part used on a contract service job to be charged against the Contract GL codes instead of the Parts GL
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Codes. This help provide better contract profitability information in the Accounting application. This is
generally not required by many companies as Miracle Service already provides contract profitability
information which includes the parts used on Service Tasks associated with the Service Contract.

Accounts

Caution, errors will occur if the prior 10-buttons of the Administration Module are not completely set-up.
Company Information, Zones & Regions, Service Preferences, Inventory, Taxes, Customers & Suppliers,
General Lookups, Billing Information and Equipment & Contracts all affect the export file layout and the
Account Types created. Do not proceed until you're completely satisfied that the application was set-up

properly.
Select the 'Account Setup' button and enter the 'Account Listing' screen. The first column of information is

the Account Types. The Account Types list is compiled after the accounting application was selected and
the way Miracle Service was set-up.

Account Listing

Accounting Package:  GuickBooks 2002(.5 3By Company Name)
Type Account Account Number/Mame A
Accounts Payable 12000
Accounts Receivable 11000
Expenze Expense
Labor Revenue 43700
Other Revenue 43700
Period Eiling Revenus 45010
Suspenze 48700
- Travel Revenue 43700
Bazet Computers 12100
Bazet Copiers 12100
Bazet Developer ASSETS
Azt Dirumnz 12100
Azt Fax 12100
Azt b uilti-Function 12100
Bazet Otker Equipment 12100
Bazet Paper 12100
Azt Partz ASSTES
Azt Partz-Mizc 12100
Azt Frinters 12100
Azt Rollers 12100
Bazet Supplies ASSETS
Bizzet Sunrlies-tise A55TFS bt

Note: the account number or account name in Miracle Service must be exactly the same as the accounting
application's account number or account name for the export/import routine to work error free.

Permanent and Dynamic Accounts:

Permanent Accounts are general ledger accounts that appear in the account types column regardless of the
accounting package selected. The Permanent Accounts consist of Accounts Receivable, Expense, Labor
Revenue, Travel Revenue, Period Billing Revenue, Other Revenue, and Suspense. The Dynamic
Accounts are the general ledger accounts that are created based on how the first 10-buttons of the
Administration Module is set-up. The Dynamic Accounts differ from company to company and branch to
branch. The Dynamic Accounts are created from Inventory Categories created in button 4 and Tax Codes
created in button 5 of the Administration Module.
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The Accounting Exporter automatically creates three accounts for each inventory category (Asset, Cost of
Goods Sold, and Revenue), and two accounts for each tax code (Collected and Paid Out).

Note 1: The same Account Number or Name may be used for multiple Account Types.

Note 2: The Suspense Account must have a unique Account Number or Name. The Suspense Account is
used during the export process for unidentified values. If a Suspense Account is not initially created new
or unique transactions cannot be exported.

Export Invoices/Purchase Orders/Credit Memos

Select the 'Export Documents' button to enter the 'Export Invoices/Purchase Orders' screen. Display
Invoices, Purchase Orders, Credit Memos or All by clicking the appropriate selection box.

Display Only Invoices POS Service Period Text Purchase Orders [  Credit Memos
Accounting Package: QuickBooks Direct (US by Company Name)
Document Customerf Company =
Type Number Supplier ID Name Date Amount Exported Select

! 161025-0001 AIROO1 Airlines International 10/25/2018 $367.00 No

! 161027-0001 AIROO1 Airlines International 10/27/2016 $428.00 No

| 161101-0001 AIR0DO1 Airlines International 11/01/2016 $260.00 No

| 161101-0002 AIR0DO1 Airlines International 11/01/2016 $363.80 No

| 161103-0001 AIR0DO1 Airlines International 11/03/2016 $341.32 No [

| 161116-0001 AIR0DO1 Airlines International 11/16/2016 $367.00 No [

! 161122-0002 AIROO1 Airlines International 11/22/2016 $46758 No [

! 170127-0001 FLE0O1 Fleet Painting & Supplies 01/27/2017 $0.00 No [

| 170127-0002 AIR0DO1 Airlines International 01/27/2017 $0.00 No e
PO 150626-0001 ABC ABC Equipment Suppliers 08/26/2015 $577.93 No [
PO 160321-0001 ABC ABC Equipment Suppliers 03/21/2016 $279.57 No [
PO 160321-0002 ABC ABC Equipment Suppliers 03/21/2016 $24.88 No )
[m} Show Exported Documents o Show for A Date Range [m} Export Customer Message Select All Deselect All
O Hide Zero Dollar Invoices folQuickB0oksl(Sh)
O Hide Zero Dollar P.O.s
0 show Paid Invoices

All documents that have not yet been exported will be displayed. The table displays each Invoice or
Purchase order, one per row, with the following fields:

Document Type

This indicates whether the document is an Invoice, Purchase Order or Credit Memo.
Document Number

This is the unique document identifier.

Customer/Supplier 1D

This is the unique customer or supplier identifier.

Company Name

This is the company that the invoice has been billed-to or the supplier that the purchase order was created
for.
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Date

This is the date of the transaction.
Amount

This is the total value of the transaction
Exported

A red 'No' indicates this document has not been exported. When the document has been exported, a green
'Yes' is displayed.

Select

Click on this white box to select an individual document for export. The word 'Export' indicates that the
document has been selected for exporting.

Other features at the top of the screen are:
Flags: There are two flags:
» # Invoices/PO's — This number reflects the total amount of documents in the list.
» # to be Exported — This number reflects the total number of documents selected for the current export.
Show Exported Documents: Toggle this button to add previously exported documents to the list.
Hide Zero Dollar Invoices: Toggle this button to hide invoice with a value of zero dollars.
Hide Zero Dollar P.O.’s: Toggle this button to hide purchase orders with a value of zero dollars.
Show Paid Invoices: Toggle this button to show only invoices that have been fully paid in the list.
Show for a Date Range: Toggle this button and enter a start and end date.

Export Customer Message to QuickBooks (SB): will send the TaskID, Task End Date and Requester (if
there is one) to the Customer Message box on the invoice in QuickBooks. This will not include the Task
Description due to the limited space in this field in QuickBooks.

Select All and Deselect All: To select all documents displayed in the table for export, click the 'Select All'
button. To clear all selections, click 'Deselect All'.

Report Button: If there is at least one document selected to export, click the 'Report’ button to generate an
export report. This report illustrates which accounts will be affected in the accounting application.

Account Totals Account Hame'Hurrber Total Amount
Accourts B eceivable $305.85 DB
Azzat Developer FEEOD CR
Azeet Paper FE00 CR
A=zt Taner $46.00 CR
COGE Devdoper FEEOD DB
COES Paper 600 DB
COGE Toner $4E.00 DB
Dewveloper Revenue F7290 CR
GET Collected FE19 CR
Paper Revenue Fa0.00 CR
PST Collected F2072 CR
Sales Discourts $1000 CR
Toner Revenue $a0.00 CR
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Export Button. After the export report has been printed, select the 'OK' button to execute the export
routine. All selected documents will be exported to the accounting package specified in the top left.

Mark Exported: Any invoice or purchase that is not to be exported can be flagged as exported so it is
removed from the list of documents to be exported.

Credit Memos: Are only supported for QuickBooks Direct export links. It is not a standard feature and
must be activated separately before it is available for users. Contact Technical Support for more details on
this feature.

Click 'Exit' to return to the 'Administration Accounting Exporter' menu.

Data Export

The Data Exporter enables the exporting of customer, supplier and inventory data into a select accounting
applications.

Caution: Prior to exporting or importing data, make a back up of both databases.

How to Export Accounting Information
Select button '11. Exporting' to enter the Export Menu.

Select the Customer, Supplier or Inventory button for the information to be exported. The tables will be
created in a .txt file. Individually select the records, by toggling the blank white field to a white field with
EXPORT displayed, or click the 'Select All' button. After all the desired records are selected, click the
Export button along the bottom center of the screen. The export file will be defaulted to
C:\MIRACLE\(CUSTOMER-SUPPLIER-INVENTORY).TXT unless otherwise stated.

To import the customer, supplier or inventory data, refer to the accounting manual.

Export file: CACUSTOMER . TXT H Show Exported Documents

Export Specification: =
CustomerlD Company Name Bill-To ID Exported | Select
|AIROO1 Airlines International |AIROO1 No
BAILOOZ Bail & Well Business Solutions BAILOOZ No
BKS001 BK's Law Office BKS001 No
BOMOO1 Bank of Marion BOMOO1 No
CAMPQ01 Camp Processing CAMPOO1 No
CAVOO01 Cave Office Products CAVO01 No
CvCo01 |Credit Woodland Cancer Cenfre CvCo01 No
DMAOD1 Dr. Mable Anderson DMAOD1 No

Note: Data is exported in a standard .txt export file layout. It is the responsibility of the person converting
the data to reformat and import the data based on the instructions the importing application provides.

Select 'Back' to return to the 'Main Administration Menu'.
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Importing

The data importer currently supports the following areas:

Customers
Customer Contacts
Customer Notes
Suppliers
Inventory

Service Equipment
Invoice Payments
Meter Readings
Accounts

Weight Kits (Only Available in Weights and Measures Edition)

The data importer is located in the Miracle Service Administration application. Run the application and
select the 'Tmporting' button to open the Data Import screen. See Figure 1 to view the Data Import screen.

Import Type defines the data type that you are importing.
Import File indicates the source import file

Defaults for Null Values defines the default values that will be used if a null value is encountered
for one of the required fields. This is not applicable to all data types.

Exclude field on updates defines the fields that should not be updated when the record already
exists in your database. This is not applicable to all data types.

As you will notice a grid appears that lists the column headers that are defined in your source file. Another
grid appears with the specific Miracle Service fields that are available for the import type that you have
selected. Next is the Column Number from the source file for the mapped field.

To map a column to a Miracle Service Field, simply select the column name and the corresponding
Miracle Service Field. Click the right-pointing double arrow button (>>) to bind the column to the field.
Click the left-pointing double arrow button (<<) to remove the bind.

Select the Preview First Record box to preview the first record that will be imported.

Notes

The data importer assumes the first record in your file is the header for the columns therefore the
first record will not be imported.

An asterisk (*) in the Miracle Service Fields list indicates that it is a required field.

A double asterisk (**) in the Miracle Service Fields list indicates that only one of these fields is
required.
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Customer Import

Data Import

Import Type:  Customer - Defaults for Null Values: Exclude field on updates:
Import File: C:ACUSTOMER.TXT \ Browse Tax Group Tax Exempt "\ Region
Payment Term C.O.D. i Attention
Billing Method Email v CRM Screens
*required Payment Type Cash ~ Long Distance
“*one is required
Map the File Column Headers to Miracle Service Fields Preview First Record

Column Headers 4 Miracle Service Fields Column Headers Column# =2 Field |Data

Customer ID b CustomerID * Customer ID (1] - CustomerlD * FCCO001

Name Company Name * Name 1 Company Name * Forward St. Chruch
Address 1 BillTo Customer|D ** Bill 1D 16 BillTo CustomerlD * FCC001

Address 2 BillTo Company Name ** Address1 BBB Discounted
Address 3 Type of Customer Address2 10325 Bold Camp Rd
City Address1 Address 1 2 City Pound

State Address2 Address 2 3 ZipCode 24279

Zip City City 5 State VA

BPD ZipCode Zip 7 Country Giles County

State State 6 E e et e T
Country Country Country 10 Tax Group Federal

Phone 1 Region

Phone 2 Email Email 14

Phone 3 Tax Group Tax 9

Email Active

Website Comments

Bill ID Credit On Hold

Bill Address 1 Held By

Bill Address 2 Held Date

Rill_~ityr [ =] t Tarm o]

Figure 1 - Customer Import
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The data importer for Service Equipment has a unique setting that allows users to specify whether each
Service Equipment in the source file should be marked as a main system unit. If this option is selected, all
of the system configuration fields will be ignored. If this options is not selected, you must define values
for 'Main System Unit Flag', 'Main Serial Number' and if applicable 'Main Unit ID".

Data Import

Figure 2 - Equipment Import

Import Type Equipment he | Defaults for Mull Values: Mlark all as Main Units
Import File/C:\MiracleDB\TestEquipment ot | Browse Labor Rate INSHOP v 0y Adng oo oS
Travel Rate INSHOP v
Supplier D ABC ¥
“required Model Duplicator { ADF »
“one is required '
Map the File Column Headers to Miracle Service Fields Previews First Record
Column Headers A Miracle Service Fields Column Heade» Field |Data .
Unit ID Cost Serial Number ™ 33050125 =
Description Price Per Mile Unit ID
Customer ID Main Systermn Unit Flag Main System L Description HC PRINTER MAIN UNIT 50
Location Phone Number Main Serial Number Customer D™ AIROOD1
Install Date ain Unit ID Location Phone Number 864-233-5332
Purchase Date Model Class Model Class Install Date 28-Jan-13
Active Model Number Model Numbe Purchase Date 28-Jan-13
IWleterad Metered Model Metered Active TRUE
Labour Rate [T Mumber of Metars Mumber of Me MWetered TRUE
Travel Rate ID PM Frequency Labour Rate ID STANDARD
Labour Included Flag P Period Travel Rate ID STANDARD
Travel Included Flag P Start Date Labour Included Flag 0
Ivlain System Unit Flag P Clicks Travel Included Flag 0
Wodel Class Pl Days Main System UnitFlag TRUE
Wodel Number P Last Meter Reading MWodel Class PRIMNTER
IWetered Last P Date E| hodel Number HC PRINTER
Mumber of Meters Pt Fixed Schedule P Fixed Sch MWetered Model TRUE
Pl Fixed Schedule IP Address Mumber of Meters 2
Email - = P Fixed Schedule FALSE
-] |30 ] (il B L | [y A
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Supplier Import

Setup Program

Data Import

Import Type:  Supplier

v|

Import File: C:\supplier. TXT

Browse

Defaults for Null Values:

*required
**one is required

Payment Term C.O.D.

Map the File Column Headers to Miracle Service Fields

Tax Group Tax Exempt

= ‘

= ‘

Exclude field on updates:
Attention

Preview First Record

Column Headers a Miracle Service Fields Column Headers Column# 2 Field |Data
Supplier ID | Supplier ID * Supplier ID 0 Supplier ID * DUN009
Name Supplier Name * Name 1 Supplier Name *  Duncan
Address 1 Type of Supplier Address 1 BBB Discounted
Address 2 Address 1 Address 1 2 Address 2 10325 Bold Camp Rd
Address 3 Address 2 Address 2 3 State VA
City City Email forward@poikmju.com
State ZipCode
Zip State State 6
BPD Country
Tax Email Email 14
Country Payment Term
Phone 1 Tax Number/ID
Phone 2 Comments
Phone 3 Account Number
Tax Group
Website Phone
Bill ID Fax

Other Phone

Credit Limit

- P v

Figure 3 - Supplier Import

Customer Contact Import

Data Import

Import Type:  Contacts

- ‘

Import File:  [C:\Contacts. txt

|| Browse

*required
**one is required

Map the File Column Headers to Miracle Service Fields

Preview First Record

Figure 4 - Contact Import
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Column Headers Miracle Service Fields Column Headers Column # Field \Data
First Name Customer ID ** Customer [D 2 Customer 1D ** FLEOO1
Last Name Company Name ** First Name Jake
Customer ID First Name First Name 0 Last Name Thomas
Phone1 Middle Initial Phone (777) 698-9874
Phone2 Last Name Last Name 1 Fax
Phone2 Comments Title Coordinator
Email Phone Phone1 2
Extension

Main Contact

Fax Phone2 5

Other Phone

Pager

Email

Title Title 7
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Customer Note Import

Data Import

Import Type:

‘Customer Notes "‘

Import File:

‘C:\CNotes.txt

|| Browse

*required
“*one is required

Map the File Column Headers to Miracle Service Fields

Preview First Record

Column Headers Miracle Service Fields Column Headers Column # Field |Data

About Customer ID ™ Customer ID 2 Customer [D ** FLEOO1

Text Company Name ** Subject Order 123

Customer ID Created By User Created Date 10/29/2010

Date Subject About 0 Note Customer has inquired about the
Phone?2 Created Date Date 3

Phone2 Last Modified Date

Email Note Text 1

Title i

Figure 5 - Customer Note Import

Meter Readings Import

To import meter readings into Miracle Service you will need to define a list of meter names for the Serial
Numbers that appear in the source file. These meter names must be defined in Miracle Service but do not
need to be defined in the source file. Once you have defined your list click the 'Reset Field List' button that
will populate the Miracle Service Fields list with these meter names. For each meter name that you define,
you will notice that a Reading and Date field appears.

Add Meter Names list of meter names that are defined in Miracle Service for the Serial Numbers
that are in the source file.

Min days between readings will limit the number of readings updated in Miracle Service. This

helps minimize the amount of meter readings being stored to keep the data file smaller and faster
to process.

+ Ignore Nulls indicates fields that are left blank can be ignored.

Customer File will limit the import to equipment belonging to a customer matching the Customer
ID in the import file.

You will notice that two new buttons (+ and -) appear when the Reading field is selected for a meter. These
buttons are used to create a simple calculation in the case where a meter reading column contains the

summed reading for multiple meters. In the example below, the Black Reading is calculated by subtracting
the 'color' value from the 'total' value.
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Data Import

Imzort TypsMeter Readings ~|

-

Crlions.
Mh davs betwee raadings
B |gnore Nulls

Add Meter Names

Browise Si-ck

Iroort F\I3|C:‘.M\’ac-IoDB‘\msmotO' (8)cov

ald Lot

Column Heacers

“regjuired
“Fonz s required

Dae Formaﬂmm!dd.’yyyy - | [T o

Map the File Column Headera to Miracle Service Fields

(154l

O Cuslorme File

U Previen First Record

Figure 6 - Meter Reading Import

Invoice Payment Import

“Wlirace Servce Fisds Celum |
Datz Szral Number =
|7 Address it 1D
Manufacturer IF &ddress
Mudel Zustomer 1D
Serial hurniber Zquiprner L Localior
Descriplion Acceseories_Parl Mo
Lecation m azcescories_Dascription
Trtal Paces =
Maono Zajes m
Calor Pages =

The invoice payment import will also update the 'Paid' flag on the invoice if the total payments received
equals the invoice total.

Data Import

Import Type:

Invoice Payments

Import File:

C:\InvoicePayments. txt

*required
**one is required

Browse

Defaults for Null Values:

Map the File Column Headers to Miracle Service Fields

Payment Type Cash

S ‘

Preview First Record

Column Headers Miracle Service Fields Column Headers Column # Field \Data
Invoice Number Invoice Number * Invoice Number 0 Invoice Number * 200024
Date Payment Date Date 1 Payment Date 10/10/2010
Amount Payment Amount * Amount 2 Payment Amount * 25.36
Payment Type Pa ment Te Payment Type 3 Payment Type Cash

R Reference

Figure 7 - Invoice Payment Import
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Inventory Import

Data Import

Import Type:  [Inventory - Defaults for Null Values: Exclude field on updates:
Import File: |C:\ItemList.txt | Browse Category |Parts v Bin Location
Warehouse [MAIN %
Supplier ID ABC111 e
*required Model N/A / N/A N
*“*one is required Tax Category Tax Exempt a
Map the File Column Headers to Miracle Service Fields Preview First Record
Column Headers Miracle Service Fields Column Headers Column# = Field |Data
Item Item Number * Item 0 m Item Number * 954754
Description Description * Description 1 Description * Lever (coiled)
Cost Category Retail 129.59
Retail Supplier 1D Cost 69.99
Location Supplier Name Bin Location A26-1
Qls Supplier Part Number Reorder Quantity 1
Reorder Amt Unit of Measure Quantity in Stock 2
Serial Number Comments Serialized 1
Serialized Tax Category Serial Number
Model Class
Model Number
Metered
Number of Meters
Retail Retail 3
Cost Cost 2
Warehouse ID
Bin Location Location 4
Reorder Point
Reorder Quantity Reorder Amt 6
Nuantihv in Stacle (alls LY ]

Figure 8 - Inventory Import

Accounts Import

Data Import

Import TypeAccounts g Exclude field on updates:

Import File Browse Null Accounts

*required
**one is required

Map the File Column Headers to Miracle Service Fields 5 Preview First Record

Column Headers Miracle Service Fields Column Header: Column #
Category Name *

Revenue Account Number

COGS Account Number

Asset Account Number

>>

<<

Figure 9- Accounts Import

Accounts Import is used to import the Revenue, COGS and Asset accounts to the Category names in
Miracle Service. This is helpful when setting us an accounting integration with a large list of categories
and related General Ledger accounts.
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Weight Kit Import

Data Import

Import TypeWeight Kits M Defaults for Null Values:

Import File C:\Miracle DB\WiKitl mportFile Test.txt || Browse UnitofMeasure® 4]

*required
**one is required

Map the File Column Headers to Miracle Service Fields Preview First Record

Column Headers Miracle Service Fields Column Headers Column # Field Data

Kit No Kit Number * Kit No () Kit Number * 1212

NIST NIST Number * NIST 1 NIST number * AB55443234
Cal Date Calibration Date * Cal Date 2 Calibration Date *  2/15/2016
Cal Due Calibration Due Date * Cal Due 3 Calibration Due Date 2/15/2017
Desc Description Desc 4 Description 50 Ib Kit
Wt Class Weight Class Wt Class 5 Weight Class F

Wt Amount Weight Amount Wt Amount 6 Weight Amount 50

UoMm ‘Weight Unit of Measure uomMm 7 ‘Weight Unit of Meas Ib

‘Wt Tol Test Weight Tolerance ‘Wt Tol 8 Test Weight Tolerar 0.23
Heaviest Weight In 150

Figure 9- Accounts Import

Weight Kit Import is used to import weight kits for use in Miracle Service. This can be done regularly to
import kits as new calibration data is updated. The previous kits will remain in the application and should
be marked as not active once the update kit and calibration information is imported.

Administration

The 'Administration’ features maintain the system security, system messages, table maintenance and
database purging.

To access the Administration features select the '13. Administration' button to enter the 'Main
Administration Menu' screen.

Main System Administration Menu

Security System Messages

Table Maintenance Purge Database
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Security

The 'Security' button enables the administrator to control roles, individual user security and passwords.
From the 'Administration Preferences' screen select the 'Security' button to go to the 'Security-
Maintenance' menu, where you will see the selection for Roles and Logins displayed.

Security Maintenance

Quick Search Q| ®=Clear  [)addtew

Role - Description -
Contract Administrato Contract Administrator Role
Inventory Inventory Role
Mobile Field Technician adr| Allows administration access to the Mo
Mobile Field Technician star| Allows access to the Mobile Field Tech
Sales Sales Role
Senice Senice Role

Roles

The Roles feature allows the Miracle Service administrator to create Roles. For example, the Parts Role
may only have the ability to add, edit, view or delete Inventory, Supplier and PO related data. Another

example, the Service Role may only have the ability to add, edit, view and delete Service, Customer, and
Invoice related data.

By creating Security Roles by department or function, whenever new employees are added to Miracle
Service, the administrator simply needs to assign them to a Security Role. Use the user Logins screen to
assign specific users to a Security Role.

There are two Standard Roles which are dedicated to the Mobile Field Technician Module. They are:

*  Mobile Field Technician admin logins - typically used by supervisors as this level grants the user
access to all calls open for all technicians in the Group Region.

*  Mobile Field Technician standard logins - this is the standard login typically granted to all
technicians.
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Security Role

Role Name: Eales|

Deszcription Sales Role

Modules | Customer | Service | Inventory | Invoice | Supplier | Purchase Order | Misc

|:| Manage eForms

[] Miracle Service Administration

|:| Manage Events

Miracle Service

|:| CRM (Manager Level)

|:| CRHK (See Own Records)

|:| Mobile Field Technician Console (See Own Records)
|:| Mobile Field Technizian Console (Manager Level)

Select All || Desslect All

Delete Ok Cancel

Permission List: The Permission List, defines the departmental add, edit, view and delete functions
together for easier assigning of permissions.

The Permission List includes all permissions within the 'Security Role' selected. If the check mark is
toggled, the permission is granted for that item. Several Permission Lists offer 'Add', 'Edit’, 'View' and
'Delete’ functions. Each function can remain off without a check mark or toggled on with a check mark.

When one of the six departmental areas is selected, the 'Permission List' inside the window will change to
list the available permissions for that area. The actual permission may be toggled from on or off or the
Select All or Deselect All may be clicked. If 'Select All' or 'Deselect All' is clicked, only that departmental
area is included.

Modules: The Modules list provides users access to various optional modules in Miracle Service. While
all modules are listed, users will only have access to the modules purchased.

To Edit Roles, double click the Role.
Select 'OK' to return to the 'Security Maintenance’ menu.
Add New Roles

To add a new Role, click the ‘Add New’ button to create now Roles as needed. Enter a unique Role Name
and Description. Move to each individual tab to grant the needed permissions but checking the items in the
Permission Lists.
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Logins

The Logins screen is a listing of all individual users with some level of permission to access Miracle
Service modules. The users actual permission is based on the Roles they are assigned.

Adding New Users

Click ‘Add New’ and enter the Login Name in the field provided. This is the name the user will use to
login to the module. Enter the password for the user and then enter it again in the Confirm Password field
that will appear when you enter a password. Select whether this user is a standard user (User) or a site
administrator (SiteAdmin). Select the Roles by checking the box beside the Login Roles item in the list.
Another option is to click the 'Select All' or ‘Deselect All' buttons. After the Roles have been selected for
the User Name, click 'OK".

To 'Edit' or 'Delete' a User, select the blue left or right arrows to scroll to the proper record and click 'Edit'
or 'Delete’.

Login Security

Login Name: [em Technician Scott Davis v
Password seeeeeeseses Email sdavis@demo.com

Region Group Al w
Login Type  (g) user () SiteAdmin

Login Roles

D Contract Administrator

D Inventory

D Mobile Field Technician admin logins
Mobile Field Technician standard logins

|:| Sales

[] |Service

Select All || Desalect All

Delete Ok Cancel

SiteAdmin: If 'SiteAdmin' is selected, the role permissions stage is skipped as all permissions are turned
'On'. After SiteAdmin is selected, the application will allow the fields to be completed including the
password. After the password is entered, click 'OK' to return to the 'Login Security' screen.

Technician: If the user is defined as a technician, click the drop down to link the user login to their
technician profile. This now becomes the login for this technician for the Mobile Field Technician
Console.

Email: Enter the email for the user. This will be used when sending messages and events to the user.

Region Group: If the users scope of work is limited to a specific Group Region, select their Region Group
from the drop down lost. This will limit the users view to customers, tasks, invoices, contracts, and sales
orders that are linked to the Group Region only.

Select ‘OK' to save and return to the 'Security Maintenance’ menu.

Miracle Service Administration Guide | 121



Chapter 5: Administration Setup Program

Change Password

Users with a 'SiteAdmin' permissions can change passwords. Password edits can be performed by selecting
the user by double clicking the user in the Logins list. To edit a password from the 'Login Security' screen,
select the 'Password' field and enter a new password.

Click the Tab key and the ‘Confirm Password’ field will display to re-enter the password to confirm the
password. If both fields match, the password change will be completed.

Login Security

Login Name: scott Technician Scott Davis "
Password == Email sdavizs@demo.com
Confirm Password Region Group Al "

Select 'OK' to save and return to the 'Security Maintenance’ menu.

System Messages

From the 'Main System Administrative' menu screen select the 'System Messages' button to enter the 'Front
End Setup' screen. The path to the server displays in an un-editable blue field. The path information is
defaulted from the login database path.

Enter the system and network administrators in the two white fields under the path.
In the event of system or network error, these names will appear on the error messages.

Select 'Exit' to return to the 'Main System Administration Menu'.

Table Maintenance

It is highly recommended that the table maintenance feature is run periodically to maintain optimum speed
and reduce database anomalies. It is suggested that the table maintenance be run every 60-180 days. It is
mandatory to backup your database and ensure no other users are logged in to Miracle Service while Table
Maintenance is being completed. Do not proceed past this point if users are still logged in or a backup has
not been taken of the database.

Table Maintenance WARMING

WARHING

To avoid any data related problems please
ensure that you are the only one running
Miracle Service while performing table
maintenance.

\

Select 'OK' to open the 'Table Maintenance'.
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Select any combination of the twelve items to verify. Select 'OK' to start the function. Initially, the process
will require a few seconds. Over time as more customers, inventory, equipment, and service contracts are
entered into the database this process will require more time to verify the database. Service Contract
Billing, which can take a significant amount of time, can be selected once or twice per year for validation
and run over a weekend to minimize down time.

Select 'Back’ to return to the 'Main System Administration Menu'.

Table Maintenance

] Inventory ¢ [] user Security
|:| Service Equipment |:| Reset Next Numbers
[ ] Service Contracts [ ] customers
|:| Service Contract Billing* |:| Transactions
|:| Preventative Maintenance |:| Unlock All Sales Orders
|:| cervice |:| Backend Maintenance
*denotes time consuming process
ook |

Purge Data

This feature allows the system administrator to periodically purge old and worthless data from the system,
thus maintaining optimum speed and conserving storage space.

Purge Database Menu

Inactivate Furge Furge Meter
EqUipment Purge .

Furge Furge Invoices & Furge Furge
Equipment Requests S0s Customers Inventory

Each of these screens displays the records that can be purged in a table with the most pertinent information
illustrated. The data purge function is laid out in the order in which the data must be purged, working from
left to right, top to bottom.

For example:

If you want to purge a piece of equipment, you must first cancel all the contracts for that service
equipment. Then you must inactivate the equipment. Next you purge the contracts. Now you can purge the
equipment.
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Do not attempt to purge data out of sequence.

Purging data removes worthless data and optimizes the application's speed. Data that is purged is
permanently removed and deleted from the database. It cannot be restored to the database.

Select 'Back' to return to the 'Main Administration Menu'.
Purge Inventory

Users can Purge only inventory items if needed. This purge is used to remove obsolete inventory items
from the database. Since it is likely that the items is also being used on a sales order, sales invoice or
service billing, this routine will update all of the related records to point to the ‘ZPurgedItem’ record in the
database. This process enables the removal of the obsolete part number while maintaining the historical
information integrity. When you purge an inventory item, all related records are changed and will no
longer show the original part number. This processed is used so the pricing of the part can remain part of
the profitability analysis of the previous jobs.

If you are purging an obsolete item because it was replaced by a new part number, we recommend using
the ‘Superseded Part Number’ feature. This lets you remove the obsolete part number from the inventory
select list, however, it will remain in the superseded list so it can remain linked to historical records.

Automatic E-mail Notification Scheduler

Automatic E-mail Notification Scheduler is designed to be used with either the Customer Web Portal or
Meter Center. It is integrated with the contracts module and will check the contracts on a defined schedule
to determine if a meter reading is required. When a meter reading is required, the Notification Scheduler
will generate an email to the email address on the equipment notifying them that a meter reading is
required. If you have purchased the Customer Web Portal or Meter Center service, you are able to
configure the E-Mail Notification Scheduler. The following describes the step to configure this E-mail
Notification Scheduler.

Add a Scheduled Task
1.Select “Start” from Windows.

2.For Windows 7, select “Control Panel” from the list. Select “System and Security” from the list. Select
“Administrative Tools”. Select “Task Scheduler” from “Administrative Tools Panel”.

3.Select “Create Basic Task” from the Scheduled Tasks panel to open up “Create Basic Task Wizard”
window. Enter a Name and Description for the Task.
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Create Basic Task Wizard

Create a Basic Task

Trigger
Action
Finish

Use this wizard to quickly schedule a common task, For more advanced options or settings
such as multiple task actions or triggers, use the Create Task command in the Actions pane.

Name: Meter Due Notification

Description: | This is a scheduled task to check if Meters are due and send an email to advise
the user a meter reading is due.

< Back Cancel
Create Basic Task Wizard “
@ Task Trigger
Create a Basic Task When do you want the task to start?
® Daily
Action O Weekd
Finish Lt/
) Manthly
() Onetime
() When the computer starts
(O When | log on
() When a specific gvent is logged
<Back | Net> || cance |

Create Basic Task Wizard

@ Daily

Create a Basic Task
Trigger

Action

Finish

start | 6/ 172016 [+ | [102353AM 3] [ Synchronize across time zones

Recur every: days

<Back || Net> || Cancal

Chapter 5: Administration Setup Program
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Create Basic Task Wizard
j Action

Create a Basic Task
Trigger What action do you want the task ta perform?
Daily

Finish

® Start a program

nd an e-mail (deprecated)

() Display a message (deprecated)

< Back Next » Cancel

Configure Task Frequency
4.Select “Daily” for “Task Trigger” and click “Next”.
5.Select the time for “Start time”. Enter the ‘Recur every’ number of days

Note: we recommend setting a schedule start time during off hours when there are no or few users in
Miracle Service. We also suggest scheduling this time around any automated back-up process you may
have established within your organization. This scheduler must not conflict with any database back-up

process.

6.Click “Next”. Select “Browse” button and locate the “MS_MeterDueEmail.exe” file. (It should be in
your Miracle installation folder, e.g. C:\Program Files (x86)\Nexent\Miracle Service).

Create Basic Task Wizard

(9| Starta Program
Create a Basic Task
Trigger Program/script:

Daily "C\Program Files (x86)\Mexent\Miracle Service\M5_MeterDueEmail.ex:
Action
Addargumens (optonay
Finish Start in (optional):

< Back Mext > Cancel
. 3 >
7.Click ‘Next

8.Click ‘Finish’ button to complete the scheduled task setup.
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Create Basic Task Wizard
@ summary
Create a Basic Task
Trigger Name: Meter Due Notification|
Daily Description: This is a scheduled task to check if Meters are due and send an email to
Action advise the user a meter reading is due.

Start a Program

Trigger: Daily; At 10:23 AM every day
Action: Start a program; "C:\Program Files (x86)\Nexent\Miracle Service\MS_MeterDu
[_] Open the Properties dialog for this task when | click Finish

‘When you click Finish, the new task will be created and added to your Windows schedule,

< Back Cancel

9.0nce the scheduled task it created it will display in the list of Schedule Task set-up in the computer.

©) Task Scheduler = =
File Action View Help
| H

(%) Task Scheduler {Local)
4 [ Task Scheduler Library
a [ Microsoft
b [ Windows
| OfficeSoftwarePratect
=] wpD

Narne Status  Triggers s

(% Adobe Acrobat Update Task Ready  Atlog on of any user - After triggered, repeat every 03:3) | Task Scheduler Library =
2MUpdateTask-5-1-5-21-3066343119-60689... Ready At 7:17 PM every day - After triggered, repeat every 1 ho| | @] Create Basic Task...
1-5-21-3066343119-60689... Ready At 7:21 PM every day - After triggered, repest every 02:
Meter Due Notification Ready At 10:23 AM every day
Import Task...
Optimize Start Menu Cache Files-5-1-3-21-15... Ready When computer is idle

. Create Task...

