Service Autopilot

ESTIMATES

USER GUIDE
V3.1



ServiceAutopiIot"’ Estimates User Guide
Contents

EStimates: The Big IA@a ... eeeeeeeeeeeceececeeceeseeceesaeesesseesesssessessnessesssessesssessessessaessessassnans 1
[ L 1YY LAY oY SO 1
EXAMIPIE ettt ettt ettt b e bbb bbb e bbb b e R e b Re b e Rs e b e s e R e b eR e b e R e ebenseb et e b et eRebeseeRensesensereenan 1
ESEIMAES OVEIVIEW ...uuuoeeeeneeeteeteeceeeeeeceeeseeeeseecsseessessssesssssssessssesssssssessssesssssssessssessssessessssesssssssaee 2
BuUild an EStimate DOCUMENT........uoeeeeeeeeeteerteceeereeecseecseesseeessessseessessssesssssssessssesssssssessssesssssnas 3
Create an Estimate Grid 4
Create a Client Email 6
Create a Confirmation Email 8
Create an Estimate Document 10
Add a Signature Line to an Estimate DOCUMENT ...ttt a e sa e se e aeseenen 13
SEArt @ NEW ESEIMALE c.eeeeeeeeeeeeeectecteetecteeseeesseessaesssessssesssessssssssesssessssssssesssessssssssesssssssssssaes 15
Fill in the NeW EStIMate SCrEEN ... eeeeeeeeteecteeteecneesseesseecseessessssesssesssessssesssssssessssessssens 17
Add a Template 18
Add Services or Packages to an Estimate 19
Add Subservices or Products to an Estimate 20
Fill in Estimate Values 21
Add Notes to an Estimate 23
Add a Package 24
Add a Job Costing Item 25
Change Line Items to Quote Status 26
Send the Estimate 27
Sending Estimates from the Legacy App 31
Schedule Jobs from an Estimate 32
AdVaNCEA ESHIMALE SELUP ....uoeeeeeeeeececeececteceeteceeeeseesaeessessesssesseessesssessessasssessssssssssessasssenns 35
Create Services for Estimates 36
Set Up Products for Estimates 38
Create a Rate Matrix for an Estimate 39

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. i


file:///C:/Users/jan.falcona/Documents/Training/Estimates/R3/Estimates%20User%20Guide%20R3.docx%23_Toc55897643

Service AUtOplIOt Estimates User Guide

JODb COStiNG fOr ESHIMALES ..ottt seeeeseeseeseessessessessessessessessessessessessessessenes 41
Set Up Job Costing Items for Estimates 41
Add Job Costing Items to an Estimate 42
ESHIMAte TEMPIALES .....uoeeeeeeeeeeeeceeteceeteceeseseessessessessesssessessesssessasssessasssesssessesssessesssessasssenes 43
Build an Estimate Template 43
MaNAEE ESHIMALES......cceeeieeeteteeeeeeertcterteeeseesee e seeseesaesaessessessessessessessessessessesaessessessessessessessens 45
Check the Estimate List Screen 45
Create a Custom View 46
Change the Line Item Status 47
Use Stages to Streamline the EStimate ProCess ... eeeereerenrennennenrensensessessessessssssssassanns 48
Add or Edit an Estimate Stage 49
Assigning Probability in EStIMate STages ...ttt be e a e b e s na e enen 50
PrO TIPS fOr STAZES ..ttt et a e b e b be s e b e b e se b e s e b esa e s et esa s esasbensesansesarsesesenssansesanean 50
Estimate Reports 50
Appendix: The Settings - EStiMates SCreen ... eeeeeeeeeceeerecenesreeeeeeessesssssssssessesenns 51

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. i


file:///C:/Users/jan.falcona/Documents/Training/Estimates/R3/Estimates%20User%20Guide%20R3.docx%23_Toc55897662

Service AUtOleOt Estimates User Guide

Estimates: The Big Idea

Estimates are an important part of marketing your
business, and the presentation is key to winning.

Service Autopilot offers the tools for you to build an estimate, send it to clients and leads, receive
notifications about its status, and schedule jobs.

The initial setup requires an investment of time, but you'll gain efficiencies when you create estimates
in the future.

How It Works

You can build specific documents, emails, and pricing grids to meet the needs of your different clients
and marketing scenarios. You might create different sales campaigns for leads, existing clients, or
upsells for services you offer. Using different document templates and emails lets you gear your
presentation to various services and recipients.

Example

For example, you might offer silver, gold, and platinum bundles, so you would build grids specific to
each bundle. Next, you would add appropriate bundles to the estimate. Or you might list multiple
services in the estimate for the client to select. You might even want to use different language to
address a commercial client versus a residential client.

By investing time up front in setting up documents and pricing, you'll streamline the process for your
future estimates.

“It’s all about the setup.”

--Scott Howard

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. 1
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Estimates Overview

This guide is divided into two sections. The first topics walk you through the essential steps to get
started with estimates. Later, we cover some advanced concepts, as well as setup options.

The graphic shows a high-level overview of the estimate workflow from building the estimate
to winning it.

Notification to
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Estimate Won

Email
Confirmation
to Client

Client

Bu“d Client View My Client

Estimate Send Email Emall clicks link Pro posal accepts “Estimate Won”
To Do created on
Client Timeline

Link to ce Price
View My

Proposal

ce Price
- Service Price

Signature

CRM > Estimate
screen shows
Status “Won"

SA Alert created—
Estimate Won

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. 2



SEf\/ice AU'|:O':)i|0tw Estimates User Guide

Build an Estimate Document

The Estimate Document has up to four parts:

Estimate Document Template

Dear Client,
Hereis your estimate for our Spring Cleaning Special.
Click the services you want to include, then dick Accept.

° Confirmation

Estimate

View My Proposal

1. Estimate Document - This will become the actual estimate that your client will see, either as a
printed document or PDF. It contains the estimate grid, client email, and confirmation email.

2. Estimate Grid - This is the part of the estimate template that contains the estimate line items--
your quoted services, products, rates, and totals.

3. Client Email - This email goes to the client or lead, and can contain the estimate document in
PDF form, and a link to the View My Proposal webpage. You can set it up so that the client can
sign with a finger or mouse, then click the Accept button. Sending a Client Email is not required;
you can simply print your estimate.

4. Confirmation Email - This is the email the client or lead automatically receives after they accept
the estimate on the View My Proposal webpage. The Confirmation Email is optional; you can
send an estimate without it.

© 2020 Service Autopilot Proprietary Information. All Rights Reserved.
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Create an Estimate Grid

Estimate
Grid

The first step in creating an Estimate Document is to prepare an Estimate Grid. The Estimate Grid is a
structure that defines how your line items look on the estimate. It can include your quoted services,
products, rates, and totals. The Estimate Grid will appear in the finished Estimate Document.

You can include as much detailed information as you want your client to see.
1. Go to Settings > CRM > Estimate Grids.

2. Click Add Grid to see the Grid Designer overlay.

Grid Designer Settings

Custom Grid
Name/ Description Quantity Rate Amount
Service Name 1.0 55 55 Table v
nvoice Desc

Werdana v
1.0 55 55

Subtotal $110.00 ’”7

Sales Tax £0.00

Total $100.00 o

Add Service Name

Add Service Date

3. Under Settings, rename the grid.

4. Choose to make the grid either a Table or Paragraph.

5. You can change the font, font size, and line height, and turn off gridlines. A good rule of thumb is
to make the “Line Height” at least 1 for readability.

