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INTRODUCTION

The intent of this manual is to provide end users with clear instructions on the data entry processes for
NexGen, the desktop application version of the Fleet Cost & Care suite of products. Be aware that some
functionality and images in this manual represent options that may be turned on or off by the system
administrator and other functions may not be available in a specific version of NexGen.
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ABOUT THIS MANUAL

The Dispatch Guide covers the scheduling, ticketing, job review, and labor review processes for jobs and
trucking jobs.
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TooL BAR FUNCTIONS

These terms and icons are used across the NexGen interface.
Magnifying Glass

The magnifying glass icon is used to represent the search feature throughout NexGen. Click on the
magnifying glass whenever a detailed search is required. Options in this view vary depending on which
window is selected, but all offer similar functionality based on search criteria.

(=1
|
g schedule Jobs .H H=] 3
Job No )-EJ@/ Fﬁ
‘ActBling  ilftTfo  ilnHouss  iToollist  iDaly  iStorage  ]OwnerInfo {pO e ltem ]

| |
Lightning Bolt

The Lightning Bolt represents attachments. There are three variations of the lightning bolt.

fff Unavailable (records are not saved)

éj Available, but no attachments recorded

Z Available, with other attachments already present

The lightning bolt can be found at the top-right of any window that allows attachments. These attachments can
also be set to be viewable on job e-tickets and e-LEMs using Atom.

Maintain File Links - Job

Job-CC-982374

C\Masker, xls Wes wes

Test comments test || ||?;15;2|:|14 2:56 AM ||11;20;2015 12:43 P

Figure 1: Legacy File Links screen

After adding an attachment, select Available On Tickets to allow operators and drivers access to the
attachment.

*Some users may have a different experience in Maintain > File Links if an administrator has enabled the ‘Use
API’ option in Set System Defaults
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Record Selectors

Record Selectors can be found on the dashboard toolbar for any record-based view. Select First or Last on
any view, and it will pull up the first entered or last entered record according to the window that is open.

I4 4 4 1

First  Previous [MNexkt Lask

Map

T L= — — - |

Refresh Sawve Layout  Save  Print  Close

& @

Map | Directions

The Map button allows a user to view the route from a pre-defined location, like the yard, to a job site. The
organization’s address must be entered for routing to work. When the icon is clicked, a new dialog box will
appear:

Map Selector E
Select Map: | Or | Load Saved Map |
Friann: To:
Address: 103 Shriver Ct Address: 600 Randolph St.
Ciky: Cary Ciky: Dekr ot
State: MC State: MI
Fipcode: 27511 Fiprode:
| (874 | | Cancel |

From here, the user can select any of several mapping applications for viewing the map.
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@ Route Planner - Google Maps
» WISCONSIN reeqBay
F &%
2 & 4 - i ‘
! MICHIGAN Toronto | Portiand
© 103 Shriver Ct, Cary, NC 27511 o ! o NEW
= 1
: .3 ) Madison  Milwaukee | i o Rochester HAMBSHIRE,
@  Wayne County Building, 600 Randolph S { - R orgenHamilon Ty, oo ik 3
3 \ Rl S S,
\ _ |
o R Tk i AnnArboro. ayne County.Building MASSACHUSETTS!
CedarRapids Chicago /’ I |~~~ Providence
+) Leavenow ~ opTions 8 lowa Gy ! S i ot i ! ]
= o Naperville == leveland | CONNECTICUT 2
T | ® ° \ L Rk
; | Fort Wayne ’l F AN LY
3] senddirections to your phone b Pegra : i @‘ i PERREYCTANTE ‘ quvm,
15 ——— I | | Pittsburgh o et
T ILLINOIS |__INDIANA | & . ol
m®m  vial77N 10h34min | y Soringheld i ! = 10h 34 min l Phistgns
Fastest route now due to traffic 685 miles Y ! : ¥ S A MARYLAND; NEW JERSEY:
conditions ity B 5 ¢ s AB 2R 1%
A This route has tolls [ b e 5 L= A J < -
sx.L‘éauis 4 | mhmmlnl " 2 DELAWARE
DETAILS £ / = 581 miles o Beorge! d N
MISSOURI ( il i = —_ e, Washington A
N frergrie | touisville y 4 and Jeffersan W4
. Mark Twain 5 ( i W Natiohaliforest  pichmond
M vial77Nand 75N 10h40min | spungneia  National Forest™ 1 | /=" KENTUCKY B Wireinia
681 miles Y 4 \ -
Branson. ¢ Norfolko OVirginia Beach
| i T MNeshuille B 3 L AN
4 Raleigh, NG—Detroit, MI 1 h 45 mi i - b O el G
aleigh, etroit, min | TENNESSEE ~ Ashedlle 103 Shriver Court
from $385 o A Charlotte
ME}!”"‘“ Chattancoga | : .
;) "~ Huntsville” — { AL — S e " P ‘ @
ARKANSAS o | g <
\ \ o +
| u SOUTH N
| Atlant N
| e Tk ' \ CARQLINA Myrie Bacn =
5  MISSISSIPPI [ . ] 3 L
7 \ I (¢ = 2
ALABAMA Go08le patenon L8 omE -
Montoomer 4 GEORGIA 4 Map data 82017 Google_ Terms _Send feedback _ 100 mi

NOTE: No mapping software currently exists that accounts for all route restrictions, including height
restrictions. Please follow organizational policy when dispatching and routing units to ensure compliance with
all DOT regulations, restrictions, and policies. The mapping capability is intended for reference and not for
specific routing details associated with the movement of oversize loads.

Directions

o Ty e |

Refresh Sawve Lawvouk  Save  Print  Close

& | ®

Map irections

The Directions button is used to update the Directions field for a specific job site. The intent is to provide a
place to enter details for a single job site visit without modifying the saved job site information. When selected,
the following dialog will show:

Schedule Jobs |

The directions yau enter Far this job will nok update the direckions
in the database for this customer jobsite

After clicking OK the message, directions can be entered into the Directions field of the job.
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JobNo O [oc-omzarz

u Schedule Jobs H= &

T — /\ I B A 5. F. Corp, j = Job Type IHourIy vl Checked By I vl
. Sales P |11 'l Taken B IM ki Mike Vl
Bill To I Corporate Address EI alesFerson aren By [Macdnnon, T

Hohisie I [Billing Address] j [AENTEl Confirmed ﬂ

Report To | New I j wpli ) . FO N‘: I j
E-Mail [ (] ; Required ﬂ
Ordered By | New I j we|l I . =
E-Mail [ [ QR Z|

Bill To Information Description -
Address [13000 Levan Road OF Work j

Jpoo0gs

[ivania o fiatz0 EDL'EE'::S‘ [ -]
Phone |{313) 501-5572 Faxl( b= [~ Insurance  Expires Innjnn,’nnnn vl " Signed Contract
Price List
Contract No I
Job Site Information Billing Type IRental 'l

Address |13E|E|U Lewvan Road " cettified Pay Retainage % 0.a0
| Check List | 'l
Livania | T pas0
B I r 1

I ! Created By EA Created Date |12f22,|’1998 12:00:00 &
Directions || . ;
- Modified By Fes Modified Date [5.1’9,1’2017 §:21:58 AM

Main EUnit,l’PeopIe %Est Eilling é.ﬂct Eilling iLift Irfa In House “Tool List éDain ;fStorage éOwner Info 4 I 4
Job Mo [cC-982372 Yard [Savanah =l Job Date |12J’22J’1998 | Te |12J’24J’1998 | I Flesible
Company I Fleet Cost & Care j Job Time IDS:SD 4M To IDS:DD Pr ™ Flexible
Dept I Cranes, Operated j ¥ wWork Weekends " pispatched

Refresh

™ @ S ey H & @

Map Directions | Refresh| Sawe Layout  Save  Print  Close

The Refresh button is used to refresh table-related information. Select this button if a window has been open

and you are unaware of any changes that may have been made or want to see changes reflected.

Save Layout

[~ @ o ey H & @

Map Directions | Refresh| Sawve Layout | Save  Print  Close

The Save Layout button is used to retain layout modifications made during the session. If any modifications
have been made, like column width or order, click on Save Layout to retain the changes. If the Save Layout
button is not clicked before the default 2-minute refresh period expires, the default configuration will be set

again.
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Save

¢ @

Map Directions

o H | &g &
Refresh Sawve Lavouf  Save | Print  Close

The Save button is window-specific. Click on Save whenever records are modified to ensure the information is
saved in the database.

Print

. &

Map Directions

o | & |3
Refresh  Sawve Lavouk  Save  Print  |Close

Print is used to print forms, reports, or other views that are window-specific. If multiple options are available, a
separate dialog box will appear with options. Select the appropriate format and OK to view a preview of the
form or report to be printed.

Close

¢ @

Map Directions

o B H &| @
Refresh Sawve Layout  Save  Prink] Close

Close is used to close specific windows. This is the same as clicking on the () in the top-right of the window.
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WORKING WITH UNIT TYPE DEFAULTS

When creating a job, the Main tab will function as normal. When working in the Unit/People tab, after the Type
column is populated and tabbed out of, then the Unit Type Default details will be added.

Unit,/Emp Type it/Employee | Operator | DateStart | DateEnd |Time Start d

I Schedule Jobs [ 3 || schedule Jobs [_[olx]
Jobro 0 | View|IntsfEnployess For Al Yarcs 7] JobNo 0 [ View LritsfErplayees For AlVards =] | £4]
Main {unit/People  [EztEiling act Biling Lt Infor HinHouse FTool List Dy ERIs Main Junit/people  {Est Bilng tactBling it nfo Hn-House. o0l List Ealy eI
Show Hours{iles Show Tickets Show Hours/Mies Shon Tidkets

Unit Status | P/U | RetTo Yard Oiler Talked To
rrrrr v| ~ |[o0/00 /0000 -I (004000000 -| [07:30 AM |[04:30PM

[ =l

[ 5]

Employee _|[Operator, Lotk || Avail| ]

O0f00j0000__ |[00;00,0000_|[07:30 AM_|[04:30PM
[ r

Employee Hae. [Avail |

O0f00/0000__ |[00j00/0000_|[07:30 AM_|[04:30 PM
[ B

Tk e Jawer] I
conimed [ [

[[ooioojooneJ[onjoojooon[[o:30 M |[p4:3m M
]

e
Traller |[Traller [lavai] I [[ooioojoone—J[onjoojooon[[o:30 M |[o4:3mPH
conimed [ [ ]
e

Employee |[Briver J[avail][ |

Unit/Emp Type Unit/Employee | Operator | DateStart | Datefnd |Time Start | Time End 5|

007000000 007000000 0730 Am [[o4:30Pm

Though hard to read the details, the above images portray the result of selecting the “265-ton Hydraulic Crane”
option in the Unit/People tab.

When this Unit Type Default is used, because the Estimate tab was also configured, the Estimate tab of the
quote will already have the Estimate line items listed:

‘Main “Unit/Peopl i Est Billing E.qct Biling

v|_|ft InFD s

ﬁ Schedule Jobs [_ (O] x| I
Job No /' J I Fg

éln-House iToal List éDain St 3

Shaw Invoices

Billing Code Date Start Date End Mext Bill Est Qty Unit Meas Est Rate Est Amount |Sub-Item
Act Oty Act Rate Act Amount | Recurring No EstQty 2 |UnitMeas2 | Est Rate 2 |Est Amount 2

Unit Code Comments Line Item EstQty 3 |Unit Meas 3 | Est Rate 3 |Est Amount 3

500 Ton Cr: | (0070070000 vl 00f00f0000 vI 5.00|[Hours vI $650.00] $5,20000
3

j| & Hr Minimum per Day | -

Labar Overt\m:ﬂDDIDD,I’DDDD ||00,f00;’0000 | ‘ 0,00 || Hours || $30.00 || $0.00 ” [l

” App_\icabla during non- |

500 Ton Crane”DD,l’DD,I’DDDD ||00;00f0000 | 1.00 || Haurs || $650.DD” $650.DD” [
” | Mobilization In 2

Trucking - Legd [00/00/0000_ |[00f00jo000 | \ 5.00][Each I gsoo00)| szsmmo) O
|| | Mobilization In 8]

|| Trucking - Perr“DD,l’DD,I’DDDD ||00,r00;0000 | ‘ 1.00 || Each || $0.00 || $0.00 ” [l

1 |

Est. Qty | 27,00
Act. Qty | 0,00

Est. Total $12,396.00
Act. Total 40,00

800-281-9445 | fleetcostcare.com
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All unit types, employee types, and billing codes that were auto-populated by the Unit Type Default may be
changed or deleted and new unit types, employee types, and billing codes may be added as necessary.
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How 1O CREATE A JOB

Begin by selecting Jobs from the Schedule drop-down on the dashboard menu bar.