Optimize Start Menu Cache Files-5-1-5-21-30... Disabled When computeris idle [ Display All Running Tasks
ser_Feed_Synchronization-{3DA823C2-DOAT... Ready At 3:42 PM every day - Trigger expires at 10/17/2024 3:42| | ] Disable All Tasks History
(2 User_Feed Synchronization-{85C28987-AG3D... Ready At 1:42 PM every day - Trigger expires at 6/1/2026 14241 | o
]
o 5 View 3
- — - @] Refresh
General | Triggers | Actions | Conditions | Settings | History
e Help
Name: Meter Due Notification
: Selected Item -
Location: %
P Run
Author: NEXENT\rsombach
End
Description: | This is a scheduled task to check if Meters are due and send an email to advise the user a meter i
reading is due. & Disable
Export...
Properties
K Delete
S ti
ecurity options Help

When running the task, use the following user account:
NEXEMNT\rsombach
& Run only when user is logged on
Run whether user is logged on or not
Do not store passwaord. The task will only have access to local resources

Ruin with hinhart nrhilaner s

10.Note: Within Task Scheduler panel, you can also view "Name, Schedule, Next Run Time, Last Run
Time and Status information. Right click the ‘Meter Due Notification’ and select "Run" will allow you
manually run this task at any time. Right click the ‘Meter Due Notification’ and select "Properties" to view

the Scheduled task window which allows you to make changes on the current settings for the specified
task.
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Set-up Logging / Trace File Path

The e-mail scheduler support a logging / tracing file that is useful in reviewing the scheduler activity. The
scheduler activity logging will provide details on the e-mails that were send along with any errors
encountered. To define the location where the log file we be create follow these procedures:

1.0pen the Miracle Service Administration

2.Select Tab 13. 'Administration’

3.Select Log Settings.

4.Click "Browse" and then browse to the directory folder where you would like the log file to be generated.
5.Define the Log Level. There are 5 levels.

a.Trace off

b.Trace Error

c.Trace error and warning information

d.Trace debug error

e.Trace detailed debug information

Path Information

Backend Databaze
Path:  Wirualxp-ra1 WiracleCBsample _6310.mdb

Logging
Path:  Wirtualxp-rs1 WiracleDB'Logs

Log Level: ;frace a'é{a'iléd"aé'bug infarmation v

Note: the higher the trace level is set, the more information is generated and stored in the log file. We
recommend setting this at the "Trace error and warning information" level initially and then modifying this
higher or lower depending on the how well the process is working.

6.Click OK to save the setting and exit this screen.

Establish E-mail Frequency in Period Billing

Miracle Service has defaults established for the e-mail frequency for the Period Billing Meter Reads.
However, it is important to review these settings along with the Contract 'switch' to ensure the system is
properly configured for your business. To configure the e-mail frequency and set-up the contract switch,
please follow these instructions:

1.0pen Miracle Service Administration
2.Select Tab 8. "Billing Information"
3.Select Billing Preference - Period Billing.

This screen contains the set-up parameters for the Emailing Frequency and to define which contracts are
included in the Email process.
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=] Period Billing Defaults
Contract Tax Category |[f | All Taxes Apply
Which Tax Group to |Ship To W [ &pply each location tax

use for Pericd Bilings

Parts Tax Category for "Contract | TAX w Al Taxes Apply
Percent' inveoicing (if used)

Allow Zero Amount Invoices Automatically Selected contracts (@)

Hide Cost Per Copy information in eﬁ‘“ﬁ"ﬂ";ﬁfﬁ; All contracts ()
PB Invoices

MNo contracts .;j::;.
Estimate Meter Readings For Bilings O
Cost Per Copy Decimals 4
Call Buffer (Days) | 15
Emailing frequency: Every |2 |, day(s) within call buffer

Automated Email Send Buffer | 15 dayis) added to the Contract End Date
for expired meter contracts

Automated Email Notification Aging 10| day(s) added to the current date to get
Days meters that are due
Period Biling Sort Field |Customer Name v

One-Time Charge Invoice |Qne-Time Charge
Line Description

oK

4.Select the Email frequency using the drop down selection. The E-mailing frequency works with the call
buffer set-up on the contract. The number of days will establish how often an e-mail will be sent to remind
your customers that a Meter Reading is due. The default is every 2 days. Modify this frequency by
selecting the appropriate setting using the drop down lost. The options are 1, 2, 3 and 5.

Note: E-mail's will be sent to your customers requiring meter readings starting at the beginning of the call
window and will be repeated based on the E-mailing frequency setting. These will continue until the
customer updates their meter reading, or until the end of the call window.

5.Next define if you would like to have only 'Selected contracts' e-mailed or 'All contracts' sent an e-mail
automatically.

6.Click OK to save the setting and exit.

Event Manager (Optional Module)

Event Manager is a powerful module designed to provide alerts to events occurring within the Miracle
Service system. While users are able to identify many of these situation viewing the various screens in
Miracle Service, the Event Manager module is designed to push these notifications to users via e-mail. The
following events can be monitored and actions triggered with the Event Manager Module:

*  Contract Expiry
¢ Create New Sales Order
¢ Create New Task
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*  Document Added

* Login Assistance

*  Modify Note

*  Modify Sales Order

*  Modify Task

*  Modify Task by Other
* Note Added

*  Overdue Task

*  Parts Below Min

* Parts Needed

e PM Due

* Sales Order Converted
» Sales Order Status Update
*  Select Customer (Contract)
* Select Customer (Inv)

* Select Customer (SO)

* Select Customer (Task)
* SLA Warning

» Task Assigned

» Task Cancelled

*  Task Completed

» Task Rescheduled

*  Task Unassigned

* Task Web Closed

* Uploaded Invoice
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Event Notification Definitions

Description Event Type Action

Users can add events and also setup the same event multiple times with the required to sen the events to
different individuals.

Create Events

Click Add Events to create a new event definition.

=l Event Notification Definition H
Description Active

event. IETETINTIE F

Apply To All Customers

Module Mobile Field Technician Console
Action [Email w | []HML

Use the help buttons ("?°) to indude data fields in the Redpients’, "Subject’ or Email Text’ fields (do not medify the data
fields). To send to multiple email redpients, use a semicolon ;") to separate the redpients. You can also type in an email

address directly.
Recipients @
Subject \g.
B 7 U [&@
Email Text

Save Cancel

Description: Create a description of the event rule. This is free form and should help users recognize the
purpose of the defined event notification.
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Event: Select the event type from the drop down events. Some events also required additional parameters
to be set such as number of days before a a contract expires do you want the notification to be sent.

Apply To. Selects if the event will apply to all items in the select group.

Module: Some event type are only available to be used with specific modules. This area will identify
which module the Event Type is available to use. If multiple modules are supported, the user will need to
check the modules where the event will be triggered.

Action: Select the action that should occur when the event is triggered. Currently email is the only
selectable action for many of the Actions. Some also support Highlight and Alert Actions.

Recipients: Specific Recipients email addresses can be entered. Also users can click the [?] fields button
to select to use data fields where the Recipients will be different for each alert notification event. For
example the alert can be sent tot he SalesPerson for a contract expiry.

Subject: Define a subject for the notification message. The subject can include field variables which can
be entered or the field variables selected by clicking the field variables [?] button. Field variables will be
added to the end, but can be copied and pasted in to the text of the Subject as needed.

Email Text: Define the body of the email for the notification message. The Email Text can include field
variables which can be entered or selected by clicking the field variables [?] button to the right of the field.
Field variables will be added to the end, but can be copied and pasted in to the text of the Subject as
needed.

=] Event Notification Definition
Description |Certificats Notification Active

Event Task Completed ~ Indude |Nene ~
Documents

Apply To All Customers
Module Miracle Service
Action |Email w | [ HTML
Use the help buttons ("?”) to indude data fields in the 'Redpients’, "Subject’ or Email Text’ fields (de not modify the data
fields). To send to multiple email recipients, use a semicolon (") to separate the recipients. You can also type in an email
address directly.
Recipients | [EQUIPMENTEMAIL JEQUIPMENTMULTIEMAIL @

Subject | [TASKID| Is Completed @
B 7 U [&0

Save | Cancel

Once the Event Notification Definition is created click ‘Save’. Event Notifications can be modified or
deleted at anytime.
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Show Action |All W

Description
Email Test
Mew Job Confirmation
MNew Sales Order
Mew Task for Equipment
PO Required
Request for Login Assistance
Request Job Cancel
Request Sales Order Update
Lnassigned for 3 minutes - Filtered

oo e | e e

Customer |41l

Event Notification Definitions

W Module

Event Type
Email Test
Create New Task
Create New Sales Order
Create New Task
Select Customer (Task)
Login Assistance
Task Cancelled
Sales Order Status Update
Task Unassigned

All

Email
Email
Email
Email
Alert

Email
Email
Email
Email

Action

Chapter 5: Administration Setup Program

w [C] Show Only Apply To Al

Module Customer
CP, MFTC
MS, CP, MFTC
CP
MS, CP, MFTC
Ms Airlines International
CP
CP
CP
MS BK's Law Office

To Modify an event click the zoom [+] button and modify the event information or click the ‘Delete’
button to remove the event from the event notification list.

Note: Events will only be triggered if the Server Console is active and running on the server where the
database is installed. The Server Console is an optional module installed separately.
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Chapter 6

My Preferences

My Preferences provides users the ability to define how Miracle Service will work for them. Users can
configure their preferences and this will define how they can view and search in Miracle Service to meet
their specific needs.

My Preferences

v This is my current start screen My Email

Select fields to display for this area

Long Distance
Other Phone

vip

MI-:I'JE Up

Move Down

Set your loading options

Available Fields Your Displayed Fields Display Sort Order Ascending w | “on first field
Account Status Customer ID Date Range Al v
Active Company Name = < 2
Address 2 Biling Attention s S
Bill To ID Address 1 (@) List Search (@)
Bil To Name City " Defsuit search method
1 Biling Method ~ State Refresh Interval o (miliseconds) (@)
| Comments. Zip Code . .
Country Phone Active |All b
Credit Limit Salesperson
Email Payment Term
Fax Vertical Market

Payment Type

Region 1D e

Region Name (_) Field Search g

Start Date Faster search for lists with large number of records.
Tax Group Search Field 1

Web Active Search Field 2

Website

Search Field 3
Search Field 4
Search Field 5

|l

LCancel

This allows each user the ability to configure how they would like to view standard information. User can
define the fields to view and the order of the fields to suit their specific preferences. These can be
configured for the following main screens. These are called Area:

. Customers

. Service

. Equipment

. Contracts

. Inventory

. Suppliers

. Purchase Orders
. Sales Orders

. Sales Invoices
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. Service Invoices

. Period Invoices

. Open Work Orders
. Billing & Invoicing

Make this my Start Screen. This setting will let users define the first screen they see when they start
Miracle Service. So if a user primarily uses the Service Area, they can set Service as their start screen.

My Email. Users can set their e-mail address. This will be used when the created user’s e-mail is used in
Miracle Service.

Region Group. Users can be assigned to a Region Group. Region Groups are configured in the Miracle
Service Administration. When a user is assigned to a Region Group, they will be able to only view
information for customers that belong to that Region Group. The Region Group for a customer is based on
the Shipto Region of each customer so if a customer has multiple sites, a user will be able to see the sites
that are within their Region Group only.

Region Groups are useful for companies that have multiple offices or manage groups of customers.

Select Fields to Display for this Area. Users can define the fields they will be able to view in the Data
Sheet View of each area. They can select a field from the Available Fields list and click the arrow to add it
to the Your Displayed Fields list. There can be a maximum of 20 fields in Your Displayed Fields list.

Users can adjust the order of the fields by selecting a field in the Your Displayed Fields list and then move
the field up or down by clicking the Move Up or Move Down button.

Display Sort Order. This will let users define the primary sort order of the data sheet view as Ascending
or Descending. The sort will be set on the first field in the data sheet view.

Date Range. When the records have a date associated with them the user can limit the date range of the
records to view. This will select records for a date range from the current date back to the oldest in the date
range.

Date Range Field. This will define the date field that the Date Range is using in the filter selection.

List Search versus Field Search

There is a primary view selection users can make to each Area. Users can select to use a List Search view
or a Field Search view.

List Search View

The List Search view is the default view setting. With this view users can select to filter this view based on
the available settings below in the List Search view settings. These will be different for each Area.

Refresh Interval. In the List Search view users can define to have the screen refresh automatically. If this
is left at O the list will not automatically refresh and users will need to manually refresh those screens. To

have the screen refresh automatically they can define the refresh interval in milliseconds. We recommend
this be set quite high such as 60000 milliseconds; however, users can set this to met their preference.
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‘ Quick Search Q| =2 Clear All FViews QAdd New
CustomeriD - Company Name - Billing Attention - Address 1 - City - State - Zip Code - Phone - Salesperson - Payment Term - Verical Market - VIP -
Airforce Base BETH 10368 Wallace Alley Street | Kingsport ™ 37663 5652790788 | Bob Johnson | Net 30 No
BAIL002 Bail & Well Business Solutions Richard Wade 4001 Steelburgh Highwa Cedar Bluff VA 24609 5559637336 Sheila Fraser |Net 30 Contract Customer| No
BKS001 BK’s Law Office 634 Middle Creek Rd Sevienville ™ 37862 (555) 248-7632 | Gail Anderson |Net 30 BBB Discounted No
BOMO01 Bank of Marion 102 W Main St Marion VA 24354 5557833116 Gail Anderson |Net 10 Contract Customer| No
CAMPO001 Camp Processing 2146 Kings Mill Pike Bristol VA 24201 5554662311 Gail Anderson |Net 10 Standard Retail No
CAV001 Cave Office Products Jimmy Mitchell 1235 VA KY Opry Building | Morton VA 24273 (555) 393-2967 |Bob Johnson | Net 30 BBB D Na
CVCo01 Credit Woodland Cancer Centre 1P Park Dr Johnson Cit ™ 37604 55659260063 Bob Johnson | Net 30 No
DMA001 Dr_ Mable Anderson Teresa Gates 512 Cherry Street Bluefield wv, 24701 6663242719 Bob Johnson |CO.D Standard Retail No
DMV001 Dept Of Mator Vehicles 45568 Jefferson Blvd Big Stone Gap VA 24219 (555) 523-8119 | Sheila Fraser |MNet 30 Government No
DPCO001 David Perdue, CPA Dixie Parks 225 Park Boulevard Marion VA 24354 (555) 783-1551 | Sheila Fraser |Net 30 Contract Customer| No
DST111 District IV Police Dept. Brenda Munc 4453 Lee Highway Marion VA 24354 (555) 783-7157 |Bob Johnson | Net 30 Government Na
FCcont Forward St. Chruch 10325 Bold Camp Rd Pound VA 24279 5557969201 Sheila Fraser |Net 30 BBB Discounted Na
FELO01 Felton Real Estate 1228 Gay Street Dandridge ™ 37725 (555) 397-7655 | Gail Anderson | Net 30 Contract Customer| Na
FIT001 Fit for Life Gym 1760 Hwy. Lewisburg ™ 37091 55535699806 Gail Anderson | Net 30 Standard Retail Na
FLEOO1 Fleet Painting & Supplies 207 West 8th Street Columbia ™ 38401 (655) 462-6723 |Joe Smith Net 30 Standard Retail No
INMNO01 Innovative Solutions 9040 Executive Park Drive | Knoxville ™ 37923 (555) 542-8639 | Sheila Fraser |Net 10 Standard Retail No
INS001 Insurance Source 967 Dallywood Parkway Sevienville ™ 37862 (555) 428-2301 |Bob Johnson |MNet 30 BBB Discounted No
INTO0O01 International Jewelers Chad Barr 851 French Moore.Jr Bivd. | Abingdon VA 24210 (555) 706-1680 | Sheila Fraser | Net 30 Contract Customer| Na
INTEROO1 International Computer Sales 5032 S Davey Crockett High Marristown ™ 37813 5553181200 Gail Anderson | Net 30 BBB Discounted Na
INTEX001 Intex Canada Corp 7430 C Rd Mi ON L5N 2C9 556) 814-6204 |Bob Johnson [Net 30 BBB D No
KEL003 Keller Wilson Realty 2010 Elmer Pogue Dr Columbia ™ 38401 5553886698 Sheila Fraser |Net 30 Standard Retail No
KFD001 K's Foods David Werth 26331 Hillman Highwa Abingdon VA 24212 5556235000 Bob Johnson | Net 10 Standard Retail No
KING001 Kingsway Trucking TOM LARSON 1350 King College Road Bristol ™ 37620 5556524765 Bob Johnson |Net 30 Standard Retail No
KING002 King Dentistry Kecia Salyers 1119 Commonwealth Avenu Bristol VA 24702 5554663014 Bob Johnson | Net 10 Contract Customer| Na
KIS001 Kissinger Furniture Gary Kiser 619 West Main Street Abingdon VA 24210 (555) 628-7341 | Gail Anderson |Net 30 Standard Retail No
LANDOO1 Land and Sea Tours Joe Hogan 1291 New Cut Rd_ sC 29305 (555) 576-6280 |Bob Johnson | Net 30 Contract Customer| Na
MSP001 Mike Smith Pontiac Daniel Johnson 1201 Tusculum Boulevard Il ™ 37745 (656) 639-6151 | Sheila Fraser |Net 30 Standard Retail Na
TAS001 The After School Place Melinda Turner 910 Alpha Drive New Tazewell ™ 37825 (655) 626-3323 | Sheila Fraser |Net 30 BBB D No

A 'Quick Search' feature is available in the List Search screens. Once a List Search is generated user can
enter a Quick Search string which will search all field in the List Search view and return the records that
match the Quick Search parameter.

List Search also provides users with a dynamic filtering feature. When viewing a List Search view, users
can filter the list by setting a filter on each column. Records can also be easily sorted by selecting a column
and selecting either to be sorted in ascending or descending order.

(}nmpmy Name - Billing Attention - Address
Adirforce Base Al sSotAtez
Bail & Well Business Solutions Z| sortZtoA
BK's Law Office |
Bank of Marion L& :
Camp Processing Text Filters r
Cave Office Products :
_« ]
Credit Woodland Cancer Centre E;Tﬁl:t:”] . ':
Dr. Mable Anderson S e e ;
Dept Of Motor Vehicles

- Bail & Well Business Solutions
David Perdue, CPA st Wit

District IV Police Dept. S — Q

Forward St. Chruch Camp Processing
Felton Real Estate Cave Office Products
Fit for Life Gym [¥] Credit Woodland Cancer Centr ¥

Fleet Painting & Supplies e 4
Innowvative Solutions |
Insurance Source

e e

] .4 Cancel

The filtering presented to the user will be based on the field format. If the field is a text field it will present
Text Filters, if it is a date field it will present Date Filters and if it is a numeric field it will present Number
Filters.
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Field Search View

Field Search view should be used in lists that have a large number of records. This will ensure users are not
waiting while a large list of records is being generated from the database. This will help with overall
performance.

When using the Field Search method, users can define the 5 primary fields to search. User can also define

on the search screen if the field 'Contains', 'Equals' or 'Starts With' the search criteria entered in the field
giving users greater control over how information can be search for in Miracle Service.

New Search Search

Invoice Number B Contains
Invoice Date g?aurislswnh
Bill To ID v

Bill To Name b 4

Cust PO Wt

Choose Field w
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Miracle Service Application

Main Menu

MIRACLESERVICE

Simplified Service Management

et

Customers
Service
Equipment
Contracts
Inventory
Suppliers
Purchase Order

Sales Order

Billing & Invoicing

Sales Invoice
Senice Invoice

Period Invoice

Reports

Chapter 7: Miracle Service Application Main Menu

This is where the operations of the Miracle Service application
take place. Prior to entering any information in this section, the
Administration Application must be 100% complete. Any attempt
to enter information in the Miracle Service application will result
in database errors.

Options Menu

In the Top Left corner of the Main Menu is a drop down menu
called Options. This menu is available from any screen in Miracle
Service.

[ Cptions | Help

Prinkt Cptions

Default Reports

Path Information

Change Password

Clear Client Error Log
archive Database Log

Clear Transfer Log

eForms

Cick Call

Print Options: Configures the Print Preview mode for many of
the documents in Miracle Service.

Default Reports: Select the default report to be used when print-
ing various documents in Miracle Service.

Path Information: Identified the Backend Database path and the log settings.
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Logging Settings

Path Information

Backend Database
Path:  Wirtualzp-r=1 WiracleDB\zample_E310.mdh

Logoing
Path:  WWirtualxp-rs1MiracleDE'Logs

Log Level: ;:I:race detalleddebug information v

These setting will define the path for the log file and its Log Level. The ‘Log File Path’ must be an
existing directory. If the directory is not existing, it must be created using your Windows File Explorer.

The ‘Log Level’ defines level of information you would like to log with the application. There are five
levels of tracing:

1. Trace off

2. Trace error

3. Trace Error and warning information
4. Trace debug error

5. Trace detailed debug information

The higher the trace level is set the more detail is collected by the process. It is recommended to keep this
tracing low unless you are experiencing problems and can then reset the level higher to capture more
information.

Change Password: Is used to change the users password.

Clear Client Error Log: Is used to clear the Client Error log. This is a log file unique to a users desktop
that stores the error messages the user receives.

Archive Database Log: Is used to archive the database log. The database log captures transaction events
which identifies users activities.

Clear Transfer Log: Is used to clear the inventory transfer log. This log captures the movement of
inventory between locations. This is generally not cleared, but may be cleared after a stock count period.

eForms: Is used to set-up and configure the eForms that will be used in Miracle Service. eForms is an
optional module and detailed information on the set-up of the eForms is in the eForms section later in this
manual.

Quick Call: Is used to launch a Quick Call from any where in the application. This lets users
immediately launch a Quick Call at any time from anywhere in the application.
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Customers Menu

From the Main Menu, click on the Customers button to display the customer view.

MIRACLESERVICE

Simplified Service Management

Customers
Service
Equipment
Contracts

N@ Inventory

8 Suppliers

{7 Purchase Order

) sales Order

E Billing & Invoicing

The Customer Center holds information on the people or companies your company sells to or provides
services for. The Customer Center also provides a roll-up of information on the customer and is a
convenient center to review the details on a specific customer site.
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Customer Center Screens

Customer Type Bill To ® Ship To (0] Customer ID  AIR001

Airlines International
Main | Requesters | Invoices | Equipment | Senice Tasks | Senice Contracts | Sales Orders | Sites | Retum Orders

Active Customer
VIP Customer []

Company Name Airlines International

Billing Attention BETH

Address 10368 Wallace Alley Street aﬂxﬂ:ﬁ
Directions
City Kingsport v State N v
Zipcode 37663 Country USA v
Long Dist.
Phone (555) 279-0788 Other (555) 279-0788 Start Date
Fax Web Active
Email name@company.com Web Password ===
Website: Miles Away 0
Region GILES - Giles County v
Vertical Market Government v
Sales Person Bob Johnson v
Einancial Info Pricing Info User Screens Documents Notes Export Templates Events Map

New Customer Edit Customer Delete Customer Reports Print Statement Exit

Click ‘New Customer’ to add a new customer and ‘Edit Customer’ to edit the existing customer. To
complete the Customer screens, supply the information requested.

Note: Additional data entry fields appear after required fields are properly populated. This method reduces
data entry error.

Bill to — Ship to

Bill To ® Ship To ©
Select whether this record is a Bill-To or a Ship-To customer.
Bill To

These are customers who purchase goods and services as well as pay for those goods and services.

If this customer purchases goods and services as well as pay for those goods and services, they should be
identified as a Bill-To customer. Enter a unique Customer ID.

Ship To

These are customers who purchase goods and services, however, the sales invoices or the service invoices
are sent to another location.

Bill To ID DMV0O1 b

Company Name |District I\ Police Dept.
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If this customer will purchase goods and services but the sales invoices or the service invoices are sent to
another location, (for example a regional office or head office), they should be identified as a Ship-To
customer. Enter a unique Customer ID.

Customer ID

The Customer ID is a unique alphanumeric identifier. The Customer ID can be used to differentiate
between customer records with the same company name.

CustomerID ABCZ00|

Most accounting applications use the Customer ID to import information. If your company plans to use the
accounting exporter function in Miracle Service, the unique Customer ID must be the same in both
applications.

After the customer record has been identified as a Bill-To or a Ship-To record, enter a unique Customer
ID.

Enter an alphanumeric identifier. Letters, numbers, spaces, and underscores are acceptable characters. Do
not use special characters, such as quotes and apostrophes. For example, ABC Company may be ABC-001
or ABCOO01. Enter the customers name when the field appears. Select [Enter] to continue with your 'Data
Entry' screen.

Tab Navigation

Main | Requesters | Invoices | Equipment | Semice Tasks | Semvice Contracts | Sales Orders | Sites |

The Tabs contain a view of the related information for the customer displayed on the ‘Main’ tab. Click on
the tab to view the specific related details for this customer. The default filtering for the information
displayed in the Tabs is configured in the Administration setup.

Main Tab Fields

Ship to — Sometimes Bill to?

These are customers who purchase goods and services, however, the sales invoices or the service invoices
are periodically sent to a third party. Check this box when adding companies, which periodically want
invoices, sent to third parties for payment.

If this customer will purchase goods and services but the sales invoices or the service invoices are
periodically sent to another location, they should be identified as a Sometimes Bill-To customer. For
example, Equipment Sales are billed to head office, Service Contract Renewals are billed to regional
offices and consumables are billed to the location that purchased the items.

Sometimes Bill To U
Active Customer
VIP Customer U

Active/Inactive Customer
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This flag identifies customers as active or inactive. Sales Invoices, Service Calls and Service Contracts can
be created for active customers. Customers no longer purchasing goods or requesting services may be
identified as inactive.

The 'Active Customer?' box appears on the 'Customer Data Entry' screen.
The default setting is checked to indicate Active.

Miracle Service will not allow sales invoices or service calls on inactive accounts. Bill-To records cannot
be de-activated if it has an active Ship-To record associated to it. Likewise a Ship-To record cannot be
activated if it has an inactive Bill-To record associated to it.

Customer records cannot be de-activated with activity associated to it.
vIP?

This flag will identify VIP customers when creating Service Calls. This helps ensure customers needing
specialized attention can be identified during the Service Call creation process.

Vertical Market

This optional field identifies customers, belonging to different groups, for example, Retail, Government,
School Board etc.

Select the Vertical Market this customer record is best associated to.

The Vertical Market field may be used to differentiate customers by types of organizations or by level of
patronage.

Other Fields

Enter the Address and Other Customer Information. This information will print on all customer reports or
invoices.

Billing Attention

Enter information that will help direct billing to the proper person. When creating an envelope or invoice,
for example, the 'Billing Attention' line will appear.

Web Active Customer?

If you have purchased the optional Customer Self Service Portal you will see the options that enables a
customer to access the Customer Self Service Portal. If you check the “Web Active’ customer box, this
identifies this customer as a customer that can access the Customer Self Service Portal.

If you have marked the customer as a ‘Web Active’ customer, it is critical that you set-up a password for
this customer. This is just the initial password, as the customer is able to change this password once they
first log into the Customer Self Service Portal.

Miles Away

This field is only displayed if the feature is selected in the Service Call Default setup in Miracle Service
Administration - Service Preferences menu. If the setting “Calculate charges based on defined customer
mileage and expense rates.” is set, this field will display. The value entered in this field is the default
mileage that will be added to a task as the mileage used for this customer location to calculate mileage.
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Special Info Buttons
[inancial Infa ['ricing Info User Screers Documents Notes Export Templates Events Map

The Special Information Buttons offer additional information. There are four buttons available for
customer information. (See 'Application Conventions' for 'Special Info Buttons')

Financial Info

This screen provides details of the financial relationship between the dealership and their customers.

Edit Customer's Financial Information

Tax Group |9lFed W |
Accourt Status

Paymert Term |Net 30 b |

Payment Type |Check ~ | Credi Limit $0.00
Billing Method |Email v |
Currency |USA v|

Service Billing Defaults
Ay Addtional Flat Charge () Ay Additionsl Flat Charge ()

CREMGES 10N Fiat Charge by Zone Charges 1or — piat charge by Zone
Labor 7 9= o Trawvel ¥ - g= B o
Mo Surcharge  (3) : B )

Flat Charge it Applicable 5000 Flat Charge it Applicakle (50.00

QK

The first things to attract attention are the 'Release' and 'Hold' buttons. These refer to the account status.
All customer accounts are defaulted to 'Release’ Mode. To put a customer on credit 'Hold', click the Hold
button. The yellow plus key, next to the 'Hold' status will inserts the user, date and time that the account
was put on 'Hold'. Clicking the 'Release' button removes the credit hold.

If an account is on 'Hold', a warning light is displayed on the service call request screen when a service call
is being created. The flag informs service call takers that the customer is on 'Hold'.

The 'Tax Group' and 'Payment Terms' are defaulted. Select a different 'Tax Group' and/or 'Payment Term'
if applicable. Enter the Credit Limit for this customer.

Account Held Information

Account Held By |s'rteadmin |

Date | Tuezday, December 07, 201 III|

Titne | 10:5%: 26 AM|
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Pricing Information
This determines the customer specific pricing information on inventory items.

Select the 'Pricing Information' button to open the 'Edit Customer's Pricing Information'.

Edit Customer's Pricing Information

Customer's ) quartty (O Price O
Pricing System Pricing Group

Special Pricing

e

Retail: If 'Retail' is selected, the customer receives regular retail pricing. New customers are automatically
defaulted to 'Retail’ pricing.

Quantity Pricing: If 'Quantity Pricing' is selected, this customer receives quantity pricing on specific
inventory items identified in this feature. Quantity pricing levels are set up in the 'Inventory' module under
'Quantity Pricing'. (See the 'Inventory' section.)

Price Group: If 'Price Group' is selected, an additional Price Group ID field appears. Select the applicable
price group from the drop down list.

Select the 'Zoom [+]' button, next to the drop down box, to view the 'Price Group' screen. Use the blue
arrows or the search fields to view the list of price groups. Price Groups are maintained in the
Administration program.

Special Pricing: The 'Special Pricing' feature allows specific pricing for a set amount of time on specific

items. This feature is useful for making special deals with customers. For example, if sales won a contract
from a local school board with a condition to hold prices for specific items for a year, those items would be
identified here.

Edit Customer Special Pricing information

Item Humber | Retail Price | Cost Price |Special Price | Expiry Date [P8
1472658 " $15.93 $9.63 $12.95
4369852 " $42.93 $20.65 $35.00 B/5/2012
2 “ $0.00 $0.00 $0.00
L
Ok

Note: When items are entered on a sales or service invoice, customer specific pricing is determined in the
following order...

1. Does the customer have a valid 'Special Price' for this item? If so, use this price.
2. Does the customer belong to a Price Group with a margin on this item category? If so, use this price.

3. Does the customer receive item quantity breaks, and is quantity pricing applicable? If so, use this
price.
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4. Ifnone of the above rules apply, use the item's retail price set up in inventory.

The Special Pricing list is also used with the Compatible Parts feature. When the Compatible Parts feature
is active, the list will also be used to filter parts in selected categories so only those specific items can be
selected for a customer. See the Compatible Parts feature in the Inventory setup section of the manual.

Service Billing Defaults: When a service call is taken and no equipment is selected, these charges will
apply for labor and travel. When a call is taken and equipment is selected, Miracle Service will use the
equipment (or contract) labor and travel charges instead of these values. When new equipment is added to
a customer's serviceable equipment table, this default charge will apply.

User Screens

These user-defined screens may be used to store addition customer specific data.
See 'User Screens' in your 'Application Conventions' screen.

Requesters

These are the people who call to request service. The information for these fields may be entered later
when entering service calls.

When service calls are entered, select the person requesting the service from the drop down list or enter the
new requesters name and information.

Opt-in can be checked on the Requester to identify which requester would like to receive e-mail
information for your company. When you generate reports with Requesters, this field may be included and
used to identify which customers have agreed to receive e-mail from your company. This is intended to
help your company be compatible with various SPAM legislation that may be in place in your area.

Print Statements

It is possible to print receivable aging statements if the payments are being tracked. When invoice
payments are entered in the invoice screen, it is possible to print a current statement for the customer at any
time. When you print a statement on a Bill to record it will contain all of the invoices for work or contracts
at all of the related sites.

Documents (Optional)

Documents can be attached and viewed in the documents screen. Selecting the documents button will open
the Document Management screen. The Document Manager is integrated throughout the application. It is
possible to attach documents to customers, contracts, equipment, sales orders, and service tasks. From the
Documents button in the Customer Maintenance screen, users can find all the documents relating to the
customer.

Notes

Notes can be recorded in various areas of the application. They can also be recorded in the Customer
Center. All Notes can be viewed in the Customer Center and the Notes are can be filtered to only show
notes for specific areas.

Miracle Service Users Manual | 149



Chapter 8: Customers Menu

144 ]»

Customer I AIRO0T [] Shaw far & Date Range
Airlines International

Recard Count: 1

Date Added Note Last
Subject v v Created w By Userwy Type Record ID Updated w

3 D\scussiun with custom|This is a record of the discussion with the cu&|1 242142010 12:09:33 Pjsiteadmin Task 46-1 12/21/201012:09.39 Pt

Users can select the filter to view just Task Notes or All Notes.

Notes can also be filtered by date range. Select the ‘Show for a Date Range’ and then enter a start and end
date range.

Finally Notes can also be searched using the Search feature at the top right of the window. Wildcard
characters can also be used in the search to find where the text is at the beginning, middle or end of the text
being searched.

It is also possible to sort the notes by clicking the arrow at the top of the column. The highlighted arrow
shows which column is the sort column and the up or down arrow indicates if the sort order is ascending or
descending order.

When Notes exist for a customer record the ‘Notes’ will be displayed in a green font.
Export Templates

The Export Templates supports the Period Billing Exporter. It is a powerful tool that allows users to create
custom detail billing Excel export files. User can add all of the necessary fields required to report the
details of a Period Billing invoice and export this to Excel.

Export Templates can be defined by Customer or as a standard template available for use on all customers
Period Billing Invoices.

To create a new Export Template, click the ‘Export Templates’ button and click Add.
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B Export Templates El

Options | Details

Template Name: M |
Export File Path: |c:'l,Mirac\eDB'l,export.x|s | [ Browse ]
Include Column
Headers
Template Availabily: () Standard {all customers)
(%) This Bill Ta and all locations

IEFlCleast=! () Cverwrite existing file

() Rename existing file

Exit

Define the following report options:
Template Name: enter a name for the template

Export File Part: enter a path where the report is to be exported. Please consider any Network specific
issues in defining this path. If you select the C: drive, it will always be exported to the users local drive. If
you prefer to export to a network drive, it is best to use a standard Mapped drive that is defined the same on
all PC desktops.

Include Column Headers: check this box if you want the column headers included in the exported Excel
file.

Template Availability: Select "Standard" if all customers should have access to this template or select
"This Bill To and all locations" if the template should only be available to the Bill to and related ship to
locations.

If file Exists: Select how you would like to system to handle the situation where the export file already
exists.

Next click the ‘Details’ tab to select the fields to be exported in the template being defined.

B Export Templates fg\

Options | Details |

Field Defintions:

Move | Field Header Text | Order By
M O v (@]
Active Eil To -~
Addiess 1 Eil To =
Addiess 2 Eil To
Move Attention Bil To
Up Billing Method Bil To
City Eil Ta
Cornments Eil To
Down Compary Name Bil To hd
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Field: Select the drop down to choose the field to include in the export.

Header Text: Type in the field header text to modify the column header name.

Order By: Click the field if this is the field to be used to sort the export file.

Move Up or Move Down: You can select a field and move its order on the exported list.

Once all of the fields are defined and positioned correctly, you can click ‘Save’ to save this template
format.

To modify an existing Export Template, select the Template and then click ‘Edit’. Once the changes are
made click ‘Save’ to save the changes.

The Export Template can now be use to export the billing detail in your Period Billing Invoice screen.
Events (Optional Module)

When the Event Notification Manager users can define customer specific event messages. These messages
will pop-up to alert users to customer specific information. Events can be configured for Contracts,
Invoices, Sales Orders and Tasks. When an event is configured for a customer, an alert pop-up will be
generated when a user selects the customer for one of the areas above.