6. In the FIELDS section, click to select any columns you want to include in your grid. At a minimum,
include the “Estimate Description” and “Amount.”

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. 4
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7. Click and drag any columns to reposition them by hovering over the column, then dragging the
green tab that appears at the top of each column.

Grid Designer

Estimate Description Quantity Rate Amount
Sample Service 1.0 55 55 FIELDS
Remove Estimate Desc
Sample Service 1.0 55 55
Add Service & Invoice Desc
Subtotal $110.00 Add Service Name
Sales Tax $0.00

Add Service Date
Total $100.00
Add Invoice Desc

Remove Rate
Remove Quantity

Remove Amount

TOTALS

Show gridlines
Show subtotal
Show discounts

Show tax

alalale

Show grand total

COLORS

8. Inthe TOTALS section, click to turn off any items you don’t need. None are required.
9. Inthe COLORS section, choose any colors you want for the different sections of the grid.

10. Click Save.

© 2020 Service Autopilot Proprietary Information. All Rights Reserved.
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Create a Client Email

Client
Email

Link to
View My Proposal

The Estimate emails are both optional, but recommended. Preparing these pieces in advance enables
you to create estimates faster.

You can create an email from scratch, or download a template from the Marketplace. Follow these
steps to create a new Client Email or Confirmation Email.

1. Go to Settings > CRM > Documents.

25 items in 1 pages

Title Type Description Date Modified

L MP (6/13/2019) 6/13/2019

Estimate Bundle:

Estimate Confirmation  Client Estimate Confirmation Email 6/13/2019 E‘}
Email : MP

Estimate Bundle:
Estimate Email: MP  Client Estimate Email 6/13/2019 o
(6/13/2019)

First Draft - Collection
Letter 1

Client Collection Letter 1 11/2/2018 =3

2. Click Add Document on the top right corner of the Documents list.

Document Settings

Select Document Type v
Name
Description

Subject

3. For Document Type, select Client Email.

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. 6
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4. Enter the document name and description (for your reference only; these are not seen by the
Client).

5. Enter an email subject that will appear on the subject line of the client’s email.

6. Click Save. You are then redirected to the Document Editor.

Select a starting point:
T Blank
o c
oo0
000 |

7. Click the green Use Template button to select a customizable document template, or choose the
blank one to build your own Client Email.

8. Create your email, and insert text, images, and merge tags as needed.

9. Include the Estimate Link Merge Tag [quotelink], which will take the client to the View My
Proposal website. There, the client will be able to see the full estimate, select specific services,
and approve it. If you've added a signature line, they can sign it with their mouse or finger.

The client email will look something like this.

© 2020 Service Autopilot Proprietary Information. All Rights Reserved.
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Q& &8O

My Day CRM v Scheduling v Accounting ~ Marketing Team Reports ~
Print Proview Send Test Email Show Structure Edit Settings Save Close
t .I t BE content = nows

Autopilot

Services

ST S SR CONTENT PROPERTIES

Hello [clientfnamel,

Auto width

------------- 20%
If you have any questions, please don't hesitate to call [companyphonenumber].
Full width on mobile

Best regards,

[userfl

Image name: Autopllot_Services Loge_1
0006 et

url

https:/d15k2d11r6t6rl.cloudfront.net/p|

Alternate

: Image

ACTION

D & A

Oper
Image link Open v

For more information on using the Document Editor, go to:
HELP > User Guide > Document Editor or HELP > How-To Videos > Document Editor

Create a Confirmation Email

Confirmation
Email

After a client accepts your estimate online, they can receive an automatic confirmation email from
you. This would say something simple, such as: “Thank you for accepting our estimate. We'll be in
touch soon to schedule your services.”

You can create the confirmation email from a copy or from scratch, or by downloading a new
template from the Marketplace.

The steps are the same as creating a Client Email as shown on page 6, except that you don’t need to
include the “Estimate Link” merge tag.

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. 8
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Create an Estimate or Confirmation Email from a Copy
You can save time by starting from a copy of an Estimate Email you already created.

1. Select the email in the Documents list, hover over Actions, then select Copy.

Actions. v

Actions

Add Document

MakeActive L 116/2019)

| Make Inactive

it Card Update - Client Email

Delete
it Card Update - Client Email - Copy

/] 1 Estimate Client Email

2. The copy of the email appears in the Documents list, with “Copy” on the end of the

name.

3. Rename the document, change the Subject line, and click the Edit button.

4. In the Document Editor, edit the text.

5. Click Save.

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. 9
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Create an Estimate Document

Estimate
Document

- Service Price
- Service Price
-Service Price

After setting up your Estimate Grid and optional Client Email and Confirmation Email, you're ready to
put these into an Estimate Document. You can create the Estimate Document from scratch, or
download a template from the Marketplace. These steps show how to create a new Estimate
Document.

1. Go to Settings > Documents.
2. Click Add Document on the top right corner of the Documents list.

3. For Document Type, select Estimate.

Document Settings

Estimate v
Name

Description

Subject

Estimate Email

Select Document v
Estimate Confirmation Email

Select Document v

Use Billing Email By Default v

Include PDF In Email

- u]
(=]

4. Enter the document name and description (for your reference only; these are not seen by the
Client).

5. Enter an email subject that will appear on the Client’s email. (This will be overwritten if you select
an Estimate Email Document in the next step.)

6. For “Estimate Email,” select the Client Email Document that you prepared.

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. 10
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7. For “Estimate Confirmation Email,” select the Confirmation Email Document you prepared.

8. For “Use Billing Email By Default,” choose to send this estimate document either to the client’s
Billing Email or Contact Email. (In most cases, use “Contact Email.”)

9. For “Include PDF in Email, select “Yes” to include a PDF copy of the estimate as an attachment.
This is not needed if your estimate will be viewed and accepted online.

10. Click Save. The Document Editor appears.

Select a starting point:
........ | Blank
& &
000
Thank you for your business!
[ 000

11. Choose a template, or choose the blank document and build it from scratch. In this example, we
chose the third option.

12. Modify any fields as needed.

13. Click the Estimate Grid placeholder to select it. The Estimate Grids you've already built appear on
the right side of the screen. For instructions on building a grid, see page 4.

BB content = nows

DOrap Your
E Estimate #[gquotenumber] SELECT THE CONTENT 10 Uk
Estimate Date [quotedate]

s @ quote with the dis

Name <irng sre="hitps://my. serviceautopilot. com/images/blanksignature brmp® /=

[campanywebsite]

14. If you're building an Estimate Document from scratch, insert an Estimate Grid into the Estimate
Document by doing the following.

a. On the “Rows” tab, drag in drag in a new row where you want pricing to display.
b. On the “Content” tab, click Dynamic Content, then drag it to the row you just inserted.

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. 11
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This is where your grid will go.
c. Click the radio button on the right to select a grid.

15. Add social media links, if you wish.

16. Optionally, you can include any text, such as your Terms and Conditions, below the grid, at the
bottom of the Estimate Document. This additional information can allow the Estimate Document
to serve as a contract agreement.