File Edit Favorites Admin Maintain Enter Display | Schedule | Reports  Utilities Export/Import Window Help

B EH B W X i« <« [CHEE & @

A S e
: Mew Job AddEst InsEst Maoveline DelJob DelEst  First  Previgus | == ng 18 1S Map Tiid Refresh  Sa
obs

Unit Dowen Time

X

Emploves Yacation/Leawe

Main tab

Use the Schedule Jobs window to schedule jobs.

wbve O 4]
[Main — Junitfpeople Festoiing  ActBiling  itifo  Gnbouse  fodlst  Daly StorageiCwner Info 4 | ¥
Job Date [o0jo0jooon | To [00/00j0000 | [ Flexible

Job Time IU?:3U A To IU4=3D M [~ Flexible
¥ Work Weekends | Dispatched

Job Type IHourIy VI Checked By I vl
Sales Person I vI Taken By I vl

Status (el n

Job Mo IAUTO Yard [atlnta vard v |

Company I Lisa's Test Company

Dept I
Customer j:,'ll j
Job site I

o [

Report To | New j we|(
[New]| I PO No | =
E-Mail cefl ) =
Equipment -
Ordered By |New || j L2 L] Required j
E-Mail cp
ar e Comments -
-
Customer Information Description ~
Address Oiv/ers =
Terms & I N l
I I Conditions Terms - Gé =
Phone [( 3 - Fax[( ) - [ Insurance  Expires [00j00jo00 | [ Signed Contract
Price List I
Contract No I

Job 5ite Information Billing Type IRentaI vI
Address [ Certified Pay Retainage % I
I Check List I Vi

Phone |( ) - Faxl( b}
Created By l— Created Date l—
ﬂ Modified By I Modified Date I

Directions

1. The Job No field will auto-increment once the job has been saved, but may be overridden if organizational

policy allows.

800-281-9445 | fleetcostcare.com
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2. The Yard field will auto-populate based upon the default setting, but if the job is for another yard, then use

the drop-down box ( 3 ) next to the Yard field to pick a different yard.

W

The Company field may be set by default, but should always be verified.
The Department field may be set to default, but should always be verified. If a change needs to be made,

use the drop-down box next to Department and pick the appropriate Department that was set up by the
Administrator (these are user-defined fields).
5. The Customer field: start typing the customer name and then use the drop-down box to select the correct

customer. If the customer is not in the system and needs to be added, click on the ( ) box next to

Customer.

6. The Job site field reflects the details associated with a specific customer’s job site. Start typing the job site
name and then use the drop-down box to select the correct job site. If a new job site is required, select

( ) next to Job site.

Job Site Information

Address I
|
|

Phone [} - Fak|[(

Directions

ﬁ Schedule Jobs M= E3 I
= :
Job No -~ || ’z
Main EUnit,l’PeopIe Est Eilling EAct Eilling E;Lift Info In House ETDD| Lisk: Daily fStorage éOwner Info A I »
Job No [2LITO Yard [tarta vard v JobDate [oojo0joo00  v| Te [o0/o0onon | [ Flexible
Company I Lisa's Test Company j Job Time IDT:SD AM To |D4:30 P ™ Flexible
Dept I j vV work Weekends [” pispatched
p Job T IH 1 l Checked B I l
Customer /'ﬂll j B2 MO TELTE | dalld = I =
Sales Person - Taken B -
Job site [ =l | = 7 =
Status [eilTEt]
Report To [New || lwe]t - [~
PO No =
E-Mail [ I =
E i t -
Ordered By | New I j well ) Required j
E-Mail
A - Comments -
-
Customer Information Description -
Address Of Work -
Terms & IT T Gh l
I Conditions | =
Phone [ j - Faxl( ) [ Insurance Expires |00j00/0000 ~| [~ signed Contract
Price List
Contract Mo I

Billing Type IRentaI VI
[" certified Pay Retainage % I
Check List I vl

Created By l— Created Date I—
Modified By I Modified Date I

7. Enter the Job Date and Job Time.

Note: The Flexible checkboxes can be checked if the job dates and/or times are flexible for other days

or times.

Note: If the employee is supposed to work through the weekend check the checkbox next to Work

Weekends.

8. Click on the drop-down next to Job Type to select the Job Type.

800-281-9445 | fleetcostcare.com
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9. The Salesperson may auto-populate based upon information within the CUSTOMER table, but if it does
not then enter the Salesperson.
10. Checked By is who checked the jobsite.
Note: This should be the sales person or other representative from the company. Leave blank when a
site has not been checked.
11. Taken By is used when completing the job information entry on behalf of someone else.
12. PO No, if available can be entered here; if it is not available and is required, an invoice cannot be
generated until the PO has been entered.

PO(Req) PO No |
required not required

13. Equipment Required is a text field where any additional equipment can be recorded.
14. Comments are where special instructions can be entered.
15. Description of Work is an explanation of what is being done on the jobsite.

Note: This information will carry over to the invoice.

16. Select the Terms & Conditions according to company policy.

17. Identify if the job requires Insurance by checking the checkbox. If insurance is required, an Expires date
will be required.

18. Identify if a Signed Contract is required for the job; if so, a Contract No will be required.

19. Select the Billing Type for the job.

20. Identify if Certified Pay is required and if any Retainage % is required. Enter information as appropriate.

21. If used, select an appropriate Check List for the job.

22. Now click on the UNIT/PEOPLE tab.

Unit/people tab

1. Click on Add Unt/Ppl from the toolbar and the below will appear. Alternatively, press CTRL + A or right-
click on any non-editable area of the window and select the option from the drop-down menu.

File Edit Favorites Ad

= = =
Mew Job  fadd UnkfPpl] Ins LR I
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8 schedule Jobs | _ (O] x|
 Main iUniUPeuple EEst iling

Job No /"- I ViewIUnitsJ‘Employaes For Al \"ardsj
;nct Eilling LiFt Info iIn House ;Tool List {Daily éstorage ‘owner Info 4 | »

‘ Shaw Hours/Miles | |

Show Tickets

02/23(2017 vI 0z/24/2017 vI 07:30 AM 04:30 PM

N

From the Unit/Emp drop-down box, select the desired entity.

3. From the Type drop-down box in the second column, select the type
of unit or employee required.

4. From the Unit/Employee drop-down box in the third column, select the actual equipment or employee
being assigned to job. It is a best practice to leave these fields blank until close to job execution to reduce
the number of changes that need to be made.

5. You can add multiple Unit/People from the drop-down for all units and people on the job by repeating steps

1 through 4.

6. Here is an example of what this would look like (this is only representative information).

ﬁ Schedule Jobs M=
Job No ,‘ ITESTKK Yiew IUnits,l'Emponees Faor Al Vardsd
Unit,/People [Est Biling Act Eilling ELiFt Info In House ETDD| Lisk éDain EStorage éOwner Info 4 I >
Show Hours{Miles | | Show Tickets
p pe plo Op D Da D d d
0 d 0 d Ta
0
Crane - N « ||100 Ton Hyd Trk = || Awvail ||110MHD3 w ||Fuller, Jenr « ||05/22/2015 «||05/22/2015 «||07:30 &AM 04:30 PM
b Confirmed H Allen, Bryni -
| Employee ||Operat0r || Avail ||Fu||er, Jenna Ma | 05/22/2015 ||05;22;2015 ||0?:30 aM ||D4:30 P
[N
| Employee ||Oi|er || Avail ||A||en, Erynn | 05/22/2015 ||us;22;2015 ||o?:3o aM ||o4:30 [
r

800-281-9445 | fleetcostcare.com
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The minimum amount of information to create a job is a customer name and a job date. However, an
organization may apply additional required fields to ensure enough information is captured for a job. Refer to
company policy for specific required fields.

The job dates, identified on the Main tab, are used to identify the dates of rental. These do not always coincide
with delivery or pickup dates. The Date Start and Date End help to show everyone the plan for unit movement.
If a unit is to arrive early or be picked up after job completion, adjust the Date Start and Date End dates
accordingly. This will reflect on the unit schedule.

Unit/People, Lift Information, In House comments, Tool List records, Daily ticketing, Storage* records,
Additional Info, , and Line Item information. These features may be found using the tabs at the top of the
Schedule Jobs window. Some of these features are discussed in this manual; the remainder are covered in
their appropriate manuals. The Act Billing and PO information tab is for reference only; it cannot be modified
from this window and will only be populated with records after an invoice or a PO has been generated.

Unit Type Defaults and Jobs
Unit Type Defaults are pre-defined ‘packages’ setup on a Unit Type to automatically pull in additional units or
people for a job (also used on a quote). When a unit with a Unit Type Default is selected on a job, you will be
prompted with multiple options:

Schedule Jobs >

o This Unit Type has Unit/People and Estimates assocdated with it.

Do youwant to add Unit/People or Estimates to this Job?

I Mone I |Un'|t,|fPeup|eDnI1_.r| | Estimates Unl!_.r| | Both

Option 1: None — will result in no additional units, people, or estimates being added to the job.

Option 2: Unit/People Only — will result in the default ‘package’ being added to the Unit/People tab.

Option 3: Estimates Only — will result in the default ‘package’ being added to the Estimates tab.

Option 4: Both — will result in the defaults being added for both Unit/People and Estimates.

Depending on how an administrator defined the defaults will determine when it is appropriate do each option.

Scenario 1 — Unit Type Default is defined as just the primary employee type of the unit and associated Billing
Code in Estimates

In this scenario, the Unit Type Default can quickly add the Employee row when the user tabs through or
clicks away from the active record. If it is desired to add an additional Billing Code for the unit, then
select Option 4; to skip the Estimate portion, select Option 2.

Scenario 2 — Unit Type Default is defined as the standard ‘package’ of resources for a mobilization and
mobilization Billing Codes in Estimates
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In this scenario, the Unit Type Default has been defined as the mobilization package, this is common
with larger units that require truckloads to deliver to the job site. If adding the unit to the job for the first
time (assuming the job did not originate from a quote), select Option 4. This will populate the full
package of the unit and the associated estimated billing. If the unit is already listed on the job and the
estimates in place, it may be better to use Option 1. This will avoid duplication of resources and billing

codes.

There are many more scenarios that you may run into; after using the feature, it should be easy to discern the
appropriate option to choose.

Est Billing Tab

The Est Billing tab, or Estimated Billing, is used to record the planned labor, units, billing codes, and cost of the
job. This information is carried through to the invoice.

ome 2 | |

 Main §§Unit.l'|'eo|:ule 1Est I%illing Enct Billing Lt Tnfio fn-House (D) iTool List iDaily st [ |

Show Invoices

Billing Code Date Start Date End Est Qty Unit Meas Est Rate Est Amount | Sub-Ttem

Unit Code Comments Line Item Act Qty Recurring No Act Rate Act Amount
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To add a new estimate item, click on Add Est or hit CTRL + A. W

File Edit Favorites

e E .
Mew Job | Add Est | Ins Est

The following will appear:

"¢ Schedule Jobs [E=H =R
Job No _}3 : | Show Certifications
: Main init{Peaple | Est Billing Eact Biling iLift Info in-House (1) :ToalList Daily st[« ]

Billing Code Date Start Date End Est Qty Unit Meas Est Rate Est Amount | Sub-Ttem

Unit Code Comments Line Ttem Act Qty Recurring No Act Rate Act Amount
00/00/0000 ~ ||00foo0fo000 - 0.00 - £0.00 £0.00 I
Y L ~ - I O - | T
M | | - 1

1. Select the appropriate Billing Code.

The Date Start and Date End dates should generally be left blank. However, they can be used if
company policy dictates.