= Event Notification Definition |
Description [PO|Required [] Active
Event Select Customer (Task) )
Action | Alert W
Use the help button ("?") to indude data fields in the "Alert Text' field.

Alert Text |This customer needs to provide a Purchase Order number before proceeding with the Service Call .;@

Next Cancel

An example of an event may be when a Purchase Order number is required before you can open a new task
for a customer. This can be configured on the customer record as shown above.

= Event Notification Definition
S T ST ED
[ Apply to selected BilTo customers and their locations 8
Attac - Customer ID + | Company Name -~ Address - City -
AIR001 International Aiflines 10368 VWallace Alley Street Kingsport
BKS001 BK’s Law Office 6534 Middle Creek Rd Sevienille

Users can select which bill to and ship to records this will apply to.
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When a user creates a Service Task and select the customer a pop-up will be presented showing the event

messages.

Miracle Service

the Service Call.

This customer needs to provide a Purchase Order number before proceeding with

oK

Map (Miracle Service SQLversion Only)

The Map button will launch a Google map of the customers location. This will open in the default browser

on the users desktop.

UsA

£, Mg ;
Street VI“E—W?—_ L ot

] Explore this area
Search nearby

Traffic, Bicycling, Terrair

Satellite

Map data 2015 Google

Google

Terms

- © '
m@‘@ hitps://www.googlec.. O ~ @& C H @ 10368 Wallace Alley St - Go... * {0} 9o 590
) S |
10368 Wallace Alley Street Kingsport TN 37663 USA n HH m
©) search nearby: hotels- restaurants
10368 Wallace Alley St ‘s * 3 S\
Kingsport, TN 37663 bisaiae | e sy g

Privacy

N

11! Leclerc Foods

Ha,
@4%,
ERRS

Charter Communications
@ =
g0 | § oE=

100 m

A
~

maps.gocgle.ca  Report a problem
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Miracle Service provides Sales Orders to provide customers a copy of a sales transaction prior to
invoicing. Once approved, the sales order can be converted to an invoice very easily. Only one user can be
accessing the sales order screen at a time.

Sales Order Type  POS ® Text ©  Project © Flags| Mot Printed \\o:L‘mvenedtmnvmr:e

SHIPPED TO  [Hank of Marior SaleaiOrdar paz0=;000]
Bank of Marian
102 W Main St y e - N
Marion, VA 24354 Retun Onler
PLrchzse Order# | Craate Hew
ReqLeser = Cil-To Company BOMOD1

Bank of Marion

Sales Drder Dale |07f03/2003 -
102 W Main St

Greup Tyoe W Marion, VA 24354
Payment |erms ket 20 -
Castomer Drder Ma.
Sales Porson |Zail Anderson L
Orclzr Source |Castomer Zall o3
Shped Via ¥
Jiept
Terms & Condiions [4 | Subtotal 500
Lraatad Sy Discounts $300
Crmmants Other Charges 200
Total Tax $5250
Cther User Total Sales Order 5= $802.50 ||,

AMtach Tau Info Decamerts

Serezns

l Linc fems

Charges

Some companies elect to use the Sales Order Module as a quoting system. While the intent of this module
was not for this purpose, sales orders not converted to an invoice remain outstanding just like a quote
would remain outstanding until it is voided. The words 'Sales Order' may be replaced 'Quote’. To cancel
a sales order, simply void it.

Note: There is no functionality associated with making quotes in Miracle Service.

Sales Order Types

There are basically two styles of sales orders and invoices: 'Point Of Sale' or 'POS' and 'Text'. POS
invoices, are used to pull and invoice for inventory items. Text invoices, are used to invoice for services
or non-tangible goods (such as consultancy). The only difference between the two documents is how the
line items are laid out.
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There is a third type of Sales Order called Project Sales Order. Project Sales Orders are used to manage
typical installation projects and can be viewed as a project management module. A Project Sales Order
mostly defines a Work Flow Process. The Project Sales Order itself is basically a POS style Sales Order;
however, when the invoices are generated, they are created as POS Invoices with just the progress payment
on the invoice. We will discuss the Project Sales Order process in more detail at the end of this section.

POS Line Item Screen

A point of sale (POS) order is used to sell inventory items. The items are searched, selected or added-on-
the-fly from inventory database.

Edit Sales Order Line Items

Quantity Suggested | Average
Customer Retail Price
Item Number Ordered | Unit [ Per Unit | Per Unit
| |
$1.47
IR ) Connectors
FA147ERE w [E] SHEach | $11.39
Description =]

TEXT Line Iltem Screen

A Text order is used to sell non-inventory items, such as consulting services. Enter the description of the
item up to 255 characters per line item, which should be sufficient even for very detailed explanations of
your services. Please note that in the Text Style of sale, there are also accounting integration specifics to be
considered. If the accounting export module was purchased, review the following carefully.

Edit Sales Order, Line Items

Deszcrnption Quantity | Unit | Avg Price Amount
Per Unit
Cotzultancy Inspection Services $150.00
City Planning Propozal #548154
| ti |
nspection 3 $0.00

$150.00

Conzultancy Recommendation Report Services
City Planning Propozal #548154
Feport

Conzultancy City Planning Authonization Services
City Planning Propozal #548154
For Forward Authorization

I-II-[I-[I-

Notice the difference in the screens.
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Sales Order — Creating

Select the 'New' button under 'Sales Orders' from the 'Sales Order and Invoices Menu'. Select the sales
order type (POS or Text).

Sales Order #

The Sales Order number will be defaulted from the Administrator Module settings.

Shipped To

Select the customer that the goods will be shipped to. Miracle Service will enter and display the address
information below and print it on the sales order.

Customer Bill-to Number

When the customer's Ship-To ID is selected, the customer's Bill-To address is displayed on the right. In
most cases, the Ship-To and the Bill-To are the same, however the Bill-To address may be modified on the
sales order. In the event this customer is a 'Ship-To sometimes Bill-To', select the proper Bill-To address.

The button with five dashes across it allows the salesperson to select another Bill-To address to send the
invoice. Selecting other Bill-To addresses through this method creates only a temporary relationship with
the Bill-To for the single invoice.

Requester

This is used in the Project Sales Order. The Requester is added to the Work Order generated from the
Project Sales Order when you click the “Convert to Request” button. See Project Sales Orders later in the
chapter.

Sales Order Date

The current date is the default entry for this field, but it is an editable white field.

Group Type

This is used to help differentiate between Sales Orders types in the Sales Order Review screen. Group
Types can be defined by entering the group name in the field as you work with the Sales Orders. An
example of how Group Types help differentiate between critical order. They can help differentiate
‘Equipment’ orders from ‘Parts’ orders and then from ‘Supplies’ orders. This will let users focus on
critical orders first.

Payment Terms

Select a payment term from the drop down list or add a new payment term on the fly.

Customer Order Number

If the customer requires their PO Number or sales documents enter their number here. This is an optional
field.
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Request Type

The Request Type is used in the Project Sales Order. The Request Type is added to the Work Order
generated from the Project Sales Order when you click the “Convert to Request” button. See Project Sales
Orders later in the chapter.

Sales Person

Select from the drop-down list or add a new sales person on the fly. This is an optional field.

Order Source

Select from the drop-down list or add on the fly, the source of the order for example, customer called-in,
web site, walk in etc. This demographic information may be important for custom created reports. A drop
down box will display past sources, or you can add one on the fly.

Shipped Via

Select from the drop-down list or add on the fly the method the goods were shipped for example, Fedex,
UPS, etc.

Dept.

Enter a department reference. This can be included in the Ship To address to help deliver the shipment to
the correct location.

Terms & Conditions

Selecting the Terms & Conditions provides a list of standard Terms and Conditions that can be linked to a
Sales Order. Users can select from a standard list and will also have the option to modify the text from the
standard version. The Sales Order will retain the changes and leave the original version intact.

Created By

Created By will display the User ID of the original user that created the Sales Order.

Comments

Comments can be added at the bottom of the sales order.

Special Info Buttons

The Special Information Buttons offer additional information. There are four buttons available for sales
orders. (See 'Application Conventions' for 'Special Info Buttons')

They Special Information Buttons are displayed near the bottom of the Sales Order screen.

Cther Charges Attach Tax Info User Screens

Line Items ‘ Documents ‘
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Line Items

The Line Items screen offers information such as a description of the goods or services, quantity, average
price and actual price. The POS and the Text screens look slightly different. The POS screen offers the
selection of inventory items and the Text screen allows the salesperson to enter the description of the goods
or service. We will review the POS line item screen.ltem Number for POS Sales Order.

Edit Sales Order Line ltems

Quantity Suggeszted | Average Included S
Customer Retail Price In

Item Humber Ordered | Unit | Per Unit | Per Unit

$1.47

oE

37Each [ 31133

RS Toner Dizcoust |[IIELTITTT

Tax Tax $DDD
3 E] nt:l | $0.00
A123456 Paper
4147268 Toner 1 — [0.00 L] y
AZ3456T Drum 15 : v
A32014856 Copier 3
A363841 Connectors 4
AZEIE52 Toner 43
AR AQR brawmar =]

Select the down arrow, and a drop down box displays a list of all inventory items on file in the main
warehouse listed alphanumerically by item number. It shows the 'Ttem Number', a brief description of the
item, and the 'Quantity in Stock'. Enter one and the information is added to the 'Sales Order'. Type a partial
part number, the auto-expand feature will assist.

Select the 'Zoom' [+] button and the application will open the 'Inventory Maintenance' screen where items
can be searched for or added one on the fly. When 'Exiting' back from inventory to the 'Edit Sales Orders
Line Items' screen notice the details of the inventory item have already entered.

Line Item Kits

Line items can also be added as complete inventory Kits. This will add multiple line items at the same
time. To add Kit you need to select the ‘Add/Edit Inventory Kits’ button at the bottom of the Edit Sales
Order Line Items window.

Edit Sales Order, Line Items

Quantity Suggested | Average Included £%

Customer Retail Price In
Item Number Ordered | Unit | Per Unit | Per Unit Amount Contract

$0.00 | $0.00

pERI T Discount ‘

Descnption

L4l

AccdEdit Invertory Kits Ok
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When you click the ‘Add/Edit Inventory Kits’ it will present a list of available kits. Only the Kit name is
shown on the line item. You can edit the quantity of items in the Kit by selecting the Zoom [+] button for
the kit.

Inventory Kit Maintenance HKﬂ Name ¥ IKIENNAIT |.
Name iﬁm@l
Deseription [Technician's car kit
Kt ftams Y
P |[FoBEEH + | oF|Connectors 10
HE54321 w gr|Controllers 5
HEGZII pvs |:|'_|': Drum 3
HOGTG54 Evs # D Roller 5
REIE6ET pvs # Drum 1

You can modify the Quantity only. This will also update the Kit Price. The Kit Price is calculated based
on the total price of the Kit items.

Text Based Line Items: For a Text based sales order, enter the text into the line item. To add another line
with more text, simply click on the next blank text box.

Description

'Description' and 'Item Number' are attached to each other. The 'Inventory Data' screen fills 'Description’ by
default when the '[tem Number' is selected.

Quantity Customer Ordered

Enter the quantity of the item ordered. Use the up and down arrows to increase or decrease the figure
shown, or simply edit the number. If the quantity ordered to the point that the quantity price should take
affect, the price will automatically change in the 'Suggested Retail per Unit' field.

Units
Units of measure default from the item selected.
Suggested Retail per Unit

This blue field displays information from the 'Inventory Data' screen. When the inventory item and
quantity of items are entered into the 'Inventory Data' screen, the retail pricing, based on the customer's
settings, are automatically calculated.

Average Price Per Unit

This is the price your customer will pay for this item on the sales order.
Amount

Quantity Ordered x Average Price per Unit = The Amount in this Field.
Discount

Discounts are applied by line item not the entire sales order. Select the discount button to enter the 'Edit
Sales Order Line Item's Discounts' screen. Enter the description and the discount as a percentage or dollar
amount. If you enter the percentage it dollar amount will be calculated. If you enter a dollar value the
system will calculate the percentage.

160 | Miracle Service Users Manual



Chapter 9: Sales Orders

Edit Sales Order, Line Item’s Discounts

Dezcription | Rate | Amount |
Trade-in Allowance 15.00% $149.25
2 .00 $0.00
v
o
Tax

This button only applies if the 'Tax by Line Item' option was selected in Administration Set-Up. Select the
'"Tax' button to go to the 'Edit Line Item's Tax Information' pop-up. Taxes collected vary depending on to
which tax categories and tax groups these items and purchasers belong. If you're creating a Text Sales
Order, select this option if tax is applicable to the Sales Order. For POS sales orders, all relevant taxes have
been automatically selected.

Edit Line Item’s Tax Information

Tax Only the S

Tax min/max | Portion That
walue by Matches
Min/Max Qty| Min/Max Quantity Criteria

ST Mo Tax applies

| 700 Mo O 0O
Deschnption EEEREY
4.00% Mo | 0O 0O
Descnption [FEEEEIENE

<

To edit taxes, select the Yes/No button.

The Min./Max Qty for Tax and Min./Max Value for the Tax are explained in the Tax Categories setup
instructions.

Select 'OK' to return to the 'Sales Order' screen.

Other Charges

This field allows additional items to be billed on the sales invoice, for example, brokerage fees, insurance,
freight, etc.

To add Other Charges select the 'Other Charges' button and enter the table labeled 'Edit Sales Orders Other
Charges'.
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Edit Sales Order’s Other, Changes

Description
City Inzpector - Auth Fee

* $0.00 | Tax $0.00

The table displays individual 'Other Charges'.
Description: Enter a short description of the billable item.
Amount: Enter the 'Amount' of the other charge.

Tax Button: Select the appropriate tax, if the 'Tax by Line Item' taxes method is being used, (See the 'Tax’
button of the 'Administration Set up'. Select 'OK' to return to the 'Edit Sales Orders Other Charges' screen
where Miracle Service has calculated and displayed the tax.

Tax Amount: This is where Miracle Service displays the taxes it calculated in the 'Tax' button.

Select 'OK' to return to the 'Sales Order' screen where the 'Other Charges' and 'Tax' on the charge are
already entered.

Attach Button

If the sales order is directly related to a piece of equipment belonging to a customer, there is an option to
attach this sale to an existing contract or piece of equipment. This will affect the calculation of the
profitability of the contract and the equipment. If the sale is not attached to the contract or equipment,
Miracle Service will not include the proceeds in the profitability calculation. The value (cost/revenue) of
the entire order is attributed to the contracts and/or equipment. Select the 'Attach' button and choose the
contract and/or the piece of equipment.

Edit Sales Order, Attachments

Attach Sales Order to a Service Equipment Contract andior a
Service Equipment kem

Simple Arrears Meter Biling & Supplies

Eqjuipment D 52

AE3250577A21 587 fSecond Floor Receptionsas21 069hulti Function High

Both windows have drop down boxes. Select the down arrow of the Contract ID window and all contracts
held by the customer, (Bill-to and Ship-to), will display.

When a 'Contract ID' is selected, each piece of equipment that is attached to that contract displays in the
'Equipment ID' window. If a contract is not selected, then all the active equipment at this customer's site
can be selected.
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For contracts, the first number shown is the ID number assigned by Miracle Service. Next is the contract
template type, followed by the 'Customer ID' and Name on the Contract.

For equipment, the first number displayed is the Equipment ID assigned by Miracle Service. Next is the
serial number, followed by Unit ID (if used), model number, and description. Select the piece of equipment
that is the subject of the 'Sales Order".

Select 'OK' to return to the 'Miracle Service Order'.

Tax Info

After the 'Tax Info' button is selected a window appears asking if the 'Blended Tax' method applies. (See
the 'Tax' menu in your Administration Set Up.) If the '"Tax by Line Item' tax method is not being used, a list
of taxes that may apply will appear. (See 'Line Items'). The correct taxes based on the customer and the
items selected will be selected by default. The tax defaults may be edited.

'OK takes returns to the 'Sales Order'.

User Screens

This is used to add under defined data entry fields on to the Sales Order. If a new User Screen is created
and defined with a name of “Main”, this is a special User Screen and the fields and labels associated can be
added to the printed Sales Order using the Report Designer.

Documents

The is part of the optional Document Manager module. After the Documents button is selected a window
appears where you can attach documents directly to the sales order. This enables users to attach electronic
documents such as product literature, specification sheets and other documents to a sales order. Once
documents are attached, they are available to be e-mail as attachments if the Sales Order is emailed to the
customer.

Totals

Notice the blue fields and a 'Recalculate’ button in the lower right corner of the 'Sales Order'. The 'Sub-
total', 'Discounts’, 'Other Charges” and 'Tax' fields reflect the values entered through the 'Special Info'
buttons. The 'Total Sales Order' is the sum of those fields. See the 'Application Conventions' for more
information on 'Recalculate' buttons.

Return Order - Create New

The Create New Return Order is only displayed if the Return Order module is purchased. This is an
optional module used to manage a higher volume of items being returned and replaced. If a Sales Order is
being generated to replace an item being returned, user can generated and link the Return Order by clicking
the ‘Create New’ button. See the Return Order section of the manual for more details on the Return Order
feature.

Purchase Order - Create New

The Create New Purchase Order (PO) is an optional feature that can be activated to link a Purchase Order
directly to a specific Sales Order. With this feature it is possible to link a single or multiple Purchase
Orders to a Sales Order. If multiple PO’s are being linked, they can be linked to individual line items on the
Sales Order. With this it is possible to generate a PO for different suppliers for each line item on the Sales
Order. It is not possible to split an individual line item between multiple suppliers. Once all of the Purchase
Orders linked to a Sales Order are received, the Sales Order can be converted to an invoice. See the
Purchase Order section of the manual to learn more on handling Purchase Orders.
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Buttons on the Sales Order Screen

Save or Save and Print a Sales Order

| Mew ‘ | Edit | | Yoid ‘ Convert to lnvoice

| Print

Sales Order l ’ Print Picking Slip l ’ Print Labels ‘

After the 'Sales Order', is complete, the 'Save and Print' buttons appear at the bottom of the screen, beside
the 'Save', 'Cancel' and 'Exit' buttons. The 'Sales Order' may be printed now or later, (or by-pass the print
stage - see the 'Flags' section below). The options to 'Cancel' and 'Exit' are also available. If 'Save and Print'
is selected, Miracle Service will send the sales order to the printer or to the screen for print preview,
depending on the option selected. Miracle Service will exit to a new 'Sales Order' screen.

Upon return to the Sales Order screen through the 'Edit' button, the other changes have taken place. The
'Save and Print’ button has disappeared. In its place are three other buttons.
Email Sales Order

If you are viewing the Sales Order in the Print Preview mode, you have the option to either print a copy to
your printer, or to send it as an attachment in your e-mail.

Report Viewer v2.6 ‘Z|@‘E|

File View Background

MRl PO o & | RulZ R =R RN )

tel
=

n éXe nt o ie;tes Order

innuvations 120130-0002
Page 1 of 1

Mexent_MS

Business Solutions Made Easd

Crermno Compary

119 %est23rd St

Mew York, NY 10011 Requester:  Bill Anderson

Phone: (555) 396-5914 e (557 466 511
Bill To:  Carnp Processing Ship To:  Camp Processing

2146 Kings Mill Pike 2146 Kings Mill Pike
Bristal, W4, 24201 Bristol, WA, 24201

ORDER DATE I CUST. ORDER # I PAYMENT TERMS SALESPERSON I SHIPPED WIA
1430/2012 hiet 10 Sail Anderson
ale Orde e fte
el Gy Unit of
Description ordered Measure Amount

[Desktop Unit 1 Each F117 .65

To send it as an e-mail attachment select ‘Email’ option from the ‘File’ menu while you are in the print
preview mode of the Sales Order

When you select this option you will be presented with a list of e-mail address to which you can send the
Sales Order. If you have the Document Manager module you will also have a Document List showing a
list of documents that can be attached to the Sales Order.

You can select one or both of these addresses to include on the e-mail distribution. These e-mail addresses
relate to the Ship-to and Bill-to addresses related to the customer record select for the Sales Order.
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Fmail X

To Type Mame Email

[ BilTa Camp Processing camppi@asdfg com

Attach: Add
Select/Unzelzct Al

Subject: | vour New Miracle Service Sales Order.

[ 1t ached please find your latest Sales Oic =

You can select one or multiple documents to include as attachments on the e-mail distribution. Please note
that you are sending the actual document so it may be important to consider the size of the document you
are sending as a e-mail attachment.

Convert to Invoice

This button will prompt Miracle Service to print an invoice. This invoice contains all information entered
into the 'Sales Order' screen.

Select the warehouse from which to decrement the inventory, unless the 'Sales Order Inventory' was
selected in the 'Administration'. In this case inventory will always draw from the main warehouse.
Insufficient 'Quantities in Stock' will affect Miracle Service's ability to carry out this function. If there is
insufficient inventory in stock, the invoice will only include the quantity of items in stock, not the number
ordered. There is no warning message, as this is set as a default.

When a 'Sales Invoices' are created, by converting 'Sales Orders', the 'Sales Orders' cannot be deleted or
edited.

Print Sales Order

In the event a 'Sales Order' needs to be re-printed, Miracle Service allows re-prints of the document. When
you are printing a Sales Order, you can also attached your standard Terms and Conditions of the sale. The
Terms and Conditions are set-up in the Administration set-up and will be printed automatically with every
printed Sales Order.

Print Picking Slip

Select the 'Print Picking Slip' button to print a picking slip for the warehouse. The document contains
information relating to the customer and sales order. The picking slip report has a space for the warehouse
staff to enter the serial number, if it is relevant.

You can also e-mail the picking slip to the warehouse or the Ship-to or Bill-to location in a similar manner
we discussed for e-mailing Sales Orders above.
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Brint
Sales Order

Print Labels ‘

Frint Picking Slip ‘ ‘ Frint Labels ‘

Select the ‘Print
Labels’ button to
print a standard DYMO label. This is designed to print packing label on to a standard DYMO label. It will
print a separate label for each line item on the Sales Order.

Hexent Demo
2270 Bectricity Orive
Wind=or, Ontario M35 11
Phone ; S66-639- 3639 Fawx: $19-974-1711

508 05071Z-0002

Date: OFM204

Part&: 021300408

Desc: PHILIPS PAN HEAD SCREW - b2¥4
Cty: &

FO&:

Ein:

The Printed Label (shown above) provides the basic details of the item(s) being shipped. It will identify
the Sales Order number (SO #), date, Part Number (Part#), Description (Desc), Customers Purchase Order
Number (PO#) and the Bin location of the item.

Void

If the sales order should not be completed, the "Void' button is available. This is not a delete button. There
is a number on each sales order and some record of the entry will remain even if the 'Sales Order' is
selected as "Void'.

Flags Not Printed' and
"Not Converted to Invoice'

Flags ‘ Printed Not Converted to Invoice

Several flags warn the salesperson of the different 'Sales Order’ statuses.

They are located at the top right of the ‘Sales Order’ screen, just above the sales order number. Not Printed
[+]

The 'Save and Print' button is at the bottom of the screen. Selecting this button prompts Miracle Service to

print a hard copy of the sales order, and the red 'Not Printed [+] turns to a green "Printed [+]'. (See the
paragraphs on the 'Sales Order Print and Save' button above).
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Occasionally you may want to skip the printing step. Select the [+] button next to the 'Not Printed' flag, (it
looks like a 'Zoom [+]' button), the red letters will turn to a green 'Printed' as though the 'Save and Print'
button had been selected. Miracle Service will treat the sales order as though it was printed, but no
hardcopy will be produced.

Not Converted to Invoice
Miracle Service will turn the red 'Not Invoiced' flag to a green 'Converted to Invoiced' flag after the sales
order has been converted.

If the Sales Order is a Project Sales Order, Miracle Service will turn the red 'Not Invoiced' flag to a green
'Converted to Request' flag after the user selects the ‘Convert to Request’ button. The following section
explains more about the process of converting a Sales Order to a Service Request.

Project Sales Orders

Project Sales Orders combine the Line Item Style Sales Order (POS), the Text Invoice Format and a work
flow process to establish a unique Project Sales Order functionality. Project Sales Orders are designed
with the intent to simplify the work flow as it moves from the Sales Order phase to an installation work
order. The Project Sales Order includes a number of unique features that will benefit users when managing
typical installation projects. The main features of the Project Sales Order are the:

*  Ability to Recording Deposits for Orders,
*  Automated creation of Project Work Orders, and

* Tracking of your progress payments.

Sales Order Type POS © Tet © Project  © Flags Printed o |Converted to Request
SHIPPED TO o o Sales Order # 120130-0002
Camp Processing
2148 Kings Mill Pike Cust. Bill-To No. CAMP0O1

Bristol, VA 24201 Bil-To Company Camp Processing
2146 Kings Mill Pike

Eristol. VA 24201

Requester Bill Anderson -

Dept.

Sales Order Date 30/01/2012
Group Type
Payment Terms Net 10
Customer Qrder No.

Technician Ben Wilson

Sales Person Gail Anderson
Request Type PJT

Order Source
ETA Date 01/02/2012

Shipped Via
Payment Schedule Time and Material

Terms & Condlitions | «

Subtotal $158.45
Created By
Discounts $0.00
Comments
Other Charges $0.00
Total Tax $9.50
Lineltems | Other Charges Tax Infa User Screens \ Documerts ‘ Total Sales Order .=~ $167.95

The Project Sales Order’s workflow is defined first by the Sales Order type (i.e Project Sales Order) and
then by the Payment Schedule selected for the Sales Order.

The Project Sales Order has a number of additional fields that are unique to the Project
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Requester

This is used in the Project Sales Order. The Requester is added to the Work Order generated from the
Project Sales Order when you click the “Convert to Request” button. See Project Sales Orders later in the
chapter.

Technician

The Technician is the technician that will be the primary person responsible for the delivery of this service.
When the technician is selected it also defines the Reserved Parts warehouses based on the specific system
configuration.

Request Type

The Request Type is used when generating the initial Service Task. If the Request Type is the default
Request Type for the Project Order, it will also determine the billing expectations for this project.

ETA Date

The ETA date is used to generate the first Service Task scheduled date.

Comments

Comments are used uniquely on a Project Sales Order. When a Project Sales Order is converted to a
Request, the Comments become the Description of work for the Service Request.

Payment Schedule

The Payment Schedule will define the method of payment for the project.

Payment Schedule [l o] gTe] 51 El

Date Complate
Percentage Complete
Time and Material

There are three Payment Schedule types: Date Completed, Percentage Completed, and Time and Material.
The following will review the unique work flow process associated with each Payment Schedule.

Project Sales

Percent | Invoice Create

Order Complete Date Invoice Humber Invoice?
General 11042011 25.00% 28% On Order

2102011 25.00% $0.00 25% On Equipment Delivery
Work Flow | 302011 s0.00% $0.00 5% On System Completion

0.00% $0.00

All Project Sales
Orders follow the

same basic work
flow process.
First, the Sales
Order is created

using a typical
POS style Sales

Order. Second, a

completed Sales Order can be easily converted to a Service Task (Work Order) by clicking the “Convert to
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Request” button. Third, the Sales Order is converted to a standard Text invoice. Forth, e-mail notifications
can be generated to notify your parts department and service dispatcher that you have received a new order
for processing. Many of these capabilities are configurable and can be used or not depending on your
specific needs.

Convert to Request

When the user selects ‘Convert To Request’ they are approving the Sales Order. When ‘Convert To
Request’ is selected a new Service Request with a single Service Task is created in the system. The
Service Request is generated using the parameters configured in the Project Preferences screen in the
Miracle Service Administration module. These preferences will determine the Service Request Type and
Priority. It will define if the labor or travel is chargeable. It will also define if the parts and material is
chargeable or included. All of these are uniquely configurable so you can establish a work flow process
that works best for your business.

While the service Request Type default is defined in the Preferences of the Administration set-up, the use
can modify the Request Type by using the drop down on the Project Sales Order.

During the Convert to Request process the inventory items selected on the Project Sales order are either
Reserved (when inventory is available) or listed as Parts Needed for the task.

Time and Material Payment Types: For Time and Material Payment Types, users will need to consider
the best approach for themselves for handling labor. When a Project Sales Order is created with labor, it
will need to be based on a labor item in inventory. Since the task can bill labor separately, we recommend
the Labor line item be deleted on the Work Order to avoid a duplication in billing labor. Alternatively,
users can invoice the Labor based on the line item, but then need to set the Labor Rate to a $0 rate to avoid
the duplication in billing. Either approach is fine to use and it’s the users preference that should decide on
the best approach for their business.

Reserved Parts: When parts are Reserved for a task they can be used through the ‘Parts Used’ button of
the Service Task. Parts will first deplete the reserved parts before using any parts from active inventory.
Please refer to the Reserved Parts section of this manual for more details on managing Reserved Parts.

Parts Needed: When parts are Needed for a task they are added to the Parts Needed report. This allows
purchasing to order parts required for specific tasks. When the order part is received, it can then be
Reserved for a specific task. Please refer to the Purchase Order Receipt section of this manual for more
details on receiving Parts Needed.

Project Progress Payment Process

When the user selects ‘Convert To Request’ they are approving the Sales Order. When ‘Convert To
Request’ is selected additional button are created in the Sales Order screen to access the additional
workflow functions for the Project Sales Order.

Specifically a Payments Button and a Profitability Button will appear.

Payment Button

The Payment Button is used to generate and track the progress invoices for the Project Sales Order. The
functionality within the Payment area depends on the Payment Schedule selected for the Sales Order.

When a Time and Material payment schedule is selected, no Payment Button is available. This is because
a Time and Material order is intended for small jobs that are billed through the standard Service Billing
Process.

Miracle Service Users Manual | 169



Chapter 9: Sales Orders

When the Payment Schedule is selected as ‘Date Completed’ the Payment button is active. When you
select the Payment button, the Project Sales Order Payment Schedule is presented. This will display all
previously generated invoices and also provide a screen to enter new Invoice details.

To generate a new progress invoice for a Date Completed Sales Order, enter the Date to Bill, the Percent
Complete, and the Notes. Check the box if you would like to create the invoice now. Click “Create
Invoices” to generate the new invoice or select OK to save the information and close the window.

When the Payment Schedule is selected as ‘Percent Completed’ the Payment button is active. When you
select the Payment button, the Project Sales Order Payment Schedule is presented. This will display all
previously generated invoices and also provide a screen to enter new Invoice details.

To generate a new progress invoice for a Percent Completed Sales Order, enter the Date to Bill, the Percent
Complete, and the Notes. Check the box if you would like to create the invoice now. Click “Create
Invoices” to generate the new invoice or select OK to save the information and close the window.

Profitability

The user is able to click the profitability button at any time to view the current project profitability. The
Profitability will consider the total revenue collected to date along with the cost associated with this
revenues. The profitability will also include the labor and travel time associated with the projects
themselves. To include the travel and labor time in the profitability calculation, you will need to enter the
Labor Burden factor.

Labor Burden is typically calculated using the total costs associated to a technician over the past year
divided by the total billable hours for that technician. The costs typically include the paid hours plus other
expenses including vehicle costs, telecommunication costs, insurance costs and any per diem costs.
Depending on your business there could also be health plan and other employee costs paid by the company
that should be included in the Labor Burden rate.
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The 'Sales Order Review' screen allows approval, printing, and converting of sales orders, individually or
in batch. See the 'Application Conventions' for 'Review Screens'.

Reviewing Sales Orders

From the 'Sales Order' group of the 'Sales Orders & Invoices Menu', select 'Review'. This will take open a
screen labeled 'Sales Order Review'.

The Sales Order Review screen displays each 'Sales Order' and keys to drill down for details. By default,
Miracle Service shows only unconverted sales orders. All of your sales activity is available at a glance.

Sales Order Review #80s 17 #Marked to be Converted 0 #Marked to be Printed 0
Show Group Type ‘AII v| Show Only Non-Converted SOs H' Show for A Date Range
O show Only Back Orders
B show All SOs
Sales Order Number Bill-Te ID Ship-To ID Shipped Total Converted Printed Mark for
Via Conv. / Print

120404-0002} o5 04/04/2012 | CAV001 2 [ cAavoot & $17.11 No Yes ‘ ‘
120404-0001 i 04/04/2012 | BAILDOZ L BAILDD2 L $31.20 No No ‘ ‘
120130-0003 s 30/01/2012 | AIR0O1 + [AIROD1 I $20.57 No Yes ‘ ‘
120130-0001 ; 30/01/2012 | AIRDO1 L AIROD1 ; $7.47 No Yes ‘
120125-0002 = 25/01/2012 | AIR0O1 = [AIROD1 4 $11.23 No Yes ‘
120125-0001 o5 25/01/2012 | AIR0O1 3 [AIR0OO1 & $25.33 No Yes ‘
111219-0002 L= | 19/12/2011 | AIRDOT1 | = | AIRDD1 L® | $660.47 No Yes ‘ ‘
111121-0001-BC01 + 21/11/2011 | AIR0O1 + [AIROO1 I $26.22 No Ne ‘ ‘
111116-0001 T 11/11/2011 | AIRDO1 > | AIRDD1 o $0.10 No Yes ‘
111114-0001 |+ | 11/11/2011 | AIR0O1 |+ | AIR001 L | $31.97 No No ‘
110902-0001 i 02/09/2011 | AIRDO1 + | AIRDD1 _L $6,717.94 No Yes ‘
110830-0003 L= | 30/08/2011 | AIRDO1 | = | AIR0D1 L® | $25.16 No Ne ‘ ‘
110830-0001 s 30/08/2011 | AIR0O1 + [AIROO1 I $76.47 No Yes ‘ ‘
110829-0001 T 29/08/2011 | AIRDO1 = | AIRDD1 ; UPS Blue $0.00 No Yes ‘
110718-0001 ES 18/07/2011 | BOMCO1 = [BOMOC1 & $802.50 No Yes ‘
080703-0004 -+ 03/07/2008 | DM'/001 + | DST111 4= $0.00 No No | o

Field Column Information
Sales Order Number [+]

This is the auto-assigned Sales Order number. To view details of the Sales Order select the 'Zoom [+]'
button.

Date

This is the date the Sales Order was created.

Bill To ID [+]

This is the Sales Order's Bill-To ID. To view details of the 'Bill-To' customer, select the 'Zoom [+]' button.

Ship To ID [+]
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This is the Sales Order's Ship-To ID. To view details of the 'Ship-To' customer, select the 'Zoom [+]'
button.

Shipped Via

This is the shipping method selected for the Sales Order.
Total

This is the total value of the Sales Order.

Convert to Invoice

This indicates the invoice status of the sales order.
Printed

This displays the print status of the Sales Order.

Mark for Conversion/Print

These columns, allow individual sales orders to be converted to invoices or printed. The word 'Conv.' or
'Print' will appear in the appropriate box.

Printing Sales Orders
To batch print a number of sales orders, select each one from the list.

To physically print the documents, select the 'Print' button along the bottom of the screen next to the 'Print
Approval Report'.

Flags, Buttons and Check Boxes

There are several other flags, buttons and check boxes along the top of the screen.
# of SOs

This is the total number of outstanding Sales Orders.

# Marked to be Converted

This is the total number of Sales Orders already marked for conversion.

# Marked to be Printed

This is the total number of Sales Orders already marked for printing.

Mark All

Select this button, to convert all Sales Orders to Sales Invoices and to Print for this date range.
Mark All Unconverted

In the event there is some unconverted Sales Invoices, select this button, to convert all remaining sales
orders to Sales Invoices and to Print for this date range.