Tip: To accommodate different types of clients, you might create two or more document
templates. To do so, use the Copy feature, edit the wording, and name each accordingly. For
example, you might have “Commercial Estimate Document” and “Residential Estimate
Document.”

For information on using the Document Editor, go to:
HELP > User Guide > Document Editor or HELP > How-To Videos > Document Editor

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. 12
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Add a Signature Line to an Estimate Document

Some documents from the Marketplace contain a place for a signature line. To allow the client to sign
online, you need to replace this line with a merge tag signature line.

1. Highlight the signature line, then click Merge tags.

"B /I USXYXx LEEIEQ N~
- W P P Memgetags

2. Select “Signature Line.”

Insert merge tags

Company Logo
Signature Line
Client Account Balance
Name on Invoice
Client Email
Client FAX
Contact Title
Client First Name
Client Last Name

Client Name

3. The HTML code is placed in the Signature box.

. ~ 18px "BIUSX XX LTEEFTEQ S
Signature g
¥ == - ~ T . &P 2 Mergetags

|
Signature: <jmg src="https://my.serviceautopilot.com/images 0
/blanksignature.bmp"” />

L

Note: Electronic signatures require the setting “Allow Signature Capture on View My Proposal.” The
appendix for Estimate settings starts on page 51.

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. 13



Service Autopilot

Estimates User Guide

Quick Tip: Inserting Merge Tags

A shortcut to using merge tags is to type the @ symbol anywhere
you want it to go in the body of a document.

1. For the signature line, you can type “@sig” and the system
finds the merge tag for Signature Line.

2. Click “Signature Line” and the merge tag is inserted.

Terms and Conditions:

Guarantee:

Please sign below:
@sig

Signature Line

© 2020 Service Autopilot Proprietary Information. All Rights Reserved.
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Start a New Estimate

Where do you start an Estimate? From any of these places in Service Autopilot:

From anywhere in SA

+ (Quick Add) > Estimate

© Quick Add
Client
m = Lead
On Demand Classes Import Your Data To Do
Learn Service Autopilot Excel & QuickBooks Call
Anytime, Anywhere. 972-728-4040 Mon - Fri 8am - 5pm Job
Start Watching Live Chat Package
Advanced Setup List
Select Route Sheet / Work Order Format
Import Invoice Logo
v
From the Estimate List screen
CRM > Estimates
SelectaFilter: Number Date Status Stage SalesPerson Tags Clientllead  Street Address Documents Customer Types  Email Address Status

H Estimates

273 items in 1 page

no# Stalus & Stage + ClienyLead

+ [MED ETErD 0D EW G G Page szo: (TN RN ENENED

House

& EstDes/Document s Dae + Untl + Salos Person ¢ Probability % o Income & Gross Profit 5 Margin &
2392 Won Won - Bob, Billy Estimate - Monday, Jul... 07/01/2019 07/31/2019 Scott A. 0.00% 850.00 850.00 100.00%
Needs 123 Main St. 2 Estimate Document In- Howard
Scheduling House
7 2391 Draft Draft ACME Inc Estimate - Friday, June... 06/28/2019 07/28/2019 Scott A. 0.00% 0.00 0.00 0.00%
7818 Ivy Lane {No Est. Document Howard
Selected)
2380 Won Won - Danick, Danny Estil - Wednesday,... 19 07/26/2019 Scott A. 0.00% 1094.50 872.30 79.70%
Needs 1900 Drexel Drive 2 Estimate Document In- Howard
Scheduling House
7l 2388 Sent Sent Client, Test Estimate - Monday, Ju... 06/24/2019 07/24/2019 Frank 0.00% 3145 9.45 30.05%
406 Vernet St 2 Estimate Document In- Blaylock

© 2020 Service Autopilot Proprietary Information. All Rights Reserved.
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From the Client or Lead Account

CRM > Clients > (Client Name) > + Add an estimate
OR type a client name in the Navigation Bar.

Schott, Marge - Edit |

Marge Schott 555-555-5555 (¢} Client Since 10/10/2016

2000 N Hall St marge@margemarge.com 1f Mo Card On File

Dallas, TX 75204 $92 5'53

Map Code: Qutstanding

= Uninvoiced $0.00

Credits $0.00
Prepayments $40.00

Add Tag

All Jobs | All Upcoming | All History Accounting Jui Open Csumares LAl
() Add a Job P Add a Transaction
One Time Invoice #122 02/01/2019 #2000 946 days
General Clean Up Rate:590.00 Start: 04/03/2018 Ami: 5216.50 Bal: 5216.50 Estimate - Wednesday, October 1.,
Stage: Draft
Weekdy - Tuesday Invoice #120 010172019 s ??nms -
Professional Lawn Care Rate:§122.50 Start: 04/23/201% Amt: §216.50 Bal: 521650 k

From the Lead Account screen

CRM > Leads > (Lead Name) > + Add an estimate
OR type a lead name in the Navigation Bar.

Hogg. Ima - Edit [}

Ima Hogg No phone # on file Date Acquired: 10/24/2016

703 Johnson Lane 1 Mo Card On File

S $450.00
Map Code: Revenue Potential
Related Properties - (Add Property) Al Contacts - [Add Contact)

[ e ]

| Estimate #2003 (Draft) Created Jun 4
Estimate - Tuesday, June 4, 2019 Valid until Jul 4
Created 97 days ago.

Estimated value: $450.00 (with a 100.0% margin)

© 2020 Service Autopilot Proprietary Information. All Rights Reserved.
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Fill in the New Estimate Screen

In the Clients or Leads screen, click Add an Estimate. The New Estimate screen appears.

ZSchott Marge
2000 N Hall 5t
Dallas, T 75204

New Estimate (#0) - Status: Draft

5555555555 [¢]
marge@margemarge com

e

Client Since:10/10/2016

Description

[Estimate - Monday, July 28 2018

0720201 |[@

Cient/Lead

[Echoz, Marge (Client)

02/28:2010 | [E§

Ofy Rate \Vists Totsl B.Hs  TB.Hrs  Cost  T.Cost Mawgin Markup AdjRats

In the top half of the screen, fill in information for the estimate. All bold fields are required.

Description
Client/Lead
Sales Rep
Source

Est. Document

Est. Date
Valid Until Date

# of installments

PO Number

Work Order
Number

Defaults to today’s date. Change it if needed.

Already filled in if the estimate is started from the Client or Lead screen.
Optionally, select the sales representative from the dropdown list.
Optionally, select the marketing source such as referral or website.

Select an estimate document from the dropdown list. This is the document
created earlier in this guide.

Defaults to today’s date. Change it if needed.
Defaults to 30 days from today. Change it if needed.

If you're doing contract billing or need to be paid in installments, enter that
number here. It defaults to the number set in the Estimate Settings (and if
it's not set, the default is 12). You can use the merge tag within your
Estimate Document “Installment Amount” to display the monthly
installment price. SA will divide the total amount of the estimate by the
number of installments to display the monthly installment amount.

Optionally, enter this number.

Optionally, enter this number. If not, a number automatically generates
after you save.

© 2020 Service Autopilot Proprietary Information. All Rights Reserved.
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Defaults to Draft. After you send the estimate, the stage automatically
changes to Sent. You can customize stages for your needs.