A

3. Enter the estimated quantity in Est Qty and select the unit of measure from Unit Meas.
4. Enter the Est Rate if it is not auto-populated.
5. Enter Comments associated with the billing code. These comments carry through to the invoice.
6. Per internal policy, select the appropriate Line Item.
70 Schedule Jobs (=N =N
oo 7 1 |
: Main iUnit/Pecple iEst Billing !F\ct Billing ELift Info in-House (D) iTool List {Daily St'zz‘
§ ] DMIE Date : [ate i ) D ¥
DMIE 0 E E E ; ) Re ] 0 . ate ; ; |
, 110 TON AT He  |{00/00/0000 - ||00/00/o000 - 8.00|| Hours = £350.00 £2,800.00 I
4 || Example Comments || ;I

7. Repeat these steps for each billing code. If recurring billing is applied, additional information will be
present (Recurring No) will be filled in.
Note: Information entered on this screen carries through to billing. It is very beneficial to fill each record

completely, to provide the clearest intent for Accounts Receivable. Additionally, filling these prior to job
execution reduces the review process time requirements.
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Lift Info Tab

This information is used to record lift specific information for units. Field names are user-definable, in that, a
manager with appropriate permissions can modify, and will appear on the Job Ticket, E-Ticket, and Trucking
Ticket as appropriate. The first 10 fields of the Lift Info tab appear on job tickets, E-Tickets, and E-LEMs. The
remaining 5 fields, under Trucking Info, only appear on trucking related tickets.

obto 0 Rt 24
Mam ............ G EEst g éAct Billing l 1Lift Info EIn House éTooI Lisk EfDain éStorage EOwner InFDLIiI
r—Lift Info
LftRadius [ cwiconfig. [
Height l— Boom Length l—
Crane Capacity l— Set Back Fr. Bldg. l—
Pieces l— Radius l—
Total Weight l— test height I—
—Trucking Info
Length l—
Width l—
Height |—
Pieces l—
Total Weight l—

All fields are optional and are intended to provide the employee with more information.

In House Tab

The In House tab is used to record in-house comments used to track the progression of a job. For instance, a
user can record the details of any conversation or email correspondence here and can build a log of such
conversations for future reference.

Note: The In House comments can only be viewed from this tab and cannot be printed or emailed.
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T Schedule Jobs ===
oo 7 (19 |

Main ‘Unit/Pecple  ZEst Biling “act Eiling ALift Info | in-House (0} FroolList iDaily st ]

Comments Created By Created Date Modified By | Modified Date For Invoice

Resolved Resolved Comments Invoice No Resolved By Resolved Date

Click on Add Line or hit CTRL + A to add a new comment. The (0) in the tab represents the number of records

added to this tab.

File Edit Favorites

B | E
Mew Job| Add Line | [/A

After adding a new line, enter any comments relevant to the job and click Save on the dashboard toolbar. The
advantage to the In House comments is that each entry will have a Created By and Crated Date timestamp to
show when the information was entered. This saves users from having to manually enter such details.

If a comment is intended for billing, check the column titled ‘For Invoice’; this will pass the message to billing
when an invoice is generated. Billing will then, in their workflow, check ‘Resolved’ to indicate that the comment
was acknowledged and to populate the specific ‘Invoice No’ the comment was addressed on and may add
additional comments related to the resolution.
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o S [0 |

T2 Schedule Jobs =R ==

 pain “Unit/People *Est Eilling Zact Billing Lift Info 1In-Hnuse (1)) |Too| List {Daily st ]

Comments Created By Created Date Modified By | Modified Date For Invoice

Resolved Resolved Comments Invoice No Resolved By Resolved Date

Example Comments dthornton 5/4/2020 10:52 PM | dthornton 5/4/2020 10:52 P

r

CTRL + S will also save the job.

Tool List Tab

This tab provides a listing of any non-serialized, but accountable tools that may be used on a job. For

example, most rigging does not have serial numbers, but must be accounted for. These items should be

tracked on this tab.

8 5chedule Jobs M=l E3 I
JobNo 0 |2324 ;z

: Main Unlt,l’PeopIe :Est Billing nct Eiling L|Ft Info I In House I ]Tnnl List tDain éStorage iwaner Infa 4 | »
e

Category Tool Oty Oukt Dut Date Oty In In Date

Size/Comments

To add a new tool to the list, select Add Tool on the dashboard toolbar. This can also be done by pressing
CTRL + A or right-clicking in any non-editable area of the window and selection the option from the drop-down

menu.
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File Edit Favorites

E = =
Mew Job | &dd Tool) Ins Toal

1. Select a Category from the drop-down menu.
2. Select a Tool from the drop-menu.
3. Enter the Qty Out and Out Date.
4. When the tool is returned, add the Qty In and In Date to update the record.
5. The Size/Comments field may be used to enter specific details about the tool. For example, rigging
may be identified as a tool, and the size of the rigging would be added as a comment.
JobNe 0 [2324 Fz
man | lintjpeople lEstBiling ActAling | lftinfo  jnHouse  {ToolList  [Daiy iStorage  OwnerInfo 4 | ¥

Category Tool Oty Oukt Out Date Oty In In Dake

Size/Comments
Rigging Components vI Spreader, Set - 3/4" x 20' I 1|(0sf16/2017 I 00/000000 I
]

9 | Adjustable length (14'-207]

6. Repeat steps 1 through 5 for each tool associated with the job.

Daily Tab

The Daily tab allows for a more granular approach to job information. Details can be added for specific job
dates to ensure the operator or driver has information that is specific for a given scope of work, even when on
a complex project. This tab will only be used when applicable and will be used in place of the information from
the Unit/People tab and Main tabs when used.
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ﬂ Schedule Jobs _ (O]
JobNo O [2374 ’i

: Act Billng Lift Info {In House EIOD| List liilv EStorage EOwner Infa PO ELine Tkem 4|

Date Time Start | Time End Comments Work Description Equip Required
Lift Radius Height Crane Capacity Pieces Total Weight

CWT Config. Boom Length Set Back Fr. Bldg. Radius test height
Length Width Height Pieces Total Weight

Select Add Daily on the dashboard toolbar or type CTRL + A. Alternatively, right-click in any non-editable area
of the window and select the option from the drop-down menu.

File Edit Favorites

B | E
Mew Job | Add Daily § KA

1. Fill each field as it pertains to the specific date of work. The bottom row of fields is used specifically for
trucking.

ﬂ Schedule Jobs =]
JobNo |2324 E’j

: Act Billing éLift Info {In House ETDD| List 1Dail§|r EStorage éOwner Infa  iPo Line Item A

Date Time Start | Time End Comments Work Description Equip Required
Lift Radius Height Crane Capacity Pieces Total Weight

CWT Config. Boom Length Set Back Fr. Bldg. Radius test height
Length Width Height Pieces Total Weight
05/16/2017 vI 10:00 A 03:00 PM Deliver 2nd load ko jobsite Offload on M side of building || 2 chillers

40 8.5 g 2 40,00
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Storage Tab*

This Storage tab is an optional tab and may or may not be present. This tab is used for customer items like
mechanical units, telecommunications units, or other customer-related items.

T4 Schedule Jobs ===
e |

Unit{Penple 55 Est Eilling 55 &t Billing 55 Lift Info 55 In-House () 55 Tool List E5Dai|5.f Storage Ar 4|

Height | Height | Length | Length
Ticket No Ttem Description Location Weight (Ft) (in) (Ft) (In} [Ft}

Date Received Date Shipped Mext Bill Date Unload Rate Reload Rate Monthly Rate Monthly Amount
Unloaded By Reloaded By Delivered By E:::;n; Status Comments

Gross Monthly Amount £0.00

Begin by selecting Add WH or typing CTRL + A or right-clicking in any non-editable area of the window and
selecting the option from the drop-down menu. Through the admin menu, settings can be defined to set
costing associated with unloads and reloads.

"t Schedule Jobs --\El

Un|t,|'F‘eane Est Billirg Act Billirg Llft Info In House () TDD| Lisk "Da|ly Storage .ﬁu: ol L

Height | Height | Length | Length | Width
Ticket No Item Description Location ‘Weight (Ft) (In) (Ft) [In} (Ft)
Date Received Date Shipped Next Bill Date Unload Rate Reload Rate Monthly Rate Monthly Amount

Comments

[ -
05/04/2020 || 00/o0fo000 _|| 05/04/2020 _||
| [ | [

400, uu|| 400, uu|| 250, uu|| |

-

800-281-9445 | fleetcostcare.com Page 26



FLEET COST 6 C y\:13 NexGen Dispatch User Guide

1.

wn

oo bk

9.

10.
11.
12.
13.
14.

15.

Enter a Ticket No. This number is arbitrary and should be used to refer to the specific item. This
number must be unique regarding the specific job. A best-practice would be to always order tickets
incrementally from 1. This allows for the following convention: Job No — Ticket No. For example,
2324-1 would represent the first ticket for job number 2324. Only the ticket number needs to be
entered in this field. A great practice is to print stickers for stored items from this window. The sticker
can be applied to an item and tracked/inventoried during its stay on the premises.
Item Description is a comment field; enter specific details about the item.
Location refers to the physical location of the item on the premises. A best-practice would be to assign
reference numbers or other identifiers to specific locations, like A-10 to better associate the item with a
location.
Enter the Weight, Height, Length, and Width of the item.
The Date Received will populate automatically; if incorrect, adjust accordingly.
The Date Shipped is used only when the item has left the yard and does affect invoicing. Leave this
until the item ships.
Next Bill Date, representing the start of the next billing cycle. By default, this populate when the Date
Shipped is populated. This date may be changed but will impact when this item is eligible for invoicing.
When applicable, enter the Unload Rate and/or Reload Rate, unless internal policy follows different
entry methods. If costs are standardized, these fields can be set to auto-populate.

a. Refer to Admin > Set System Defaults, Storage tab to adjust the auto-calculation method.
The Unloaded By is used to identify the personnel responsible for the unloads.
The Reloaded By is used to identify the personnel responsible for the reloads.
Delivered by refers to the shipping company that delivered the item to the yard.
Trucking Company refers to whom will be delivering the item to the customer.
Status works just like Jobs and is used to identify tentatively scheduled items or confirmed items.
Comments may be entered to better identify location, item description, or any other details about the
storage item.
Repeat steps 1 through 12 for each new storage item.

Additional Info Tab

The Additional Info tab is used for lien information and Owner-Controlled Insurance Program (OCIP) related
projects. Only use this tab if the company does liens, pre-liens, Notice of Commencements, OCIP jobs, or
projects. This type of job requires additional reporting and may be filled out by an accounting representative
when applicable.
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S — _l

Lift Info éIn-House (o §T00| List éDain éStorage indditional InfoEPO (D) Llne Item ; IIIZ‘

[] Owner Same as Customer Address

Owner Name |

| Project No
|
|
|

|

= |

State

Zip

Phone |{ ) - Ext. |

Legal Description P

ocrP [

Pre-Lien Date | 05/04/2020
S

Lien Date | 05/04/2020

en Amourt

Fill out each of the fields as appropriate, per organizational policy and check the OCIP checkbox if and when
applicable. The Project No field may be used to record an internal project number that helps group jobs
together when working on multi-phase or other large projects.

PO Tab

The PO tab is a reference tab that shows all POs associated with the job. New POs cannot be generated from
this view. To create a new PO, select Enter, PO Requisition and fill-in the fields. This can also be done
through Enter->Purchase Orders if company policy allows. Refer to the How to Create a PO guide for more
information.
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Job No ,D |108 | Show Certifications
Lift Infa gln-House iy ETDD| List gDaily gStorage gndditional Infa iPD {0} Line Ikem il I r
PO # Vendor Part # Description Qty Ordered Qty Open Cost
Total 0.00 | 0.00

When a PO exists for a job, and it has been assigned to the job, it will show up on this tab. If a PO is present,
it can be double-clicked to bring up PO specific related details. Like In House Comments, the (0) on the tab
refers to the number of Purchase Orders associated with the job.

Line Item Tab

The Line Item tab is intended to be used as a reference tool, but can be modified when necessary. The
records are populated based on selections in the Estimate tab, but if an error occurs regarding line items, refer
to this tab to determine where the conflict resides. Line ltems are used by project managers and management
to breakout costs in specific ways like phases; or, for consolidation of billing items.
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[l Schedule Jobs M=
JobNa 0 [z324 ﬂ
ActBiling__iLit Info InHouse  iTool List Daily Storage iOwner Info PO ‘Line Ttem «|»

Amnt Quoted Est Expenses Est Hours

Invoiced To Date Act Expenses
1 obilization In & CLE - 1,260.00 0.00 0
il § §
4 Eoth d‘ $0.00
‘2 ‘ On-Site Operation —H $4,800.00 $0.00 | n‘
Both H $0.00
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How To CREATE A TRUCKING JOB

Begin by selecting Trucking from the Schedule drop-down on the dashboard menu bar.