Mark All Un-Printed

In the event there are some unprinted Sales Invoices, select this button, to print all remaining Sales
Invoices for this date range.

Unmark All
Select this button, to "Unmark' all Sales Orders for conversion and printing.

Sales Order Review Options box
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Show Group Type. Group Types can be setup and assigned to different Sales Orders. Selecting the Show
Group Type drop down will let the user filter the Sales Order for a specific groups of orders.

Show Only Non-Converted SOs, Show Only Back Orders and Show All SOs: These mutually
exclusive fields change the display field of the screen. 'Show Only Non-Converted SOs' narrows the field
for the date period shown. 'Show All SOs' shows all invoices including those that have been converted.
‘Show Only Back Orders’ will show just the Back Ordered Sales Orders.

Show For a Date Range: Select this option to limit the number of records displayed. Miracle Service will
prompt to enter a start date and an end date. All Sales Orders in the date range are displayed.

Other Buttons
Along the bottom of the screen, see the following:
Print Approval Report

Select this button, to produce a hardcopy of the table of data displayed with a line at the end of each row.
This work sheet allows the sales manager to approve Sales Orders without working from the screen. The
information would then need to be entered into the application.

Cancel
This exits the table without completing the changes entered.
OK

This button appears if there are one or more Sales Orders marked for converting and printing. Click 'OK' to
convert and print marked Sales Orders.

Exit

Exit will return to the menu.
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There are three kinds of Invoices: 'Sales Invoice', 'Service Billing Invoice', and 'Period Billing Invoice'. All
can be reviewed or printed from the same 'Invoice Review' screen. This is available from the 'Sales Orders
and Invoices Menu'. Only one user can create invoices at a time.

Hint: To view an invoice from the invoice review screen, click the [+] button next to the invoice number.
You can then print the invoice while viewing it.

Hint: You can review previously printed invoices in the Invoice Review by selecting the 'Show Printed
Invoices' box.

Of the 3 kinds of invoices, only the Sales Invoices can be created from scratch in a single screen. This is
because the other types of invoices have costing data that is posted for profitability review and analysis.
These other invoices also activate other screens during their creation.

Service Billing Invoices

Approving service calls creates service-billing invoices. Service-billing invoice information is then sent to
the invoice review screen to be printed at a later time. Review the service-billing invoices by clicking on
'Service' (below Billing Invoices) from the 'Sales Orders and Invoices Menu'.

Steps to Create and Print a Service Billing Invoice

Open and Close a Service Call

Approve the service-billing invoice (from the 'Service Menu' click on the 'Service Billing' button). Once
approved, this will create an invoice to be printed.

Print the invoice from the Invoice Review Screen, or from the 'Service' button below 'Billing Invoices'
within the 'Sales Order and Invoicing Menu'.

Period Billing Invoices

Approving a period billing charge creates period billing invoices. This is sometimes known as reoccurring
invoices. For example, a yearly contract billed in 12 equal payments, or some other form of payment such
as a per-click charge. This sends the data and amount to be billed, (including zero dollar amount), to the
invoicing review screen for printing at a later date. Period billing invoices can also be reviewed by clicking
on 'Period' (below Billing Invoices) from the 'Sales Orders and Invoices Menu'.

Miracle Service Users Manual | 175



Chapter 11: Invoices

Steps to Create and Print a Period Billing Invoice

Approve the period charges from the 'Period Billing' screen (from the 'Service Equipment and Contracts
Menu'). Once approved, this will create an invoice to be printed.

Print the invoice from the Invoice Review Screen, or from the 'Period' button below 'Billing Invoices'
within the 'Sales Order and Invoicing Menu'.

Sales Invoices

Approving and converting a 'Sales Order' or by creating a 'New Sales Invoice' from the 'Sales Orders and
Invoices Menu' creates a Sales Invoice.

To create a 'Sales Invoice', click on 'New' Sales Invoice. (Not a Sales Order). Select between a POS and a
Text Sales Invoice.

Sales Invoice Types

There are two types of 'Sales Invoices', Point of Sale and Text.

Invoice Type POS © Text ©

POS Style Differences

A point of sale is an invoice used for the sale of an inventory item. It allows the salesperson to select the
items from inventory locations or from car stocks. (Multi-Warehouse Option Required) The actual
warehouse screen will be different if the item is serialized or non-serialized.

TEXT Style Differences

This is for the sale of a non-inventory item such as consulting services. (See Sales Orders)

Invoice - Creating

Select the 'New' Sales Invoice button from the menu. Enter the information in the first screen the same way
as new sales orders. Click on the 'Line Item' Button at the bottom. Depending on the invoice type selected,
(POS or Text), one of two screens will appear.

POS Line Item

This is similar to the 'Edit Sales Order Line Items' screen.
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Quantity (Quantity | Quantity | Quantity Average Included
Customer | on this | Back |Selected Price In

Item Number Ordered | Invoice | Order | To Ship | Unit | Per Unit Amount [Contract
5F L
Discount |[ITETT $0.00 ]
Tax $0.00 .
Each | $29.41 $29.41 F
Dizcount |[ITETTT $0.00 ]
Tax Tax $1.76 .

Item Number [+]

This is the inventory item identifier or part number. The item number may be entered or selected from the
drop-down list.

Finding the Correct Item: The 'Zoom [+]' button will open the 'Inventory Maintenance' screen for
viewing. Search for the correct item by using the Search buttons on the top right of the Inventory Screen.
When the correct item is located, click 'Exit' and the correct item number will be automatically placed into
the item field in the 'Line Item' screen.

Adding a New Item on the Fly: Periodically customers want to order special items. Miracle Service
allows items to be entered on the fly. When creating the invoice, add the item at the time of sale. Just click
the item [+] button and go into inventory, then click the 'New' button in inventory.

Note: You can also add a new item on the fly when closing a service call and adding the parts used. This is
important, as there may be times when your technicians have gone to a store to buy a new part to solve a
problem. You can now add that part number on the fly, expense it, and collect the revenue in one step, not
three.

Superseded Items: Periodically, manufacturers and suppliers change their part numbers. If a part number
has been changed, do not delete the old or superseded part number. To change a part number go to the
Inventory Maintenance Screen and click on the Edit button. Change the current part number to the
replacement (new) part number. See the Superseded Parts section in the Inventory chapter in this manual.

In the future, when a superseded part number is entered on a sales invoice or a service invoice, a warning
appears indicating there's a more current number being used.
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Description

The description of the item is defaulted from the inventory module. Additional information may be entered
in the description field. This feature allows the salesperson to add a note after the part description for the
customer's benefit. The additional information entered on the invoice will only appear on this specific
invoice. To change the description for all future invoices click the [+] button next to the item number field
and make the necessary changes from the inventory maintenance screen.

Quantity Customer Ordered

Enter the quantity of items ordered. The up and down arrows increase or decrease the quantity
incrementally or enter the quantity with the keyboard's numerical pad.

Quantity on This Invoice

Unlike the 'Sales Order' screen, only the quantity of items currently in stock, (by all warehouses), may be
purchased. Sales Orders allow for infinite quantities, however, sales orders converted to sales will not
exceed quantity in stock. (See the Warehouse section below.)

Quantity Back Order
If a Back Order was raised for the invoice, this will let the user see the quantity on the back order.
Quantity Selected to Ship

When exiting the 'Edit Warehouse Selection' screen, (see the Warehouse section below), the application
will total the items selected from the various warehouses and enter the total items in this field.

Unit

This is the unit of measure for this inventory item. It is defaulted from the inventory field, however it may
be edited.

Average Price Per Unit

This is the amount per unit that will be charged on the invoice. It is entered in the 'Edit Warehouse
Selection' screen (see the Warehouse section below).

Amount

This is the value calculated by Miracle Service of the 'Average Price per Unit' multiplied by the 'Quantity
Selected to Ship'.

Warehouse Button in Line Items

Notice the 'Warehouse' button to the left of 'Description’. Select the 'Edit Warehouse Selection' button to
open and select a warehouse.

Note: This screen will display different information, depending on whether the item is serialized or non-
serialized.
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Non-Serialized Item Warehouse Selection

Edit Warehouse Selection

Selected Warehouse ID Qty In Stock Oty Selected Cost Sugg. Retail Price/Unit
» B BEM 2 a $9.68 $0.00 $0.00
| il MAIN 116 1] $9.68 $0.00 $0.00

This dialog box shows every warehouse that holds the inventory item entered and the quantity in each
warehouse. (Multi-warehouse option allows inventory to be tracked in multiple warehouses or car stocks).

Selected: Select, which warehouse the item, is to be decremented from. After the warehouse is selected,
the item's price is calculated.

Warehouse ID: This column displays the warehouse identifier where the inventory item is located. If the
multiple warehouse option was purchased, multiple Warehouse ID's are listed.

Quantity in Stock: This blue field displays information calculated by the "Warehouse Data' screen.

Quantity Selected: Enter the quantity of the inventory item desired from the warehouse in this editable
white field. If a quantity is selected that is greater than the stock level, a warning appears.

Cost: This blue field displays information entered through or calculated by the 'Inventory Data' screen.

Suggested Retail: This price takes into account what the item should be charged according to the quantity
being selected based on the customers pricing structure and the inventory quantity pricing levels.

Note: How a Customer Receives an Items Price

If a customer belongs to a price group, and they are buying a category 'ABC' item, several conditions
are examined before the 'price' is determined automatically.

1. Does the customer have a valid 'Special Price' for this item? If so, use this price.

2. Does the customer belong to a Price Group with a margin on this item category? If so, use this
price.

3. Does the customer receive item quantity breaks, and is quantity pricing applicable? If so, use this
price.

4. If none of the above rules apply, use the item's retail price as set up in inventory.

Price/Unit: This is the average amount per unit that will be charged on the invoice. It is an editable white
field therefore the price may be modified.

Select 'OK' to return to the 'Edit Sales Invoice Line Items' screen and select 'OK' to return to the 'Miracle
Sales Invoice' screen. Continue to complete the 'Miracle Sales Invoice' screen (See the Miracle Sales Order
section for instructions.)
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Serialized Item Warehouse Selection

Edit Line Items

Selected Warehouse 1D Senal Number Status Cost Sugg. Retail Price/Unit P
» M Al A7854185569 In Stock $100.00 $250.00 $0.00
[Fi (AL AT4218556 In Stock $0.00 $0.00 $0.00
[F Al ABIZE49871 In Stock $100.00 $250.00 $0.00
(AL AZERETATIZE In Stock $100.00 $250.00 $187.50

Items that are serialized must be pulled from the warehouse using the above selection screen. All the
warehouses display each serialized item with a default status of 'In Stock'. Just click the 'Selected’ box, and
edit the white Price/Unit field if you wish to change the defaulting retail price.

Tax Button: This button only applies if the 'Tax by Line Item' option was selected in Administration Set
Up. Select the 'Tax' button to go to the 'Edit Line Item's Tax Information' pop-up. Do not enter this area if
the customer's tax group and the inventory item's tax category are already set-u. Taxes identified as 'Yes'
vary depending on to which tax categories and tax groups these items and purchasers belong to. When Text
Invoices are created, select the applicable taxes. When POS Invoices are created, all relevant taxes have
been automatically defaulted.

To edit tax codes, clicking on the word 'Yes' or 'No' to toggle.

The Min./Max Qty for Tax and Min./Max Value for the Tax are explained in the Tax Categories setup
instructions.

User Screens: This is used to add under defined data entry fields on to the POS Sales Invoice. If a new
User Screen is created and defined with a name of “Main”, this is a special User Screen and the fields
associated can be added to the printed POS Sales Invoice using the Report Designer.

Discount Button: Discounts are applied to line items. Discounts are not applied to the entire invoice.
Select the discount button to enter the 'Edit Sales Invoice Line Item's Discounts' screen. Enter the discount
as a percentage or dollar value with a description. If you enter a percentage the dollar value is calculated.
If you enter a dollar value the percentage is calculated.

Documents Button: The is part of the optional Document Manager module. After the Documents button
is selected a window appears where you can attach documents directly to the sales invoice. This enables
users to attach electronic documents such as product literature, specification sheets and other documents to
a sales invoice. Once documents are attached, they are available to be e-mail as attachments if the Sales
Invoice is e-mailed to the customer.

Printing Invoices: The following 'New', 'Edit', 'Void', 'Reports', and 'Print’ buttons are located at the
bottom of the 'Sales Invoice' screen. The fastest way to print an invoice is to select the 'Save and Print'
button, which will print the default Sales Invoice onto the default printer. If the 'Save' button is selected,
the invoice can be printed from the Invoice Review screen, or from the Invoice screen by selecting the
Print button.

Emailing Invoices: You are able to e-mail invoices while viewing the Invoice in the Print Preview Mode
only. When viewing an invoice in Print Preview, select the ‘File’ menu item and then ‘Email’. A list of
acceptable e-mail addresses will be presented and you have the option to select the ones to which you
would like to e-mail the invoice. Note that the E-mail feature must be configured in your Administration
area before this feature will work correctly.
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Voiding Invoices: If the "Void' button is selected on any of the three invoice screens, Miracle Service will
void the invoice. Since Miracle Service numbers the invoices, the information will remain and is viewable
from a report. This is not the same as delete, but the process is irreversible. Inventory items will be
returned to the main warehouse.
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Using the Consolidated Invoices function will enable users to consolidate their Service Billings and Period
Billings so they can send one invoice to a customer for multiple service or period bills.

Steps to Create a Consolidated Billing Invoice

Consolidating Invoices

Once you have approved multiple Service Billings or Period Billings, any of these individual invoices are
available to be consolidated if needed.

IMPORTANT: You can consolidate only ‘Not Printed’ invoices for the same Bill-to Account. Once an
Invoice is Printed, it cannot be consolidated.

Service Invoice and Period Invoices that are shown as ‘Not Printed’ and ‘Not Consolidated’ can be
consolidated

Service Billing Invoice Invoice Number ~ Oonono
Flags ‘ Not Printed Not Consolidated Not Paid
Invoice Type Service Billing © ‘ Invoice # ‘ 101220-0001‘
SHIPPED TO [AIR001 | Bil- To AIR00A
Airlines International Bil-To Company Airlines International
ATTN: BETH ATTN: BETH
10368 Wallace Alley Street 10368 Wallace Alley Street
Kingsport, TN 37663 Kingsport, TN 37663
Invoice Date Request Date Task Start Task End Serial No. Model No. Description
11/28/2010  12/20/2010  12/20/2010 544564D354A45K | Segment Desktop-Black
A IANAEEORRA 4
Mechanical--test 1 Call Complete - additional work details.

Under the Billing & Invoicing main menu bar, select either ‘Service Invoice’ or ‘Period Invoice’ as
applicable. From there, select the ‘Consolidate’ button.

‘ @Gonsolidated
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This will open the Consolidated invoice window. From this window select the ‘New’ button.

Consolidate Billing Data Entry

Consolidated Number 161128-0001

Bill-To Company v ok

AIR001 International Airlines
BAIL002 Bail & Well Business Solutions
BKS001 BK's Law Office

BOMO0O01 Bank of Marion

CAMPO0O1 Camp Processing

CAV001 Cave Office Products

Cus002 New Customer 2

CVCOoO Credit Woodland Cancer Centre

NRAANNA MNr Rahla Andarean

Invoice Type
Consolidated Date

Customer Order No Filter By U

Invoice List

By selecting ‘New’ the system will generate a new consolidated invoice number. The Consolidated
Invoice numbering is separate and distinct from the standard invoice numbering. This number is system
generated and is not editable.

Select the Bill-To Company for the invoices you wish to consolidate using the pull-down in the
Consolidated Billing-Data Entry screen. You can also start typing the Bill-To ID in the Bill-To Company
field and this will move you to that Company.

Hint: You can search for a company using other criteria by selecting the zoom (‘+”) button beside the field.

Next you need to select the type of invoices you wish to consolidate. Click the drop down arrow on the
right of the ‘Invoice Type’ field to list the invoice types available to be consolidated.

Next you can define the ‘Consolidated Date’ and the ‘Customer Order No.” These can be left with the
default values or modified to suit your needs.

Consolidate Billing Data Entry

Consolidated Number 161128-0001
Bil-To Company AIR001 = o

Invoice Type SEIN

Consolidated Date |Period Biling

Customer Order No

Next you can select the filter for the invoices to be listed This can be set to Unprinted Invoices or Unpaid
invoices. If the invoice was printed but not set to a customer, you can select the Unpaid filter so the invoice
can be selected and added to the consolidated invoice. .

NI Inprinted Invoices v

Unprinted Invoices
Unpaid Invoices
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Next you need to select the invoices you wish to consolidate. Click the down arrow on the right of the
Invoice field to list all of the invoices available to consolidate.

Consolidate Billing Data Entry

Consolidated Number 161128-0001
Bill-To Company AIR001 v Iy

Invoice Type [Service v
Consolidated Date 11/28/2016

Customer Order No.

Invoice List Invoice Number Date
’ W
Invoice Number Company Name Request# Task#
130724-0004 International Airlines 31 0000031-1
150612-0002 International Airlines 36 0000036-1

This will display a list of Invoices along with the Ship-To ID, Request # and Task #. Select the first invoice
to consolidate.

Repeat this until you have selected all of the invoices you wish to consolidate.

Select Save to Save the consolidated invoices.

Consolidated Billing Maintenance

Consolidated Number 161128-0001
Consolidated Date 11/28/2016

Customer Order No.

In\mice LISI Invoice Number Company Mame Request #
4 ntemnational ines
130724-0004 e |0TI24/2013 I jonal Airli
o |06/1272015 International Airlines £ (DDO0D36-1

Viewing Consolidated Invoices

Viewing Consolidated Invoices is possible in both the Consolidated Billing Maintenance screen and in the
Invoice Review Screen. The image above shows an example of how a consolidated invoice appears in the
Consolidated Billing Maintenance screen.

You can view the Consolidated invoice in the Invoice Review screen by checking the ‘Show Consolidated
Invoices Only’ selection box. Please review this further in the Invoice Review chapter.

Service Billing Invoice

Flags Approved| &, Printed Consolidated Mot Paid

Invoice Type Service Biling @ Invoice #
SHIPPED TO |ntemational Airlines & BillTo  AIR0D1
International Airlines Bil-1o Company  International Airlines
ATTN: BETH ATIN: BETH
10368 Wallace Alley Strest 10368 Wallace Alley Street
Kingsport, TN 37663 Kingsport, TN 37663

When you view the original Service or Period Invoice screen, you can easily see that an invoice has been
consolidated with other invoices by viewing the status in the status bar. If the invoice in consolidated, you
will see the Status as ‘Consolidated’. If it is not consolidated the status will be ‘Not Consolidated’.
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Printing Consolidated Invoices

Users can print a Consolidated Invoice from either the Consolidated Billing Maintenance screen, from an
invoice that has been consolidated or from the Invoice Review screen (if the customer preferred billing

method is ‘Print’).
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The 'Invoice Print Approval' screen will allows administrators to view all the invoices at a glance. The
invoice types include Sales Invoices, Service Billing Invoices, and Period Billing Invoices. Only invoices
that have not been printed will appear. Print or re-print invoices as a group or individually.

See 'Application Conventions' for 'Review Screens'

View Typas Al v [~ Show Frinted Invoices [ Showfor A Date Range
Show Group Type Al o  Show Censolicated Invoices Only
Soit By Invuice Numbsi |z W SO RS

Invoice No Bill-To ID Ship-ToID Task ID | Consolidated

Number

16031 7-0002 2 31T2016 BAILO0Z 5 [BAILOOZ dh 314074 No
131020-0005 &, 10/20/2015 BOMOO* £ [BOMOO .. 0000054 $214.00 No
121020-0004 A 111072015 [BOMBOO? 4 [BOMOO? - $189 26 No
1531020-0003 4= (10/20/2015 |[BOMOO* 4 (BOMO0O+ dh $100.C0 Mo
151020-0002 o | 10/20/2015 BOMOO* o [BOMOO du $802.50 No
150731-000" 4 | 7/31/2015  |AIR0O1 4 |AIR001 4+ $11.15 No
15067 2-000° 4a 6/12/2015 |BAILO0Z 4 [BAILOOZ dh 39165 Mo
150525-000" o |56/25/2015 [CVC001 o [CVC001 dn $87.81 No
030723-0003 4k |7/23/2008 [NTER001 4 [NTER0O1 4+ 1471 No
030723-0007 o= (7/23/2008 |CVCO01 & (CVCo01 &b $4.46 No
000722-0002 o= (7/22/2008 |DOMOO” o [DOMOo0 oh $57.25 No

The table allows a general view of all invoices or the separation of invoices into one of three groups.

The default view, when opening this screen, displays all unprinted invoices. The 'Sales Invoices', 'Service
Billing Invoices', or 'Period Billing Invoices' can be viewed separately by selected the ‘View Types’ drop
down list and selecting the specific invoice type to view.

Show Group Type. Can be used is show only invoices belonging to a specific Group Type defined on the
individual invoice.

Sort By. is used to sort the invoice list by Invoice Number, Date, Bill-To ID, Ship-To ID, Task ID,
Consolidated Number, PO Number or Total. User can click to sort in descending order as well.

Note: Only approved service billing invoices and period billing invoices are shown. If you have not yet
approved the service call, which is done in the 'Service Menu' by clicking on the 'Service Billing' button,
then selecting approve on the service call, it will not appear here as an invoice waiting to be printed.
Similarly, you must approve the period charge from the Period Billing screen in order to see it here.

Field Column Information

The table has a row for each invoice displayed. Columns offer additional invoice information. (The
default is 'All' unprinted invoices).
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The columns are:

Invoice No [+]

This is the auto-assigned Sales Invoice number. To view details of the Sales Invoice select the 'Zoom [+]'
button.

Date

This is the date the Sales Invoice was created.

Bill To ID [+]

This is the Sales Invoice's Bill-To ID. To view details of the 'Bill-To' customer, select the 'Zoom [+]'
button.

Ship To ID [+]

This is the Sales Invoice's Ship-To ID. To view details of the 'Ship-To' customer, select the 'Zoom [+]'
button.

Task ID
This is the Service Task Ticket Task ID for the invoice.

Consolidated Number

This is the Consolidated Invoice number for this invoice.

PO Number

This is the customer Purchase Order number reference for the specific invoice.

Total

This is the total value of the Sales Invoice.

Printed
This displays the print status of the Sales Invoice.

Select

In this column, select the invoices to be printed. To select one for printing, click the white button. The word
'"Print' will appear.

Note: if you have the Automated Invoice Billing module, it may alternatively show Fax or Email. See
Automated Invoice Billing section for more details.

Flags, Buttons and Check Boxes

There are several other flags, buttons and check boxes along the top of the screen.

#invoices

This is the total number of outstanding Sales Invoices.
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#Marked to be printed

This is the total number of Sales Invoices already marked for printing.

Select All

Select this button, to print all Invoices, regardless of whether they have been printed already or not, for this
date range.

Select All Unprinted

In the event there are some unprinted Invoices, select this button, to print all remaining Invoices for this
date range.

Clear All

Select this button, to 'Clear All' Sales Invoices for printing.
View Types Al v I~ Show Frinted Invoices Ll Showfor A Date Range
Show Group Type Al - [ Show Consolicated Invoices Only
Sort By Invoice Numbzi v|| %L W SRR T

Invoice No Bill-To ID Ship-To ID Task ID | Consolidated

Number

160377-0002 oa 3MT2016 |BAILOOZ o= [BAILOOZ R $140.74 No
151020-0005 o 10/20/2015 BOMOO® £ [BOMOO .. 0000054 $214.00 No
121020-0004 A 11102015 [BOMBOO? 4 [BOMOO? oL $180 26 No
151020-0003 oa | 10/20/2015 BOMOO 4= [BOMOO dh $100.00 Nu
151020-0002 o | 10/20/2015 BOMO0* 4 [BOMOO* L $802.50 No
150731-0007 o 71312015 JAIR0OOA & AIR001 N $11.15 Mo
1306 2-0001 ae 612/2015 [BAILO0OZ 4 [BAIL00Z ok $91.65 No
150525-000° o 5/25/2015 |CVCO01 o (CVC001 ok $e7.21 No
0B0723-0003 <& | 7/23/2008 [NTER0O1 £ [INTER0OO1 s $14.71 No
080723-0007 o (71232008 |CVCO01 & (CVCo01 b $4.46 Mo
000722-0002 oa | F22/2008 [DOMO0* a [BOMO00 oh $57.35 No

Show Printed Invoices.

Select the 'Show Printed Invoices' button to display all printed Sales Invoices.

Show Consolidated Invoices Only

Select the 'Show Consolidated Invoices Only' button to display all Consolidated Invoices.

Show with PO Numbers
Select the 'Show with PO Numbers' button to display all invoices with a PO Number listed.

Show for a Date Range

Select this option to limit the number of records displayed. Miracle Service will prompt to enter a start date
and an end date. All Sales Invoices in the date range are displayed.

Print Approval Report

Select this button, to produce a hardcopy of the table of data displayed with a line at the end of each row.
This work sheet allows the sales manager to approve Sales Invoices without working from the screen. The
information would then need to be entered into the application.
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Cancel

This exits the table without completing the changes entered.

OK

This button appears if there are one or more Sales Invoices marked for printing. Click 'OK' to print the
marked Sales Invoices.

Exit

Exit will return to the menu.

Automated Invoice Billing

Description

The Automated Invoice Billing feature in Miracle Service allows users to automatically bill customers
based on the customer's preferred billing method. The three methods supported include:

1. Email:Invoices are emailed to the customer's BillTo email account.

2. Fax:Invoices are faxed using the customer's BillTo fax number.

3. Print:Invoices are printed directly to the default printer.

The default billing method is set to directly print the invoices to the default printer.
The following provides the Steps to set-up and use of the Automatic Billing feature.

Steps:

1. Enable Automatic Invoice Billing
2. Configure Email and Fax Settings
3. Configure SMTP Settings

4. Setting Customer Billing Preference
5. Start Automatic Billing Process

6. Tracing

Enable Automatic Invoice Billing

In order to run the Automatic Invoice Billing feature within Miracle Service you must first enable the
feature.

Run the Administration application and select 'Billing Information -> Billing Preferences - Automatic
Billing'. A form will be displayed that will allow you to enable the feature by checking the provided box
(see Figure 1). * This form will not appear if the module has not been purchased. It is available to
be added as an optional module.
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Invoice Billing Settings

Automatic Invoice Biling will allow users to specify a preferred biling method
for each custemer which will be autematically processed from within the
Invoice Review screen. Once the invoices have been processed according
to the customer's preferred biling method they will be marked as printed.

Biling methods include: Print, Email and Fax.

Enable Autematic Invoice Billing.

Group Type |:| Indicates the Group Type is a required field on Invoices.
|:| Indicates the Group Type is a required field on Sales Orders.

Invoice F‘rint|:| Inwoices must be approved prior to being flagged as
Approval printable from the Invoice Review screen. Users are
required to have permission to modify an approved invoice.

oK

Configure Email and Fax Settings

The following information is required in order to successfully run Automatic Billing

E Reports and Email Configuration
Report Settings | Email Settings | Message Configuration | Meter Due Notifications | Technician SMS
Invoice
Subject Your new Miracle Service Invoice. »@? Body Text Attached, pleaze find your latest Invoice. ,@?

Output Path |Clnvoice.pdf

Purchase Order

Subject Your New Miracle Service Purchase Order. ELl) tached, please find our latest Purchase Order |
Output Path |C:\Purchase Order.pdf

Sales Order
Subject vour New Miracle Service Sales Order. Body Text Attached, please find your latest Sales Order.
Output Path|C\Sales Order.pdf
Service Contract
Subject vour New Miracle Service Contract Body Text|Attached, please find your latest Contract
Output Path |C:\Equipment Service Contract pdf
Task
Subject ¥our New Miracle Service Job Request Body Text|Attached, please find your latest Job Reguest.
Output Path|C:\Service Call Work Order. pdf
Customer Statement
Subject | Customer Statemenet Body Text|Attached, please find your latest Statement
Output Path |C:\Customer Statemenet.pdf

Return Order

Subject Body Text
Output Path

oK Cancel

Email Client:

Miracle Service ignores the value assigned here for the Automatic Invoice feature only. The email client
that is used for the Automatic Invoice process is SMTP (Simple Mail Transfer Protocol). SMTP is fast and
does not require user intervention when sending email, thus allowing this process to be automatic to the
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user. Please note that a message will not appear in your sent items of your email client. To verify that a
message has been sent to your customer you can view the log file discussed later in this document. You
can also configure Miracle Service to copy the logged in user or a default email each time an invoice is
emailed.

To properly configure your SMTP settings please see section 'Configure SMTP Settings'.

Fax Server:

The name of the computer that is connected to the fax modem. This computer must also have installed
Microsoft's Fax Services component. For help with this component see http://support.microsoft.com/kb/
306550. The computer that is set-up as the Fax Server is the only computer that can actually fax the
invoices so it is important to run the Automated Billing on that computer. This computer will also require
a fax modem card connected to a phone line.

Invoice Message Settings:
Default Subject - The message subject used for emailing/faxing invoices.
Default Body - The message body used for emailing/faxing invoices.

Output Path - The path and the name of the file generated.

Note that the report name must be 'invoice’' (i.e. c:\invoice.snp, d:\invoice.pdf).

Setting Customer Billing Preference

By default a customer's billing preference will be set to 'Print’. To modify the billing preference, run
Miracle Service Client and select 'Customers & Suppliers -> Edit'. Once the Customer Maintenance screen
is open, select the 'Financial Information' button to display the following screen:

Edit Customer’s Financial Information

Tax Group |Sales Tax W
Accourt Status ﬂ
Payment Term |Net 30 W
Paymert Type |MasterCard v Credt Limit | $3,000.00
Biling Method [FIE] v
Ermail
Fax
Ay Addition Flat Charge
Charges for Flat Charge by Zone [+ Charges for i charge by Zone
Lakar 7 Trawvel 7
Mo Surcharge Mo Surcharge
Flat Charge it Applicakle [$0.00 Flat Charge it Applicakle [H0.00
ok

The 'Billing Method' drop down control lists the available billing methods. Select the appropriate type and
select the 'Ok’ button.
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Validation occurs when you save the customer's record from the Customer Maintenance screen. If a
customer is set to bill by email, then a valid email address must be supplied for the customer. If a customer
is set to bill by fax, then a valid fax number must be supplied. If the customer is not local you must specify
a long distance number for the customer. When a fax is sent it will use the long distance number and the
fax number. The long distance number must be left blank for local customers.

Start Automatic Billing Process

Automatic Invoice Billing is processed from the Invoice Review screen.

|nV0iGe Pﬂnt ApprOVﬂl #Invoices 11 # Marked to be Processed 11
View Types All v [~ Show Frinted Invoices [ Showfor A Daie Range
Shaow Group Type Al v [ Snow Ceonsolicated Invoices Only
Sort By Invuice Numbe v|| %l W ST L T
I N O e o~ S i |

Number Number

1003 7-0002 = |317/201G [BAILOQZ < [BAILOCZ o $14074 Mo Fax
151020-0005 . 110/20/2015 [BOMO0O- 2 [BOMO0" 2 0000054- €21400 | MNo | Fax ||
121020-0004 _+11I1Uf2l]1t1 HOMO0~ £ HOMOD? h $184.26 Mo I Fax 0
151020-D003 |an | 10/20/2015 [BOMOO ¢ 2= [BOMOO dh $100.00 | Mo | Fax |
151020-0002 " 10/20/2015 [BOMO00- < [BOM00" [ $80250 | Mo | Tlax ||
150731-000 & 713172015 |AIR001 & [AIRD01 = $1115 | Mo | Print ||
150612-D001 |an 6/12/2015 |BAILOCZ o [BAILOGZ Fas $9165 Mo | Fax ||
150525-000 " 5/25/2015  [CVC001 o [CVC001 [ gg781 | Mo | Tax ||
080723-0003 &= (7/23/2008  |NTER001 & INTEROO1 = $1471 | Mo | Email ||
030723-0001 |dn (712372008 |CVC001 e [CVCO00T = $446 | Mo | Fax |
030722-0002 = (7/22/2008 [DOMOO- < [DOMOO" o $57.35 | Mo Fax

Select Al Select All Unprirted Clear All

To start billing simply identify the invoices that you want to process by clicking the 'Select' box for the
corresponding record. The billing method of the BillTo customer will appear as you click the box to give
an indication of how the invoice will be processed. Once the invoices have been selected click the 'Ok’
button. Invoices will be marked as 'Printed' once they have been successfully processed.

Tracing

A log file is generated to trace the activity of each invoice selected to be faxed or to be emailed. From this
log file users will be able to determine the cause of any failures or confirmation that the invoice was
properly processed.

To activate logging run the Administration application and select "Log Level:" from "Options ->Path
Information" screen.
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Path Information

Backend Databaze
Path: C:AMiracleDB\mo.mda

Logging
Path: ChMiracleDBiLogs

Log Level: |Trace detailed debug information Lq

Microsoft's Fax Services component offers a console that enables users to view the status of each fax that is
currently in the queue to be sent.

* Fax Console
File BEdt Yiew Toolz Hep

Ll @l ls | e | @
T-EiFM h| Submizsion Time Fecipi=nt Mame R, Z.. | Document hlame Stelus Exiended Stabus

#3 Incoming 5 50614 P Ml Pawear Wiorks D0S20... Zompan Relrying  Buzy

& Inbox:

£ Oultoee

] Serk bems
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Credit Memo - (Optional Feature)

The Credit Memo feature can be applied to POS Sales Invoices Only. It is a Optional Module with a
limited feature set. This module is intended for users with a limited accounting application. It is not
intended to be an all-encompassing Credit Memo feature, but is primarily used to record and facilitate the
return of items so they can be returned to inventory and a record of that can be maintained. This feature has
very limited functionality with the Customer Statements. While it can export and create a Credit Memo in
some QuickBooks versions, this export is intended to reduce data entry only and the handling of all credits
is intended to be maintained in your primary accounting application. For most clients we do not
recommend activating this module as it may introduce some double entry.

*Must be activated separately before it is available for users.

Create a Credit Memo

A Credit Memo can be created for Printed Sales Invoices. From the Credit Memo screen select the New
button.

MIRACLESERVICE B

Simplified Service Management

& Customers Q|=Clear Al EIMy View QAdd New |
L oo Credit Number ~| BillTolD - Bill To Name » | Invoice Number - Approve ~ Printed + |
/- Service
000001 |camPon1 |camp Processing | 161006-0001 [ Mo | Mo

Cf Equipment
E Contracts

@ Inventory

-E Suppliers

@ Purchase Order
B Sales Order

Billing & Invoicing

Period |

™ Credit Memo

[ Reports
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Once the ‘New’ is clicked, you will be presented with a search window. User can enter either an Invoice
Number or a Customer to locate the invoice to Credit.

In the search window a list of invoices will be presented. To create a Credit Memo double click the desired
invoice to open the Credit Memo window for that invoice.

Credit Memos can be created, edited or deleted until they are approved. Once a credit memo is approved it
cannot be modified or deleted.

Approving a Credit Memo will either accumulate a credit on the Bill To account in Miracle Service or
queue a credit memo to be export to QuickBooks depending on the system configuration.