Add a Template

If you have already set up estimate templates, follow these steps on the New Estimate screen. See
“Estimate Templates” on page 43 for more information on setting up templates.

1. On the New Estimate screen, click the Templates button.

Diirect Costs

Add Itzm

{show discounts in the grigh

| Load Template

Ternplates

|Ee ect Template...

Uze values 25 entered on template?

Type

Oty Ratz

Total

0.00

Crverhl
0.0

2. Inthe Load Template overlay, select a template from the dropdown list.

3. Optionally, check the “Use values on template” check box. This will fill in all pre-set quantity

fields.

4. Click Apply.

5. After the template has loaded, fill in or change any information as needed.

© 2020 Service Autopilot Proprietary Information. All Rights Reserved.
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Add Services or Packages to an Estimate

If you've already set up services and master packages, follow these steps on the New Estimate
screen. See “Create Services for Estimates” on page 36 for instructions on setting up services.

1. Click the Add Item button below the list of exis36ting line items, if any.

i Templates Won § Lost | Draft | Quote Discount | Rate Increase 2l Create Purchase Order

Draft  Cuote  Won

Status  Senice/Packags Cake Qty Rate \Visits Totl B.Hrs  TB.Hrs Cost  T.Cost Margin Markup AdjRate

Dirct Costs Type Oy Rate Total  Overhead T 77
Add lt=m 000 0.00 Discounts: -0.00 0.0%

o -0.00 0%

Est Gross Profit 0.0 0uls

Owerhead Cost -0.00 0.0%
Est Met Profic 0.00 0.0%
Total B. Hrs: 0.00
Est Revenue han/Hr. 0.00
Est Met Profit Man/Hr 0.00

m Save & Close or Cancel

2. Click the Service or Package radio button.

Add Item

Type ® Service O Package

iSeIect Service... -

Direct Costs Service

Add ltem

3. Select the service or package from the dropdown list, then click Apply.

Note: Services and Packages in the dropdown list are set up in Settings > Scheduling > Services and
Settings > Scheduling > Master Packages.

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. 19
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Add Subservices or Products to an Estimate

Optionally, you can add Subitems to an estimate on the New Estimate screen. This can be a
subservice or product.

Adding subservices and products can help you calculate your costs more accurately. You can choose
whether to have information about products appear on the estimate and/or invoice.

Subservices are used only for budgeting and costing purposes. They never show on an estimate to a
client or lead.

1. On the estimate line item, hover over the area to the right of the name, then click the +.

2. In the Add Subitem overlay, click the Product radio button, then select a product from the
dropdown list, then click Apply.

Status  Service/Package Add Subitem
Oraft | Commercial Maintenance

® Product Sarvice

o [elect Product ~ |

Commercial Maintznance ‘

Type

4. On this overlay, you can choose any of these options:

Confirm Checking this will require you to confirm whether you used the
product and to confirm the quantity. Products to confirm will
appear in red on the Dispatch Board. Click the barcode icon on
the far right to open the job overlay. There, correct the quantity
if needed, select the Confirm button, then choose the
appropriate option.

Invoice? Check this if you want this product to appear on the invoice as a
separate line item, including a price.

Create Installed  Check this option if you are installing products that have a
Product? warranty.

5. Click Apply.

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. 20
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6. Specify whether the Client will see the product listed on documents.

Draft  Bed Maintenance
(2 e= | KillsltAl

Bed Maintenance

Invoice - Select the invoice icon on the left of the product name for it to appear on the invoice.
Print - Select the printer icon on the left of the product name for it to appear on the estimate.

7. Fillin the quantity and rate, estimated budgeted hours, and the cost for each individual product.
The cost and rate defaults to the amount set up at the product level.

Fill in Estimate Values

The buttons in the middle of the New Estimate screen let you do bulk adjustments to the line items
you select.

Schedule Inwoice Create Purchase Order

Smtus Service/Packags Cakc Gy Rate  Vizsits Total B.Hrs TB. Hrs Cost T.Cost Margin  Markup Adj Rate
Add Item

Discount  This button applies a discount to any line items you select.

Rate Click this button to increase rates for any line items you select on the estimate In the

Increase Increase By field, enter a percentage followed by the “%” sign, OR enter a dollar
amount. It's a good practice to use the Notes field to explain why you made the rate
increase (this field is for internal use and not seen by clients).

Schedule If line items have a status of Won, and the Estimate Stage is also Won, click this
button to schedule the job.

Invoice This button creates an invoice for the client for any “Won” items. If you select this
option, keep in mind that when you schedule a job from the Estimate, an invoice for
that job will be created, even if you created an invoice from the Estimate previously.

Delete This button deletes the line items you select.
Create This button creates a Purchase Order for the products and services on the estimate.

Purchase  You can use this to give to a Vendor as a request for materials and/or labor for the
Order job.

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. 21
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In the columns in the middle of the New Estimates screen, you can adjust the rates, quantity, and
calculation values for each service or product.

Seatuz  Service/Package Cale Oty Rate  Wisits Total B Hrs TB.Hrs Cost T.Cost Margin Markup AdjRate

Add Itam

Calc This column can be used as a multiplier; it also can be used in a Rate Matrix, if you
have one. See page 38 for information on setting up Rate Matrixes.

Qty Adjust if needed. This is a multiplier and can be used in a Rate Matrix.

Rate Adjust if needed. This defaults to the rate set at the service level. The rate
typically displays to the client with the visit rate or the hourly rate. A Rate Matrix
can be used to calculate the rate.

Visits Adjust if needed. For example, you might include the number of visits in the
season so you can quote the total for the entire season. The number of visits is
multiplied by the Rate and Qty to get the Total.

Total The system uses the multipliers above to calculate the total. For example, as a
default, Total = Calc x Qty x Rate x Visits.

B. Hrs The total hours you expect your team to spend on the job. ‘i“_':_‘_
For help with calculating the amount, hover over the B. Hrs
field and click the + button.
— ¥ Fill in the Men and actual Hrs fields to
Men Hrs Min E.Hrs
Mo g e | calculate budgeted hours.
6500 4.00 Rate (85) = B.Hrs (400) = 1625 man/hr
5500 To acheive man/fr Rate of 0.00|
Adjust Rate to 0.00 or B.Hrs to 0.00
] Cancel !

T.B. Hrs The total budgeted man hours times the number of visits (B. Hrs X Visits).

Cost The labor cost for the number of budgeted hours. This typically includes the labor
burden of only your regular employees on the job. Other labor costs like
subcontractors are accounted for under Direct Costs.

T. Cost The system calculates Qty X Visits X Cost to get the Total labor cost.

Margin The system calculates the Total minus the cost to get your profit margin.

Markup This applies only to products. It's the difference between what you pay for a
product and what you sell it for (wholesale price versus retail price).
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Adj Rate  Adjust the Rate by entering a percentage or dollar amount you want to add to or

subtract from the Rate column. If you use the percent sign (%), the system
assumes it's a percentage. If you do not enter a %, the system assumes it's a dollar
amount. You can make this a negative or positive number.

For example, you normally charge $45.00 for a service, but the client has obstacles
that will make the job take longer. Use the Adj Rate field to specify the extra
percentage or dollar amount that you need to charge for each line item.