File Edit Favorites Admin Maintain Enter Display | Schedule | Reports Utilities Export/Import Window Help

Johs

Trucking

Emploves Yacation/Leave

Main tab

Use the Schedule Jobs window to schedule requested trucking jobs. If it is a repeat customer requesting an
existing unit in the system, scheduling trucking jobs can be completed very quickly.
Job No j':) || Fz

Main iUnit,l’PeopIe Est Billimg {act Billing ELiFt Info iIn House iéTool Lisk iDaily EStorage Owiner Info 4 | »
Job No [A0TO vard [ptanta vard  v] Job Date [o0jonfoood | To [oojonfootn x| [ Flesible

Job Time ID?:SD A To |D4:SD PM I Flexible
¥ work Weekends [” Dispatched

Job Type IHourIy vl [ Signed Contract
Sales Person I VI Taken By lﬁ

Status [yl =l H
PO No I

Company I Fleet Cost & Care

Dept I Bare Rental

Customer )D I

Bill To I Corporate Address

Loc To I
Cust From j'J I

Ll L L Lef e Lef L

=

Loc From I Itemsshti: %
Report To | New || j WPl ) Instructions T
E-Mail ([ Z
Ordered By |New | x|we[C DES;Fi\I::‘t::: -
E-Mail ce|l 3 =

Bill To Information

Terms & I N I [ certified Pa:
Address Conditions Tetmis - Gf hd ¥
| Check List | |

I I Created By I Created Date I
Phone [ 3 - Fak[{ ) - dified
i Modi Dat
Price List | Mofied By | odfied Date

Job Site From Information Job Site To Information
Address Address I
| |
| | | | | |
Phone |( - Fax |( - Phone [ ) - Fax[( )

23. The Job No field will auto-increment once the job has been saved.

800-281-9445 | fleetcostcare.com Page 31



24.

25.
26.

27.

28.

The Yard field will auto-populate based upon the default setting, but if the job is for another yard, then use

the drop-down box ( 3 ) next to the Yard field to pick a different yard.

The Company field is set by default.

The Department field may be set to default, but should always be verified. If a change needs to be made,
use the drop-down box next to Department and pick the appropriate Department that was set up by the
Administrator (these are user-defined fields).

The Customer field: start typing the customer name and then use the drop-down box to select the correct

customer. If the customer is not in the system and needs to be added, click on the ( ) box next to
Customer.
The Loc To field reflects the details associated with a specific customer’s delivery location. If a new

delivery location is required, select ( ) next to Loc To. Another way to look at Loc To is that it is the
Ship To location.

Schedule Trucking Jobs S [=] I
JobNo || Fz
Main EUnit,l'PeopIe Est Eilling énct Eilling Lift Info In House ETDD| Lisk éDain Skorage Cnnier Info o | 3
Job No [aLTO Yard [ptlanta vard 7] JobDate [00jo0/oon 7| To [00/00/0000  ¥| [ Flexible
Company I Fleet Cost & Care j Job Time IU?:3U AM To |U4=3U Pt [ Flexible
Dept I Eare Rental j v work weekends | Dispatched
- Job T IH I [ [ Signed Contract
Customer , ) I j Y =
Sales P I I Taken B I I
Bill To ICorporate Address j ales Person x aken by >
Status [elayilg=tl
ocroren] | E |
= PO No =
Cust From -m ] - I j
s
I J Items to N
Loc From I j ship —
Report To | New || j WPl 1 - Instructions -
E-Mail e ) =
Ordered By |New ~|welt 3 Description =
|I J Of Work =
E-Mail |l ) | <
Bill To Information
Address Terms & ITerms - GA vl [" certified Pay
Conditions
Check List I vl
I I Created By I Created Date I
Phone [ - FaHI( -
i Modified Date
Price List Modified By | I
Job Site From Information Job Site To Information
Address I Address I
Phone |( - Fax |( b= Phone |( T - Faxl( )

29. The Cust From and Loc From fields are the point of origin information. This is used to identify where the

truck is to pick up the item(s) that it will be delivering to the Loc To field. This may be a separate
customer’s location, the company yard, or any other location that is separate from the destination.

30. The Report To field and E-Mail and phone fields are used to identify a point of contact. This point of

contact may be at the Loc From location or the Loc To and will provide instructions as necessary to the
driver.
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31. The Ordered By, E-Mail, and phone fields are used to identify the individual taking responsibility for the
job. This may be the same as the Report To.

32. Enter the Job Date and Job Time.

Note: The Flexible checkboxes can be checked if the job dates and/or times are flexible for other days or

times.

Note: If the job goes through the weekend check the checkbox next to Work Weekends.

33. Click on the drop-down next to Job Type to select the Job Type.

34. The Salesperson may auto-populate based upon information within the CUSTOMER table, but if it does
not then enter the Salesperson.

35. Checked By is who checked the jobsite.

Note: this could be the salesperson or it could be customer verified, etc. — this should be entered as to confirm

that the equipment required will work on the jobsite.

36. Taken By would be the person that took, or scheduled, the job (the Dispatcher, the Salesperson, etc.)

37. PO No will need to be filled out if a PO is required as determined by the administrator.

PO(Req) | PO No |
required not required

38. Items to Ship is a text field where all the item(s) can be recorded.

39. Instructions are where special instructions can be entered.

40. Description of Work is an explanation of what is being done on the jobsite.
Note: This information will carry over to the invoice.

41. Now click on the UNIT/PEOPLE tab.

Unit/People Tab

7. Click on Add Unt/Ppl from the dashboard toolbar, press CTRL + A, or right-click in any non-editable area
of the window and select the option from the drop-down menu and the below will appear:

File Edit Favorites Ad

e =

* Mew Job |add Untepl| Tns Uje T
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JobNo ICC-9823?1

ﬂ Schedule Trucking Jobs ==] E3 '

Yiew IUnits,l’Emponees Far al Vardsd

Unit/People fEst Biling

iactBiling Lt Info

In House

ool List

éDain

iStorage Owner Info 4 I 3

Hide Tickets

| | Generate Ticket |

| Delete Ticket |

12/22/1998 vl

12/30/1999 «

05:30 AM 05:00 PM

Ticket Mo

Drake Type

Start Time End Time

In Yard Time

Comments

TIP: Use CTRL-A and CTRL-D
to add and delete records,
respectively, in any window!

©

From the Unit/Emp drop-down box, select the desired entity.

9. From the Type drop-down box in the second column, select the type
of unit or employee required.
10. From the Unit/Employee drop-down box in the third column, select the actual equipment or employee

being assigned to job.

11. You can add multiple Unit/People from the drop-down that represents all aspects of the job by repeating

steps 1 through 4.

12. Here is an example of what this would look like (this is only representative information).

™ [~ -
JobNo ) |

ﬂ Schedule Trucking Jobs [_ O]
! UiewlUnits,l’Emponees For all \"ardsj

Unit/People [Est Biling

iactBiling Lt Info

In House

Tool List

éDain

iStorage owner Infa 4 | »

| Show Hours [Miles | |

Hide Tickets | | Generate LEM |

| Delete LEM |

Unit 5tatus

P/U Ret To Yard Diler Talked To Bill of Lading Load No A
Employee vI Mechanic 1 vI Avail ||Torrence, Wes vI

Comments

12221998

12/24/1998 -

05:30 AM 05:00 PM

=

Crane - New|(30 Ton Crane

| Avail ||AT-D3 |

Torrence, 4

|12,|'22,|'1998

| 12}24/1995

08:30 &M ||05:00 PM

Adams, Da

S

800-281-9445 | fleetcostcare.com

Page 34



Est Billing Tab

The Est Billing tab, or Estimated Billing, is used to record the planned labor, units, billing codes, and cost of the
job. This information is carried through to the invoice.

I8 schedule Jobs

Job No /\I

| |
: Main “Unitfpecple  |Est Billing  Jct Billing

éLiFt Info {In House Tanl List

Diily

éStorage

EOwner Info 4 | »

Show Invaices

Unit Code Comments

Est. [ty
Act. Oty

0.00
0.00

Est. Total I $0.00
Act. Total I $0.00

Billing Code Date Start Date End Mext Bill Est Qty Unit Meas Est Rate Est Amount Item
Ack Qky Ack Rate Ack Amount | Reccuring No Est Qty 2 |Unit Meas 2 | Esk Rate 2 Est Amount 2
Line Item Est Qty 3 |Unit Meas 3| EstRate 3 |Est Amount 3

To add a new estimate item, click on Add Est or hit CTRL + A.

The following will appear:
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E:

|

fdd Est

Ll

|
Ins Est
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15.

ﬂ Schedule Jobs

JobNo O I

: Main éUnit,l'PeopIe 1Est Billing E.ﬂ.ct Billing éLiFt Infao In House Tool Lisk E;Daily EStorage EOwner Info 4| »

Billing Code Date Start Date End Next Bill Est Qty Unit Meas Est Rate Est Amount Item
Act Qky Act Rate Act Amount | Reccuring No Est Qty 2 |Unit Meas 2 | Est Rate 2 |Est Amount 2

Unit Code Comments Line Ikem Est Qty 3 |Unit Meas 3 | Est Rate 3 Est Amount 3
T oo ~fjwsas - [ ow[ o ww e |

| =l I ~

Select the appropriate Billing Code.
Select the Date Start and Date End dates that coincide with the specific billing code.

. Enter the estimated quantity in Est Qty and select the unit of measure from Unit Meas.
. Enter the Est Rate if it is not auto-populated.

. Select the Unit Code, if any, associated with the billing code. This field will only have selection options

if units are identified in the Unit/People tab.

. Enter Comments associated with the billing code. These comments carry through to the invoice.
. If applicable per internal policy, select the appropriate Line Item.
ﬁ Schedule Jobs |_ (O] x|
JobNo 0 [2324 m
‘e Hiniyeople |EstBilling factsling  Aitinfe  inHouss  ioollst  iDaby Storage  OwnerInfo 4| ¥
Show Invoices
B g Code Dake a Date d = B 1 £ Rake f 0 = =
] f Rake 1 1 D e g Mo (] e4 Hake 1 D
ode D £ e £ 1 o Hake 1 D
110 Ton Mo = ||05/16/2017 «|[05/17/2017 - 8.00]| Hours - 300,00 $z,400.00)
by
1107 jl Enter any comments that ” on-Sike Opet;l

Repeat these steps for each billing code. If recurring billing is applied, additional information will be
present (Recurring No) will be filled.

Note: Information entered on this screen carries through to billing. It is very beneficial to fill each record
completely, to provide the clearest intent for Accounts Receivable. Additionally, filling these prior to job
execution reduces the review process time requirements.

Lift Info Tab

This information is used to record dimensional information for the truck(s).
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)
JobNo 0 |2324

i

tOwner Info 4 | »

Tain Unit{Feople EEst Billing g.ﬁ.ct Billing ILiﬂ: Info lIn House ETDD| Lisk EDain gStorage
—Lift Info
Lift Radius | CWT Config. |
Height I Boom Length I

Crane Capacity I

Pieces I

Total Weight |

Set Back Fr. Bldg. I

Radius I

test height I

—Trucking Info

Length I

width |

Height |

Pieces I

Total Weight |

This tab is dual-purpose. For trucking, the lower box, titled Trucking Info is used to record detailed load
information. All fields are optional and are intended to provide the driver with more information.

In House Tab

The In House tab is used to record in-house comments used to track the progression of a job. For instance, a
user can record the details of any conversation or email correspondence here and can build a log of such
conversations for future reference. The advantage to the In House comments is the time stamp capability.
This saves time when entering information.
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|

Mair finitfPecpls  lEstBilng  iActBiing Witifo [In-touse (0) froditit Daly ot o] |
Comments Created By Created Date Modified By | Modified Date For Invoice

Resolved Resolved Comments Invoice No Resolved By Resolved Date

Click on Add Line, press CTRL + A, or right-click in any non-editable area of the window and select the option
from the drop-down menu to add a new comment.

File Edit Favorites

e Ei
Mew Job | Add Line | [JA&

After adding a new line, enter any comments relevant to the job and click Save on the dashboard toolbar. If a
comment is intended for billing, check the column titled ‘For Invoice’; this will pass the message to billing when
an invoice is generated. Billing will then, in their workflow, check ‘Resolved’ to indicate that the comment was

acknowledged and to populate the specific ‘Invoice No’ the comment was addressed on and may add
additional comments related to the resolution.
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Job No ,D |N | Show Certifications Fz
ain {UinitjRenple Est Eilling iact Biling ELift Info !In—Huuse (o) [TUDI List Daily St o | r

Comments Created By Created Date Modified By | Modified Date For Invoice

Resolved Comments Invoice No Resolved By Resolved Date
Example Comments dthornton 5/4{2020 11:06 PM | dthornton 5/4/2020 11:06 P 2

M

CTRL + S and the right-click technique will also save the job.