Invoice Number

Customer AIR001

Invoice Mumber - Invoice Date - Bill To ID - Bill To Name - CustomerID - Company Name - Total -
0001 09/30/2016/ AIR001 International Airlines AIR001 International Airines 55665
07/22/2016/ AIR0O01 International Airlines AIRD01 International Airlines $63.94

151020-0001 10/20/2015 AIRD01 International Airlines AIR0D01 International Airlines $228.08
130724-0003 08/24/2013| AIR0OO1 International Airlines AIR001 International Airlines 58.06
1130724-0002 07/24/2013 AIR00O1 International Airlines AIR001 International Airines $5.54
080722-0003 07/22/2008| AIR0O1 International Airlines AIRD01 International Airlines $159.86

The Credit Memo windows will allow users to create a credit memo for all or part of an invoice.

Credit Memo

Credit Memo | Line ftems

Invoice Number 160930-0001

SHIPPED TO International Airlines Bill-To Company International Airlines
ATTN: BETH ATTN: BETH
10368 Wallace Alley Street, Unit 1 10368 Wallace Alley Street, Unit 1
Kingsport, TN 37663 Kingsport, TN 37663
Credit Memo Date SEVEIPIEE b Requester O+
Refund Terms v Sales Person Bob Johnson v
Return Warehouse |BEN o Shipped Via =
Customer Order No.
Created By  siteadmin
Comments
Subtotal $0.00
Discounts $0.00
Total Tax $0.00
Total Credit Memo $0.00

On the Credit Memo window there are two (2) tabs. There is a ‘Credit Memo’ tab and a ‘Line Item’ tab.

Credit Memo Tab

Credit Memo Date: Is the date of the transaction. This date is editable so it can be set to the appropriate
date of the transaction.

Refund Terms: The Refund Terms field allows the user to select how the refund will be provided.

Refund Terms vl

im Warehouse |Credit on File
Issued Check

ymer Order No. | Credit Card Refund
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This is a notation field only and is not tied to specific business logic. The options listed are default options
and users can modify these terms in the General Lookups in Miracle Service Administration to suit their
own internal business needs.

Return Warehouse: Provides a list of warehouses so a part can be returned to the appropriate warehouse.

Return Warehouse [EI5N 1

Sustomer Order No. L=l

DropShip
Created By |JOSH
KEVIN
Comments |[MAIN
SCOTT
TYLER

When the Credit Memo is processed, the items on the Credit Memo will be returned to the warehouse
selected in this drop down. Non-serialized and serialized parts will be returned directly to the warehouse.
Serialized Equipment will be returned to the Faulty Parts function for testing before being returned to
inventory.

Customer Order No.: Is a free form field and enables users to enter a reference to customers original
order number if needed.

Requester: Enables the user to select the person requesting the refund for possible future reference.

Sales Person: This field will default to the sales person defined for the account; however, an alternate
sales person can be selected.

Shipped Via: This field can be used to identify the method of return shipping. This list is customized
using the General Lookups setup in the Miracle Service Administration.

Line Item Tab

The Line Item tab allows the user to select the items to be included in the Credit Memo.

Credit Memo

Credit Memo | Line ltems

Average

Price
Item Number Sernial Number Per Unit Digcount
» v gp [ES 0 $0.00 $0.00 $0.00 $0.00

ABB320001 |

Users are presented with just the item numbers on the associated invoice. User can select an item and then
identify a quantity returned. The quantity can be less than or equal to the original quantity supplied on the
original invoice. The user will see the ‘Quantity From Invoice’

Line items will exclude Service Equipment that are attached to an active (non-cancelled) Service
Equipment Contract. The Service Equipment must be removed from the contract before a Credit Memo
can be generated for that item.
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Items can only be fully credited with the intention of being returned and added back to inventory. Partial
item credits are not supported as these are considered item discounts and should be handled using the line
item discount feature on the Invoice. Note: if multiple items are supplied, a portion can be returned for
credit.

Customer Credits

Credit Memo’s will accumulate to the Bill To customer record. Credits can be used as payment against any
future invoice generated for the customer. Note: if the customer system is configured to export Credit
Memos to QuickBooks, it will not accumulate these credits in Miracle Service.

QuickBooks Integration of Credit Memo’s

Users can configure Miracle Service to export Credit Memo’s to QuickBooks. Once a Credit Memo is
exported to QuickBooks it is removed as a Credit in Miracle Service as it is expected it will be applied to a
payment in QuickBooks. This is designed to ensure a double credit is not accidentally applied to a
customer.

Credit Memo’s can only be exported to QuickBooks if the related invoice was previously exported. If the
invoice has not been exported, the Credit Memo will not be listed to be exported to QuickBooks.
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Payment Tracking

Payment Tracking is a feature activated with the Accounting Exporter module. It offers users a simple
method of tracking the payments made against the invoices created. Users can track full and partial
payments using the Payment Tracking feature. The ensures you can easily identify invoices which are not
paid or not fully paid.

The other main feature of Payment Tracking is the ability to print customer statements to show outstanding
balances owing.

The main payment table allows a general view of all invoices which have an outstanding balance greater
than zero. This list can be sorted using the “Sort By:” drop down list.

The default view, when opening this screen displays all unpaid invoices sorted by the Invoice Number.

Note: Only approved service billing invoices and period billing invoices are shown. If you have not yet
approved the service call, which is done in the 'Service Menu' by clicking on the 'Service Billing' button,
then selecting approve on the service call, it will not appear here as an invoice waiting to be paid.
Similarly, you must approve the period charge from the Period Billing screen in order to see it here.

Sort By: Invoice Number >

Invoice Number Bill-To ID Ship-To ID Balance

Owing

100310-0001 3M10/2010CAV001 CAV001 & $267.98 $267.98 Add
100310-0002 3/10/2010KINGOO1 MSP001 & $0.00 $0.00 Add ]
100311-0001 3/11/2010KING00O1 TASOO1 - $26.22 $26.22 [ add ]
100311-0003 31172010 KING0O1 TASOO1 E $19.26 $19.26 Add ]
100317-0001 3H17/2010CAMPOO1 CAMP001 o $0.00 $0.00 Add ]
100317-0003 3A17/2010 MANOOA MAN001 & $10.70 $10.70 Add ]
100401-0002 4/1/2010LANDOO1 LANDOO1 & $270.03 $270.03 Add ]
100408-0001 4/8/2010LANDOQO1 LAND001 o $216.68 $216.68 Add ]
100819-0001 8/M19/2010KING001 TASOO1 E $5.35 $5.35 Add ]
100820-0001 8/20/2010 AIR001 IR001 E $0.00 $0.00 Add ]
100823-0001 8/23/2010FLEDO1 FLE001 i $0.00 $0.00 Add ]
100825-0001 8/25/2010AIR001 IR001 & $0.00 $0.00 Add ]
100831-0001 8/31/2010AIR001 IR001 & $0.00 $0.00 Add ]
100901-0001 9/1/2010[AIR001 IR001 - $0.00 $0.00 [ add ]
100901-0002 9/1/2010AIR0OO1 IR001 E $0.00 $0.00 Add ]
100902-0001 [&]| 9/7272010pIR001 2 AIR0O1 ] $0.00 $0.00 [ add |
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Field Column Information

The table has a row for each invoice displayed. Columns offer additional invoice information. (The
default is 'All' unprinted invoices).

The columns are:

Invoice No [+]

This is the auto-assigned Invoice number. To view details of the Sales Invoice select the 'Zoom [+]' button.

Date

This is the date the Invoice was created.

Bill To ID [+]

This is the Sales Invoice's Bill-To ID. To view details of the 'Bill-To' customer, select the 'Zoom [+]'
button.

Ship To ID [+]

This is the Sales Invoice's Ship-To ID. To view details of the 'Ship-To' customer, select the 'Zoom [+]'
button.

Total Amount

This is the total value of the Sales Invoice.

Balance Owing

The is the unpaid balance for the invoice.

Mark Paid

In this column, select the invoices that are being paid. To select one for payment, click the white button.
The word 'Pay' will appear.

Print

In this column, select the invoices to print a Statement. To select one for a Statement, click the white
button. The work ‘Print” will appear. Statements marked for printing on this screen will be outputted
directly to a printer.

Flags, Buttons and Check Boxes

There are several other flags, buttons and check boxes along the top of the screen.

#Invoices

This is the total number of outstanding invoices.

#Marked to be printed

This is the total number of invoices already marked for printing.
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#Marked to be paid

This is the total number of invoices already marked for payment processing.

Mark All Paid

Select this button, to mark all invoices as paid.

Mark Print Printed

Select this button to mark all of the invoices for statement printing. This will cause a statement to be
printed for all of the invoices in the list.

Clear All

Select this button, to 'Clear All' invoices that are marked to be printed or paid.

Print Statements

Once an invoice is marked for printing, the ’Print Statement’ button will become present. Click this button
to initiate the printing of the statements for all marked invoices.

Managing Partial Payments

The interface enables users to track partial payments as well as full payments. Click the ‘Pay’ button on
the line associated with the invoice for which you have received payment. The ‘Invoice Payments’
window will appear showing all previous payments. Users can enter more payments as required.

Invoice Payments
Customer 1D CANDM Print Customer
Inwoice Mumber:  100310-0001 Statement

Invoice Date: 3M02010

Total Amourt: 267 .93
Balance Cwving:  $267 .08

Payment ~
Payment Date Amount Method Reference
F2sa2mo Z $200.00 v
* L $0.00 [Cazh
Check
Dehit Card
Ames
td asterCard
WISA
w

Users select or enter the Payment Date, Payment Amount, Method and Reference.
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Payment Date

Enter the date the payment was made. This date is used in determining the invoice aging for the Invoice
Aging report.

Payment Amount

Enter the amount of the payment.

Method
Select the method of the payment. Options are Cash, Cheque, Debit Card, Amex, MasterCard or VISA.

Reference

Enter the reference for the payment. This may be a cheque number, credit card number or authorization
number.

Print Customer Statement

Once a payment is recorded users can click the ‘Print Customer Statement’ to print an updated statement to
send to the customer showing the balance owing.

202 | Miracle Service Administration Guide



Chapter 15: Payment Tracking

Sample Company
Servdce Management Made Easy D ate
20687 Dundas Street East
Missizsauna, Ortario L4H 297 5/5/2008
Phone: 877 263 93658 Fax 905 206 0701
Page Tof 1
BILLTD:  Service Poirt Lirmited
6321 Indian Road
Ayt 00000
Amourt Oue Amount Enc.
49,19
Diate Cescrption Amount Balance
412008 Servoe Billing Imwiced 030401-0001 Due 542008 F124.19 $49.18
5152008 Payment - Cash 7500
1-30 DAYS PAST [ 21-60 DAYS PAST | 6140 DAYS PAST | OWER G0 DAYS
Currert OLE OUE OLE PAST OUE AOUNT OUE
3000 $49.18 3000 30.00 3000 349,18

Payments on Invoices

Users can work directly with invoices to track the payments. When viewing an invoice, the payment
button will be active at the bottom of the screen. Click the Payment button to open the ‘Invoice Payment’
screen. This will list all past payments and allow the user to enter new payments against the invoice. The
user also have the option to print a customer statement by selecting the button.
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Purchase Orders

The Purchase Order Module deals with the managing of Purchase Orders and the Reconciliation of
Purchase Orders. Purchase Orders are created from the 'Purchase Order' main menu bar.

To create a Purchase Orders, select the 'Add New' button for purchase orders.

Flags ‘

Qrder From ABC

Payment Terms Net 30

Notification Date 15/06/2012

Olrer Cherges

]|

PO #

l ’ Tax Int

Approved Not Printed Not Raceived Not Invoiced -
P.O. # 20604-0001
- Ship To [MAIN v e
ABC Equipment Suppliers Main Warehouse
PO Box 840927, 119 West 23rd St.
Dallas, TX, 75284-0927, New York, NY, 10011,
5558897900 (555) 398-5916
P.O. Date 04/06/2012 Date Received
- Ordered by Will Smith
Due Date Not Received Reference 2399101
FOB |Destination
Gomments Toner and supplies. Shipped Via FedEx
Subtotal $109.00
Discounts $0.00
Other Charges $0.00

$4.32

$113.32 3

Total Tax

Total P.O. &~

The Purchase Order number will be defaulted from the Administrator Module settings.

Back Order PO Numbers

Notice that in the example above, this is a back order Purchase Order, as indicated with a BO- (backorder)
number. It is generated automatically only if receipt a shipment was not filled completely. At that point
there's a prompt to create a back order.

Ordered From

Select the supplier from which the items are being ordered. Lists of all suppliers are available through a
drop down box, or enter a new supplier on the fly through the 'Zoom [+]' button.

Ship To

This field offers, through a drop down box, the listing of all the warehouses entered into the application.
After the 'Ship To' is selected, a series of fields appear requesting information about the purchase.

The ‘Ship To’ also allows users to select ‘DropShip’ as a option. When this is selected, ‘Order by’ field is
replaced with a Customer and Requester field to select the Customer and Requester for the drop shipment.
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When a DropShip is selected, the standard process for Receiving and Reconciling the purchase order
remains the same.

P.O. Date

The current date is the default entry for this field, however the date may be modified.

Date Received

When items are received, and the 'Receive’ button is selected, the 'Date Received' field is automatically
entered with that date, (see paragraph on 'Purchase Order Receipts').

Payment Terms

The Supplier's payment term is automatically entered with the pre-agreed terms. A different payment term
may be selected from the drop down list or add a new payment term on the fly.

Due Date

The due date is calculated based on the date the items were received plus the payment term. For example,
suppliers expect items received today with Net 30 to be paid in 30 days from today's date. This field is not
editable.

Notification Date

Enter the negotiated date that the items are to be delivered. This expected delivery date would appear on
the bottom of the Purchase Order. This field is used in the event the supplier is obligated to contact your
parts department in the event of a delay. This is an optional field.

Ordered by

Enter your first name, title or department. The 'Ordered By' information will appear on the Purchase Order
to assist the supplier in the event they need to contact someone regarding the order. This is an optional
field.

Reference

The Reference is a free form text field that is used to add customer or vendor reference information.

FOB

FOB stands for Freight on Board. Enter who is responsible for paying freight and to what point? This is an
optional field.

Ship Via

Select the method of delivery from the drop down list.

Special Info Buttons

These buttons allow access for additional information regarding this Purchase Order.

The ‘Special Info Buttons’ are located on the bottom left of the 'Purchase Order' screen.
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Line ltems ‘ ‘ Other Charges ‘ ‘ Tax Info

They assist in creating the details of the 'Purchase Order. They are:

Line Iltems Button

Select 'Line Items' and a table labeled 'Edit PO's Line Items' appears.

Edit P.O.'s Line ltems

Total Average

Quantity Quantity Cost
Item Humber Ordered 0. Received | Unit Per Unit
I 2 0 Each ] $1.25 $2.50
SR Discount soo0 3
Tax Tax $0.18
2 0O Each ] $25.40 $50.80
MRS Discount soo0 3
= $3.56
. u ] $0.00 $0.00
SR Discount sao0 3
e $0.00
W
Ok

Each line item uses three rows of information and additional buttons to further describe the line item
purchase.

Item Number

This is the identifier for the inventory item to be purchased. All inventory items appear if the down arrow
is selected.

Searching: Search for items by clicking on the [+] button and using the Search buttons on the inventory
screen. (See 'Search Fields').

Supplier Part Numbers: Select the item from the drop down list. Miracle Service will enter the supplier's
item ID in the Suppliers Part Number field automatically, if applicable.
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If a part from a new supplier is ordered, Miracle Service will ask if you that supplier is an alternate supplier
for the part number. If 'Yes' is selected, enter the supplier part number, in the event it is different from the
main supplier's, or your own internal part number.

Superseded Part Numbers: If a superseded number is entered, the correct new item ID number will
appear.

The 'Zoom [+]' button will open the 'Inventory Maintenance' screen for viewing. From here edit the record
on hand, go to another record, or enter a new inventory item. When exiting the screen of the inventory item
viewed, note Miracle Service has entered the item number information.

Total Quantity Ordered

Enter the number of items to be purchased. See also 'Quantity on This PO' and 'Quantity Received' and
'Amount'.

Quantity on This PO

This figure is usually the same as 'Total Quantity Ordered'. The blue field displays information calculated
from figures received from other fields.

If the supplier partly fills an order (see the 'Inventory Receipts' screen), Miracle Service will offer the
opportunity to place a 'Back Order'. This order will carry its own PO number and will order the remaining
quantity on order by calculating the quantity received from the quantity ordered. The Total Quantity
Ordered will reflect the amount in the original order. The 'Quantity on this PO' will show a different value.

For example, ten items are ordered from a supplier but only six were received, Miracle Service will prompt
the creation of a back order. The back order will show Total Quantity ordered as ten and Quantity on this
PO as four. Miracles Service will repeat this process until all items are received.

Quantity Received
This blue field displays information entered in the 'Inventory Receipts' screen.
Unit

This blue field displays information entered in the 'Inventory Data' screens. Units of measure may be 'each’
or 'box', for example.

Warranty

Selecting the Warranty check box allows you to indicate if a part being purchased is under warranty. When
under warranty, the last cost of the item is not recalculated using the reduced cost. Also, when indicating
that a Part Used is under warranty the cost associated to the Service invoice is set to $0 for accurate
profitability analysis. This feature is intended to handle parts being supplied by the OEM or Vendor where
it is being supplied at no cost as it is part of the warranty provided by the OEM or Vendor.

Average Cost per Unit

This is the cost figure quoted by your supplier. Edit this amount through the inventory receipts screen when
the order arrives, using the reconciliation screen when the invoice arrives from the supplier.

Note: Do not confuse this with the average cost per unit that Miracle Service calculates when a non-
serialized item arrives and the price charged is combined with the cost of old inventory left in stock.

Amount
This is the 'Average Cost per Unit' multiplied by the 'Quantity on this PO'.
Supplier's Part Number

The supplier's part number is automatically defaulted from the 'Inventory Data' screen.
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Description

This can be a single word or brief explanation of the item. This will default in from the 'Inventory Data'
screens but is editable.

Serialized

This feature is disabled until the inventory item is received and serial numbers are available to be entered
from here or the 'Inventory Receipt' screen

Discount

This is a discount of the line item cost. By selecting this button, enter the description of the discount being
offered and either the percentage or the dollar value of the discount. If the percentage is enter the dollar
value is calculated. If the dollar value is entered the percentage is calculated.

Tax

This button only applies if the 'Tax by Line Item' option was selected in Administration Set Up. Select the
'"Tax' button to go to the 'Edit Line Item's Tax Information' pop-up. Taxes paid vary depending on to which
tax categories and tax groups these items and supplier belong. All relevant taxes have been automatically

selected.

If taxes need to be edited, the Yes/No button can be toggled.

The Min./Max Qty for Tax and Min./Max Value for the Tax are explained in the Tax Categories setup
instructions.

Recalculation button
See the 'Application Conventions' regarding 'Recalculate’ buttons
Totals

Notice the blue fields and a 'Recalculate’ button in the lower right corner of the 'Purchase Order' screen.
The 'Sub-total', 'Discounts', 'Other Charges', and 'Total Tax' fields reflect the values entered through the
'Special Info' buttons. The 'Total PO' is the sum of those fields. See the 'Application Conventions' for more
information on 'Recalculate' buttons.

Other Charges Button
Select the 'Other Charges' button, to enter the table labeled 'Edit PO's Other Charges'.

Edit PO's Other Charges

p [Freight
*

Enter freight or other handling charges, or other miscellaneous expenses. Select the applicable taxes from
the 'Tax' button if 'Tax by Line Item' in the 'Administration Set Up' was selected.
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Tax Info Button

The 'Administrative Set Up' allows the choice of using the blended tax method, (Tax on Tax in the sort
order selected). If necessary, edit the tax order here for this specific 'Purchase Order'.

Printing the Purchase Order

After the line items are added on the Purchase Order, save the PO before printing it. There are two buttons
from which to select 'Approve and Save' and 'Save'. There are also two ways to print a PO.

Approve and Save Button

When a purchase order is 'Approved and Saved', the transaction will be recorder in Miracle Service as
'Approved' within the 'PO Print Preview' screen. When the 'Approved and Saved' button is selected, the
User ID will appear with the date that the PO was. Once the PO is approved, there are two options to print.
The first is from the PO Print Preview Screen from the Inventory Control Menu. Notice that the User ID
will appear in the column 'App'd By' in the 'PO Print Preview' screen. The second method to print the PO is
to click the Edit button on the Inventory Control Menu for the PO's, locate the PO, and click the 'Print'
button.

If a printed hard copy of the PO is not required, click the [+] button to the right side of the 'Not Printed' flag
in the PO Flags area of the screen.

Save Button
Miracle Service will record the purchase in the 'PO Print Review' screen for approval later.
Emailing the Purchase Order

Once the Purchase Order (PO) is ready, you have the ability to e-mail the PO to your supplier or
warehouse. You can e-mail the PO when you are viewing the PO in the Print Preview screen. While
viewing the PO, select the ‘File’ menu item and then select ‘Email’ from the list. This will present you
with a list of available e-mail addresses to which you can send the PO.

Cancel a Purchase Order
This cancels the entire PO so to start again.

At the bottom of an Edit or View Purchase Order screen, notice the other function buttons. See
'Application Conventions' for 'New', 'Edit', 'Delete’, and 'Reports'.

Voiding a Purchase Order

If the '"Void' button is selected, Miracle Service will void the purchase order. Since Miracle Service
numbers Purchase Orders the information will remain in the tables. This is not the same as delete, but the
process is irreversible.

Flags and Button on the Purchase Order Screen

When the 'Ship to' in the new 'Purchase Order' is entered, a series of new fields opened. At the same time,
words printed in red appeared across the top of the 'Purchase Order'. These are flags that communicate the
status of the PO. The flags appear in green when activity on the flag has been completed.

(Not) Approved [+]: A 'Purchase Order' is invalid until a user ID with approval permissions approves the
order. By selecting the [+] button (looks like a 'Zoom [+]' button), the red 'Not Approved' will turn green
'Approved'. The [+] button will bring up a small window to show the login name of the person who
approved it and when. A user with permissions can approve the PO using the 'Approve and Save' button at
the bottom of the Purchase Order New or Edit screens, or from the 'Print Review' screen.
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(Not) Printed [+]: There is a 'Print' button at the bottom of the purchase order screen. Selecting this button
prompts Miracle Service to print a hard copy of the order. PO can also be printed from the Print Review
Screen.

Hint: Occasionally this step may be skipped (for an across the counter purchase, or a verbal order), but
further handling by Miracle Service requires that the PO be printed. By selecting the [+] button (looks like
a 'Zoom [+]' button) the red 'Not Printed' will change to a green 'Printed' without actually creating a hard
copy. Miracle Service will handle the 'Purchase Order' as though it had printed it. You can now go to the
'Receive' screen to receive the item into inventory. (Note: If you are not using a linked accounting system,
and you did not want to record the purchase order, you could have just added the item directly into
inventory.)

(Not) Received: This red flag turns green 'Received' when the items on the PO are received and the button
in the 'Inventory Receipts' screen is selected.

(Not) Invoiced [+]: If the PO has been received and all the prices are correct, the reconciliation screen
may be bypassed. On those occasions select the [+] button next to the red 'Not Invoiced' flag. Notice the
red 'Not Invoiced' turns to a green 'Invoiced'. Miracle Service will prompt to enter the invoice information
in a pop up window. The information may be accessed when the [+] button is selected.
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Purchase Order Print Review

See the 'Application Conventions' for 'Review Screens'.

The 'Purchase Order Print Review' screen allows the approval and printing of purchase orders individually
or in batch. From the 'Purchase Orders' group of the 'Inventory Control' menu, select 'Print Review'.

PO Number Supplier ID Warehouse ID Approved | Printed | Mark for

Printing
080723-0002 7/23/2008 | ABC2 4 |MAIN $51.08 siteadmin No

All of the purchase activity is available at a glance. Review previously printed purchase orders for
reprinting, or quickly approve and print all outstanding purchase orders.

Field Column Information
PO No [+]

This is the number that Miracle Service assigned when a new 'Purchase Order' is created, according to the
numbering system set up in 'Administration'. A 'Zoom [+]' button allows viewing of the PO.

Date
This is the date shown on the "Purchase Order'.
Supplier ID [+]

This is information from the 'Order From' field of the 'Purchase Order'. The 'Zoom [+]' button will enter the
'Supplier Maintenance' screen.

Warehouse ID [+]

This is the 'Ship to' field of the 'Purchase Order'.

Total

This displays the purchase total figure calculated by Miracle Service.
App'd By

This displays the 'log-in' name of the person who approved the purchase. Whoever selected the 'Approve
and Save' button when creating the PO, their name will appear in this field. Whoever approves a PO, their
User ID will appear here.

Prnt'd

This indicates whether or not the 'Purchase Order' has already been printed.
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Mark for Printing

With this column, mark each PO for printing separately by selecting the empty box. A pink 'PRINT' will
appear. If a message says, 'This Purchase Order has not been Approved' when the PO is selected, then
approve it by clicking the button to the far right side of the PO line within this screen.

App'v (Approve Button)

Clicking this button will allow a person with approval permissions to approve the PO, which will then
allow it to be printed. Purchase orders can be approved from this screen by selecting the button at the end
of the row marked 'App'v'. If the PO was previously approved, the approval may be edited.

Flags, Buttons and Check Boxes
Mark All

If this button is selected, Miracle Service will mark all approved entries in the 'PO Review' for printing.
This includes previously printed PO's if the 'Show Printed PO's' box is checked.

Mark All Unprinted

Some purchase orders may already be printer, select 'Mark All Unprinted' and the application will mark
unprinted PO's for printing.

Unmark All
This button will Unmark for printing all of the Purchase Orders listed.

PO Review Section
Show Printed PO's

The PO Review Section displays all PO's, printed and unprinted. Select 'Show Printed PO's to display only
those documents.

Show For A Date Range

Select this option to limit the number of records displayed. Miracle Service will prompt to enter a start date
and an end date. All purchase orders in the date range are displayed.

Print Approval Report

This feature prints a report with each purchase orders' details for someone to review and authorize
manually.

Select 'Exit' to go back to the 'Inventory Control' menu.
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Purchase Order Receipts

The PO Receipt table is a table listing all outstanding and approved purchase orders (or back orders) with
a 'Receipt' button to receive the PO when it arrives.

It is located in the 'Purchase Order Menu'.

How to Receive Inventory
When the inventory item(s) have arrived, you need to mark the Purchase Order as 'Received'. To mark a

Purchase Order as Received, click on the 'Receive’ button under Purchase Orders

PO Number Date Supplier ID Warehouse ID Total
4100820-0001 8/20/2010| TechData IVIAIN $57.85 | Receive

This is a listing of all outstanding Purchase Orders. All entries are in blue fields indicating that Miracle
Service has taken the information from other screens. The columns are:

PO Number [+]

This is the auto-generated PO number that Miracle Service issued. The 'Zoom' [+] button enters the
'Purchase Order' for viewing.

Date

The date the 'Purchase Order' was entered into Miracle Service.

Supplier ID

This field displays the 'Order From' information entered into the 'Purchase Order' screen. The 'Zoom' [+]
button enters the supplier's information as entered in the 'Supplier' screen.

Warehouse ID

This is the 'Ship to' information entered in the 'Purchase Order' screen. The 'Zoom' [+] button enters the
'Warehouse Maintenance' screen for viewing.

Total

This is the total amount of the "Purchase Order'.

Receive Button

The last column in each row contains a button marked 'Receive’. When a purchase order arrives, select the
'Receive' button for that purchase order. When the button is selected, the 'Purchase Order Receipt' opens a
screen that displays un-editable blue fields.
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Non-Serialized Items on a Purchase Order

If the PO was complete with no changes, select 'Exit' to return to the PO Receipt screen. If the 'Edit' button
is selected, this allows the 'Line Items' and 'Other Charges' to be edited. This permits changes to the price
or quantity received in the event that the supplier does not fill the order as requested. If other charges are
applicable add or edit them.

In the case of an incomplete order of a non-serialized item, Miracle Service will offer the opportunity to
create a 'Back Order' to make up the shortfall. It will bear the original PO number with suffix BO and a
two-digit number created by Miracle Service. The original PO is closed with this new Purchase Order
Number.

Receiving Items that are Serialized

When a purchase order contains serialized items, select the 'Edit' button on the Purchase Order screen. The
edit button appears after the 'Receive' button on the P.O. Receipts screen is selected. Click on the line item
for the serialized item, click on the 'Serialized' button, and enter the serial number. A table appears with a
row for each of the serialized items ordered divided into columns. In the 'Serial Number' column, the code
MILL-UNKNOWN-001 (or 002-or 003 as the case may be) appears. Replace the MILL-UNKNOWN-001
serial number with the serial number of each item received

Note: You must delete the code MILL-UNKNOWN-###, for any serialized item not received, from the
table. Failure to replace or remove the MILL-UNKNOWN code will block the completion of this receipt
function. This is done so that you maintain a record of serialized inventory, with the correct serial number
associated with the item.

After closing the purchase order, Miracle Service will ask if an invoice has been received from the
supplier. If an invoice was received, enter the invoice number here. Otherwise, the Purchase Order can be
reconciled and assigned an invoice from the 'Reconcile Purchase Orders' screen.

Receiving Parts Needed

During the receiving process parts may be needed to complete a Service Task. During the receiving if a
part is needed on a Service Task a dialog box will be displayed asking to reserve a quantity of parts for any
open Service Task showing the part as being needed.

Reserve Parts for Task

tem Mumber: |A1 23456 Gty Received: |10

Aty Aty To
Tazk ID Mumber Reszerve To Warehouse Heeded | Rezerve

241 030703-0003 AN v 3] 0

‘ Sales Order

When receiving Parts Needed it will check both Non-Serialized and Serialized needs.

216 | Miracle Service Users Manual



Chapter 18: Purchase Order Receipts

When receiving Non-Serialized parts, if they are needed on a Task the Task ID will be shown along with
the Sales Order number and Quantity Needed (Qty Needed). The user receiving the quantity will need to
select the Warehouse where they want to reserve the part to and the Quantity to reserve. Any excess
quantity will be receiving to the warehouse normally.

When receiving Serialized parts, if they are needed on a Task, the user must select the Serial number and
the Task on which the part is needed and select the Warehouse where the part is stored.

Reserve Parts for Task

ftem Mumber: |}{?89321 456 oty Received: |2
~
Selected Senal Number Task ID Reserve To Warehouse
BRG118928819 3 -
— BRGI28277181 v w

When selecting the Task ID the user can View all Task where the part is needed and the associated Sales
Order number.

Reserve Parts for Task

ftem Mumber:  [4789321456 Gty Received: [2
A~
Selected Senal Humber Tazk ID Reserve To Warehouse
v BRG118928819 2441 v v
~ BRGI28277181 [ " v

Ok

After selecting the items the user clicks ‘OK’ and the parts are Reserved on the selects tasks and the
remaining parts are returned to inventory.

Please refer to the Manage Reserved Parts section of the manual for more details on managing reserved
parts. Also refer to the Sales Order - Project Sales Orders on how to establish needed parts.

During this process a Picking Slip is generated for Service Task that the part(s) are reserved for. This is to
ensure the warehouse control picks the parts and places them aside for the task identified.

Miracle Service Users Manual | 217



Chapter 18: Purchase Order Receipts

218 | Miracle Service Users Manual



Chapter 19
Purchase Order Reconciling

This is an important step for more accurate costing and profitability analysis.

This feature accommodates invoices that have arrived after the product(s) have arrived, or invoices that
might have different prices for the ordered items. In other words, the items were received in the recent past,
and several items may already been sold, but the invoice arrived today or the cost of the item is different
from previous orders. In these cases, the costs of these inventory items on the PO must be reconciled.

PO Number
080723-0001

Warehouse ID

Supplier ID

72372008 | XYZ2 $256.69

Reconcile

Select 'Reconcile’ to bring up the 'PO to Supplier Invoice Reconciliation' screen.
Note regarding costing of items:

If you receive an item prior to receiving an invoice from the supplier, you need to be aware of some
accounting implications, whether or not you have the Accounting Export Module. If you sold an item
before you knew the correct cost of the item that was ordered, the invoice created for the customer will
not reflect the true cost-of-goods sold. Therefore, the accounting exporter will not know how much to
expense for the cost (i.e. how much to debit or credit to the asset account for the inventory item(s), and
the cost of goods sold account. It will know the revenue generated from the item, but at that point, it
will not know the accurate cost of the item.)

In this case, where you sold an item without knowing its actual cost, Miracle Service sends to the
accounting software the average cost of the item based on the quantity you had in stock at the average
cost pricing, and the new quantity added into stock at the new cost. E.g., 1 item in stock at $1.00 plus
one ordered at $0.50 equals an average cost of $0.75. Since you already sold the item to a customer,
this cost information was sent to the accounting program via the optional Accounting Export Module.
The cost information sent is the average cost so a journal entry will need to be made for the difference.
Miracle Service always keeps a running average cost for non-serialized items, and the actual pricing
for all serialized items, since each item can have a different price.

This table displays a list of all non-invoiced, received purchase orders.

PO Number [+]

This is the auto-generated identifier Miracle Service created. Select the 'Zoom [+]' button to view details of
the PO.

Date

This is the PO creation date.
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Supplier ID [+]

This is the supplier ID number. Select the 'Zoom [+]' button to view details about the supplier.

Warehouse ID [+]

This column displays the 'Ship to' warehouse for the PO. Select the 'Zoom [+]' button to view details about
that warehouse.

Total

This is the total amount of the purchase order.

Reconcile Button

Select this button to enter the 'Purchase Order To Supplier Invoice Reconciliation' screen.

P.O. # 080723-0001
order From [XYZ2 v Ship To MAIN ~
XYZ2 Supplies Main Warehouse
NW-9414, 119 West 23rd St,
Minneapolis, MN, $5485-9414, New York, NY, 10011,
5553282965 (555) 396-5916
P.O. Date 7/23/2008 Date Received [3/23/2010 Ordered by
Payment Terms Net 30 e FOB
Shipped Via L/
Notification Date
Subtotal $239.90
Comments Discounts $0.00
Other Charges $0.00
Total Tax $16.79
Line rems ‘ ‘ Other Charges Total P.O, & $256.69 E

Purchase Order to Supplier Invoice Reconciliation
Screen

Click the 'Reconcile' button on the 'PO Receipts' screen to view this screen. This is the same as the
'Purchase Order' screen. The fields displayed are non-editable blue fields.
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No Changes to PO Required (Non-Serialized Parts Order Only)

If the prices for the items from the supplier were the same for each line item that appeared on the purchase
order, (and there are no serialized items), simply press Exit on this screen. No reconciliation is required for
the PO.

For non-serialized items, the average cost is added for each line item

Receiving PO's with Serialized Items

Select the 'Edit' button at the bottom of the screen and then click on the 'Serialized' button for each
serialized line item. Remember to change the temporary serial number to the actual serial number. Miracle
Service creates the temporary serial numbers so that the program can accept the equipment. If 5 serialized
items are ordered and three are received, delete the other two lines by clicking in the box to the far left of
the line item and pressing the delete button. Once the prices have been edited, if required, the application
will be prompt to create a back order for the items not received (the deleted items).

Receive P.0.'s Line Items:

Total Quantity Average
Quantity on this Quantity Cost
Item Number Ordered P.O. Received Per Unit
B [£.3201 4856 | B~

| =iletebostr L ~{ Berialized | SRRt

$285.00 |

e he

50,00
$0.00

PEETR T D eskiop Unit ]

When all the information is correct, exit the screen and Miracle Service will ask to reconcile the PO with
the changes made. If 'NO' is selected, the changes are cancelled. If "'YES' is selected, Miracle Service
removes the PO from the reconciliation screen. If the supplier's invoice number was not entered during the
reconciliation step, select edit and enter the supplier's invoice number. This information will be used when
exporting the PO information to the accounting software. (Specific Account Exporter Module required).