Add Notes to an Estimate

Add additional information by clicking the Note icon on the far right of each line item. =
1. Fillin any of the tabs:

The “Estimate Desc.” tab - Defaults to what is shown at the service level. You might add a more
detailed description of what the service includes. To display this to the client, your Grid must
contain the Estimate Description field.

The “Job Note” tab - Optionally, enter detailed instructions, OR click Append or Replace to make
the estimate description part of the job note. If you create the job from the estimate, this
information will display in the Job Notes for your field resources.

The “Invoice Desc.” tab - Defaults to the description set up at the service level. Change this if
needed. Optionally, you can click either Append or Replace to apply the estimate description to
the invoice.

The “Line Item” tab - Use this optional field for private notes about this line item. Your client will
not see this note.

2. Click Apply.
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Add a Package

A package is a series of jobs, frequently Waiting List jobs, performed for a client over an extended
period, scheduled as rounds. Packages are often created on a company level and then assigned to
various clients.

Note that clients cannot select individual rounds of the Package on View My Proposal. They can only
select the entire package or not.

1. On the New Estimate overlay, click Add Item.

2. Inthe Add Item overlay, click the Package radio button, then select a package from the
dropdown list.

Statuz  Service/Package Calc Oty Rtz Wig|
& Oraft | Commercial Maintenance 1 1 7| |
| Add ltem

Add ltem

Zervice @ Fackage

Direct Costs Package Select Package

Add ltem

3. Click Apply.

4. Print - Choose whether the rounds for this package will appear on the estimate by selecting the
printer icon on the left of the final package round.

Round 10 6661.7! 1
Fentilization Weed Control:Fert Round
10
Start: 12/01/2019 End: 12/31/2019

R

Package Print Setting
Print ltems? I
Print Setting Package total only

© Package item total only

Package total and item total

e Select the check box for the package round line items to appear on the estimate.
e Deselect the check box for only the top round to appear.

Note: You can set these as default options in Settings > Estimate Settings.
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Add a Job Costing Item

If you have already set up job costing, follow these steps on the New Estimate screen.

See “Job Costing for Estimates” on page 41 for more information.

Templatzs Won § Lost § Draft | Quote

Draft  Quote  Won

Status  Semwice/Package
Add lbem

Direct Costs Type

Discount | Rate Increase Create Purchase Order

Cake Oty Rate Visits Totl B.Hs  TB.Hs Cost  T.Cost  Margin Markup Adj Rate

Oy Rate Total Cverhead

Revenue: 0.00

0.00 000 Discounts: -0.00 0.0%
Costs -0.00 00%
Est Gross Profit 0.00 0.0%
Overhead Cost -0.00 0.0%
Est Mat Profic 0.00 0.0%
Total B. Hrs: 0.00
Est Revenue han/Hr. 0.00
Est Met Profit Man/Hr 0.00

m Save & Close or Cancel

1. Click the Add Item button under Direct Costs.

Add Hem
Direct Costs ]'
Add Item
| Add ltem |
Job Costing

Select Job Costing... - ‘

2. Inthe Add Item overlay, select a job costing item from the dropdown list.

3. Fillin or change any information as needed.

4. Click Apply.
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Change Line Items to Quote Status

After you have completed the estimate, in the Status column, you need to change each line item’s
status from Draft to Quote. This allows it to appear on the Estimate Document; and totals also
appear in the lower right corner.

1. Click the button in the “Status” column, which defaults to Draft, to Quote for each line item you
want to show on the estimate.

| Templates You can click the status button next to each line
Draft Quote Won  Lost item.

Status |Service/Package

Quote |Maintenance Service Fit | [ O R

Maintenance Service Fit

—| Select the check box for multiple line items and

$ ion Service 2-FIt 1 | 1 . .
S—— click the status button above the grid to apply a
new status.
Add Item
2. Click Save.

For more information on estimate statuses, see “Change the Line Item Status” on page 47.
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Service Autopilot’

Send the Estimate

1. After you've changed the status of line items to Quote and clicked Save, click the Preview button
in the upper right corner of the overlay.

Preview ‘ Email ‘ Edit

A new window opens and displays how the estimate will appear to your clients.

If you want to print the estimate, print it from the Preview screen.
OR
To email the estimate, click the Email button.

3. On the Email dialog, click Send. The Estimate stage changes to Sent.

X

Edit Estimate (#2383) - Status: Sent Preview || Email || Edit |[CEVCEO)
Estimate Code: X4W792
@CCZZED Notes  Attachments  Audit Trail

Jones, Joseph 972-977-9033 (c) Client Since:5/15/2019 Contacts - (Add Contact) AN

4005 Mustang Ave. scott.satraining@gmail.com Scott A. Howard(sales) Debi Jones

Sachse, TX 75048 Scott A. Howard (csr)

Map Code: Jackson Hills

Description Estimate - Thursday, May 16, 2019 Estimate Date 05/16/2019 )

Client/Lead Valid Until Date 06/15/2019 bzl

Sales Rep Scott A. Howard - # of Instaliments 12

Source Select Source. - PO Number PO Number

Est. Document 1 Estimate Document In-House - No Terms and | m Work Order Number 2198

Show Discounts (show discounts in the grid) Stage Sent v

5 Templates Schedule Invoice
All  Draft BeILTEH Won  Lost
Status Service/Package Calc Qty Rate  Visits Total B.Hrs T.B.Hrs Cost T.Cost Margin Markup Adj Rate
= Quote Maintenance Service Fit 0 1 25 1 2375 047 0.17 51 510 78.5% 0 ™%
Maintenance Service Fit 23.75 0.17 510 78.5%
Add Item

4. If the Client receives the estimate by email, they can click the link in the email to go to the View

My Proposal website. Here, they can select services they want and then accept them.

If you've included a signature line in your document and settings, the estimate will look like this:

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. 27




Estimates User Guide

Service Autopilot

: Review your proposal

Review each line item. Then just click the accept button to confirm and set up service.

Review the proposal below. Uncheck any services that you do not want.

Autopilot
Services

811 East Plano Pkwy
Plang, TX 75074
972-696-9939
www AutopilotServices.com
Estimate Date: 5/16/20:9
Estimate #: 2383

Joseph lones

4005 Mustang Ave.
Sachse, TX 75074
scott.satraining@gmail.com

Below is the estimate details you requested:

Estimate Description Amount
s Weekly Lawn Mowing Includes: 23.75
= Weekly maintenance, approx. 50 visits
= Weekly Trimming
= Weekly Blowing
= Weekly Edging
Subtotal 4$23.75%
Sales Tax £2.31
Total 4£26.06

Your monthly payments will ba: $2.17 over a 12 months.

Pleasa sign below:

Based on your selections your Subtotal is: 23.75

Tell us why you ( |
selected us E

5. After the client signs electronically, the Accept button appears. The client clicks this to finalize
their acceptance.
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Review each line item, Then just dick the accept bulton to confirm and set up service,

Review your proposal

Reviow the proposal below. Uncheck any services that you do not want.