Tool List Tab

This tab provides a listing of any non-serialized, but accountable tools that may be used on a job. For
example, most rigging does not have serial numbers, but must be accounted for. These items should be
tracked on this tab.
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JobNo |2324

g schedule Jobs M=] E3

#

iactBiling  Lift Info In House |TunlList |Dailv

gSt-:-rage

SCwner Info 4 | »

Category Tool Oty Ouk Out Date Oty In In Date

Size/Comments

To add a new tool to the list, select Add Tool on the dashboard toolbar.

ok~

File

e
Mew Job

Edit Favorites

E:

L]

&dd Taool

p
i)

Ins Taool

Select a Category from the drop-down menu.
Select a Tool from the drop-menu.
Enter the Qty Out and Out Date.
When the tool is returned, add the Qty In and In Date to update the record.

The Size/Comments field may be used to enter specific details about the tool. For example, rigging

may be identified as a tool, and the size of the rigging would be added as a comment.
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JobNo |2324 fz

“Main éUnit,l'People Est Eilling {act Billing %Lift Irfo In House iTqu List kDain gStorage iowner Infa 4 | »

Category Tool Oty Ouk Out Date Oty In In Date

Size/Comments
Rigging Cormpaonents vI Spreader, Set - 3/4" x 20 I 1|(05f16/2017 I EIEI,I'DD,I'EIDDEI

4 | Adjustable length (14'-201]

6. Repeat steps 1 through 5 for each tool associated with the job.

Daily Tab

The Daily tab allows for a more granular approach to job information. Details can be added for specific job
dates to ensure the operator or driver has information that is specific for a given scope of work, even when on

a complex project. This tab will only be used when applicable.

[ schedule Jobs [ _ O]

JobNo D |2324 ’z

: act Biling Lift Info In House ETDD| Lisk HDail'_f Frorage éOwner Info PO éLine Ikem 4 I »

Date Time Start | Time End Comments Work Description Equip Required
Lift Radius Height Crane Capacity Pieces Total Weight

CWT Config. Boom Length Set Back Fr. Bldg. BET T test height
Length Width Height Pieces Total Weight
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Select Add Daily on the dashboard toolbar, type CTRL + A, or right-click in any non-editable area of the

window and select the option from the drop-down menu. W

File Edit Favorites

B | H
Mew Job | Add Daily | FjA

Fill each field as it pertains to the specific date of work. The bottom row of fields is used specifically for
trucking.

ﬁ Schedule Jobs H=]
= 4
Job No P |2324 Fz
“ActBiling  iLift Info {In House iTool List 1D~=!i|‘.\|r EStorage iowner Infa iPQ) Line Item >

Date Time Start | Time End Comments Work Description Equip Required
Lift Radius Height Crane Capacity Pieces Total Weight

CWT Config. Boom Length Set Back Fr. Bldg. Radius test height
Length Width Height Pieces Total Weight
05/16/2017 vl 10:00 A 03:00 PM Deliver 2nd load ko jobsite Offload on M side of building || 2 chillers

40 8.5 g 2 40,00

The information provided on this tab overrides job-level details.

Storage Tab*

This Storage tab is an optional tab and may or may not be present. This tab is used for inventory control of

stored items like mechanical units, telecommunications units, or other customer-related items.
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Un|t,|'PeopIe Est Biling P.ct Billing L|Ft Info In House (0} Tl:n:nl List ;Dally Storage Ac; ¥

Date Received Date Shipped Next Bill Date Unload Rate Reload Rate Monthly Rate Monthly Amount
Unloaded By Reloaded By Delivered By :;:fg:z Status

Gross Monthly Amount £0.00

Begin by selecting Add WH, pressing CTRL + A, or right-clicking in any non-editable area of the window and
select the option from the drop-down menu. Through the admin menu, settings can be defined to set costing
associated with unloads and reloads.

T Schedule Jobs =

JobnNo |1':'8 | Show Certifications .

[ - [ o of of of of 9
05/04/2020 I|uumufuuuu _I|us;u4fzuzu _|| 400, uu|| 400, uu|| 250, uu|| |
| [ | [ B

h

1. Enter a Ticket No. This number is arbitrary and should be used to refer to the specific item. This
number must be unique in regards to the specific job. A best-practice would be to always order tickets
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incrementally from 1. This allows for the following convention: Job No — Ticket No. For example,
2324-1 would represent the first ticket for job number 2324. Only the ticket number needs to be
entered into this field.

2. Item Description is a comment field; enter specific details about the item.

3. Location refers to the physical location of the item on the premises. A best-practice would be to assign
reference numbers or other identifiers to specific locations, like A-10 to better associate the item with a
location.

4. Enter the Weight, Height, Length, and Width of the item.

5. Enter the Date Received.

6. When applicable, enter the Unload Charge and/or Reload Charge, unless internal policy follows

different entry methods.

7. The Unloaded By is used to identify the personnel responsible for the unload.

8. The Reloaded By is used to identify the personnel responsible for the reload.

9. Delivered by refers to the shipping company that delivered the item to the yard.

10. Trucking Company refers to whom will be delivering the item to the customer.

11. Status works just like Jobs and is used to identify tentatively scheduled items or confirmed items.

12. Comments may be entered to better identify location, item description, or any other details about the
storage item.

13. Repeat steps 1 through 12 for each new storage item.

Owner Info Tab

The Owner Info tab is used for lien information and Owner-Controlled Insurance Program (OCIP) related
projects. Only use this tab if the company does liens, pre-liens, Notice of Commencements, or OCIP jobs.
This type of job requires additional reporting and may be filled out by an accounting representative when
applicable.

E Schedule Jobs [_ o] x]
JobNo 7 [2324 rz

act Biling  3Lift Info inHouse  Tool List iDaily iStorage il:lwnr:r Info [Po ineltem | 4

[¥ Owner Same as Customer Address

Owner Name I Project No I
I
Address I
I
cicy |
State I -
Zip I

Country I

Phone I( Y- Ext.

Legal Description ;I
octp [

Pre-Lien Date IUSJIS;’ZUI? VI
Pre-Lien Amount I $0.00
Lien Date IDS]I5)’ZUI7 VI

Lien Amount I $0.00
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Fill out each of the fields as appropriate, per organizational policy and check the OCIP checkbox if and when
applicable. The Project No field may be used to record an internal project number that helps group jobs
together when working on multi-phase or other large projects.

PO Tab

The PO tab is a reference tab that shows all POs associated with the job. New POs cannot be generated from
this view. To create a new PO, select Enter, PO Requisition and fill-in the fields. This is also possible
through Enter-> Purchase Orders, if the company allows. Refer to the How to Create a PO guide for more
information.

[_[O[x]
nnnnn P [Z
oy >

When a PO exists for a job, and it has been assigned to the job, it will show up on this tab. If a PO is present,
it can be double-clicked to bring up PO specific related details.

Line Item Tab

The Line Item tab is intended to be used as a reference tool, but can be modified when necessary. The
records are populated based on selections in the Estimate tab, but if an error occurs regarding line items, refer
to this tab to determine where the conflict resides. Line ltems are used by project managers and management
to breakout costs in specific ways like phases; or, for consolidation of billing items.
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Loads Tab*

JobNa 0 [z324

ActBiling__iLit Info {In House:

Mool List Daily Storage iOwner Info PO

‘Line Ttem

Ewp/Rev /Both

Line # Line Item Amnt Quoted Est Expenses Est Hours
Invoiced To Date Act Expenses

[l Schedule Jobs M=l

£
Al

1 Mabilization In & OLE -| $1,260.00 $0.00 0
Both - $0.00
g |
‘2 ‘ On-Site Operation —H $4,800.00 $0.00 | n‘
Both H $0.00

The Loads tab is used to identify the details of a load and facilitate the assignment of the load to a driver.

Begin by clicking on the Add Load () button on the dashboard toolbar, or press CTRL + A.

Note: This tab has additional tabs! Look at the bottom of the window for additional tabs.

I8 quotes for Trucking [_1O[ =]

*Estimate Tools(Rigging

Quoteo 0 [773

.;Lirtl.nfo“ e T

" ioaas »

Load No Commodity Start Date End Date Location From
3 i

67112017 6/112017

Location To

LoadNo ||

Load Date [qegiizot7  v]  Delivery [woizor v

Enmmndityl

Customer From Information

Customer From | aaeame custome
Ship From

Lkl

4

4

Customer To Information

= Load Time [g7.30 g1 Delivery [04:30PM

Customer To - [[saee8s custome v
Ship To <

Address Logress 03

Address Lodress 03

Load Main Tab

1. Enter the Load No. This is an arbitrary number that must be unique for within the job.

2. Enter a Commodity description.

3. Select or add the Customer From, Ship From, Customer To, and Ship To.
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4. Enter the Load Date, Load Time, Delivery date, and Delivery time.
5. Repeat steps 1 through 4 for each load.

Load Detail Tab
The Detail tab allows for entering details about the specific delivery.

Quoteno O 73
mim

Estimate £ ToolsfRigging it Info £line Ttem Loads

Load No |1 Commodity fvAc LT

Permits Commodity Weight

Commaodity width
Commeodity Length

Comments Commodity Height

—
—
—
—

Loadedweight [ kG/Bs
—
—
—

Loaded width

Loaded Length
Loaded Height

i

Load Main Detail Funit/peole _Tanls Graues

Note: Notice the grayed-out fields at the top of the tab; these inform the user of which load and commodity are
being modified by the proceeding fields.

1. Add details associated with Permits, Comments, Directions, and Routing.
2. Enter the Commodity Weight, Width, Length, and Height.
3. Enter the Loaded Weight, Width, Length, and Height.

Load Unit/People Tab
The Unit/People tab associates the Load No with a schedule type and unit type.
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QuoteNo 0 [73 E
Estimate {Tadks/Rigging {uift 1nfo {Line tem {Loads |

LoadNo [t Commodity Hyac LNIT

Load Main :Detail Unit,/People fixle Groups

E

=1

Begin by clicking the Add Unt/Ppl (’:":":| I-""t-“:":") button on the dashboard toolbar, or press CTRL + A.

1. Select the schedule type by clicking the Unit/Emp drop-down menu.
2. Select the unit type by clicking the Type drop-down menu.
3. Add any Comments as appropriate.

Load Axle Groups Tab
The Axle Groups tab allows for the entry of axle weights.

Begin by entering the Steering Weight and Drive Weight of the load.

El

Click on Add Axles (#93#%5 y htton, or press CTRL + A to add a trailer group.
Enter the Trailer Group number and Axle Weight as appropriate.

Repeat steps 1 and 2 until all trailer groups are identified.

Click Save on the dashboard toolbar.

Pobd~

After all information has been entered, the Load No will populate on the appropriate unit on the Unit/People tab

of the Quotes for Trucking window.
Quotes may be emailed directly from NexGen using the built-in email utility.

Converting a Job Quote

After a salesperson has generated a quote and the customer is ready to schedule there is no reason to

duplicate effort. All information from a quote can be carried over to a job with the click of a button.

Start by opening a quote from the menu bar:
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File Edit Favorites Admin  Maintain Display Schedule Reports

Labor

Materials

(#

Inventory Stock Adjustments

Cuotes uotes For Jobs

Order Entry «  uokes For Trucking

Order Pick Ticket Shipment Cuokes For Work Orders
Wtk Orders

i1 B8 i

The above screen shot shows the navigation from Enter -> Quotes -> [any of three options]. These options are
generally user-specific. Each window is almost identical to their Schedule equivalents. Select the appropriate
option to open the Quote window.