The last cost table in inventory is updated with the price for non-serialized items. The average cost per item
is also updated based on the quantity received and the current quantity in total stock. For serialized items,
the actual cost of each individual item is recorded and used throughout Miracle Service.

Using Landed Cost

The Landed Cost feature allows users to separate the internal (Landed) cost of a part from the purchase
cost of the part from the supplier. This feature is only important to clients that have high costs that need to
be added to the parts due to shipping, duties and taxes. This allows companies to load the internal cost of
the part with the additional shipping, duties and taxes needed to more accurately reflect the cost of a part
when it is received.

Note: if you make the Landed Cost and Average Cost per Unit the same when receiving a Purchase Order
(PO) and this is the cost of the part on the PO, then this will essentially work the same as Miracle Service
did before the Landed Cost feature was added.
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When a PO is received the Landed Cost is factored in to the Avg Cost / Unit based on the current dollar
value in the Avg Cost / Unit and the Quantity in Stock (QIS). The application will average the cost of the
QIS and the new items being received.

For example, if you have one (1) item in stock with a Avg Cost / Unit of $10.00 and receive 2 with a
Landed Cost of $9.00, then the Avg Cost / Unit after receiving the 2 new items will be $9.33 with 3 items
in stock.

(($10 x 1) + ($9.00 x 2))/3 = $9.33

The Average Cost per Unit in the Receive P.O.'s Line Items is used to update the Avg Cost / Unit in the
View Stock Level screen. This is an important cost in the system and is used as the part cost when a part is
used or sold to a customer. This cost will then affect the Profitability calculation for Contracts and
Equipment.

The following is an example of Landed Cost calculation.

View Stock Level

Warehouse | [ER
ftem Mumber |PARTI

Qs 1

Axg Cost / Unit 510.00
Avg Retail / Unit $20.00
Last Cost / Unit 50.00

Before PO is received. Note the Average Cost per Unit is $10.00 for the current item in stock.

Receive P.O.'s Line [tems

Item Number

Suppliers Part Number
L PARTS

Total
Quantity
Drdered

Quantity

on this
P.O.

Quantity
Received

$3.00

Average

Cost
FPer Unit
H9.00

TN Discount
Tax Tax

$18.00

$0.00
$0.00

PO being Received. Note two items are being received at $9.00 per unit.

View Stock Level

Warehouse m

term Mumber |PART3

s 3
Avg Cost/ Unit 2933 |

Ay Retail / Unit $20.00
Last Cost/ Unit £9.00

After PO is received. Note the Average Cost per Unit is now $9.33 per unit.
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Similarly the Average Cost per Unit on the PO will directly update the Last Cost / Unit on the View Stock
Level screen and should be equal to the price you paid your supplier for the part. The purpose of the Last
Cost / Unit is to track the last cost paid to a supplier for the part. This is helpful when creating then next
PO for the part as it will let the user know what price they paid last time for this part. The Last Cost/ Unit
on the View Stock Level screen and the Average Cost per Unit on the Receive P.O.'s Line Items is directly
link and not used in any other part of Miracle Service.
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Supplier

The supplier module will allow the business to add and modify equipment and consumable suppliers.

Supplier Screens

M Miracle Service - [Suppliers]

Options  Help

— -
Supplier Maintenance ISuppIierID P IR E EI
\

Supplier ID ‘ABC

Supplier Name ‘ABC Equipment Suppliers ‘

Main | Requesters

. o
Active Supplier Comments

& Location
Directions

Supplier Type ‘Primary Equipment

Customer Number ‘5489632

Address ‘PO Box 840927

City‘DaIIas v\ ‘TX v\ ‘75284-0927 \
Country ‘USA v‘ State Zipcode

Phone ((555) 839-7900 | Other | |

Fax \(555) 889-7901 \ Email ‘info@nexent.com \

Attention ‘Bob Jenkins ‘

[Einancial information]

New Supplier Edit Supplier Delete Supplier

(o - -

Supplier ID

The Supplier ID is a unique alphanumeric identifier. The Supplier ID can be used to differentiate between
supplier records with the same name.

Most accounting applications use the Supplier ID to import information. If your company plans to use the
accounting exporter function in Miracle Service, the unique Supplier ID must be the same in both
applications.

Enter an alphanumeric identifier. Letters, numbers, spaces, and underscores are acceptable characters. Do
not use special characters, such as quotes and apostrophes. For example, XYZ Company may be XYZ-001
or XYZ001. Enter the Supplier Name when the filed appears. Select [Enter] to continue with your 'Data
Entry' screen.
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Active Supplier ? Supplier ID ‘F’CS—001
Supplier Name |Pr|mary Consurnables Supplier
Supplier Type [Primary Supplier -]
Customer Nurmber |
Address ‘90288 Outer Drive Road Comments |Primary Equiprnent, Farts and Consurmable
and supplier
‘Gate 1 Location
. Directions  |RonvanDercan is our Account Executive. If
ity ‘Any‘town j AS j 00000 Ron's out-of-the-office. contact Kevin
Country ’h‘ State Zipcode Briggs Kewp was our former Account
Manager he's our secondary contact
Phone \(555) 545-4545 Other \ |
Fest [(555) 845-4546 Ernail ‘ron@pnmary.oom

Atterttion |R0n vanDercan

Supplier Type

This optional field identifies suppliers, belonging to different groups, for example, Manufacturer, Primary
Supplier, and Secondary Supplier etc.

The Supplier Type field may be used to differentiate suppliers by types of organizations or by average
shipping time.
Other Fields

Enter the Address and Other Supplier Information. This information will print on all customer reports or
invoices.

Attention

Enter information that will help direct mailings to the proper person. When creating an envelope or
purchase order, for example, the 'Attention' line will appear.

Financial Information

This screen provides details of the financial relationship between the dealership and the supplier.

Select the 'Financial Information' button to enter the 'Edit Suppliers Financial Information' screen.

i N

Edit Supplier's Financial Information

Tax Group |1-Sales Tax E| Credit Limit £0.00

Payment Term [Due Upon Receipt [ |

| Ok ||gﬂn|:el |

The 'Tax Group' and 'Payment Terms' are defaulted. Select a different 'Tax Group' and/or 'Payment Term' if
applicable. Enter the dealership's company's Credit Limit with this supplier.
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Requesters

Requesters can be added to Suppliers. These are the individual supplier contacts at the supplier. Each
Requester can have a a unique phone number, e-mail address and other details related to the specific

supplier contact.
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Inventory

The inventory module will allow the business to gain valuable information on parts usage and parts needs
based on this usage. Reports inform which technicians use the most parts, the exact requirements to keep
the inventory at its peak levels, and much more. This module allows tracking of superseded numbers. It
also allows the importing of supplier part files for review and for ordering. Usage reports will inform
which parts that are not being used, and therefore should not be restocked at the current quantities.

The 'Inventory' modules are under the 'Inventory Control' button from the 'Main' menu. Notice that the
Inventory group of the 'Inventory Control' menu has five buttons (The standard New' and 'Edit' plus
'"Transfer', 'Reconcile' and 'Import'). This allows movement of inventory into and between warehouses.

Q|=Clear All  EIViews QAdd New &) Price Book L Faulty £ Resenead B8Kits BReconcile #= Transfer

2 Description . |Seriali: - | Category -| ModelClass - Model Number ~ |Total QIS - Cost - Retal - Supplier Name - |Tax Cate -

Paper No  |Paper NIA NIA 163 $0.50 $1.99 |ABC2 Supplies TAX

Toner Mo |Toner - Black |Segment 3 A19573512 136 $9.68 $15.99 |ABC2 Supplies TAX
A234567 Drum No  |Drums Segment 4 A42068953 14 57.55 §15.99 |ABC2 Supplies TAX
A32014856 Copier Yes |Printers Segment 3 A19573512 6 $500.00 $750.00 |ABC Equipment Suppliers TAX
A369841 Connectors No  |Pars-Misc Segment 2 AB21459 51 §1.25 $6.50 |ABC2 Supplies TAX
A369852 Toner Mo |Toner- Black |Segment 4 A42066953 45 $20.65 $42.99 |XYZ2 Supplies TAX
AB21485 toner Mo |Toner - Black |Segment 1 A225596314 37 55.99 §16.99 |ABC2 Supplies TAX
AB221478 Toner Mo |Toner - Black |Segment 5 A521069 20 $25.40 540.00 |ABC2 Supplies TAX
AB54874 Toner Mo |Toner - Black |Segment 2 A205596423 75 $16.75 536.99 |ABC2 Supplies TAX
AB459862 Desktop Unit Yes |Printers Segment 1 A225596314 5 $100.00 $250.00 |ABC Equipment Suppliers TAX
2369854 toner Mo |Toner - Black |Segment 2 X5554896321 30 59.99 §18.99 |XYZ2 Supplies TAX
X325985 toner Mo |Toner - Black |Segment 4 X3652148 23 $8.99 §17.99 [XYZ2 Supplies TAX
*4325567 Developer No | Developer Segment 3 X214569 20 $13.25 522.00 |XYZ2 Supplies TAX
X5269874 toner Mo [Toner - Black |Segment 1 X100258 35 $5.99 $11.99 |XYZ2 Supplies TAX
X6257418 Developer Mo Developer Segment 4 X3652148 45 $15.15 $28.99 [XYZ2 Supplies TAX
X65214877 Copier Yes [Copiers Segment 1 X100258 4 $250.00 $500.00 |XYZ Equipment Suppliers TAX
654321 Controllers Mo |Parts Segment 3 X214569 62 §10.63 §24.99 |XYZ2 Supplies TAX
741585 toner Mo |Toner-Black |Segment 3 X214569 25 $16.50 $28.99 |XYZ2 Supplies TAX
X789321456 Copier Yes [Copiers Segment 2 5554896321 5 $845.00 §1.000.00 | XYZ Equipment Suppliers TAX
X852321 Drum Mo |Drums Segment & X123456987 29 $23.99 §48.99 |XYZ2 Supplies TAX
XB865217 toner Mo |Toner - Black |Segment 5 X123456987 15 $23.99 $30.99 [XYZ2 Supplies TAX
X963789 Developer Mo |Developer Segment 4 X3652148 172 $2.67 $5.50 [XYZ2 Supplies TAX
X987654 D Roller Mo |Rollers Segment 2 X5554896321 43 §14.87 §35.00 [XYZ2 Supplies TAX

Entering Inventory

There are three ways to enter inventory for resale.
1. Enter the item into your warehouse.

From the 'Inventory Maintenance' screen, add the item directly into the warehouse using the 'Edit
Quantity in Stock' button.

2. Complete a Purchase Order.

From the 'Inventory Control' menu create and receive a new 'Purchase Order.' Add an inventory item
on the fly here, if it is not already in the inventory database.

3. Import Parts from Disk(s) from your Supplier.
See Importing Parts.
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Adding Inventory
Select '"Add New' in the 'Inventory Menu' to open the 'Inventory Data-Entry' screen.

Serialized © Non-Serialized ©

Select whether the item that is being adding is a serialized piece of equipment or a non-serialized inventory
item.

Serialized Items

These are items with serial numbers that need to be track. It is possible that an item may have a serial
number, but it is not a serviceable piece of equipment. This item should not be tracked. Miracle Service
tracks all items that bear serial numbers assigned by manufacturers as individual items. This way cost and
retail prices are associated with each unit, and each has its own Manufacturer Warranty End date. This
warranty date follows the product even if it is sold using a Sales Invoice from Miracle Service. If a service
call appears with a warranty date, a warning light will appear automatically on the service call screen. A
serialized item can be converted to a piece of service equipment by using a sales invoice.

Serialized inventory can have several different inventory statuses: 'In Stock', 'Sold', 'RMA' (returned to
manufacturer), 'Lost', on Loan, on Trial, or being Rented. The inventory status and Q.1.S. (quantity in
stock) is selected in the Warehouse Information button.

Yiew ltem Humber's Warehouse Levels

| Add | Stock  Gao Towarehouse [Main v

Location

Last Inventory Date |4/23/2008 Stock Level

tin 45 Max 125 93%
Bin Location Agile 4 Shelf 3 100%-

Quantity In Stock 116
Inzurance Y aluation $1.122.88 S0%-
Sales Yaluation | $1.854.84 0-
Ok

Select the Modify Q.L.S. button to view the table displaying the items entered.
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Warehouse |Main

ttermn Mumkber |}{?89321 436

[[] show In Stock anly

Serial Mumber Location Date Cost | Supplier No. |Mnf W arr. Retail ‘ Status

Received End Date
27/06/2008  $845.00 Y2 v $1.000.00 | IMSTOCK |gm
e 20/06/2008  $845.00 [vE v $1.000.00 | INSTOCK |sR
741369456 27/06/2008  $845.00 MYZ v $1.000.00 | IMSTOCK |gm
951753852 27/06/200F  $845.00 2 v $1.000.00 | INSTOCK |gp
987123753 27/06/2008  $345.00 [YZ v $1.000.00 | INSTOCK |gm
* 01/06/201% $0.00 |42 v $0.00 | INSTOCK [ap

Select the 'Zoom [+]' button next to the status to view or edit the status.

Edit Serialized ltem Info

ttemblumber 432014556

Serial Mumber |AE:521 45574

Serialized tem Status - In Stock

() Loan
3 Trial () Rertal
Serialized tem Status - Mot In Stock

) Sold () RMa
{3 Lost

Select the 'Details' button. By selecting a setting other than 'In Stock', another window permits the entering

of physical location information.
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Serialized Itemn Rental Details

temMumber | A32014556
Serial Mumber |A652148574
Customer  |AIRO01 w

Ajrlines International
10368 Wallace Alley Street
King=port, TR 37EE3
5552790788

Rental Start Date  |Dec 15, 2010
Rerntal End Date  |Jun 13, 2011
Contact  |Brian Clsen
Reprezentstive  |John

Description  |Special Loaner for Sales
Evalusation]

Non-Serialized Items

Normally non-serialized items are purchased in quantity, so Miracle Service allows for bin numbers, as
well as Min. and Max level reporting.

Miracle Service averages the costs of non-serialized items instead of recording them individually like
serialized items. When non-serialized parts are received using the Purchase Order system, Miracle Service
reviews the quantity currently in stock and the current unit price, and then recalculates this figure based on
the new cost. This allows inventory valuations to be more accurate. When an item is sold, Miracle Service
decreases the quantity in stock value for this item in the warehouse it was 'pulled' (sold) from.

Item Number, Description, and Unit of Measure

Whether 'Serialized' or 'Non-Serialized' is selected, Miracle Service will prompt for an item number. This
is a unique alphanumeric code assigned manually. It could be a number that the supplier uses or it could be
your own numbering system. As the suppliers' own part numbers are also tracked, we suggest using your

own numbering system.

The 'Description' and 'Unit of Measure' information will be displayed during internal processes. It can be
edited during invoicing.

Category

This is a very important aspect of Miracle Service. Every inventory item must belong to a category. (See
'Categories' set up in 'Administration Set Up'.)

Select the appropriate category for the item here.

A category is a group of inventory items with similar characteristics. For example, a category called 'paper’
could include everything from butcher paper to bond. The category is used in pricing considerations (see
Price Groups), in accounting considerations (see Accounts Exporter), and in contracts to determine items
included (see Contract Templates).

Tax Category
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Every item must have a tax category. Enter Tax Categories through your 'Administration Set Up'. Refer to
Tax Categories for further information.

Model Class/Model Number

These are mandatory fields. Miracle Service will not allow the continuation of data entry until this
information is entered. Model class/model numbers may be added on the fly. If this item's category is
'"Tracked' and 'Serialized' (see Categories), then when this item is sold using a sales invoice, a record can be
automatically created in the service equipment table. Default PM frequency and track service bulletins, etc.
for this equipment are created from the Model Class/Model Number information. See the 'Model Class/
Model Number' section in 'Administration Set Up'.

If this information is not relevant, N/A (not applicable) is an acceptable entry. N/A is appropriate for parts
and supplies. (Note: You can use the default NA/NA Model Class/Model Number if desired).

Primary Supplier, Primary Supplier Part Number

This information is used when ordering and searching. The Primary Supplier's part number does not need
to be the item number used in the first field to track the item. When parts are ordered using the PO system,
the item number that will appear on the PO line item is your internal number and the supplier's part number
if applicable. This way both parties know what item is being ordered. Alternative suppliers and their own
part numbers can also be tracked under the Alternate Suppliers. The correct item number will appear in the
PO according to from whom the item is ordered.

Repairable

When an inventory items is marked as Repairable and service is performed on this item, the system will
prompt the user to ask if the faulty part should be tracked. Please see Faulty Part Tracking section in this
manual.

Customer Portal Part

When an inventory part is marked as a Customer Portal Part, this indicates that customers can order this
part through the Customer Web Portal. If you are not using the Customer Web Portal, this setting is not
critical.

Prefix Category

When the Prefix Category is marked, the Inventory Category name will be prefixed to the Account Name
in the QuickBooks export file. This setting is only applicable to QuickBooks users and can be ignored in
all other circumstances.

Warehouse Summary Box

This is a monitor that calculates and displays current stock levels in all warehouses. It shows the number of
items in stock and the value.

This is located on the right side of the Inventory Maintenance screen.
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Warehouse Summary

Total Qty in Stock 3
Average Cost Per Unit $500.00
Average Retail Per Unit $750.00
Total Ins. Valuation $1,500.00
Total Sales Valuation $2,250.00
Total Reserved Parts 0
Total Faulty Parts 0

The cost to purchase the item is the average cost per unit. This value multiplied by the total quantity in
stock produces the total insurance valuation (the cost to replace). The average retail per unit times the total
quantity in stock produces the total sales valuation (sales revenue this item would generate if sold at retail).

Serialized items are added up per item for actual costing.

Main Warehouse Stock Level

Main Warehouse Stock Level

Qls 116
Min 45
Max 125
Bin Asile 4 Shelf 3

This is a summary of your main warehouse levels of this item. The numbers reflect the quantity of this
inventory item in stock as compared to how many you have determined it is prudent to keep in stock in the
main warehouse.

Special Info Buttons

Alternate Suppliers H Quantity Pricing H Wyarehouse Infa: H User Screens H Superseded Parts H History

Alternate Suppliers

This is a list of suppliers, other than the primary supplier, that are also selling this inventory item.
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Every piece of inventory must have one and only one primary supplier. This is the supplier that usually
supplies this part; all other suppliers of this item are 'Alternate Suppliers'. Selecting the 'Alternate Supplier'
button displays a table with the name of alternate suppliers for this part.

filternate Suppliers

*|aBC ABC Equipment Su) PO Box 840927, [
ABLC2 ABCZ Supplies 10525 Flarida Ave.

123 Main Street, T
e #vZ Equipment Suy 100 Jamesburg Rd
HrE2 #rZ22 Suppliez Mid-3414, Minneag

The alternate supplier probably has a different part number for this part and Miracle Service provides that
information too. Selecting the down arrow opens the drop box from which can select a supplier. Then,
enter the supplier's part number. If an item is purchased from a supplier that was not already entered in the
Alternate Supplier screen, it will be added automatically.

Quantity Pricing

When an inventory item is sold, Miracle Service will bill the purchaser, but it needs to know how much to
bill. Selecting this button calls up a table where quantity pricing can be entered.

Often a company will give a price break to a purchaser who buys quantities of stock. Enter price
increments for the different quantities. For example, an item can sell for one price if 1 to 100 items are
sold, a lower price if 101 to 200 items are sold, and still a lower price if over 201 items are sold. Enter the
three increments here. Enter as many price plateaus as required.

Quantity Pricing

Min Max Margin Price Calc. Price |53

1 25 $15.93 $15.93

26 50 $14.59 $14.59

a1 100 $13.23 $13.29

p| 10| 9399 +10.00% $10.76

*
“
’ Ok ] l Cancel ]

Determine prices by entering a dollar value, or by adding a percentage markup. If a 'Mark up' is entered,
Miracle Service will calculate the selling price based on the 'Warehouse' information on the purchase price.
If a dollar amount is entered, Miracle Service will display that price. The amount to be billed will appear in
the last column of the table. It has a blue field. This indicates the field is un-editable from this screen, but
the values that were used to make this calculation may be edited.

Important Note - Price Groups and Special Customer Pricing
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A customer may receive the inventory item retail pricing, or the above QTY/margin based pricing.
However, a customer may also receive the Price Group pricing or Special Pricing for a certain item. Refer
to Customer Pricing for more information.

Note: Retail prices can be overridden.

Warehouse Information

Miracle Service will store your inventory items in multiple warehouse locations. This feature requires the
optional Multi-warehouse Module. Designate or view the warehouse location particulars and stock levels
with the "Warehouse Info' button. Maintain stock levels and bin numbers, minimum and maximum
inventory levels, and pricing for items in each warehouse.

Every item must have a listing in the 'Main' warehouse, even if zero items are stored in the main
warehouse. If a warehouse or car stock is ever deleted, all quantities in stock will automatically move to
the main warehouse. This ensures that items are not inadvertently deleted or lost. A message prompts the
user before it moves the stock and deletes the warehouse.

View Item Mumber’'s Warehouse Levels
| add | Stock  Go ToWwarehouse Main v
Location

Last Inventory Date |4/23/2008 Stock Level

bin 45( Max 125 93%

Bin Location Bzile 4 Shelf 3 100%-

Cuantity In Stock 116

Insurance W aluation $112288

Sales Valuation $1.054.84

50%-

I]_
Madify G5

Managing Warehouse Inventory

Enter or move items into and out of warechouses. The default setting is the MAIN warehouse. The 'Add/
Delete' button allows the opportunity to select any warehouse Miracle Service has entered.

Do not add any other warehouse. This is too time-consuming, and there is an easier way. Just deal with the
main warehouse, which is the default anyway. When items are transferred to another technician (car stock),
or another warehouse the new warehouse stocking location is added automatically.

Enter minimum and maximum stock levels for each warehouse location. Miracle Service uses these when
creating re-order reports. This will ensure excessive parts are not ordered. There are several reports
available that will help enforce good ordering procedures.

A field for Bin Location is available. This will appear on reports and reconciliation screens.

The bar graph at the right is a visual representation of the quantity in stock compared to the minimum and
maximum stock levels desired. For example, if ten of a particular item is an ideal stock level, and currently
there are five, the meter will indicate the stock level is at 50%. Colors will change from green to yellow to
red as the stock levels approach zero.
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Modify Quantity in Stock: This feature is available from the "Warehouse Info' button. It is intended for
viewing or making minor adjustments to stock level records and is not intended for making major entries.
Bear in mind any adjustments made here will not be reflected in an export to the accounting package.

If you are making the adjustments as a result of a physical inventory count, you should update the ‘Last
Inventory Date’ to reflect the most current date of the physical inventory count. The ‘Last Inventory Date’
is initially set when you first add the inventory item. This date can only be changed manually.

The '"Modify Stock Level' screen is different for serialized stock than it is for non-serialized.

Serialized: As stated above, when serialized equipment is purchased, each item has an individual price,
purchase date (which affects the warranty date), resale value, and perhaps even supplier. Selecting the
'Modify Q.1.S." button (or 'View Q.1.S.") displays a list of all items in stock ordered by serial number.

On occasion, defective parts need to be returned to the manufacturer (RMA), and parts may go missing
(lost). The last column shows 'Status' with a 'Zoom [+]' button next to it. To view or alter the status, select
the 'Zoom [+]' button. A chart displaying the four in stock status options and three out of stock status
options appears. Enter the 'Edit' mode on the inventory item to change the status.

Non-Serialized: Non-serialized items are periodically purchased in gross and resold individually. This
present different tracking challenges than serialized items.

Modify Stock Level

Warehouse
ftem Mumber (4147255

(8118 16
Ay Cost § Unit FoES
Last Cost f Unit F9.69
Ay Retail f Unit 1599

Tracking of such items are not as exact as with serialized items. Selecting the 'Modify Q.L.S' button brings
up a chart displaying details of the inventory. The screen identifies the item, where the item is stored,
quantity and costs. Every time items are purchased; the average price paid may vary depending if the
purchase price has changed. Miracle Service displays the average cost per unit, last price paid, and average
retail price per unit. This information is entered through the 'Purchase Order' screen of the 'Inventory
Control' menu.

User Screen

See the 'User Screen' paragraphs under 'Application Conventions'.

Superseded Parts

When suppliers change their part numbers, the technical staff may only know the old part numbers by
memory. This feature will allow the tracking of several old part numbers for the same item number.
'Superseded Parts' is a list of previous item numbers for the part you are holding in your 'Inventory Data'
screen.

Miracle Service Users Manual | 237



Chapter 21: Inventory
On learning a manufacturer has discontinued a part and/or another part replaced it, enter the 'Inventory

Maintenance' screen for the item and change the item number. When the item number is changed Miracle
Service will ask if it should add this information to the 'Superseded Parts' screen. If 'yes' is selected, the

information will be added.

Microsoft Office Access I

] "_n., You have modified the ikem number, Do you wish ko create an entry for a superseded part number?
L

Yes Mo |

When the old part number is entered, Miracle Service will inform the user that a new part number is now
used, and confirm that new part number be used.

To view the superseded parts list, click on the Superseded parts button in the Inventory Maintenance screen
and the following window will let you view a complete history of Superseded part numbers.

Superseded Part Numbers |

Current Superzeded
kem Humber Item Mumber

|Hepla-:ement |

ik

In the future, when a superseded (original) part number is entered on a Sales Invoice a warning appears
indicating there’s a more current number being used.

History

The History button provides information on the sales and purchases history of a part. This information is
helpful when making new purchases or evaluating the sale of an item.
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Invoice History provides a listing of whom that part was sold to, the quantity sold and the invoice on which
it was sold.

Item History

Inventory ltem History
Type: |Inv0ice Hiztary vl Sort: |Cu310mer ] v| Showy: |AII v|
Customer 1D Customer Name Invoice Number Date Qty Unit Price ~
F |AIR001 Airlines International 101012-0001 10/12/2010 1 $25.00
AIR001 Airlines International 100901-0001 a/1/20m0 1 $0.00
AIR001 Airlines International 100831-0001 8/31/2010 1 $0.00
BalLooz Bail & Well Business Solutions 101013-0002 10413/2010 0 $0.00
BalLoo2 Bail & Well Business Solutions 100907-0001 8/742010 1 $0.00
KINGOm Kingsway Trucking 100311-0005 311emo 1 $0.00
KINGOm Kingsway Trucking 100311-0004 3emo 1 $0.00
KINGOm Kingsway Trucking 100308-0009 3/g/emao 1 $0.00
KINGOO Kingsway Trucking 100304-0009 J4emao 2 $0.00
KINGOm Kingsway Trucking 100304-0002 J4zmao 1 $0.00
KINGOO Kingswasy Trucking 100304-0001 J#dfena 1 $0.00
hAAMNODT tManatee County Schools 100317-0002 37emo 1 $0.00
v
Exit

The Purchase History provides a listing of whom the part was purchased from, the quantity purchased and
the PO on which it was ordered.

Item History

Invento My [termn His
Type: |Purchase History w Sort: |Supplier 1] v| Shiow: |AII R |
Supplier ID Supplier Name PO Number Unit Price
b |ABC2 ABCE Supplies 080617-000M 61742008 5 $9.69
Exit
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QuickBooks Direct Integration Feature

Customers using the QuickBooks Direct integration feature will see additional fields used to define the
type of item the Miracle Service item will link to in QuickBooks.

Since QuickBooks supports different inventory types, you can allow Miracle Service to link to these items
so using the items will not impact inventory valuations in QuickBooks.

Miracle Service - [Inventory]

Options  Help
Inventory Iltem Type Serialized © Non-Serialized ®
ltem No. A369852
Description Toner
Unit of Measure Each
Category Toner - Black L] |
Tax Category TAX Ev:i- | 4
Model Class Segment 4 V |
Model No "A42068953 v *
Primary Supplier ID Xyz2 ijQ | - |
Primary Supplier Part No b
Export to Accounting as @ glnventory Part O  Non-Inventory Part O  Service Item

Typically an item in Miracle Service is linked to the Inventory Part item in QuickBooks. While the
majority of the time this is the best option, there are times when user prefer not to track inventory items in
QuickBooks or need additional options for Service items.

When the QuickBooks Direct setting is used for the accounting exporter, users will see additional setting to
‘Export to Accounting as’ settings. These settings just define the QuickBooks account type the accounting
exporter will use when the items to being exported to QuickBooks. This feature is currently only available
to the QuickBooks direct integration setting in Miracle Service.
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Kits

Kits are used to define a group of inventory parts that can be selected as Required Parts when creating a
Service Request. This list of items is added to the Parts Required list for the Work Order.

How to Create a Kit

To create a Kit select ‘Kits’. Enter a Name and Description for the Kit. Select each Item Number and
Quantity that you would like to be included in the Kit. Select a many Items as required to build up the Kit.
Select “Save” to save the Kit.

Name Basic Kit

Description Basic Service Kit

Kit Items Item Number Description . E

1

Memory ¥ o Memory 2GB 1

Name: Enter a short name that will display in a drop-down list when you are creating a task.

Description: is intended to provide an area to write a more details description of the kit. It is limited to 50
characters.

Quantity: Provides the quantity of the selected item to be included in the kit. When the kit is selected, it
will add that quantity of items on to the Sales Order or Work Order (Quick Call Screen only).
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Transferring Inventory

Inventory may be transferred from one warehouse to another manually, however, Miracle Service offers an

inventory transfer process.

Manually

Select the item to be transferred from the losing warehouse in the 'Warehouse Info' button. Delete the
number of items to transfer. Select 'OK'. Continuing in the 'Warehouse Information' screen, select the
gaining warehouse and add the number of items. Select 'OK'.

Automatically

From the "Warchouses & Inventory' screen, select "Transfer' from the Inventory buttons.

Move From Main VWarehouse

WarehouselD: MAIN
Main Warehouse
ATTN: Lou Bradford
119 West 23rd St
Back Entrance

New Yark NY 10011

v Move To

[+

ABC Company 123 Main Street, Abingdon,
Ben Wilson

Josh Gordon

Kevin Norton

Main Warehouse 119 West 23rd St New Yo
Scott Davis

ltem Number

Tyler Roberts

In the 'Move From' field select the losing warehouse. In the 'Move To' field enter the gaining warehouse.
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O |A147258 Toner 116 0
O |A234567 Drum 15 0
O |A32014856 AB52148574 Copier 1 0
O  |A32014856 AB54998712 Copier 1 0
O |A32014856 A983258741 Copier 1 0
O |A369841 Connectors 37 0
O |A369852 Toner 43 0
O |A521485 toner 38 0
O |A5221478 Toner 19 0
O |A654874 Toner 75 0
O |A8459862 AB32549871 Desktop Unit 1 0
O |AB459862 A74218556 Desktop Unit 1 0
O |AB459862 A785418569 Desktop Unit 1 0

Lookup and/or select the item(s) to transfer by selecting the box on the left of each line item. Enter the
quantity to be transferred in the quantity column at the right. Execute the transfer by clicking 'OK'.

Selecting the dark red double-headed arrow that has appeared between the two warehouse fields will allow
the user to reverse warehouses for a subsequent transaction. What was the gaining warehouse becomes the
losing warehouse, and vice versa.

At the completion of the inventory transfer, Miracle Service will offer to create a hardcopy of the
transaction.
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Reconciling Inventory

This is a method of altering the record of quantity in stock of a large number of non-serialized inventory
items. Stock Reconciliation is typically a process whereby a company verifies its physical stock on hand
with the stock listed in Miracle Service.

The Reconcile button is in the 'Inventory Control' menu.

Taking Inventory

Reconciling Inventory is most commonly called 'taking inventory'. This feature of Miracle Service can be
invaluable.

By selecting the 'Reconcile’ button of the 'Inventory' group of the 'Inventory Control' screen, this allows
access a summary of inventory for a warehouse.

Select the warehouse to be reconciled from a drop down box at the top of the screen. Another drop down
box allows the user to sort the items by item number, bin location, or category.

A147258 Toner Asile 4 Shelf 7 (KI5 Fach $9.68 $15.99
A234567 Drum 15/Each $7.55 $15.99
A32014858 Copier 1A963258741 $500.00 $750.00
A32014858 Copier 1A654998712 $500.00 $750.00
A32014858 Copier 1A852148574 $500.00 $750.00
A369841 Connectors 37 Each $1.25 $5.50
A369852 Toner 43 Each $20.65 $42.99
A521485 toner 3B8Each $5.99 $16.99
A5221478 Toner 19 Each $25.40 $40.00
AB54874 Toner 75Each $16.75 $36.99
1AB459862 Desktop Unit 1A74218556 $0.00 $0.00
1AB459862 Desktop Unit 1AB32549871 $100.00 $250.00
1AB459862 Desktop Unit 1A785418569 $100.00 $250.00
ABS2137-4734 LANYARDBLUE 152 Each $1.43 $0.00
B123456 Paper 164 Each $0.64 $1.99

Note the button at the bottom of the inventory list labeled "Worksheet'. If you select this button Miracle
Service will produce a hard copy list of your inventory to give to your stock takers. Reports are also
available from the report selection screen for worksheets that do not show the actual quantity in hand.

Stock takers can make handwritten entries of stock item quantities to be submitted to the authorized person
to make entries into Miracle Service.
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To quickly find a part number use the 'Search Fields'. Miracle Service displays the part number where the
necessary adjustments can be made.

Adjustments in an accounting package must be done manually, however the reports will now calculate the
new actual inventory costing.

Reconciling Serialized Items

Because reconciliation of serialized items requires deleting and adding items with status flag changes, they
can only be reconciled from the 'Inventory Maintenance' screen.

Serialized items can be identified in the Reconcile Inventory screen using the Unit of Measure field. Each
serial number will be listed individually in the Inventory Reconcile screen and the serial number listed in
the Unit of Measure field. Since a serialized item will always be an individual item (‘each’), we use the
Unit of Measure field to provide the user with the specific serial numbers of items currently listed as In
Stock. This helps the users quickly identify with serial numbers are in stock.
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Faulty Parts Tracking

The Faulty Parts Management system in Miracle Service allows users to mark serviceable parts as faulty as
the part is used on a service task. This feature is standard; however, you must enable the feature with a

setting in the administration application of Miracle Service.

Enable Faulty Parts Management

In order to run the Faulty Parts Management system within Miracle Service you must enable the feature.

Run the Administration application and select 'Inventory -> Default - Settings'. A form will be displayed
that will allow you to enable the feature by checking the provided box (see Figure 1).

Default Inventory Settings

Purchase Order Printing |:| Automatically print part labels when receiving a Purchase Order.

Landed Cost |:| Set the item’s landed cost on Purchase Orders.

Linking Purchase Order |:| §Enat:-le linking Purchase Order(s) from a Sales Order.
|:| Enable linking Purchase Order(s) from Service Task partz needed.

Price Book Importer |:| Store separate parts list with ability to import into inventory listing.

Faulty Parts Mark serviceable parts as "faulty’ when adding Partz Used to a
service call with the option to link the part to a =pecified

Warehouse/Carstock or to continue without returning the part.
Faulty parts can then be transferred to active inventory or can be

dizcarded from Miracle Service.

oK

Figure 1
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Mark Parts as Faulty

Parts are marked as being faulty as they are added to a service call. After selecting parts from the
appropriate warechouse a confirmation will be displayed prompting the user to either mark the part as faulty
or to continue without returning parts. Figure 2 illustrates the form for non-serialized parts, whereas

Figure 3 illustrates the form for serialized parts.