Services

B11 Enst Plang Py
Flas P50

72 935
W AT LSRR COm

Estimafie Date: 5/ 162018
Estimans #° 231

Beiow & the estimate detals yo reauesing

Estimate Description Amspunk
B Weakly Lawn Mowing Includes: 23,73

* Weakly maintenance, sop. 50 visits
® Weekly Trimming

= Weekly Blowing

& Weskly Edging

Subitotal 821,75
Sales Tax $2.31

Torsl o600

Vit maatily pEymants will be: $2.17 seer & 12 monthe

Flonse sign below

Eased on your sefeoiions your Subioisl b pz e
Tell us wiy you selecied B8 Dusrantes 8
Prinigd Name soupn jgrs Dhaie oo
, -
Signaturs 4

If you have a confirmation email set up, it will be sent to the client after they accept the proposal.
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You'll now see that the Edit Estimate screen shows the estimate stage has changed to Won.

Edit Estimate (#2383) - Status: Won

Estimate Code: X4W792

Attachments Audit Trail

Notes

Jones, Jose| 972-977-9033 (c)
4005 Mustang Ave. scott satraining@gmail.com

Sachse, TX 75048
Map Code: Jackson Hills

Description Estimate - Thursday, May 16, 2019

ClientLead onas, Josaph : 4006 Mustang Awe. (Cllant)

Sales Rep Scott A. Howard

Source Select Source

Est. Document 1 Estimate Document in-House - No Terms and ([T

Show Discounts

(show discounts in the grid)

Preview

]

[

Email

Signature Information

Name: Joseph Jones
IP Address: 198.143.57.19

Date signed: 9/4/2019

Client Since:5/15/2019
Scott A. Howard(sales)
Scoft A. Howard (csr)

Contacts - (add Contact) Al
Debi Jones

Estimate Date 05/16/2019

Valid Until Date 06{15/2019

# of Installments 2

PO Mumber PO Number

Work Order Number 2198

Stage Closed - Won -
Reason Guarantee =
Email Auto Response Accepted

il Templates

Al Draft

Quote

0 1 25 1

Calc Qty Rate \Visits Total B.Hms

Invoice

T.B. Hrs
2375 047 0.7
23.75 017

51 510 TB.5% 0 Mm%

510 7B.5%
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Sending Estimates from the Legacy App
After you have set up estimates in SA, you can send estimates from the Legacy app.
Basic steps:

1.

© N o W

Turn on User Rights for the Legacy app:
Go to Settings > Company >User Roles and Rights > (Role) > “Mobile” tab, then check the
“Enable Estimates” check box.

On the Legacy app, go to a Lead/Client account.

Tap View Estimates and modify any existing estimates.
OR
Tap the Add (+) button and select Estimates > Create Estimate or Create from Template.

Choose any estimate template you've built in SA. (This can have a document template
associated with it.)

OR

Add line items to the new estimate.

Modify the status of line items if needed.
Verify that your pricing and descriptions are correct
Make sure a document is selected, then email the estimate from the Legacy app.

If you're with the client, you can show them the estimate, and they can accept and sign it
directly on your mobile device.
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Schedule Jobs from an Estimate

When the client accepts an estimate, you can schedule the job from within the estimate. This moves
all information from the estimate, including discounts, to the job.

If the client accepts online:
Ideally, the client clicks the email link and accepts the estimate online.

1. Go to CRM > Estimates to see the list of all your estimates in SA, and look for the estimate by
filtering if needed. (Remember, filters are your friends!)

You also can go to the client’s account to access their estimate.
2. On the Estimates list screen, you'll see that your estimate is Won in the Status column.

3. Click the Estimate number to see the Edit Estimate screen. The line items won will be on the
Won tab.

Templates t Schedule Invoice
¥

Status  Service/Package Cale  Qy Rale \Vists Total B Hs TB.Hs Cost T.Cost Margin Markup AdjRate
% Won  Maintenance Service Fit 0 1 28 1 RIS 07 Rz 51 510 78.5% ° %
Maintenance Service Fit 23.75 0.17 510 7BS5%

Add Item

4. Click the Schedule button.

Schedule a Job 5

Schedule Job

Maintenance Service Fit i Schedule

No available packages to schedule

No currently scheduled services or packages

5. On the Schedule a Job overlay, select the services you want to schedule. Make sure to schedule
each service as the appropriate job type.

For example, if a weekly service and a one-time service were both accepted by the client, you
would not schedule them together. The weekly service would be scheduled as a recurring job and
the one-time service would be scheduled as a one-time or waiting list job.
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6. Click the Schedule button and select the type of job for this service (Recurring/Waiting List/One
Time).

7. Click OK. Then schedule your job as you would any other.

All information from the estimate, including Job Notes, Products, and Invoice Description, go into
the job.

Finding Line Items According to Status

All Draft Quote Won Lost

Status  Service/Package Calc Qty Rate  Visits Total B.Hrs T.B. Hrs Cost T.Cost Margin  Markug

Add Item

In the center of the Edit Estimate screen, the Status tabs group individual line items according
to their current status: All, Draft, Quote, Won, or Lost. This can be helpful if you want to look
at line items with a particular status.
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If the client accepts offline:
A client might accept by email or any other communication.

1. Go to CRM > Estimates to see the list of all your estimates in SA, and look for the estimate by
filtering if needed.

2. Click the estimate and change the status from Quote to Won, then fill in the “Reason” field, if
required.

) Templates

'8 Draft Quote  Won Lost
Status Service/Package Calc Qty

é Draft | Maintenance Service Fit 7682.3 2

Maintenance Service Fit

& Quote | |Bed Maintenance ‘ 0 1|

Bed Maintenance

Add Item

3. If you want to send a confirmation email, click the Accepted button for the “Email Auto
Response” field. This button appears only when the stage and status are set to Won.

Accepted b

Selecting 'Send’ will send a conﬁrr‘fIation email to the
client, an email to the company contact, and create a

ticket stating that the estimate was Accepted

m or Cancel

4. Click Send at the confirmation dialog. This will send a confirmation email to the client stating that
the estimate was accepted.

5. Click the Schedule button to schedule the job. For instructions, see “Schedule Jobs from an
Estimate” on page 32.

All information from the estimate, including Job Notes, Products, and Invoice Description, go into the
job.
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Advanced Estimate Setup

You might need to do some setup before you create the estimate documents. Some options when

creating estimates include:

While these items each require some setup, the time you invest will pay off by streamlining your

Services (page 36)

Products (page 38)

Rate Matrix (page 39)

Job Costing (page 41)
Estimate Templates (page 43)

estimate process.
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Create Services for Estimates

Services are always part of estimates, so it's best to set up any services in advance. These may
include a rate matrix and estimate description. If you don’t use a rate matrix, the estimate description
uses the invoice description and default rate.

Estimates are affected by various items on the Services screen. You might want to adjust some of the
following.

Under Settings > Scheduling > Services > (Service Name) > “Details” tab:

Edit - Bed Maintenance

Sales Tax Code [ - Account [

Service Mode [ Per unit e z occount in QuiskBosks

Invoice Description Bed Maintenance

For Estimate Only - Checking this check box means the service will appear on your estimate and is
only for presentation purposes on an estimate. It will not appear on any job or invoice.

For instance, you might create an overall service that lists major phases of a turnkey project. It will
leave out the detailed descriptions that the client doesn’t need to see. You would schedule the details
your crew needs in the jobs, once you win the estimate.