%/ Quotes for Jobs =] 3
QuoteNo - [T

Main Unit{People ;Estimat EiToolsRMng EHFt Info iLine: Tkem :
Quote Mo IIDDD4 Converted To Job F Quote Min |—$DDD
Company I Fleet Cost: & Care = b Bate I 11/14/2016 - Quote Max I $0.00
Dept I Bare Rerj Yard Intlanta \"ardj Ending Date |U5.|'14.|'251? vl Sales Person |Curran, Jeff VI
(BT /’JIW Final Date IUU,I'UU,I’UUEIEI vl Taken By |Fuller, Jenna vl
Bill To I Corporate Address j Submitted Date W Checked By W

Job Site W Award Date W Jo_b Tvpf Hourly

Quoted To IJackCurran -l Status I Awarded j Required
. = et G Iﬁ ustomer will pick up =~
WP |(snn) 555-5555 EP|(243) 555-5555 ost Code > Comments |*oo'deon e e =
E-Mail I]ack.curran@ﬂeetcostcare.com Lost G t - .
ost Comments - Description |Front Loader Bare =
Rental =l

Bill To Information OF Work
Use Quote Detail Amounts [

Address i
I‘;ESD York Alpha Drive Billing Type lm In House 3:

fpercem |
'\In. Royalkon '\1( |44133 Footer IThank wou j IWe thank wou For this opporturity to serve youll ﬁ

Terms &
Phone [(404) 2552098 Fax[( ) - Conaita % [FCC Quote Terms -

Price List |scoosv [las]

Job Site Information
Created By ﬁ'enna Created Date IIIJIDJZDIE 10:20:37 AM
Address 5880 York Alpha Dri
3590 Yerk Algha Drive Modified By [rbsi Modified Date |11,t1512016 :52:50 AM

'\Io‘ Royalon |W |44133
Phonel( o= Faxl( 1

I;I;\;|

If a quote has already been converted to a job, it will appear grayed-out. This is to show that no changes can
be made to the quote and all changes must occur in the job instance. Refer to the Converted To Job field for
a job number reference.

If the quote has not already been converted, do a quick review of the information and fill in any gaps that can
@&

be filled. Once satisfied, click on the Conv Job (:52%.328 ) hytton on the toolbar. This will bring up a prompt to

confirm the action:
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Quotes for Jobs Eq I

@ Convert Quote 10001 to a Job?

This window helps to ensure the correct quote is being converted; note the quote number in the dialog box.
The next action to occur is a new window showing the Schedule Jobs interface and a dialog box prompting for
job times. Follow the instructions, review the information, and click Save on the toolbar. A few fields are not
available in the Quote window that are present in the Schedule Jobs window. Now is a good time to add

information to these fields, including PO number, job times, travel time adjustments, specific employee and unit
assignments, and Report To contact.
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HOw TO GENERATE A TICKET

The concept of ticket generation is that the dispatcher saves an instance of a ticket and that action triggers a
process of submitting information to the ticketed individual's device, notifying the user of the action allowing the
user to view the pertinent details of the job. It also facilitates the tracking of information on the job site by
allowing the end-user the ability to set timestamps, add notes, and obtain signatures. This information, once
saved, is then forwarded back to the server for record keeping and further actions including invoicing, labor
approval, and maintenance.

Generate Ticket From Schedule Jobs Window
How to Generate a Ticket

The concept of ticket generation is that the dispatcher saves an instance of a ticket and that action triggers a
process of submitting information to the ticketed individual's device, notifying the user of the action allowing the
user to view the pertinent details of the job. It also facilitates the tracking of information on the job site by
allowing the end-user the ability to set timestamps, add notes, and obtain signatures. This information, once
saved, is then forwarded back to the server for record keeping and further actions including invoicing, labor
approval, and maintenance.

1. Navigate to Schedule Job by selecting the Schedule Job option from the menu toolbar or double-
clicking the unit in the Unit Schedule or Unit Employee Schedule.
2. Select a unit from the Unit/People tab of the Schedule Job window.

Main lUl'lit/ People [Est Billing iAct Billing iLift Info {In House iTool List iDaily Istorage lowner Info PO ﬂ

Show Hours/Miles |

Show Tickets |

Unit/Emp Type Unit/Employee Operator Date Start Date End Time Start Time End =

Unit Status PfU Ret To Yard Talked To

Comments

| -
[test
Truck ~([Truck ~|| Avail Lzom' |[Torrence, wes  -[[12/16/2013 [[12/16/2013 -[os:30 AM | 05:00 P4
» | :
Employee |[Driver [[Avail |Lauer, Joe M \ |05/02/2015 [ 05/02/2015 |o8:30 AM |os:00 PM

\ r

Note: This selection can only function on a unit and not on an employee; an employee must be assigned to the
unit prior to generating a ticket.

3. Verify all information associated with the unit, employee, and job.

4. Click Show Tickets. The button options will update and look like this:

: Mlain ]Unitf People  Est Biling At Biling SLift Info iIn-House (0} {Tool List iy Sk« v |

|5hov.'HnursfMi|es| | Hide Tickets | | Generate Ticket | | Set Ticket Status == | ﬁ“%;g: 00,/00/0000 |~ 00000000 vl

5. Click Generate Ticket.
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6. Review the information in the dialog box that appears; this information is consistent with the original
entered information but can be manipulated for specific circumstances.

85 Ticket Date >

Generate Ticket for

Type Date

[rick= ~|  losjosp0z0 [V

| oK | | Cancel |

7. A table row will appear at the bottom of the Unit/People tab showing some details associated with the

job. This is the instance of the ticket within the database.
Hide Cancelled Tickets [ |

Ticket No Type Start Time End Time InYard Time Comments Status

05/05/2020 n Operator |07:00 &AM Not Sent

Information is representative only

Note: The ticket is not generated at this point. No information has been committed to the database and no
information has been forwarded to the affected employee until this process is complete (note the ‘Not Sent’ in
the Status column). At this point, if an adjustment needs to be made to the Date or Start Time, you may adjust.
Once saved, this information may not be modified.

8. Click Save on the menu toolbar.

Schedule Jobs %]

Employee '5933' does not possess the required unit certificate tag
test description'.
Gk to continue?

Note: Often times, one or more dialog boxes may appear to notify the user that a constraint has been violated.
Acknowledge such messages before proceeding.

Hide Cancelled Tickets [ ]
Ticket No Type Start Time End Time InYard Time Comments Status

Operator |07:00 AM H Sent

Note: Notice the addition of “9504” in the above example, this is the databases reference to the specified ticket.
This same number will persist for this ticket moving forward, on both NexGen and Atom. The Status has also

800-281-9445 | fleetcostcare.com Page 52



FLEET COST 6 C y\:13 NexGen Dispatch User Guide

updated to ‘Sent’, this is to indicate that NexGen has forwarded the ticket to the specified employee’s mobile

device. A full listing of statuses that may appear in this column include the following:

Not Sent Ticket has not been sent to the user(s)

Sent Ticket has been sent to all users

Viewed Primary employee has viewed the ticket in the ticket queue in Atom
Downloaded Primary employee has downloaded the ticket in Atom

Started Primary employee has tapped the ‘Start Time’ button in Atom

Left Yard Primary employee has tapped the ‘Left Yard’ button in Atom

First Signature

Primary employee has saved the first signature from the customer;
tickets with a first signature may not be cancelled. If a ticket is cancelled
before this point and the employee is actively working in the ticket, it will
not prevent them from moving forward with the ticket. After the ticket is
saved, it will reinstate the ticket in NexGen. This is to avoid a scenario
where an employee’s ticket is cancelled, and they can no longer record
information about the job because no new ticket was received.

Second Signature

Primary employee has saved the second signature from the customer

Left Job

Primary employee has tapped ‘Left Yard’

Arrived Yard

Primary employee has tapped ‘Arrived Yard’

Finished Primary employee has tapped ‘End Time’
Primary employee has tapped ‘Complete Ticket’ in the overflow menu or
Completed Dispatch has manually updated the status to Completed to finish the
workflow
Cancelled Dispatch has cancelled the ticket through NexGen or Atom

9. Notify the employee. This step is very dependent on organizational policy and a process/procedure

should be addressed and defined prior to committing to ticket generation.

When a ticket is cancelled or completed, NexGen will automatically generate a pdf copy of the e-ticket. This
preserves the content and layout of the e-ticket at the time the customer signed it. These pdf copies may be

viewed in the File Links option (lightning bolt icon).
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Job-9993333 View (E-Tickets ~

File Name Envelope Status Created By Modified By

Comments Available On Tickets Created Date Modified Date

b mhbsi mhbsi
) | E-Ticket # 9500 - Cancelled || [l ||5,-'5,a‘2u2u 12:25 PM ||5,-'5,-‘2uzn 12:25 PM |
3| \\TESTSQLO1\TS050ata\FileLinks\8501 - Cancelled.pdf dthornton dthornton
E-Ticket # 9501 - Cancelled r 5/5/2020 2:03 PM_ |[5/5/2020 2:03 PM

All e-tickets will begin with “E-Ticket # [ticket number]’; if cancelled, they will have “— Cancelled” appended to
the ticket Comments. This feature only saves the e-ticket and not the associated Checklists or Hours & Miles
tabs of the ticket.

Note: if you can’t see the e-tickets, change the View in the top-right of the screen to ‘E-Tickets'.

Note: Ticketing can be done manually (paper) or electronically (e-ticket). When e-tickets are generated, a
notification icon will appear on the Jobs icon within Atom but will not send push notifications to the device
owner. One practice for notification is to use the internal email utility of NexGen to generate an email and send
to the employee. This is dependent on the employee’s access to email and organizational policy for
acknowledging such means of communication.
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How TO REVIEW TICKETS

After a ticket has been completed by an employee, it is necessary to review their job and labor information
from their e-ticket, approve it, and forward the information to other departments. This guide will cover the

review portion of this process.

E-Ticketing Not Approved or Invoiced

1. Open E-Tickets Not Approved or Invoiced. To navigate to this screen, select Enter from the menu

toolbar, select Invoices, and E-Tickets Not Approved or Invoiced.

File Edit Favorites Admin  Maintain Display Schedule Reports Utilities

H 4 (3 ] k= Labor
: Today Prior Job Wext Job  Last Job | First  Previd

Materials

Inventary Stock Adjustments
Quotes
s|  Order Entry
¥ Order Pick Ticket Shipment
~ Work Orders
Wark Order From Defidiencies

@ Deficiencies Reported As No Repair Needed

Wark Orders From Due PM's
- PO's from JobfWwO Estimates

Job Line Items

Job Change Order
Equipment Allocation

Equipment Allocation From Excel

¥ Current HrsiMiles

Preventative Maintenance

PO Requisition
s Purchase Orders

=
{1 Receivers

Youchers >

Qom

Export/Import  Window  Help

i W@ @

Find Text Customize SawsAs Print  Close
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FLEET COST & CARE