The quantity that is used on the task is the same quantity that will be marked as faulty. If the part is
serialized you will be required to enter the serial number of each part that is marked as faulty.

Faulty parts are linked to the Warehouse/Carstock in which the parts used are pulled from. Therefore, if
one part is used from the MAIN warehouse and one part is used from JP Carstock, then one faulty part will
be linked to the MAIN warehouse and one faulty part will be linked to JP Carstock. As serialized parts are
identified by Serial Numbers, users will be able to indicate the Warehouse/Carstock in which to link them
to. However, they will be limited to the Warehouse/Carstock in which the parts used where pulled from.

Faulty Parts Management

A5 park af the Faulky Part Management system ywiou have the ability ko
mark parts as Faulty, Faulty parts will be linked to the YWarehouse or
Carstack in which they are pulled Fram.

Do wou want ko mark the part(s) as Faulty?

Figure 2 - Prompt displayed for non-serialized parts

B Faulty Parts Management El

Az part of the Faulty Part Management swstem ywou have the ability to mark
parks as Faulty. Faulty parts will be linked ko the Warehouse or Carstock that is
specified.

To continue withouk marking parts as Faulty click the 'O butkon,

Serial Number | W arehouze | -
GXF4376B (A -

-

Figure 3 - Prompt displayed for serialized parts
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View a Part's Faulty Quantity Level

As faulty parts are only "linked" to a Warehouse/Carstock they are not physically added to inventory and
therefore do not affect the quantity in stock levels. To view the total number of faulty parts for a specific
part you can view the quantity in the Warehouse Summary section on the Inventory Maintenance screen.

Warehouse Summary

Total Qty in Stock
Average Cost Per Unit
Average Retail Per Unit
Total Ins. Valuation
Total Sales Valuation
Total Reserved Parts

Total Faulty Parts

Figure 4

$500.00
$750.00
$1,500.00
$2,250.00

3

Return Faulty Parts to Inventory or Discard Parts

The 'Faulty Parts Return' screen identifies all of the parts that have been marked as faulty. It includes
details such as the Task that it was added from, the quantity of faulty parts for that Task and the Warehouse/

Carstock that the parts are linked to.
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Faulty Part Returns

Move To B ~|["g | WarehouselD: MAIN
‘ | Main Warehouse
Action iTransfer To Warehouse "| ATTN: Lou Bradford
119 West 23rd St

Back Entrance
New Yark NY 10011

ltem Number

TaskID | Warehouse
67-1 MAIN

Serial Number

Select Item Number Item Description Qls

Figure 5

Users are able to transfer a faulty part from one Warehouse/Carstock to another. Simply select the
destination warehouse in the 'Move To' drop down box, select the item record to transfer and click the
'"Transfer' button. Note that all faulty items associated to the item and task will be transferred.

Once a part has been repaired and tested, users have the option of returning the part to a specific
Warehouse/Carstock by selecting the location from the 'Move To' drop down box. The user is also able to
specify the quantity to return to that location by changing the value in the 'Qty' column. Once the changes
have been made select Tested: Return to Inventory. The selected parts will be updated accordingly and
transfered to available inventory.

Move To Main "H - l Wareh
Main W
J-XS (W Transfer To Warehouse ATTN:

Transfer To Warehouse
Tested: Return To Inventory
Discard: Remove From Inventory

If a part is deemed irreparable, users are able to discard the faulty part from the Miracle Service database.
To discard a part, change the value in the 'Qty' column accordingly and select the 'Discard: Remove From
Inventory' from the drop down list and then click the ‘OK’ button at the bottom of the screen.
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Chapter 25: Faulty Parts Tracking

A trace record is logged each time a part is marked as faulty and when a faulty part is discarded or returned
to active inventory. Users can view the trace information by running the 'Inventory Transfer Log' report.

Inventory Transfer Log

Dte Trarsfer By Frorn Ware bouse To ivmre bouse bern Murnber Description Serial Mumber Gty
Transfer From Warehouse: b AN

042708 Millennium hAAIN Dawe/Pacifica 4522345 Connection Cables 1
D27 /08 Millenniu m hAAIN Discarde d 123908-0993 Taner 1
042708 Millennium hAIN StewesP acifica 4522245 Connection Cables 1
Transfer From W arehouse: Retumed fom Task

042708 hillenniu m Retumed fom Task  hAIN 987154 Connectors 3
Oeh2 708 Millenniu m Retumed fom Task  MAIN 4522345 Connection Cables 2
0427108 Pillznnium Retumed fom Task  DawveFPadfica 25411 Paper 1

Figure 6
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Chapter 26
Price Book Importer

The Inventory Price Book Importer offers users the ability to store a separate, off-line directory of parts
available (a catalogue). It is a 'holding tank' for inventory items that might not be used often, but are
available from the supplier. [tems may be imported into a storage table, and can be imported into the
Miracle Service inventory module as required.

Using this method to store parts information reduces the amount of ineffective information in the database
which improves the time to search for parts and supplies. It also help improve performance by not needed
to search through parts that are not used. For example the inventory module must calculate much more
data when creating PO's, closing service calls with parts, and creating invoices. This unique 'off-line'
inventory speeds the process. The information is still stored in the application, but on a second level.

The Price Book feature is located on the Inventory Control menu.

Price Book Lists

If the supplier's part lists are available electronically this feature will be especially useful. The list of parts
must be in ASCII format and listed in ten (10) columns divided by a semi-colon as follows:

Item Number; Description; Model Class; Model Number; Category; Cost; Retail; Supplier ID; Warehouse
ID;QIS;BIN

The data file is in ASCII format.

Note: Do not include the “$” in your dollar amounts as this will cause an error in the import process.
Remove the “$” symbol from your ASCII format data field before continuing.

The parts data cannot contain special characters such as semi-colons (;), apostrophes ('), quotes (""),
asterisks (*), dollar symbols ($) etc...

You can omit data columns, except the 'Item Number' and 'Description’' columns. However the semi-colons
must remain in place as placeholders. Default values will be used for data values that are not provided.

Data values that exceed the specified maximum size of a field will be truncated.

For more information regarding importing inventory data visit the Technical Support section of the Miracle
Service website.

Always create a back up before using this routine.

Importing a File into your Price Book Importer

Select the 'Price Books' button on the 'Inventory Control Menu' screen to enter the 'Price Book Importer’
screen. A warning message appears to alert the user to ensure the data is in the correct format. Click 'OK' to
proceed.

Select 'Tmport From File' and select the file to import.
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M Miracle Servica - [Imventory Parts Import]

Qptlons  Help [

Price Book Importer I otal nurnber of Harts

= ) T T N S
S‘,Tliiljdd;rﬁ:ﬂ:ﬁb HeEaae IMA"\ j Se e default velues for all i vportsd Tax '_,a:egor'y'INO\l -
e Mcicel Class A - A

tadel Mumber MAA
Eesitly M O Update cost nd retail
Supalier D |ABC L O Update cuantity in stock

LI Update bnlocation

O Updale d2scr glion

tem Mumter JESCip 2 l¥iodel Mo

¢ | 5

From | |To | Select

i\[emNurber v i _ Feselart Al [ e et Al ]
Like | |

RS BERE TR || moon From =pe || IMROM 0 EAl
Database
Fotm vist ¢ NG}

During importation, if the file is in the proper format, the status bar the items as they're being imported.

Moving Parts from the Price Book Importer to your Inventory

When the 'Import from File' button is selected, the entire file will be accessible through the screen. Items
will appear in the columns as described above. This indicates that the items described are in the importer.
There is an extra column at the end labeled 'Import'. Select the red 'NO' and turn it to a "YES' if the item is
to be imported. Items selected as 'Yes' may be changed back to 'No'. Items identified as 'No' will not be
imported into the primary inventory.

When all the items are properly identified, select the 'Tmport to Database' and the marked items will be
listed in your MAIN warehouse. Miracle Service will automatically create an 'Inventory Entry' screen for
each imported item.

If a quantity is entered into the 'Quantity in Stock' window at the bottom right corner of the 'Price Book
Importer' screen, that quantity will appear in the records as quantity in stock for that item.

Items can also be searched using the search feature. A drop down box will help define the search
parameters.
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As stated earlier, items listed in your off-line parts file can be missing certain information since only the
item number and description fields are mandatory. In order to be imported, Miracle Service needs much of
this information gap filled. Do this with settings chosen from the top of the 'Price Book Importer' screen.
Editing may be done later from the 'Inventory Maintenance' screen.

Note: Miracle Service will not import items that are missing information. If the information is not provided
in the file, it will use the defaults set at the top. If a Supplier ID is provided in the file, a matching 'Supplier
ID' must be added before the parts importer will work. The new data will overwrite an existing item.
Therefore, if suppliers periodically send electronic parts catalogues with new prices, Miracle Service will
update those prices, however the other information, (such as QIS) will remain the same unless a specific
Quantity in Stock (QIS) value is entered in the file.

The 'Price Book Importer' can hold thousands of items. Periodically replace it with the supplier's new
catalogue. The secondary parts list may also be deleted with the 'Clear Parts List' button, and import a new
list.
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Chapter 27
Reserved Parts Management

The Reserve Parts Management system in Miracle Service allows users to reserve parts when a Project
Order is converted to a Service Request. This feature is standard and available to use when working with
Project Sales Orders.

Parts that are listed on a Project Order are reserved to a specific warehouse, for a specific task as the order

is converted to a Service Request. This will ensure that the right parts are available to the assigned techni-
cian when the task begins.

This feature will also keep track of the parts that are not immediately available in order to allow a user to
generate a report on all parts needed so that a Purchase Order can be generated. When a Purchase Order is
received, the user will have the ability to allocate parts to any task waiting for that specific part.

Configure Reserved Parts Management

Before you begin using the Reserve Parts Management system within Miracle Service is it recommended
that you first configure this feature.

Run the Administration application and select 'Inventory -> Reserved Parts - Details'. A form will be
displayed that will allow you to specify the reserve warehouse location (see Figure Reserved Parts).

Reserved Parts

Rezerve Partz . Zei
Assigned Technician's Car Stock .
To Location - H

Allow users to reserve parts to MAIN warehouse.

Reserve parts to receiving warehouse from
Purchazse Order

Ok

Reserved Parts
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Specify Location to Reserve Parts To

There are 3 warehouse options available for reserving parts:

* MAIN warehouse — reserves parts to the MAIN warehouse, even when a technician is specified on the
Project Order.

* Assigned Technician’s Home Warehouse — reserves parts to the assigned Technician’s Home
Warehouse (requires Multiple Warehouse module)

* Assigned Technician’s Car Stock — reserves parts to the assigned Technician’s Car Stock (requires
Multiple Warehouse module)

To specify the location, open Miracle Service Administration and select ‘Reserved Parts’ from the
Inventory Administration menu. Select the option ‘Allow users to reserve parts to MAIN warehouse’ if you
want to allow users to allocate parts to the MAIN warehouse as they are received from a Purchase Order
for a specific task. The default preference will also be available for allocating parts.

If this option is not selected, the user will only be able to allocate parts to the default location.

To allow the Purchase order to override the reserved location defaults select the option ‘Reserve parts to
receiving warehouse from Purchase Order.’ This setting is most useful when drop shipping the parts
directly to the customer. In this case the parts will be reserved to the drop ship location. This is intended to
help clarify where parts are being held for service technicians.

Reserve Parts for a Service Task

Parts are reserved for a task as a Project Order is converted to a Service Request. During this process,
Miracle Service identifies the warehouse location to store the reserved parts. If the application is
configured to store parts in the Assigned Technician’s Home Warehouse or the Assigned Technician’s Car
Stock a technician must be specified on the Project Order. If no technician is selected, you will be
presented with the following warning. You will have the option to store the parts to the MAIN warehouse
or terminate the conversion process in order to specify a technician.

Miracle Service

A valid warehouse location to rezerve the parz iz required. Either there iz no technician azsigned or the technician’s car
=tock or home warehouse iz not cenfigured. If you continue all partz will be rezerved to the MAIN warehousze. Do you want
to continue?
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The user will then be prompted to pull the parts from inventory using the following screen. If the parts
ordered exceed the amount available in inventory, a notification is presented to the user indicating that the
remaining parts will be added as parts needed on the Service Request.

: Order Convert to Invoice Warehouse Selectio

ftem Mumber |CPU | aty Ordered |1 | Price | $450.00 |

Selected Warehouse ID Oty In Stock Oty Selected Cost Sugg. Retail Price/Unit

Miracle Service

‘t?/' The quantity selected is less than the Quantity Ordered. The remaining parts will be added as parts needed on the Request. Do you want bo
~ continue?

To bypass this screen, you can specify to automatically pull inventory from the MAIN warehouse. When
there is insufficient inventory in MAIN to cover the request, the user will be presented with the above
screen. To set this preference, open Miracle Service Administration and select ‘Sales Orders — Inventory’
from the Inventory Administration menu.

Sales Order Inventory

Check this aption if you want to automatically pull inventary fram the MAIN warehouse
when converting zales orders. If there iz not enough inventory to cover the entire zales
atdet, only the amaurt in stack (which may e zera] will be included on the invoice.
Moate that this option does not apply to serialized inventory parts.

If wou do not check this option then you will be asked ta select a warehauze far every
itern on every sales order.

isutomatically pull inventory from MAIM warehous:
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View Reserved Parts

A screen is available that lists all of the reserved parts detailing the task number, the quantity for the
specific task and the warehouse location of the parts. Parts for a specific task can be transferred to another
warehouse. This flexibility is available in the case where technicians are reassigned or the MAIN
warehouse is used for initially storing reserved parts.

Reserved Part Transfers
Move To [TEHY [ & | WarehouselD: MAIN

Main Warehouse
Action |Transfer To Warehouse ‘ ATTN: Lou Bradford
119 West 23rd St

Back Entrance

v
v

New Yark NY 10011

Select Item Number Serial Number Item Description Task ID | Warehouse | QIS
YO |A147258 Toner 68-1 MAIN 2 0
0O A147258 Toner 67-1 MAIN 3 0
O A32014856 AB52148574 Copier 68-1 MAIN 1 0
0O A369841 Connectors 67-1 MAIN 2 0

%
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Task

When adding parts used on a task, the item quantity that is reserved will be displayed so the user can

visually see where the parts are reserved. As the

indicated parts are reserved for the task, users will be

required to select the reserved parts before they can select additional parts that were used.

Edit Warehouse Selection

L] @ All'Warehouses O Only Carstocks far O Home Warehouse for
Scheduled Technicians Scheduled Technicians
Selected Warehouse ID Oty In Stock Oty Reserved Oty Selected  Cost Sugg. Retail Price/Unit A
| BEM 2 0 0 $9.68 $11.29 $0.00
1 | MAIN | 114 | 2 | 0 | 9B | $1138 | s000 ]
v

Screen Shot for Non-Serialized Reserved Parts

Parts Uszed - Serialized

O Only Carstocks far
Scheduled Technicians

VI '@ All'viarehouses

O Home Wwarehouze for
Scheduled Technicians

Selected Warehouse ID Serial Humber Cost Sugg. Retail Price/Unit
] AN 4363258741 In Stock $500.00 $568.24 $0.00
[] MAIN AER4995712 I Stack $500.00 $588.24 $0.00
] MAIN AF52148574 Feserved $500.00 $0.00 $0.00

<

Lancel

Screen Shot for Serialized Reserved Parts
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Generate a Listing of Tasks Needing Parts

To view a list of tasks that require parts, run the ‘Service Request Parts Needed’ report found in the
‘Inventory’ section. This report details the item number; quantity needed, task number and indicates
whether or not the task is open. The Service Request number groups this report. With this information,
users can generate Purchase Orders and allocate the parts received to specific tasks.

Service Request Parts Needed

Task ID Open Item Number Description Unit Quantity
RequestID 25

281 Yes 3854118 Roller SGMT4 Comp Each 1
Request|D 29

2841 Yes 3654118 Roller SGMT4 Comp Each i
RequestID 30

204 Yes 3854118 Raller SGMT4 Comp Each 1
RequestID 34

314 Yes 3854118 Roller SGMT4 Comp Each 9
Request|D 32

324 Wes  DET4SH /0 Board Each 3
Request|D 33

331 Yes 5451517 Drums SGMTZ Comp Each 1

334 Yes 3854118 Roller SGMT4 Comp Each 2

Allocate Received Parts from a Purchase Order to a
Task

As you receive a Purchase Order, a check is made to see if there are open tasks waiting for any of the items
that are on the Purchase Order. When the system finds a link the following screen is presented to the user
(Figure 9 or Figure 10).

Each task is displayed with the corresponding quantity that is needed. The ‘Reserve To Warehouse’ drop
down will list the warehouses according to your default reserve location. If you receive more items than
what is specified, the remaining parts will be added to inventory.
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Once the Purchase Order has been received, the allocated parts will now be available to be used on the
selected tasks.

Reserve Parts for Task

ftem Mumkber; |Mem|:|r3-' | Gty Received:
Sales Order Oty Gy To
Task ID Humber Reserve To Warehouse HNeeded | Heserve

£3-1 101224-0001

Non-serialized Parts Screen

Reserve Parts for Task

trem Mumber:  [432014858 | Gty Received
-~
Selected Serial Humber Tazk ID Reserve To Warehouse
JJ4588330 E3-1 e MAIN -
F J14588391 - -
F Jl45883292 - -
v

Serialized Parts Screen.

Return Unused Reserved Parts to Inventory

When closing a Service Request, any unused reserved parts that are linked to the corresponding tasks will
be returned to actual inventory, to the warehouse that it is currently reserved to.
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Equipment

Equipment refers to serialized hardware that requires service. This equipment may have a manufacturers
warranty on it, and may have one or more Service Contracts covering the parts or labor used to repair the
equipment. This menu is where equipment is added or viewed.

You can add new 'Service Equipment' from the 'Equipment’ menu.

MIRACLESERVICE

Simplified Service Management

«=a Customers

Equipm

Contracts

W@ Inventory

Clicking the Equipment menu button will display the equipment screen.

dFetum Orders

Equip D -| CustomerlD - Company Name «| SerialNumber | UnitlD .|  Locain .| NodelClass | ModelNumoer .|  FRequester .| EqupEmail .| Metered .| Description'~
CVC001 Credit Woodland Cancer Centre. X142536987 ‘Segment * X100258 Yes Copier
91/ INTER0D® Intematicnal Comptter Sales X418568554 X1369627454 Segment & X123466387 m|_ Yes _|High Volme M
90 INTER00" Intematicnal Computer Sales X624545 16696552 Seqment - X3662143 com| Yes |Hiigh Volime
89 INTER00" Intematicnal Comptter Sales AS2418966 A321645685 Seqment 3 AT9573512 com| Yes |Stendarc
88 INTER00" Intematicnal Computer Sales A4052962474 7632526954 Seqment 2 AG21489 com| Yes |Desk TopBlach
87FLED0T Fleet Painting & Supplies XBE2241994 1496854525 Segment & X123456387 fleet @alsk] Yes | High Volume 11
86 FLEOOT Fleet Painting & Supplies X626974 164393554 Seqment 3 X214569 fleet@alskd com Yes _|Standarc
85 FLE00T Fleet Paiting & Supplies AGYE5217 AMB509957 Segment AL2066%53 fleet @alsk] Yes | High Volume
FLEOO! Fleet Painting & Supplies AG2148956 A52698415 Seqment § AG21069 fleet @alskd com Yes | Muti Function|
83 AIR001 Aiforce Base X644328552 21654531 Segment & X123456387 Yes | High Volme 11
82 AR001 Airforce Base A9641631656 AB94 32156 Seqment 3 AT9573612 co|Yes |[Standarc
81BKS001 BK's Law Office X621489% 3968552856 Seqment £ X3652143 com Yes | High Volume
80 BKS001 BK's Law Office AG9419632 A6165558 Segment & AG21069 m Yes | Muti Function|
79 CAMPO0T Camp Processing X62448556 X324162855 Seqment X3652143 Yes | High Volume
78 CAMPO0T Camp Processing X4359231 26487954 Seqment X3652143 com Yes | Hich Volume
71| CAMPOOT Canp Processing AGE217489 A3256155 Segment 5 AG21069 Yes | Muti Function!
76/ KINGOO1 Kingsway Trucking AG4288 A69B52174 Segment 3 19573512 Yes_|Standarc
76 KINGOO1 Kingsway Trucking A3652478 A6216495 Seqment & AG21069 Yes | Muti Functiont
74 KING001 Kingsway Trucking X9852145 427529689 Seqment £ X3652143 o Yes |High Volme
73TAS001 The After School Place AT218556 A135689 Segment * A25596314 Yes | DesktopBlack
72 MSPO0T Mike Smith Pontiac X3215988 6874866 Segment 3 X3059862 Yes_|Standarc
7A[LANDOOT Land anc Sea Tours X98571299 X2548585 Seqment 2 AG1489 Yes | Desk TopBlach
69KIS001 Kissinge” Furriture A36985274 A1597566 Seqment 2 AS21489 (_ Yes |DeskTopBlact
68 KING00Z King Dertistry AG54629 A236954 Segment 3 A19573512 Yes _|Standarc
67[KINGOO1 Kingsway Trucking X6212369 1256469 Segment & X123456387 Yes | High Volame 11
66KFD001 K Foods X626477 X1235488 Seqment 2 X6564895321 con Yes |Desk TopBlact
65 KEL003 Keller WIson Realt X415622 2685441 Seqment 3 X214569 Yes |Standarc
64INTEX001 Intex Canada Corp. ABT4596 A3258741 Segment © A225596314 m|_ Yes |Deskiop
Intematicnal Jewelers X987452 32561 Segment & X123456387 Yes_|Large Velume )
62INS001 Insurance Source AS67452 A62546795 Seqment £ A42066%3 instapri Yes | High Volume
61INNO01 Innovative Solutions X789524 X3215674__|Receplion Segment 2 X6564695321 Yes | Desk Top-Blact
Fleet Painting & Supplies X14857 6214 Seqment 5 123456387 fest@alskd Yes | Large Velume )
Felton Real Estate A6121487 A2410556 Segment 3 [At9673512 Yes Eack and Cobo
XA7148 X3765897 Seament 7 [xARA4R93371 fonward@noikmiu coml Yes

Fomvard 8t_Chruch
u

Desk Tan-Alach ™
3
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Flags | Active Metered Has Contract(s) S.E.ID 102
Serial Number 478829098 BilFTo ID CVC001
Unit 1D Credit Woodland Cancer Centre
Customer Credit Woodland Cancer Centre k3 1 Professional Park Dr,

Johnson City. TN, 37604,

Credit Woodland Cancer Centre 5559260063

1 Professional Park Dr,

‘;2?325551‘:';;)' TN, 37604, Requester |Susan Williams e
Email
Mocdlel Class Segment 3 2 Equipment
Model No X214569 L/ Configuration ~ Status © Main Configuration
Description Standard © A== Movement Histary
Unit Location
Local Phone
Install Date 2¢/08/2011
IP Address
Category ¥

Lakar Cherges

Lravel “hawges

Meter Info

Purehase Info

‘ PR 1

Serdce History

Profitak ty ‘

User =creens ” Laeumants ]

Adding Service Equipment

When a customer service request is entered, there's an option in the task to select the equipment that
requires service. One or more Service Contracts can apply to this equipment.

Add new 'Service Equipment' from the 'AddNew' Service Equipment button on the 'Service Equipment
List' screen.

Service calls can only be created on active service equipment. Equipment can also be covered under one or
more service contracts.

If the equipment was sold to a customer from the Miracle Service Invoice screen, then the program offered
to add the equipment to the service equipment database. This is only true if the inventory item category
option is marked as 'Serviceable?' on. (See the 'Inventory Administration' menu of the 'Administration'
program.) When this occurs, the option of creating a service contract is offered. (See the Section on
Equipment Contracts). This automatic process speeds up data entry and ensures that the equipment is
related to the customer properly within Miracle Service.

Note: Equipment can be added on the fly in both the Quick Call screen and the Task screen. This is
important if you are a service center that receives calls from new customers that are not already in the
database. From one screen, you can add this new customer, the equipment and the complete call
information

Fields with the Service Equipment Screen

Service Equipment ID (Serial Number): This field is mandatory. Duplicate numbers are permitted in
this field, but a warning will appear.

Note: One very important aspect of Miracle Service is it maintains referential integrity. For example, if you
were to change this number at a later date, say you realized the serial number was incorrect; you can
change it simply by typing in the new value over top of the present one. No service history or billing
history will be lost as the information is actually tagged to a computer generated ID number that is shown
in the top right corner (S.E. ID #).
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Unit ID: We suggest that a unique equipment or Unit ID be assigned to each piece of equipment rather
than rely on the serial number. The Unit ID may be printed on a sticker and placed on the equipment for
easy identification. This may also be referred to as an Asset number. When a service call is requested on
equipment, use this Unit ID number to quickly locate the company and equipment information.

Customer ID: Begin typing the customer number, or use the 'Zoom [+]' button to enter the customer
screen where a new customer may be entered on the fly, or locate the customer using the search buttons.

Model Class/Model Number: The best way to define Model Class is as follows: The automotive industry
offers various model classes such as Sport Cars, Luxury Cars and SUVs. Dozens of manufactures offer
vehicles within each Model Class, for example Ford offers the Mustang and GM offers the Corvette.

The best way to define Model Number is as follows: An automotive manufacturer may offer various
performance and price packages for the same product, for example Ford offers an entry level Mustang
called the LX, a medium performance Mustang called the GT and a high performance Mustang called the
SVT. They all belong to the same model class (Sports Car), but they're different product offerings or
product numbers (LX, GT).

Enter Model Classes in the 'Administration Set Up' program of Miracle Service, or add a new one on the
fly by clicking the 'Zoom' [+] button. If the equipment being added has a meter or meters, (for example
imaging equipment), and the meter clicks need to be tracked, select a model class that includes meters.

If the Model Class is not relevant to the equipment you are adding, select N/A (not applicable).

All model numbers associated with the Model Class appear. Select the appropriate one. If the Model
Number is not relevant to the equipment you are adding, select N/A (not applicable).

Note: Model Class information is important for accurate service bulletin information, correct default PM
frequency data, and most importantly good reporting. The model class is used to determine the type of
service calls by the model class and model number combination. You'll be able to see what types of service
calls are appearing daily, the response times of your staff, and the repair schedule of service equipment.
This will also allow you to see which technicians are best suited for the repair of specific model numbers
and which technicians may require additional training.

Description: Add a description of the equipment. The Model Class description is the default description,
however this defaulting information may be changed.

Unit Location: This field was included for the convenience of anyone wanting to find this piece of
equipment on premises.

Hint: If you enter 'sales department' in this field, this information will display next to the equipment serial
number and description when taking the service call. This will allow you to ask the caller if “this is the
machine in the sales department?”

Local Phone: Another field included for convenience. For metered equipment, this number appears on the
meter call sheet/screen/report. This will assist the meter billing users to contact meter readers close to the
piece of equipment.

Install Date: Is used to capture the date the equipment was installed at the customer location.

IP Address: Is used to record the Network IP Address of the equipment installed on the customers
network. This is useful when remotely troubleshooting or to help when on-site to identify the network
connectivity of the device.

Category: Is used to flag different categories of equipment and is user defined.

Requester: Selecting the Requester is only needed if the Meter Reading E-mail feature is being used with
either the Customer Web Portal or the Meter Center service. When the Requester is selected it will use the
Requesters e-mail when sending the meter due e-mail notification.
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Email: Is the actual e-mail address being used for the meter reading due e-mail notifications. If a requester
is not selected user can enter any valid e-mail address.

If a Requester or e-mail address are not entered and a meter due notification is created, the system will
check for the main e-mail address of the Shipto / Billto record for the equipment and use that e-mail
address as the default.

Note: when the same e-mail address is used for equipment on the same contract, only one e-mail is sent
with multiple equipment records listed. The following is a sample of an e-mail sent to one Requester with
multiple equipment records and meters

Subject: Meter Due Notification
Miracle Service has reported that a meter reading is due with the following details.
Contract ID: 80

Meter Reading Due Date: 5/3/2013

http://miracleservice/customerlogin.asp?start=multmeter

Equipment ID: 50

Serial Number: X5126698

Unit ID: X23596

Location:

Description: Desk Top-Black\Color 555-279-0788

Meters that are due for X5126698:

Meter Name: ColorMeter Location: Control PanelLast Billed Meter
Reading: 365 on 4/4/2013

Meter Name: BlackMeter Location: Control PanelLast Billed Meter
Reading: 2548 on 4/4/2013

Equipment ID: 83

Serial Number: X644328552

Unit ID: X21654531

Location:

Description: High Volume Multi Function 555-279-0788

Meters that are due for X644328552:

Meter Name: BlackMeter Location: Control PanelLast Billed Meter
Reading: 1200 on 4/4/2013

Meter Name: ColorMeter Location: Control PanelLast Billed Meter
Reading: 600 on 4/4/2013

New Meter Readings (enter reading beside the meter when you reply):
Serial Number: X5126698Meter Name: ColorNew Reading: <Enter New
Reading Here>

Serial Number: X5126698Meter Name: BlackNew Reading: <Enter New
Reading Here>

Serial Number: X644328552Meter Name: BlackNew Reading: <Enter
New Reading Here>
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Serial Number: X644328552Meter Name: ColorNew Reading: <Enter

New Reading Here>
3k 3k 3k 3k 3k 3k >k 5k 3k % 3k %k %k %k %k 3k %k %k 3k k %k k¥

Please contact the administrator with any questions.

Save & Activate Button: Select the 'Save & Activate' button when completed.

If the 'Save,' button is selected, the equipment is not active and service calls cannot be created on this
equipment,
Special Info Buttons

Special Info Buttons can be used to fine-tune the description of Service Equipment or information
regarding it.

Service
Histaory

Furchase

Labor Travel
Info

Charges Charges

H PM Info H

H Meter Info i ‘ User

Screens

H Documents

The 'Service History', 'Profitability', and 'User Screens' buttons do not appear while adding the equipment,
as they are not relevant at that time. They are seen only while in 'View' or 'Edit' mode of existing
equipment.

Note: To make equipment 'Not Active' from View/Edit mode, click on the [+] button (looks like a zoom
button) to the right of the word Active on the Flags bar on the Service Equipment screen. You can now edit
this information.

Labor Charges

For a complete explanation of this box, please review the 'Contract Templates' setup in the Administration
portion of this guide.

The information that appears here is defaulted from the customer selected above, which in turn was
defaulted from how the Miracle Service Administration program was set-up.

View Service Equipment Labor Charges r
Labor Charges :11
Are Labor Hours :

Included ? Allincluded ()
Any Additional No Surcharge () Flat Charge ()

Chee e S el Flat Surcharge by Zone ()

Flat Charge if Applicable S0.00
Labor Rate STANDARD W
ak

Miracle Service Users Manual | 269



Chapter 28: Equipment

The Labor Charges defaults may be edited for this piece of equipment. Select the labor rate applicable for
this equipment.

Travel Charges

View Service Equipment Travel Charges r
]

Travel Charges

Are Travel Hours )
e T Allncluded ()

Any Additional No Surcharge (e) FlatCharge ()
Charges for Travel 7 “lat Surcharge by Zone ()
Flat Charge if Applicable 20.00

Labor Rate STANDARD W

Charge per Mile (KN} $0.50

Ok

Travel Charges work the same as the Labor Charges identified above. (See Labor Charges above.) The
additional field to the Labor Charge set-up is the Charge per Mile (KM). This mileage charge will be
multiplied by the number of miles entered in the Service Task Ticket to add a revenue line item to the
completed Service Task. A Mileage revenue line is also added to the Service Invoice.

The Mileage charge will be used only if it is selected to be on the actual service task. This field is only
used when the mileage is added to the Service Task Ticket and the box is checked to use this information to
calculate mileage costs.

Note: If there is a Charge per Mile (KM) on an active contract and this equipment is part of that contract,
the contract Charge per Mile (KM) will be used instead of the Equipment Charge per Mile (KM).

270 | Miracle Service Users Manual



Chapter 28: Equipment

Meter Info

Service Equipment Meter Info

Meter D ate of
Reading Reading Difference
» 1 07/27/2015
300 07/31,/2016 900
*

Reset Meter || Lifetime

Ok Cancel

This button will only work if the model class selected is metered. If it is not, this button will do nothing.
The Model Class selected will default to the correct meter name. All meter names will be displayed here.
Select the meter readings button for each meter, (an unlimited number of meters for each equipment is
supported), and enter the previous meter reading and meter reading date. Entering previous meter reading
and meter reading date is not mandatory. If required, add a new meter in the first blank white line available.

Reset Meter: Clicking the ‘Reset Meter’ button will remove the meter history and reset the meter to zero
with the current date. While the Reset Meter button will also update the Last Billed Meter Reading
(LBMR) on the contract to zero as well, we generally do not recommend resetting a meter while the
equipment record is on a contract.

Lifetime: If you have Lifetime meters turned on in the Miracle Service Administration set-up, the Lifetime
button will allow you to view the lifetime meters. This lets you see the total clicks on a machine even if the
meter has been reset.

Difference: This will display the incremental readings from the previous reading.
Purchase Info

When adding new equipment using the 'Service Equipment Data Entry' screen, this screen will not have
any data in it. However, a customer has been invoiced for this equipment from the Miracle Service Invoice
module, Miracle Service automatically enters the purchase information. The Manufacturer Warranty End
Date appears from the actual item in inventory for this equipment. This is an example of how Miracle
Service lets information flow from the time it was received to when it was sold and to the customer's
record.
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Edit Service Equipment Purchase Info.

Purchase Order # RNis
Supplier 1D |ABC W
ABC Eguipment Suppliers

PO Box 540927,
Dallaz, TH, 75254-0927,

5555597300
Purchaze Date 2900572011
Cost F0.00
Manufacturer 2900572012
Wyarranty Enc
Drste

If required, enter purchase information.
Preventative Maintenance Info

Except for the last 'PM' date and 'Meter Reading', preventative maintenance information defaults in from
the Model Class/Model Number selected. Defaults may be edited.

View Service Equipment PM info

PM Info

When Are .
Preventive Mot Required () By #Days ()
Maintance Number of Days 365
Calls

Required. By Period () By # Clicks ()

Number of Clicks 25000

Use Fixed PM Schedule [

Use last PM Date for calculating scheduled date []

Last PM Date | 10/20/2020

Last PM Meter Reading 0

Ok

Last 'PM' date and last 'Meter' Reading' automatically update when 'PM's' are performed or when meter
readings are taken. Meter readings are only applicable if the equipment is a metered item.

“Use Fixed PM Schedule” affects how the date is determined when scheduling the next PM. If the field is
checked, it will calculate the next PM date based on the last PM date. If the field is not checked, it will
calculate the next PM date based on the date the current PM is being completed. “Use Fixed PM
Schedule” is usually used when PM’s are mandated by a government authority or by a specific contract
terms.

“Use last PM Date for calculating scheduled date” affects how the date is determined when scheduling the
next PM. if the field is checked, it will calculate the next PM date based on the last PM date plus the Period
or Days. If the field is not checked, it will calculated the next PM date based on the date the PM Call was

generated.
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When completing the 'Model Class' screen, if 'Not Required' is selected in the 'Preventative Maintenance'
field, this function will not be available to this model class of equipment.

Service History

Miracle Service records all service activity on a piece of equipment. It displays the activity as entered in
the 'Service' screens of the application. It is shown in summary form when the 'Service History' button is
selected.