Note: If you add a service marked as “Only use for Estimates,” that service can be added only as a
“sub item” on an estimate.
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Under Settings > Services > Edit Service > “Estimates” tab:

Edit - Bed Maintenance

Detsils Rate Matrix  Job Costing/Analysis

Au Ell

Font Family 12

B2d Mzintanancs

» B I U & x x = E E E =

- 8 % @ =E -

Font Family 12

» B I U & x x Bv I

1 The rumber of times per year this service will be performed.

Description on Estimate

Call Script Notes

Number of Visits

Rate Per Visit

Enter the description for this service, which will appear on any
estimate containing the service.

Optionally, add quick reminder notes for sales and other staff to
mention if they are on the phone with the client. For example, “Our
monthly service includes xyz, and we are currently offering a discount
to new clients through the end of this month.” To see the notes, the
sales rep goes to the Estimate screen where you've added the line
items. Any line item with a call script note has a dotted underline that
indicates there are notes. The sales rep can click the service to see
these notes.

The number of times per year the service will be performed. This
number defaults to 1 on the Estimate screen.

Type in the rate in the “Rate per Visit” field to create a default price.
Note that the “Rate Per Visit” option is the only functional option.
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Set Up Products for Estimates

If you include products on your estimates, you must have a service on the estimate first.

1. Under Settings > Scheduling > Products, do one of the following:

On the “Non-Inventory” tab, click Add Non-Inventory Product.

OR

On the “Inventory” tab, click Add Inventory Product. This might be used if you are syncing with

QuickBooks.

2. On the “Details” tab, fill in all required bold fields, and any other fields as needed:

Default B. Cost What you pay for the product.

Default Rate What you'll charge the client for the product.

Default B. Hrs Estimated number of man hours to install that individual product. Once you
add a quantity of the product, the system will multiply it by the budgeted
hours to help you estimate the total time for a job.

3.

for the product that will appear on the estimate.

If you want to show this product on estimates, go to the “Estimates” tab, and add a description

Add Non-Inventory Product

Details Price Matrix
¢ B I u £ %2 X EL E = = =
Font Family v 12 v MNormal > 4 G @ E =

m Save & New [ENeUI<]

4. Optionally, on the “Price Matrix” tab, enter the From and To,

Rate, B. Hrs, and B. Cost.
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Create a Rate Matrix for an Estimate

Similar to a pricing sheet or scale with different levels of pricing, the Rate Matrix calculates the price
of a service based on values in your custom fields. When creating an estimate, the pricing will be
automatically filled in for that service, and you can edit it if needed. Rate Matrixes are typically used

for a Flat Rate service mo

de.

You can base the Rate Matrix on variables such as the square footage of a house or lawn. Or if you
use Rate Matrixes on subservices, you can factor in more complexities of a property. To set up
custom fields, go to Settings > CRM > Custom Fields.

1. Go to Settings > Scheduling > (Service) > Edit, then click the “Rate Matrix” tab.

Edit - Bed Maintenance

Details Estimates

Job Costing/Analysis

Audit Trail

Calculation | Calc X

The Calr fleld on the estinngte screen is used to lookup (determine)
x Rate x
the service has a Calculation of Cale x Qty x Rate x Visits. the Calc field on the estimate screen is used for rate lookup and is used
to coloul

The Rate Matrix From and To values key off of the Cale fleld an the estimare screen.

e rate for this service. if the service has @ Caiculation of Qty
ts, the Colc fleld on the estimate screen s used for rate lookup only and not used to colculate the Totol. However, if

the Total.

For exampie, if the Cale fleld on the estimate screen represents 5q. feet and the matrices is per sq. foot pricing, use Calcx Qry x
Rate x Visits.
Calc field = 50 {sq ft). Oty = 1, Rate = 1.5/sq. ft. Visits = 26, Total = 50 x 1 x 1.5 % 26 = 1950

Based on this Custom Field:

The system will fookup the volue stored in the specified Custom Fleld and aute populate the Caic field on the estimate screen

Add Matrix Item | | Copy Matrix
2l

when gu rvice. If mo custom fleld is specified the Calr fleld on the estimate will default to the amount specified for the
Custom fleld specified for the client.
From: 9 Ta: o Rate: 9 B Hr=: C- B. Cost: 9
Every | O over | 0 iss | O more and 0 more time with an additional cost of § 1]

m Save & New or LCancel

2. In the Calculation dropdown list, select the calculation for this item. A simple one is

Qty X Rate X Visits.

3. In the Based on this Custom Field dropdown list, select a custom field that’s already set up. The
system will use this field to calculate pricing.

4. Set the minimum price range for this service in the From and To fields. For any range of between

the From and To field

s, your service will be charged at that minimum price.

In the example below, the range is O to 1000 square feet at a rate of $40.00.

5. For 1-to-1000 square foot range, enter the rate, budgeted hours (man hours), and budgeted cost
(the average labor burden for the estimated budgeted hours).

6. Click Add Matrix Item to add another line for the next level of pricing. Add as many more lines as

needed.
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If your rates and ranges go up at equal increments, you can fill in the bottom fields to cover all

additional scenarios.

In this example, for every 3000 square feet over 8000, the range goes up at an equal rate of

From: 0 To: 2000 Rate: 26 17 B. Cost: 5.1 b

From: 2001 To: 5000 Rate: 30 0.25 B. Cost: 7 x

Fram: 5001 To: BOOD Rate: 378 033 B. Cost: o x
I Every 3000 over BoOD IS % 897 moreand | ‘008 more time with an additional costof § | 3 I

Add Matrix Itam | Gopy Matrix | I

The Copy Matrix button can copy matrix line items from another service. Note that the Copy
Matrix button does not copy the Calculation field or equal increment pricing fields at the bottom.

Click Save.
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Job Costing for Estimates

Job costing is not required for doing estimates, but industries that use a lot of products, such as
landscaping, might benefit from job costing to keep track of variable and fixed costs, and also to
determine a more accurate profit margin. You also can use Direct Costs to account for hourly wages
for contract employees. For your own salary and office staff and expenses, you'd charge these to
Variable & Fixed Overhead—in other words, your cost of doing business.

Using job costing in SA can help you assess your budget for a job, and determine whether the
revenue will be enough to make the job worthwhile.

Set Up Job Costing Items for Estimates

You can set up job costing for estimates under Settings > Accounting > Job Costing.

On the “Direct Costs” tab, include overhead items that aren't consistent, such as fuel, maintenance,
additional products or staff, and equipment rental. These are direct costs necessary for doing the job.

Job Costing
m Variable & Fixed Overhead

Expenses you would not incur if you did not perform this job

Note: Hourly labor rate should include pay rate, burden, workers compensation and health insurance

I Active Inactive Al

Add Item

Overhead (OH)
Labor 25,00 %
Contract Labor/Subs 5.00 %
Assels/Equipment 15.00 %
ProductsiMaterials 10.00 %

For Single Overhead Recovery set each category to same % or § Amount
For Multiple Overhead Recavery set each category 1o different % or $ Amount

Example: Labor = 25% | Subs = 5% | Asset/Equipment = 15% | Products/Materials = 10%

Variable & Fixed Overhead

Variable Overhead (OH) = costs not directly associated to a specific job and vary month to month; i.e. uniforms, small tools, fual

Fixed Overhead (FH) = costs for doing business; i e. office utilities, administration salaries, rent, insurance, efe.