3 E-Tickets Not Approved or Ivoiced

@y [ Fleet cost & care | yarg [Atenta Yard | penarerent [ Al Departments El Viewsy I | View
‘ View Job ‘ ‘ View Ticket |
WTL - Worked Through Lunch
Ticket No Type Date Job Job Start Job End Actual Time Employee WTL ST oT Status
-~ Billing Comments
Left Yard Arrived Job Left Job Arrived Yard Customer Job Site Ticket Comments
671 LEM 02/27/2015 186 02/27/2015  03/05/2015 00.05 Hrs Fuller, JennaMary ] 0.00 000 0.00 Approved
11:05 AM 11:05 AM 11:09 AM 11:10 AM Al Erection & Crane Rental  Grane Village Customer damage to front outrigger box.
672 03/13/2015 188 03/12/2015  10/01/2015 00.01 Hrs Fuller, JennaMary ] 0.00 0.00 0.00 Not Approved
9:42 AM 9:42 AM 9:42 AM 9:43 AM Stadium Constructors Inc Atlanta Falcons Stadium
684 LEM 06/09/2015 188 03/12/2015  10/01/2015 00.12 Hrs Fuller, JennaMary ] 0.00 0.00 0.00 Not Approved
10:28 AM 10:28 AM 10:34 AM 10:40 AM Stadium Constructors Inc Atianta Falcons Stadium
819 4/2015 200 08/20/2015  12/18/2015 00.02 Hrs Fuller, JennaMary o 0.00 0.00 0.00 Not Approved
9:30 AM 9:30 AM 9:32 AM 9:32 AM Harvey Electric [Biling Address]
885 rator 10/12/2015 200 08/20/2015  12/18/2015 00.06 Hrs| 110MHO3 Fuller, JennaMary o 0.00 0.00 0.00 Not Approved
1:15PM 1:16 PM 1:21 PM 1:21 PM Harvey Electric [Billing Address]
514 ator 10/27/2015 200 08/20/2015  12/18/2015 00.02 Hrs 110MH03 Fuller, JennaMary 5] 0.00 0.00 0.00 Not Approved ~ ~
1047 AM 10:47 AM 10:47 AM 10:49 AM Harvey Electric [Biling Address]
%8 rator 11/122015 200 08/20/2015  12/18/2015 00.07 Hrs 110MHO3 Fuller, JennaMary ] 0.00 0.00 0.00 Not Approved
3:29PM 3:30 PM 3:36 PM 3:36 PM Harvey Electric [Billing Address]
911 rator 10/23/2015 209 10/23/2015  10/23/2015 00.05 Hrs| 110MHO3 Fuller, JennaMary Fl 0.00 0.00 0.00 Not Approved L
212PM 2:42PM 2:15PM 2:47 PM Stadium Constructors Inc Atlanta Falcons Stadium
977 rator 11242015 212 11/11/2015  01/11/2016 00.09 Hrs €777 Fuller, JennaMary v 0.00 000 0.00 Not Approved
10:13 AM 10:13 AM 10:22 AM 10:22 AM Georgia Power Works Plant Bowen leftat 8
993 12/02/2015 214 11/17/2015  12/17/2015 00:00 Hrs: Blastow, BrymNacoke (1 0.00 0.00 0.00 Approved Testing
9:51 AM 9:51 AM 9:52 AM Stadium Constructors Inc Atlanta Falcons Stadium
1093 rator 02/23/2016 215 11/16/2015  07/26/2017 00.06 Hrs C-980 Fuller, JennaMary v 0.00 0.00 0.00 Not Approved
12:22PM 12:22 P 12:26 PM 12:28 PM Steel Erecting Specialists Atianta Falcons Stadium
1090 rator 16 221 12/09/2015  12/31/2016 00.10 Hrs| 110MHO3 Fuller, JennaMary v 0.00 0.00 0.00 Not Approved
11:38 AM 11:38 AM 11:48 AM 11:48 AM All Erection & Crane Rental  Plant Bowen
1577 LEM 11/07/2006 221 12/09/2015  12/31/2016 00.01 Hrs Blastow, BrymNacoke 00 0.00 0.00 0.00 Not Approved
2:28 PM 2:28PM 2:29 PM 2:29 PM All Erection & Crane Rental Plant Bowen
1044 Operator 12/21/2015 223 12/10/2015  01/09/2016 00.02 Hrs C-980 Fuller, JennaMary Bl 0.00 0.00 0.00 Not Approved
3:38PM 3:38 PM 3:40 PM 3140 PM Steel Erecting Specialists Atlanta Falcons Stadium
1043 1221/2015 224 12/21/2015  12/24/2015 00.01 Hrs|T-2 Fuller, JennaMary o 0.00 0.00 0.00 Not Approved
3:34 PM 3:34 PM 3:35 PM 3:35 PM Steel Erecting Specialists Highlands Elementary School
1038 rator 12/22/2015 224 12/21/2015  12/24/2015 00:00 Hrs| 110MH03 Fuller, JennaMary ] 0.00 0.00 0.00 Not Approved
12:34 PM 12:34 PM 12:34 PM Steel Erecting Specialists Highlands Elementary School
1289 rator 06/03/2016 2261 06/03/2016  06/10/2016 01.26 Hrs| 110MHO3 Fuller, JennaMary v 0.00 000 0.00 Not Approved
12:58 PM 1:02 PM 226 PM 2:26 PM Steel Erecting Specialists Atlanta Falcons Stadium yoyoyoyo |

The E-Ticket Not Approved or Invoiced window will return a list of completed jobs that have not yet been
invoiced. To narrow a search and simplify the navigation, the window offers a View By drop-down option at
the top. The drop-down, by default has three options: All, Not Approved, and Approved; but is user-
definable, which will help organize tickets. The E-Ticket Not Approved or Invoiced window shows a series of

fields that are populated by each E-Ticket.

2 Double-cliqk onan E-chket instanqe.

B ator 1o,
L 10:47 AM 10:47 AM

7o
10:47 AM

15 12/18/2015
10:49 AM| Harvey Electric [Bill

TinnmmE ann

nomnnTE

00.02 Hrs 110MHO3
Address]

Fuller, Jennabiary

0.00 Not Approved  ~

FEVrYrer

)

This will open the E-Ticket form where job details may be reviewed, and timestamps validated.
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Atlanta Yard

333 Evans Road
Ranger, GA 30734
Ph,
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Page 2 of 4

Atlanta Yard
333 Evans Road
Ranger, GA 30734

Ph,

Have Signed Al
Start of Job

The following terms and conditions governing this rental are understood
and agreed to

[A Accepted Terms and Conditions.
Signher's Name John Doe / Haney Electric

Date  10/27/2015 10:47 AM

N

By

Authorized Signature

Date Tuesday, October 27, 2015 Joh No 200 Ticket No 914 Date Tuesday October 27, 2015 Jw 200 TM 914
PO # Terms: ime Left Yard 10:47 AM Time Left Job  10:47 A
Sales Person Tarrence, Wes Phone  (404) 265-2089 e Arived Job 10:47 AM Time Arived Yard 10:49 AM
Cust Harvey Elect Ph 13) 2832914

ustomer anvey Zece ore G19) Signer’s Name The above hours are verified 1o be correst
Address 4160 7th Strest City State Zip Wyandatte, Ml 48182

O waorked Through Lunch
Signer's Name Jahn Doe / Harvey Electric
Job Site [Billing Address] Phone (313) 283-2914
Address 4160 7th Strest City, State Zip Wyandatte, Ml 48182 (,/—,,,_,, S
Directions Date  10/27/2015 10:47 AM By
Alt Phone Authorized Signature
Report To  John Doe cP WP E-Mail jenna@fleetcastcare.com Fkg‘
Ordered By John Doe cP WP E-Mail jenna@fleetcostcare.com omments
Terms & Conditions
Wtk
Description MIGHIGEN
Comments THEINDIVIDUAL SIGNING HAS BEEN GIVEN AUTHORITY TOEXECUTE THIS AGREEMENT.
Equipment  Crane - Me 110 Ton Hyd Trk 110MHO3 AS STATED BY LAW, THE LESSFE RECOGNIZES THAT ALL RIGGER, AND SIGNAL PERSONS, SHALL BE
QUALIFIED PRIOR. TOSTARTOF ANV AND ALL OFERATIONS.

Employess  Operater, 1st class - Fuller, Jenna Mary Oiler - YanPelt, Ken
Equip LINDEMNIFICATION - To the fullest extent permuitted by law, Lessee agrees t0 indernif'y and save Lessor, it eraployees and agents hamless fror all
Requied claims for death or injury to persors, including Lessor's employees, of all loss, damage or

injury to propenty, inchuding the equipment, arising in any menner out of Lessee’s operation,

Lessee’s duty to indemuifyy hezeundey shallinclodle all costs or expenses arising out of al] clairs speeified hezein, ineluding all conrt andjor abifzation
costs, filing fees, attomey’s fees and costs of settlement,

Lessee shall be zecquired fo indemmnify Lessor for Lessor's own negligence oy fult, whether the negligence ox fault of the Lessor be direct, indirect o
derivative n nature. However, the Lessee shall ot be recpuited to ieranify Lescor for any claim

caused by or resulting from the sole negligence or williul miscomduct of the Lessor, the Lessor’s agexs, servants, ox independent coniractors who are
ditectly 1esporsisle to the Lessor

‘The indemrification above shall not be Limited in any way by any limitation on the amaunt or type of demage, compensation or benefits payable by or
fo the Lessee wniler workens’ canpensation aots, cissbility benefits acts, or other exaployes

‘benefits acts.

The Lesses's obligatinns hereunder shall further not be linited by the axount of its ishility nsurance and the puichase of such inswrance for Lessor
shall not operate {o waive any of the sbave obligstions

‘This provision & separate and distint from any other provision o paragesph in this conteact, includivg anyr provision o1 parsgraph concemivg partial
indernnification or procuement of msurance.

If any wond, phase, or sentence of his pargraph or any other parsgraph is declared invalid, then all other words, phrases, or sentences of all
parsgraphs of this contract shall stand. If this paregraph or any other parsgraph is declared irrvalid,

then all other pavsgyaphs of this contract shall stand

2. INSURANCE -The Lesses agrses to purchiass the following insutance eoverages prior o the equiptent’s anival on the job site.

The Lessee shell provue the following coverages for Lessor: o) workers compensation and emmployer's lidbility nsuranee, with lidts of at Teast the
statutory mirinmum o $1,000,000, whichever is greater;

) primary non-contrizutory conuaeal genera Libility irsurance on v covrmpe b, eluling bl sy wd mopety g averg i
‘i limits of $1,000,000 per occunrence and $2,000,000, in the agge;

) xoeesurre e contiiory s i s ameunt 3t st 35 000 000 ane Lessee’s priary and expess ubrella policies st be exdozsed
50 that they are primary and non-contributory toall of Lessor's insurance policies,

d) irJane rearinllrisk physical danege nswrance, on @ primary non-contrioutory basis, to cover the full inswable valur of the equipment, including
any boom or jib, for its oss o7 darmage from angr and all causes, inchuding, but not limited to,

averloading, misuse, e, thell, (lood, explosion, vertum, accideat, and arts of God aeouning during the rextal e,

&) the Lessor to be nared as an additional insured on all Lishility msurance policies, including excessfurbrella policies (IS0 Form CG 20 10 1001 and
150 CG 20 37 10101 rust be used), and Lessee shall provid all inswrane certiicates to Lessor

wehen requested

Note: This is an example e-ticket from a job ticket; LEMs and trucking tickets are similar in layout and the
process is the same.

3. Review the labor, meals, travel, loadouts, and any other aspect required by organizational policy and
summarize findings in the Billing Comment field of the E-Tickets Not Approved or Invoiced Wlndow

Ticket No
Left Yard

Date
Left Job
02/27/2015
11:05 AM 11:09 AM

Type
Arrived Job

11:05 AM

Job. Job Start
Arrived Yard

Customer

02/27/2015

11:10 AM Al Erection & Crune R,enml

Job End Actual Time

03/05/2015 00.05 Hrs
Crane Village

Job Site

Unit

Employee ST ot

Billing Comments
Ticket Comments

Fuller, JennaMary
Custorner  damage to front numgger box.

0.00 Approved

4. To ensure Billing knows that the E-Ticket is ready to be invoiced, select Approved in the Status drop-

down.

the Status can be updated to something more appropriate.

If, after review, it is determined that the job is waiting on information like a PO or costing detail,

Note: The Status column is filterable. This allows different approving entities to focus on just those jobs that
are ready for them to review. Determining what statuses to have in the drop-down will need to be a matter of
policy within the organization.
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How TO REVIEW LABOR

It is a best practice to conduct labor review at the same time as job review. This ensures that information is
current and non-recorded details can be applied to the approval process. This also minimizes the risk of
missing specific labor entries and delaying payroll processing.

Labor Review using the Payroll Pre-processor

1. From the dashboard, select Enter -> Labor -> Labor for Payroll Pre-Processor

File Edit Favorites Admin Maintain | Enter | Display Schedule Reports

| Labor 4 | @ Labor
IMaterials 4 @ Labar by Jaob
®%  Inventory Stock Adjustments @ Labor by work Order
Quotes » :EE Labor For Pavroll Pre-Processor

= Order Entry
qf2  Order Pick Ticket Shipment
-

Wark Orders

The following window will appear:

¥ Labor for Payroll Pre-Processor M= E

Employee ,_-)I vl i MName ¢ ID
w0

Work Date Craft Code

Unit Code Quantity

ST Hours OT Hours DB Hours Total Hours
f oo | o.00 | n.00 | 0.00

2. Select an Employee and the following changes will appear in the window:
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ﬁ Labor for Payroll Pre-Processor [_ (O] I
Yard IAII Yards VI Empu§g r/ I | j

Work Date Craft Code Unit Code Quantity

1 fotjoL/2017 FORE-4 .00
2 |mafzrizolr FORE-A 052363 .00

Record 1 of 2
-

Work Date IDl,l’Dl,l’ZDl? j lSunday, January 01, 2017 I 50% Union Apprentice Il
Union I QP03 j IOperators Local 381
Craft Code I FORE-A j ForeMan-Regular Earnings
Boom Lgnth I j | Work Comp I W2 j ':est we 2
ST Hours I 4,00 shift I A j Burden I MNC j hew code

Class I Labars vl

Job 1 | Bl
Job Line Item I vl
work Order /' I j I approved [ I I
Unit Code /' I j I
Activity I j Comments I ::I LI
ms, David ST Hours OT Hours DE Hours Total Hours
For Payroll Date: 1,/1/2017 - 5/30,2017 | 6.00 | 0.00 | n.oo | 6.00

1. The Work Date field should be pre-populated from the employee’s Atom device but should be verified
by the Dispatcher to ensure accuracy.