Select View Equipment ID L/ g:j;nr::;tl II:)DA9|9R[101 o ;Show for A Date Range

Task Information

62 62-1 99 $75.00 $0.00 $3.00 Task Type: FAULT
I Tech Info " Work " Farts Used " Invoice ]Task End: 12/20/2010CB 0 |PA D Description: test 1

The following is an example of the display:

Reduce or expand the range of service history displayed with the 'Show for a Date Range' feature. Use the
selection boxes at the top left to view history by 'Customer' or 'Equipment'. If 'Customer' is selected,
history for all equipment in the Miracle Service database belonging to this customer displays. If
'Equipment' is selected, history for this piece of equipment will be displayed.

Excellent reports are also available on service history from the 'Reports' selection screen on the Main
menu.
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Profitability
Serial No: 544564DS54A45K Labor Burden: $30.00 Date Range
Unit |D: Labor Hours: 7.00 From: | 9/20/2010 B
Description: Desktop-Black : |
P P Total: $210.00 To:  12/21/2010
Attached Sales Invoices
Invoice Number Invoice Date Parts Cost Parts Sold Discount
Totals: $0.00 | $0.00 $0.00 |
Period Billing Invoices
Invoice Number Invoice Date  Billed Amount Contract %
Totals: $0.00
Service Billing Invoices
Invoice Number  Parts/Exp Cost Parts/Exp Price Labor Travel Discount "'_
100920-0003 $2.50 $10.00 $75.00 $0.00 $0.00 ||
101011-0001 $2.50 $2.04 $75.00 $0.00 $0.00 | &
101012-0001 1 $9.68 $2500 | $75.00 $0.00 | $000 | o |
Totals: $19.68 $48.44 $450.00 $0.00 $0.00
Total Revenue:| $498.44 Total Expenses: $229.68 Profit/Loss: $268.76

Miracle Service can assess how much it has cost to maintain equipment, and will compare it with how
much revenue the equipment generated to determine if this equipment has been profitable. The factors
examined are:

Date Range: The default setting for this box is from the date of the first record of activity on the contract
to the current date. Alter this by selecting the 'Recalculate' button and re-entering the desired dates. (Note:
Do not confuse this feature with the red exclamation 'Recalculate' button that appears in many other
screens.)

Labor Burden: This field requires the entry of how much it costs to send a technician to a work site in
terms of labor hours. This labor burden is the total cost to provide service per hour. Miracle Service will
use this information with the number of hours spent maintaining equipment to calculate that portion of the
cost.

Sales Invoices: This includes all charges included in any Sales Invoice attached to this equipment. Use the
'Attach' button within the Sales Invoice and have attached the invoice to this equipment or the Sales
Invoice will not be linked to this Equipment. Click the [+] button to zoom directly to the invoice for further
analysis.

Period Billings: This includes all contract billings and/or meter billings. Period billings are automatically
linked to the equipment and contract. Click the [+] button to zoom directly to the invoice for further
analysis.

Service Billing: This includes all of the charges arising out of any service call. Miracle Service will
calculate all parts, labor, and other expenses. Service billing invoices are automatically linked to the
equipment and contract. Click the [+] button to zoom directly to the invoice for further analysis.
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When the information is compiled, it is possible to determine the profit or loss of a piece of equipment. By
comparing the cost of maintaining a piece of equipment, there's evidence on how supplies are used and
how service calls are made, compared to other equipment.

User Screen
See the 'User Screen' paragraphs under 'Application Conventions'.
Documents (Optional)

Documents can be attached and viewed in the documents screen. Selecting the documents button will
open the Document Management screen. The Document Manager is integrated throughout the application.
It is possible to attach documents to customers, contracts, equipment, sales orders, and service tasks. From
the Documents button in the Customer Maintenance screen, users can find all the documents relating to the
customer.

Special Equipment Fields for Weights and Measures Edition

To support the Weights and Measures edition of Miracle Service, the equipment record has a series of
specific fields required to assist Weights and Measures users.

Service Equipment

Flags ‘ Active & Metered Has Contract(s) da
Serial Number A9641531556 Bill-To ID  AIR001 =
Unit ID A894132156 Airlines International

Customer Airlines International dh 10368 Wallace Alley Street,
Kingsport, TN, 37663,
Airlines International 5552790788
10368 Wallace Alley Street,
Kingsport, TN, 37663, Requester
5552790788
Email users@nexent.com

Model Class Bench Scale v Service Charge $0.00

Model No A19573512 Equipment _
< Configuration ~ Status © Main Configuration

Description Standard o Accessory Movement History

Unit Location

Local Phone EERAFRGEE

Capacity 500|
Install Date 07/03/2008 I it 0.01
Incremen
IP Address
Uncertainty

Catego
gory h Class Il
Advanced Replacement [

UOM Ib

Labor Charges Travel Charges Meter Info Purchase Info PM Info Senvice History Profitability User Screens Documents

When you are using the Weights and Measures Edition, there are 5 equipment fields that can be used to
record more specific information on the equipment record. The fields are:

Capacity: This field is linked to a keyword field used on the eForms so the capacity of the Primary
Equipment record can be displayed and used on an eForm document.

Increment: This field is linked to a keyword field and can be displayed/used on an eForm document.
Uncertainty: This field is linked to a keyword field and can be displayed/ used on an eForm document.

Class: This field is linked to a keyword field and can be displayed and used on an eForm document.
Standard entries are expected to be I, 11, 111, 1111, and II1 L to support Handbook 44 tolerance calculations if
designed in to the forms. User can enter any other value as needed; however, if it is expected to be used in
a calculation in an eForm, a standardized and consistent use of values is critical.

UOM - (Unit of measure for the device): This field is linked to a keyword field and can be displayed/
used on an eForm document.
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These fields are populated initially from the values set on the Model Class/Num. record. Once the record is
created, it can have it’s own values set specifically for the equipment record.
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Service Contracts

Service Contracts are the agreement, including the terms and conditions, reached between you and your
customers for servicing equipment.

The 'Service Contract Data Entry Screen' is accessible through the ""Contracts' button of the 'Main' menu.

MIRACLESERVICE

Simplified Service Management

& Customers

£¥ Equipment

E’ Contracts

W@ Inventory

® Suppliers
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Creating Service Contracts

To enter a contract, select a previously defined contract template. The values set in contract templates are
'defaults'. Redefine terms and conditions, as the individual circumstances require. The redefined contract is
the agreement between your business and the customer.

Flags ftive Mot Cancalar  Metarad hit Eillard Catract 1L 42
Clstomer  |BKS001 Bill- 1o BKSU01 O Eslimale Usage O Aulo Prce Adjustmenils
§ § [ lgnore Yiele Alens 1 Zone Chargs
BK's Law Office BK's Law Office L1 Crpy Flock
634 Middle Creek Rd, 634 Middle Craek Rd O FerBill n Arears
Savierville, TN, 37852, Sevierville, TN 37862 o
(B55) 2487532 O Email Motor Motices

Propenizs toupmant | Weters

Conract Templatz (Al Inclisive [E Base + Overage 3 SLppies Inclided
Caontrac: Start Diate |07/25/2008 CustPC. MuTher Base [Perod) § 000
Contract Term |0 Years 4 Default Priority Standacd v Addiional (Pericd) § F1625
Zontract End Dat2 |07/24/2018 Dsfaut Tachrician 4 Orrer (Peficd) & $200
Pariod Biling Intarval [Montaly v Auto Zone [Per od) § $0.00
Meter Biling Interval |hontly *| | Meler Billing Tolal Conlract § m

Period $ Tc Date $300 B

Cther Charces ][ Laaor Charges Travel Charges H Cont-act Text H Rznewal ][ Jser Scrzens ][ Ioes ]

[ Frofr-ability H Dacuments “ Update ¥ zard

Steps to Create a Simple Service Contract

Click on the 'New' button in the Service Contracts group from the 'Service Equipment & Contracts Menu'.
If editing or viewing an existing contract, click on 'New' from the 'Service Equipment Contracts' screen.

Select the customer from the list or add a new one on the fly. Click the [- - - - - ] button (near the top right)
to edit the period billings Bill-To for this contract. Service invoices that are created from work completed
during a service call will continue to be sent to the equipment Bill-To. Selecting other Bill-To addresses
through this method creates only a temporary relationship with the Bill-To for the single Service Contract.
This does not necessarily create a permanent Ship-To / Bill-To relationship. To create a permanent Ship-
To / Bill-To relationship, you should establish the relationship through Customer Maintenance.

Select the Primary Equipment from the list of equipment at that customer site. If the "Master Contracts
Module' was purchased, select more than one piece of equipment to be added to this contract. Attach the
meters and/or preventative maintenance information.

Select a contract template. These were defined in the Administration Program. Complete the information
as prompted by Miracle Service. Modify the defaulting contract template information if required.

Enter the contract start date. Select a billing frequency for the period billings charges and meter charges if
applicable.

Click the 'Save and Activate' button. Print the contract if required. If this is a metered contract, verify (edit)
the start meter reading.

Billing New Service Contracts

To bill a new service contract, go to the 'Periodic Billing' screen and accept the billing charges. If this
contract uses 'Period Billing in Arrears', then the contract will not be billed until the end of the first billing
interval. For example, if the contract starts on January 1, 2005 and is an annual contract that is billed
monthly in arrears, the first charge is due January 31, 2005. After the period billing charges are approved
and the invoice is previewed, print the invoice from the 'Invoice Review' screen.
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Adding Previously Billed Service Contracts to Miracle Service

Read the 'Adding Previously Billed Service Contracts to Miracle Service' section following this module.

Primary Service Equipment

With the Master Contract Module, the first piece of equipment on the list is the primary piece of
equipment. Attach additional pieces of equipment covered under the service contract. If the Master
Contract Module was not purchased, only one piece of equipment can be attached to the service contract.

After the customer is selected, a table appears below the Customer ID box requesting the serial number of
the 'Primary Service Unit'.

Customer [BK's Law Office = Bil-To ID BKS001
BKS001 BK's Law Office
) 634 Middle Creek Rd
634 Middle Creek Rd. Sevierville. TN 37862

Sevierville, TN, 37862,
(555) 248-7632

Primary Equipment (i

1728819
37678299
A15843358 Segment 1/A2255¢ -
Contract Template | 36557412 A62358  Segment 3/A19577 Black and Color pplies
Contract Start Date |A59419632 A5165558 Segment 5/A5210€ Multi Function High Volu
Site Recorc N/A/N/A N/A
X5214896  X3968552 Segment 4/X36521High Volume

Segment 2/X5554¢ Desk Top-Black\Color

Setting the Primary Service Equipment

Every contract must have at least one machine attached to it. The Master Service Contract Module allows
more than one machine to be attached to a contract. The first piece of equipment in the equipment list
becomes the 'Primary Service Equipment' for that contract. All other machines and equipment in the
contract will be 'accessories' to this primary equipment (for the purposes of the contract).

Select the serial number from the drop down box, which contains all serial numbers of all machines
assigned to the customer in question, i.e. the equipment on site. Machines may even be on the premises of
a 'Ship to' customer attached to this 'Bill to'. Make the selection or select the 'Zoom [+]' button to go to the
'Service Equipment' record to search for a specific piece of service equipment.

When 'Primary Service Equipment' is selected, another table will appear to accommodate 'Other Service
Equipment'.

Other Service Equipment

This is equipment other than the primary service equipment that appears on a contract. Attach additional
equipment by clicking on 'l Un/Attach Equipment', which appears below the primary service equipment.

When the primary service equipment is selected from the list, a blank 'Other Service Equipment’ table
appears. Below this table are special info buttons.
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Other Main Buttons/Options

Equipment
Fniprmert
L Attack Al [ setcnames [ wesetemsenese | All Cgaioment E]
[ Atlact [Deraly Szrial Murnbe [ Unil ID [ Cestriplion [ _walion Muce Class | Pudel Muriber [ Pt sy [Date Added| 2ervd G
» iew | ACZI20956 AGIED0415 blali Curcsion lligh Yolume Segmert 5 AGZI0ES GA0/C00 525,
igw | MEGEE21T FABE0EET High */alumc Segmert 4 ACDIEEGES O &m0 56
Lol iew X1d857 X214 Lerge Volume Multi Fuaction Segrmert 5 X123456367 LI |6m0/2c08 $20
Pl wiew  Hbdadid X1 EdguEan4 Stancad Seginert ERFEEY] [REEE 54,
‘igw | ¥E52241£94 X| 496854525 High */olume tulti Function Seqrmert 5 X1234560657 0 sanas §20

Selecting the ‘Equipment’ tab will enter the 'Edit Service Equipment Contract Accessories' screen. This
allows additional attachment of service equipment at that customer's site.

This screen lists all equipment, and will identify the primary service unit at the site. Note: if the contract
was set-up selecting the Bill-to site then all equipment at the 'Ship-to' and 'Bill-to' locations associated to
that customer will be listed. On the left of each is a box 'Attach'. The default setting is unchecked.
Selecting this box will select that equipment record and attach it to the current contract. Period Charges
may be defined for each equipment item added to the contract. These will be added to the contract value
for this contract. The sum of the additional charges will appear on the contract invoice. Leave this value
field blank, and simply add the value for this other equipment onto the total contract fee. Using this field
will track the profitability of each piece of equipment on the contract separately. It compares the additional
charge value to the base charge of the contract to determine its percentage of the total. When the
'Profitability’ button is selected, the profitability will be displayed on the 'Service Equipment' screen for
equipment covered by a master service contract.

Note:
An example of why the 'Period Charge' field is important, and should be used.

If the Base Charge for the contract is $100.00 and another piece of equipment is added on this screen
for an additional amount of $50.00, in the Period Charge field. Then the primary service unit should be
weighted at 66.6% for all revenue collected, and the other piece of equipment at 33.3% ($100.00 +
$50.00 = $150.00 which is 2/3 and 1/3 of the total contract value respectively). Therefore, if you
invoice the customer for the service contract value total of $150.00, $50.00 of the total amount billed
should go towards the other service equipment. If you had left the Period Charge field in this screen at
$0.00 when adding this other piece of equipment to the contract and you simply made the base charge
$150.00, then the revenue collected on this contract would be the same. But when you did a
profitability analysis of the other piece of equipment, it would show no period billing revenue at all
since it would use 0% of the $150.00 revenue. The entire $150.00 revenue would show as revenue for
the primary equipment only. This means that if you have any service calls on the other service
equipment, then Miracle Service will think you would have lost money on the equipment contract for
this other equipment item since you have a labor burden cost and possibly parts costs as part of the
service call. This is an example of the powerful analysis capability within Miracle Service. It is also a

perfect example of the flexibility of Miracle Service, as you can chose to use the capability or not to
use it.

If 'Save & Activate' is selected, Miracle Service attaches the equipment and returns to the 'Service
Equipment Contracts Data Entry' screen.

Note: If you do not use meters on equipment or contracts, skip to section 'C. 3 Un/Attach PMOS'.
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PM Included. When this is selected it indicates that the PM is included in the contract and is mandatory.
When the PM is completed the task will be billed as a zero dollar service task.

One-Time Charge. This field can be used at anytime during the life of the contract. It provides for the
ability to charge a one-time fee associated with the equipment. These are used to charge set-up fees and
equipment pro-ration if the equipment is added to the contract between billing periods.

One-Time Billed. This identifies if the one-time charge was billed. Once this charge is billed a check mark
will appear in this field to confirm the one-time charge was generated.

Date Added. This is a critical field and is used to determine if the equipment is to be billed in a billing
cycle. If the Date Added is after the current billing period the equipment will not be included in the current
billing period.

When creating a new contract it is important to set the Date Added to the contract start date to ensure it will
be included in the Period Billing from the start of the contract.

Set Charges: Enables users to set charges across a number of machines or meters. In large contracts
where the are a large number of equipment records attached, users can modify all of a group of the charges.
These changes can be applied to All Equipment, or certain Model Class’ of equipment or by Model
Number. The base (Period Charge), One-time Charge and Meter Charges can be set or modified. User can
also define the Clicks Included on metered contracts if needed.

Reset PM Schedule: Enables users to reset the PM Schedules on the Equipment on a specific contract.
This will update the PM Schedules for all equipment on the contract. Note: if the need is to reset the PM
Schedule for a specific Model Class / Model Number this can be accomplished in the Model Class / Model
Number set-up in the Administration section.

Attach All: Allows the user to quickly attach all equipment to a contract. This is helpful for customers
with a large number of equipment records.

Filter Equipment List View: User can filter the list of equipment displayed on the contract by selecting
the filter. The filter options are: All Equipment, Attached Equipment or Unattached Equipment.

Penalty Fee: When the Penalty Fee feature is active a new column is available to define the Penalty Fee on
a per equipment basis. The Penalty Fee will automatically be charged when a Period Billing is generated if
no meter readings are valid for that equipment record. The Penalty Fee will be charged for each Billing
Interval where the reading is not available.

In the case where the user needs to void and re-generate then Period Billing invoice, it will check on the
current reading availability and will re-calculate the penalty based on the information at the time the
invoice is re-generated.

Equipment
O Attach Al [ Set Charges H Reset PM Schedule ]
Location | Wlodel Class | Wodel Mumber | Primary | Date Added | Period Charge |One-Time Charg|0ne-Time Bwlled| Penalty Fee |Henew Incres
] Segment 1 AJDEEDR14 [l [7#1/2008 $45.00 $0.00 O 0.0
Segrent 1 A2255086314 74152008 5417 F0.00 il F0.00 $0.0
Meters

If meters were set up on this equipment, the meters can now be added to the contract. Meters do not need to
be added to the contract for metered equipment. Add meters to the contract: If Miracle Service is to bill the
customer based on some meter readings and meter charges, or if Miracle Service is to track the meter
reading on the date service was performed on the equipment.
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To attach or unattach Meters, select the “Attach” box on the left side of the meter item. Enter the Start
Meter Reading, CPC Charge, Clicks Included, Clicks Included Type.

Meters

C Attacl all et Charges ][ Zorsaldated Metars ] Cal Jufier[i5

Attacked Meles v
Allat | Serial hunibes [ LullC Muce Glass | Mudel Sur ke | Desrpliun | elern Marwe | Starl Reading Lasl Eilled Jes CPC G

id AL2140900 AT2590412 Segmert 3 AT21009 huti Cunctian High Yolume Dlack sl 268
|| AE2148055 AGZ5IB41E Scgmort 5 AE21082 kuti Functian High Yelumc Color 621 =)l
|| AEAES2TT ALBSEOBET Sermert 4 ALTIBERE= High “wolume Black 1266 1266
[ | AR ALghEs Segmert 4 Al A High “olume Color dh Hh
L X14837 AB214 Seqnert 3 A123456987 Larze Yolume Multi Fnztian Black 0 a
|| 12037 o214 Segmert 5 X123406907 Largs Yolume Multi Tunstion Calar 1} [u]
|| ME2EITA H161EDBEE4 Segmoert 3 HIM1ERD Standsrd Black 3246 e
|| WRAZ41994 H1AAFRRLAA Senmert 5 W1D3ARRART High “wnlime Wlti F inctinn Rlark 14 LI

*E52241994 F149E55.L525 Segmert 5 #123456957 High “olume wulti Fanction Color 35 325

The meters for the equipment attached to the contract will be listed on the screen. Check the “Attach” to
link the meters to the contract.

To Attach All meters click the Attach All box at the top of the list.

If there is only one piece of equipment on the contract, and this equipment has only one meter, only one
meter will appear. If there are many machines with many meters, they will all appear.

Attach the appropriate meter(s) on the equipment to add to the contract. To add more than one meter, or
other meters from other pieces of equipment, simply select each meter individually.

eters

Attach | Serial Number [ unitio | ModelClass |  Model Number | Descrition | Meter Name | Start Reading | Last Billed Reading | CPC Charge | Clicks Included | Clicks Included Type | Consolidate | Yield Wamning Percentage [Low Yield Alert
B Testeter Segment 1 AD553B314 Desktop-Black 400 400 00 COMOODOT  0.00% 0
[ XE 126598 X239 Segment 2 XEE5489B321 Desk Top-Black\Color | Black 3000 3000 00 Nane COMIOODOT  0.00% 0
5126698 23596 Segment 2 5554896321 Desk Top-Black\Color_ Golor 500 500 00 None 000% 0
== —— = e —— = = =

In this example, there are three meters displayed. The first and second meters are actually consolidated into
a single meter charge. Notice the 'Consolidate' field. The computer-generated number CON000001 appears
in the 'Consolidate' box. See 'Consolidated Meters' later in this section.

Charge for Each Selected Meter

The meter 'CPC Charge' can be set on each meter line. This is where the 'click' schedule and customer
meter billing for each meter is entered.

Each meter included in the contract has a field marked 'Charge' associated with it. Add the criteria that will
be used by Miracle Service for the calculation of any meter charges.
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Service Equipment Meter, Info

(Optional) Clicks Included in the Entire Contract Term - Copy Block

Clicks Included Term 10000

Periodic Meter Charges After Exceeding Clicks Included. by Interval

Lewvel

End

10000
Lewvell 100Mm 28000 $0.015000 “
b Lewel2 25001 4o $0.013000 w
Lewveld 400Mm BR000 $0.070000 |
Add Level 25004 Whatever F0.09 0000
Ok

There are 3 fields critical to the Charge:
» CPC Charge - the actual cost per click to be charged to the customer.
» (Optional) Clicks Included
» (Optional) Clicks Included Type - ‘In Interval’ or ‘In Term’

Optional Clicks Included in the Entire Contract Term — Copy Block:
What is a Copy Block and how does Miracle Service track them?

If a contract has a life of a year, often included in that term is a predetermined number of meter clicks (‘In
Term”). Meter clicks are not billed if the contract is a copy block contract. Call the customer to obtain a
current meter reading to ensure that the number of clicks included in the base charge has not been
exceeded. Miracle Service can handle this type of copy block contract several ways.

One way is to expire and renew the copy block contract from the 'Service Contract Renewals' screen. This
allows the contract administrator to keep track of the actual and estimated meter readings for all metered
contracts.

Another method is to have the contract run for a pre-determined period of time, e.g. one year. Only after
this copy block amount of clicks has been used would the customer receive a bill. This invoice would only
include charges for the extra clicks used, in accordance with the per-click fees (CPC Charge) set up for the
meter.

Enter the number of 'clicks' included in this contract for this meter.

Aftach | Serial Mumber | Unit ID | ModelClass | Model Number | Description | Meter Mame | Start Reading [Last Biled Rea CPC Charge | Clicks Included | Clicks Included Type | Consalidate
Testheter Segment 1 236596314 Desktop-Black Black 400 00 a0 Naone COMOOOOOT 1
¥5126698 X23596 Segment 2 XE554696321 Desk Top-Black\Color Black 3000 3000 a0 Naone CONOOOOOT 1
5126695 23596 Segment 2 45554886321 Desk Top-Black\Color Color 00 00 010000 In Terrr| v |

In the example above, 10,000 clicks will be included in the contract for this meter.

If a number of clicks are entered and the 'Clicks Included' field is set to ‘In Term’, when the contract is
activated, select whether or not this is a copy block contract. This will only happen if the Copy Block
checkbooks on the contract screen was not selected. This was done to confirm that this contract is, or is
not, a copy block contract.
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The message box that is displayed states, "You have indicated that this contract has Clicks Included. If this
contract is a Copy Block contract select YES. If "Yes' is selected, the Copy Block check box in the top right
corner of the 'Service Equipment Contract' screen for this contract will check the 'Copy Block Contract'
check box. This contract will now expire once the copies exceed or are estimated to exceed this copy block
amount. It is up to the contract administrator to run the contract expiry reports and/or review the contract
expiry screen on a regular basis. If 'No' is selected, this contract will not expire until the end of the contract
period. The customer will not pay for any further copies unless additional charges in the COC Charge field
been added. (Section 'B. Periodic Meter Charges after Exceeding Clicks Included by Interval').

Again, if the 'Clicks Included - In Term' field is used and you do NOT click the Copy Block check box on
the 'Service Equipment Contract' screen, then charges for clicks above the clicks included term will be
created from the 'CPC Charge field’. This billing feature simplifies the copy block expiry date guessing
game. Now the contract will not expire until the actual term date has been reached.

In other words, a copy block contract can be set-up so that 150,000 copies are included, but once they
expire, the contract starts billing on a per click basis until the end of the contract period. At this point the
contract will expire or be renewed.

Periodic Meter Charges after Exceeding Clicks Included by Interval: A set number of clicks per
billing period - called the 'Interval’, which can be monthly, quarterly, annually, etc. - is free or is included in
the period charges. There is a charge for the next set of clicks for each billing interval. This is sometimes
referred to as a 'Cost-Per-Click' or 'Cost-Per-Copy' contract.

The number of clicks included in the interval is entered in the ‘Clicks Included’ field. Select the Clicks
Included Type’ as ‘In Interval’.

Meter Level Charges

This can be activated in the Miracle Service Administration and it enables a feature to build multiple levels
of charges for a meter. It is available as a standard feature when setting the charges for a Consolidated
Meter.

The figure below shows an example of a Meter with Meter Level Charges. Notice that this new line
indicates Level Start = 0 (clicks), Level End = 25000 (clicks), Cost Per Click = Included. If there's a Base
charge for a contract, during each meter interval, these clicks will be included in that base charge.

Now click the 'Add Level' button to add a new Charge Level. After the number of clicks that represents the
end of that level has been entered, the start of the next level automatically appears in the next level start
box when another 'Add Level' has been added. There are an unlimited number of levels in the billing
system.

If there is one rate for clicks over and above those included in the contract, go to the bottom right field to
the right side of the word 'Whatever' and type in the amount to bill per click over and above these clicks.

For example:
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Service Equipment Meter Info

{Optional) Click= Included in the Entire Contract Term - Copy Block

Clicks Included Term 25000

Periodic Meter Charges Alter Exceeding Clicks Included. by Interval

Lewel Lewel
Start End
i 25000
Lewvell 28001 100000 $0.021000 w
[ MLevel2 100001 200000 $0.016000 |Lewel w
W
[ Add Level ] 2u|:n:n:|1| Whatever| $0.015000
ok

If for example, a contract with a monthly meter-billing with 25,000 clicks included in the base contract
charge. Thus, the customer will not be invoiced for the first 25,000 clicks made in the monthly interval. If
the meter-billing interval were quarterly on the contract, 25,000 clicks would be included in the quarter.

For 25,001 to 100,000 clicks, the customer will pay $0.0210 per click.

For 100,001 to 200,000 clicks, the customer will pay $0.0160 per click. However, with this Step Down to
Level field stating 'Level 1', the actual 0.0160 charges will apply to all copies made between 25,001 and
100,000, which saves the customer money.

For copies 200,001 to whatever in the interval, the charge will be $0.0150 per click.

Note: 0.0210 is 2.1 per click. No matter what currency you use, (or which is displayed), Miracle Service
uses the 0.0210 figure to multiply by one hundred to get a per (cent) charge. If you use another currency,
the same holds true and your currency symbol for the dollar equivalent will display according to the
international settings in Windows.

Example 1: If the total copies made in the month were 250,000 copies, the following would be the meter
charges for the month:

(We will ignore the Step Down Level field for this calculation for this first pricing example. We will use
the currency symbol '$' here, but your system set-up may be different.)

Total Copies Made = 250000

0-25,000 = 25,000 clicks x 0.0000 = .........c.couereeeve. $0.00

(included)
25,001 - 100,000 =74,999 clicks x 0.0210 =... $1574.9790
100,001 - 200,000 = 99,999 clicks x 0.0180 = $1799.9820
200,001 - 250,000 = 49,999 clicks x 0.0150 = . $749.9850

Example 2 — Step-Downs: Every time a customer reaches a new level, they pay a lower rate for clicks
within that range.

Note: Miracle Service provides a step-down feature that is the most powerful available in any click billing
system. This system will allow you to provide more accurate billing options to your customer, which will
help you win more contracts. Your sales people need to be made aware of this feature.

For the above example, the meter charges using the step down would be as follows:
Total Copies Made = 250000
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0 - 25,000 = 25,000 clicks x 0.0000 = .........cc.couruuveee. 0.00

(included)
25,001 - 100,000 = 74,999 clicks x 0.0180 = . $1349.9820
100,001 - 200,000 = 99,999 clicks x 0.0180 = $1799.9820
200,001 - 250,000 = 49,999 clicks x 0.0150 = . $749.9850

In our calculation and in the example screen above, the 'Step Down to Level' will charge the customer the
same cost for every click between Level 1 (25,001) and Level 2 (200,000) once they have exceeded
100,000 clicks.

Note: Notice that clicks 200,001 to 250,000 are charged at a lower cost. This is because those clicks fall in
the 200,001 to "Whatever' case, which is not, considered a level in our equation.

To have all 250,000 clicks charged at the lowest rate, create a third level that will have a level end high
enough to include the highest number of clicks a customer could make in the period. The highest number
that the field will accept is 2,000,000,000. Once this level has been created, give it a Step Down to Level 1.
This will ensure that all clicks will be charged at the lowest rate.

Click OK to return to the 'Service Equipment Contracts' screen.

Set Charges

Provides the ability to set or modify the charges on all or a group of machines or meters at the same time.
This avoids the need to set the charges on the individual machines and is very helpful with large meter
contracts. These changes can be applied to All Equipment, or certain Model Class’ of equipment or by
Model Number or by Meter Name. The base (Period Charge), One-time Charge and Meter Charges can be
set or modified. User can also define the Clicks Included on metered contracts if needed.

Consolidated Meters

On occasion, a machine will have more than one meter. An example might be a color copier that could
separately bill black toner at one rate, and any of the three different colored toners at a consolidated higher
rate per click. Many contracts might include a number of similar purpose machines each with a meter. It
might be advantageous to combine the readings of several meters from different machines, or to combine
the readings of two meters on one machine into one contract. Such a meter is called a Consolidated Meter
and it offers one billing rate for all the attached meters. This allows the contract administrator to attach a
number of 'clicks included' on several machines or meters, so that all the clicks made in a period or interval
are added up together during billing.
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In the 'Service Equipment Contracts’ - ‘Meters’ tab, select the Consolidated Meter button. Note: you will
need to be in Edit mode to create new Consolidated Meters.

Service Equipment Contract Consolidated Meters

Mewv Consolidsted :

Meter

P (COMOODO0T

Charges

To add a consolidated meter to the contract, click the New Consolidated Meter button. A box marked
CONO000001 will appear in the table. Every time the 'New Consolidated Meter' button is clicked, a new
consolidated meter is created. Create as many consolidated meters as necessary (CON000001,
CONO000002, etc.). To delete a consolidated meter, click the small gray box to the left of the any meter, and
press the delete button.

In the Meters tab, attach a meter to a consolidated meter by selecting the appropriate consolidated meter
from the drop down box to the left side of the Clicks Included Type field for that meter. When a specific
consolidated meter is selected, the associate equipment and the equipment's meters are attached to the
consolidated meter. The 'Consolidated Meter' reading is the total of all the readings of all the meters
attached to it. The charges for Consolidated Meters are set up in the same manner as the charges for
individual meters.

Estimating Usage for Meters
(Top Right of Contract screen)

Select the 'Service Equipment Contracts' and notice the item called Estimated Usage in the top right corner
of the screen. If this is checked it will estimate the meter charges for periodic billing.

When activated, the feature is enabled through defaults set-up through the 'Administration Set Up' menu,
where the 'Service' and 'Period' defaults were entered. In the absence of a current meter reading, Miracle
Service will estimate a reading based on previous meter information. If the customer does not want to be
estimated, manually turn off this feature for this contract. Other contracts may still use the estimate feature.

Miracle Service will estimate the meter reading for a billing period. If you select “Estimate Usage”,
Miracle Service will estimate the meter reading for the billing date based on the meter history of the
equipment over the life of the contract.
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To estimate the meter readings, Miracle Service will take the last know actual meter reads and establish a
Copies per Day (CDP) calculation which is used for estimating meter readings. It will use the last know
CPD value and based on the numbers of days from the last Period billing, it will calculate (estimate) the
number of copies used based on the established CPD number.

Actual Date  Meter Days Total CPD  Billed

Reading Days Meter
Reading

May 1 0 0 0 0 0

May 31 100 30 30 3.333 100

June 30 700 30 60 11.667 700

July 29 1200 29 89 1348 N/A

July 31 Estimated 31 91 13.48 1227

In this simple example, the meter reading is estimated based on the fact that there were 1200 copies
produced in 89 days. This gives us 13.48 (1200/89) Copies per Day (CPD). Since the billing date is
actually the end of the month in this example, that adds two more days at 13.48 CDP. This adds 26.96
(rounded to 27) copies to the actual meter reading of 1200. The final estimated billed meter reading is
therefore 1227.

PM Included (Preventative Maintenance)

Properties | Equipment | pMeters

[ Reset P Schedule ]

| Attach | Details| Serial Mumber | Unit 10 | Description | Location [ Model Class | Model Murnber [ Primary | PM Included |

» Wiew 34559223 Color Machine Room 302, 3rd | Segment 4 A42068553 [}
Wiew 5108266290 Model Description PRINTER HC PRINTER O [l
“Wiew  AG32E867 A215687 Multi Function High Molurme Second Floor R Segment 5 A521065 ] ]

= —

This is a powerful feature that allows the addition of PM's on equipment under a service contract. While
PM's are actually determined by the particulars of each piece of equipment, attaching these PM's to the
contract allows the printing of PM reports and the viewing of PM's that are due, by two-different ways.

In the Preventative Maintenance Review screen, all equipment that is covered by a PM on a contract is
displayed. Furthermore, when a service call is created, all equipment with a PM due displays a 'warning
light' in the top right of the task screen.

In the same Preventative Maintenance Review screen, all equipment that requires a PM, regardless of
whether a PM is included in a contract or not, can be viewed. Furthermore, a 'warning light' can be
displayed while taking a service call to alert the call taker, that a cleaning or a regular checkup should be
performed to ensure proper maintenance.

Note: The above example is a powerful way to increase service contract sales or PM jobs. The service
manager can print a report at the beginning of the month and then call the customers that are not under a
service contract to see if they would like to purchase a PM contract, or if they would like to purchase a
cleaning and checkup service call.

If the PM for the equipment should be included in this contract, just click the box associated with each
equipment record to confirm the PM is included in the contract.
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Further Contract Details

Contract Template

Select the contract template from the drop-down list. Zoom to the template to review the details by clicking
the [+] button. Based on which template selected, information will be defaulted into several fields and
screens for the balance of the contract. The white fields may be edited. The name of the contract selected
should appear. The field to the right of the contract template name can be changed. The name that appears
to the right of the contract template will be the name that appears on the printed service contract.

Contract Start Date

After the start date of the contract is entered, Miracle Service displays a series of fields and requests
additional information.

Prapettias Equipmant | Vieters

Contract T2mplace |Al nclusive Bzse + Overage & Sapplizs nzludec

Cortrazt Start Daze (7222002 CLst PO khumbe- Sage (Feriod) ¢ $310

Contract "erm |10 Years ~ Default “ority Stzndand ~ Addiioral (eriod) § $13.23

Contract End Date | 7/24/20 € DefaLlt Technician ~ Other (Feriod) § $101

Fennrd Hiling Interval [innthiy v @ At /ne (Fennd) § EAIT

Meter Biling Interval [Vionthiy ~ @ Total Centract $ —masuutl
Azcumnulatz Clicks Pesiod 5 To Date $0.00 E

Other Crarges Lebar Chages | [ Tavel Sherges | [ Conact Tewt | [ Renewal User Gcreens
Srnitahilty \ [ Normerts Inrae Wizard

Contract Term

This is the default value determined in the 'Contract Template'. Select another term from the drop down
box