2. The Union field should be auto-populated based on system configuration. If this is blank, refer to
internal policies for the appropriate selection, if any.

3. The Craft Code field refers to the employee’s craft code and is auto-populated based on system
configuration but may be manipulated by end-users if the configuration allows.

4. The Boom Length field only applies with specific unit configurations and may be set by the employee.

This field may not apply for some organizations.

ST Hours is the total number of hours the employee accounted for during the job.

Shift applies only when an organization requires and may be left as N/A if not applicable.

7. Work Comp and Burden should be auto populated by an administrator and should not be modified
without approval.

8. Class is selected by the employee to determine the role of the employee during the job. Classes
define whether an entry is productive or non-productive.

9. The Job field may be pre-populated by the employee if the employee was on a customer related job. [f
this field is filled, the Work Order and Activity field will be grayed-out.

10. Work Order is used when the employee has completed work associated with a Work Order. The Job
field will be grayed-out if this field is filled.

11. Unit Code refers to the specific unit within the fleet that the employee was operating.

12. Activity is used to identify the specific Action List item the Work Order-ed employee was working on.

13. Approved indicates that an individual has approved this entry. If checked, the two boxes to the right of
the field will be populated with a name and date-time stamp and will be grayed-out.

14. Comments are used to identify details about the labor entry and may or may not be filled by the
employee. This field can be used to address information that needs to be relayed to a payroll
representative and carries through to various employee labor related reports.

oo
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15. ST Hours, OT Hours, DB Hours, and Total Hours will be auto-populated based on rules applied by a
system administrator. These fields will always be grayed-out.

16. Compare the details of this window to what is known about the job, job ticket or LEM, and any details
that are known.

17. Check the Approved checkbox and click Save on the toolbar.

NOTE: Aligning windows on the dashboard allows for an efficient multi-tasking experience. The reviewer can
open job information and have that information available while conducting the labor review.
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FLEET COST & CARE

How 10 ADD UNIT DOWN-TIME

Unit down time is used to identify when a unit is not available for dispatching. This could be due to
preventative maintenance scheduling, mechanical failure, inspections, or anything that should prevent the unit

from being committed to a job.

Navigate to the Schedule Unit Down Time window through: Schedule -> Unit Down Time

File Edit Favorites Admin Maintain Enter Display | Schedule | Reports Utilities Export/Import Window Help

7 obs

—_- Trucking
| Unit: Do Time

ﬂ Employe(lnit Down Time f

The following window will appear:

- UnitTVDEIA\ILIn\tTypEs ~|  Unit Code ,‘I)| | Uiewlmlvard; =

Schedule Unit Down Time

Schedule Type |NERTR RS

Unit Code Capacity Description Unit Type Yard

Scheduling Unit Down Time

Begin by selecting a unit from the Unit Code field. This field can be filtered by Schedule Type, Unit Type,
and ‘All Yards’ or ‘My Default Yard'.

Hb
1. Click on Add (- #9d ) from the dashboard toolbar, right-click in any non-editable space within the
window, or press CTRL + A.
Select the general Reason for the unit to be down.
Enter the Down Date and Down Time, and add any necessary Comments.

4. Enter the anticipated Up Date and Up Time.

w N
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5. Click Save on the dashboard toolbar.
6. Repeat as necessary to document unit non-availability.

All entries in this window will appear as pink time blocks on the Display -> Unit Schedule, but will not appear on
the Job Schedule or Employee Schedule.
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FREQUENTLY ASKED QUESTIONS (FAQ)

FAQ: The Customer Wants The Same Unit Back at The Same Site; How Do | Copy
a Quote From The Past?

i
Copy Job

This is very simple. With the original job open, click on Copy Job ( ) on the dashboard toolbar. A dialog
box will appear asking to confirm the action. Click “Yes”. The Copy Job Detail window will appear next:

Copy Job Detail M=

Select the Data to Copy

Billing ¥
Equiprnent ¥
People v
Start Date IEID,I'EID,I'EIDDEI VI End Date I 00y a0y o000 "I
|
| Ok | | Cancel |

Mate: All Units, People, Biling copied will be assigned Far the
entire length of the Quote

N

This window allows the user to customize the new job based on new information. Unchecking any of the
boxes will prevent specific information from being copied and provide the user with a clean slate for that area.
The Start Date and End Date are the applicable dates for the new job. Once all options have been review,
click “OK” to continue.

A new Schedule Jobs window will replace the original and all information will be filled out. An easy way to spot
the difference between the original and this new one is the missing Job No in the top left. If it is blank, then it
hasn’t been saved.

FAQ: How Do | Sort Units in The Unit/People And Estimate Tab?

T
( Move Line )

To sort the units, people, or estimate line items, click on the Move Line button on the dashboard

toolbar. This will change the top of the window to line of instruction:

Double click the row you want ko move - or click 'Move Line® again to cancel.

L,

While in “move line” mode, the Move Line button will remain highlighted for reference. (LM¥eLine )
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Follow the on-screen instructions: “Double click the row you want to move”. This will bring up the next set of
instructions:

Double click the row to move this line in front of - Or press F8 to move to end.

Complete this second set and watch the change occur.

FAQ: How Do | Insert a Unit Between Other Units in The Unit/People Tab?

=l

=T

To insert units or people in the Unit/People tab, click on the Ins Unit/Ppl (15 4%5FBL ) button on the dashboard

toolbar. This function works very similarly to the insert function in other programs. It will insert a new blank
row in front of (or above) the highlighted row.

FAQ: How do | Manually Add a Line Item to a Job?
With a job open, navigate to the Line Item tab.
E:

Click Add Line Item (AddLineltem ) nress CTRL + A, or right mouse-click in any non-editable space of the
window. This will add a new, blank record for which to select options.

[ schedule Jobs |_ (O] x|
JobNae ) I Fz
{Lift Tnfo EIn-House %TDD| Lisk %Daily EStorage tadditional Info 3P0 ]Line Item 4 | »

1 Daily Work, .
»
[Bth ~l | |
| 2 || 0On-5ike Operation || 40.00 || 40,00 || n|
[Both [ | |
| 3 || Mobilization In & Ouk || +7,200.00 || 40,00 || D|
[Both | | |

Select from the available options in drop-down menu, any applicable Line Items, and specify whether the Line
Item is an Expense, Revenue, or both. In most cases, ‘Both’ will be the preferred option. There are only a
handful of scenarios where the ‘Expense’ or ‘Revenue’ options are used. The dollar values and Est Hours will
populate based on selections in the Estimate/Est Bill tabs of the quote and job windows.

Navigate to the Est Bill tab and select from the available options in the drop-down menu under the Line Item
column. Any quoted/estimated amounts present will be carried over to the Line Item.
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FAQ: What changes when an administrator enables Enhanced E-Ticket

Cancellation?

The Enhanced E-Ticket Cancellation feature introduces additional e-ticket statuses, adds the pdf generation
feature, delays the timing constraint for removing e-tickets, removes the option to ‘delete’ e-tickets, and adds a

future-date e-ticket feature

1. Additional e-ticket statuses include:

New Status Original Status Affected Ticket Type
Not Sent - All
Sent Not Started All
Viewed - All
Downloaded - All
Started* - Operator, LEM
Left Yard C | Left Yard Operator, LEM, Trucking
Arrived Job O | Arrived Job Operator, LEM
1st Signature S | 1%t Signature Operator, LEM, Trucking
2" Signature R | 2" Signature Operator, LEM, Trucking
Left Job F | Left Job Operator, LEM
Arrived Yard Y | Arrive Yard Operator, LEM, Trucking
Ended* - Operator, LEM
Completed Z | Completed All
Cancelled X | Cancelled All
Picked Up C | Picked Up Load
Started O | Started Trucking
13t Signature O | 1%t Signature Load
Received F | Received Trucking
Dropped Y | Dropped Load
2" Signature F | 2" Signature Load

Where column 2 is gray, e-ticket statuses are not defined; instead, these are controlled through code. The

letter designation is not exposed in the application but is viewable if querying the database. *Started and
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*Ended only apply when an administrator enables the option in Set System Defaults (‘Enable Start and Stop
Times’).

2. The pdf generation feature adds logic in Atom and NexGen to automatically generate a pdf copy of the
e-ticket at the time a ticket is cancelled or completed. This is for recording keeping and preserving the
layout of the e-ticket. A cancelled e-ticket will include the ‘-cancelled’ segment in the file name and a
‘cancelled’ watermark on the pdf document. These pdfs are stored in the file links screen and
accessible from the job in NexGen and Atom. A dispatcher may elect to include these tickets in the file
links for field employees if it is deemed relevant/necessary.

3. The timing of e-ticket deletion and cancellation in previous versions of the system accounted for timing.
If a ticket had been downloaded, it could no longer be deleted; if an e-ticket had a status of ‘Arrived
Job’, the ticket could not be cancelled. The new approach removes the deletion option in favor of the
pdf generation. The system will retain all instances of e-tickets, but no longer prevent dispatch from
issuing new tickets on the same unit-row or employee-row. In addition, you may change the unit or
employee if all instances of e-tickets have been cancelled for that row. If any ticket is in a different
status, other than cancelled, you may not change the unit or employee references. This approach also
introduced a later timing for when a ticket may be cancelled. Any ticket in a status preceding ‘1%t
Signature’ may be cancelled.

4. The future-date e-ticket feature introduces a read-only version of the ticket when a field employee
opens an e-ticket for a date later than today. This approach is intended to prevent the field employee
from accidently starting or completing a ticket intended for a future date.

5. In addition to the changes that directly affect the job, the same statuses have been added to the
Display > Schedules. And, if an e-ticket is cancelled, the schedule will show that the ticket was
cancelled.

FAQ: What is and how does the Show Certifications feature work?

To support employer requirements under 29 CFR 1926.1427, FCC introduced the Show Certifications feature.
This solution provides a quick and easy means for capturing certification requirements related to a job and
what, if any, unit or employee certifications apply to the job.

In NexGen, when certification requirements are defined for a specific customer or job site, the system will
compare all units and employees scheduled on the job against those standards and notify dispatch if any
violations are present. In addition, the system will now retrieve a copy of the applicable certificate(s) and
attach them to the ‘Show Certifications’ screen in the job. From within this screen, a user can view all relevant
certifications and print or email the certifications as needed.

The feature also introduces functionality in Atom, in that, a field employee now has access to their own
certifications (via ‘My Certificates’) and can email certificates on an ad hoc basis when asked to do so. Access
to these certificates is controlled through NexGen and, if an employer feels this is unnecessary, it can be
disabled.

Concept
Begin by creating certifications through the Maintain > Employees > Certifications screen. This is where all
non-unit specific certifications are created.
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Select a certification type of ‘Customer/Location’. This will enable the option to select this certificate in
Maintain > Customers and Maintain > Customers > Customer Job Sites.

Navigate to Maintain > Customers > Customers, select a customer with a certification requirement, and go to
the Certifications tab.

Click on the Add Cert button in the toolbar or press CTRL + A. This will add a new, blank row. Select
Employee or Unit (depends are where the certificate was created) and then select the Certificate. The
Description column will populate based on the Certification Name.

Once the customer’s or job site’s certifications are defined, NexGen and Atom will consider them when
dispatch assigns units and employees.

If a job has specific requirements, and assuming the unit(s) and employee(s) possess the appropriate
certificates, those certificates will be available in the Show Certifications window. From here, you may highlight
one or more and click on E-mail or Print as needed. This feature is available in Atom as well.
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VERSION CHANGE CONTROL

Date Author Version Release Change Notes
07/09/2020 | David Thornton 3.1 Published | Added Show Certifications information to FAQ
07/06/2020 | David Thornton 3.0 Published | Added e-ticket cancellation details throughout
and a separate, detailed explanation in FAQ
03/28/18 David Thornton 2.2 Published | Removed watermark, revised footer and meta
data
01/11/18 David Thornton 21 Published | Added “How to Add Unit Down Time”, “Working

with Unit Type Defaults”, and “FAQ: How do |
manually add a Line Item to a job?”

06/01/17 David Thornton 1.2 Draft Pre-team mid-review; common edits from other
reviews have been applied

05/25/17 David Thornton 1.1 Post Compilation and initial formatting
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