Edit Name Description Type Rate Active Delete
II Bob Cat Bob Cat Assat/Equipment £250.00 Active o
#  Buliding Cost Building Cost Asset/Equipment $100.00 Active x
&  Dethatcher Dethatcher Asset/Equipment $100.00 Active x
&  Ditch Witch Renta Ditch Witch Rental Asset/Equipment $250.00 Active x
#  Dump Trailer Dump Trailer AssetEquipment §100.00 Active ®
#  Project Manager Project Manager Labor $40.00 Active ®
_/ Supervisor Supervisar Laber $21.00 Active o
#  Pickup and Delivery Fee Pickup and Delivery Fes Other 80.75 Active o
#  Cleanup Subs Cleanup Subs Subs $12.00 Active x
e On the “Variable & Fixed Overhead” tab,
T arabie & Fixed Overnoad

include the cost of doing business. These
are indirect costs, such as salaries for office
staff, office rent, and equipment
maintenance.
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Add Job Costing Items to an Estimate

After you set up job costing and add it to an estimate, your costs are listed by type in the Costs
section on the right side of the screen below.

1. Inan estimate, click Add Item in the Costing section on the lower left of the screen.

Direct Costs Qty Rate Total Ovarhead
Bab Cat Asset/Equipment 1 26000 25000 3750
Cleanup Subs Subs 1 12.00 12.00 0.60
Ditch Witch Rantal Assel/Equipment 1 250.00 250,00 37.50
Fickup and Delivery Fee Othar 1 0.50 0.50 0.00
Add [tem 512.50 75.60

500,00 1||'.‘.1‘~ i

0.50 1.1%

Est Net Profit:

Subtotal:

Est Sales Tax:

Total

Total B. Hrs:

Est Revenue Man'Hr:
Est Nat Profit Man/Hr:

B : !
-15.60 162.7%
-554.63 -1193.5%

46.47
4.30
50.77
0.41
113.34

-1352.76

2. Select ajob costing item from the Add Item dropdown list.

3. Fillin the Qty and Rate fields for the item.

Qty is multiplied by the rate to get the Total, which is your direct cost.

Rate is the per-unit rate. For instance, you would estimate the number of hours for a resource, or
the miles you will drive if you charge by the mile.

Overhead is the “Variable & Fixed Overhead” set up above, such as labor and assets and

equipment. In the example above, these are set up as a percentage of your direct costs for that

type.
4. Click Save.
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Estimate Templates

It's a good practice to build out some job estimate templates with products and services you typically
bundle together. This will save you time when you create estimates.

For example, an estimate template for a construction service might include subservices of demo,
build, and cleanup. Within each of those subservices, you can include products to help you track your
costs.

Then, you'll be able to quickly create a new estimate, even while you're on the phone with a client or
lead. From the Clients or Leads account screen, click Add Estimate, select the pre-made template
you've already set up, and customize it on the fly.

If you're talking to a client, click the Quote button for any service they are interested in.

Build an Estimate Template

1. Go to Settings > CRM > Job/Estimate Template.

On the Templates screen, click Add Template.

2

3. The New Template screen appears.

4. Add a name for the template in the Description field.
5

For Show When Creating, select Estimates from the dropdown list.

New Template

[ Details ]

Description Maintenance Estimate Template

Show Discounts (show discounts in the grid)

Show When Craating Joba

Servicalf Rate Visits Tolal B.Hrs TB.Hrs  Cost

Add Item

EEITR AL or Cancel

6. For Est. Document, select the Estimate Document you want to use.

7. Add a service to the template under the services area by clicking Add Item, then selecting a
service from the dropdown list. Optionally, add other typical services you offer. It makes sense to
choose your most popular services first, so they’ll display at the top of the estimate when you
load the template.
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New Template

Dascription

Shoew D

: - !
Show When Creating Foth

Maintenance Estimate Terplate

(show discounts in the grid)

DweddCoals || | Senvice
Add Item

ServicePackage Cak Oy Ras  Visls Totd B Ha
$ Malntenance Servics Fii o 1 25 | 1 2500 037
Mainienance Service FIl 25.00
& A Quantey Maintanance
Maint. Q1 o 1 18 1500 17
Gorarnl Mamenaror Manienaros 1
St CUO12010 End: 04RO
Maint. @1
[ MaintQz [ 1 15 1500 17
Goraral Mamienance Mumienance
St (4012018 End: 06002009
Maint. 02
Maint. O3 o 1 18 16.00 | .19
Giprerml Mamenance Munienancs 1
St 072018 End: 08302019
Maint. @3
[ Maint 04 0 1 175 1750 0,33
Gerarl Manisnance Marntenance 4
St 10012019 End: 1000
Malni D
Add Hem
Add Item
* Type O service

TB.Hs  Cost

T

nar

nir

51

T.Cost Mamgin  Markup Ad Rale

510 T96% o
510 THE%
700 533% o
TO0 533% 0
B00 50.0% o
200 486% [y
300 5NI%

8. Leave the Calc, Qty, Rate, and other cost fields to be filled in automatically. You can adjust them

for the individual client when you create the estimate.

9. To add subproducts or subservices to any line item, hover over the line item next to the Calc field

and click the + button that appears. Select a subproduct/subservice, then click Apply. Add as

many as needed.

10.

Under Direct Costs below the list of estimate line items, click Add Item to include additional costs

associated with the service, such as a special piece of equipment or additional labor like

subcontractors.

11. Click Save & Close.

Now, within an estimate, click the Templates button, and choose a template to customize as

needed for the client.
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Manage Estimates

You can manage all your Service Autopilot estimates for any client or lead on the Estimate List

screen.

Check the Estimate List Screen

Go to CRM > Estimates.

This screen shows all the estimates you have in SA. On this screen, you can focus on certain types of
estimates using the filters at the top of the screen.

A couple of common filters are by stage and sales representative.

SelectaFilter: Number Date Status Stage Sales Person

H Estimates |

273 items in 1 page

# Status ¢ Stage & ClientiLead

2392 Won Won - Bob, Billy
Needs 123 Main St.
Scheduling

2391 Draft Draft ACME Inc.

7818 lvy Lane

2390 Won Won - Danick, Danny
Needs 1900 Drexel Drive
Scheduling

2389 Sent Sent Client, Test

406 Vernet St

Tags Client/lLead Street Address Documents  Customer Types

& Est Desc/Document + Date & Uniil & Sales Person ¢ Probability %

Estimate - Monday, Jul... 07/01/2019 07/31/2019 Scott A.

2 Estimate Document In- Howard
House

Estimate - Friday, June... 06/28/2019 07/28/2019 Scott A.
(No Est. Document Howard
Selected)

Estimate - Wednesday,... 06/26/2019 07/26/2019 Scott A.
2 Estimate Document In- Howard
House

Estimate - Monday, Ju... 06/24/2019 07/24/2019 Frank
2 Estimate Document In- Blaylock
House

Email Address Status

0.00%

0.00%

0.00%

0.00%

Add Estimate

page size: ETHN [IEIE1IDED

Income & Gross Profit & Margin &

850.00 850.00 100.00%

0.00 0.00 0.00%

1094.50 872.30 79.70%

31.45 9.45 30.05%

For example, click either or both the Stage and Sales Person filter at the top of the screen, then make

a selection from the dropdown list.
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Create a Custom View

On many list screens in SA, you can create a custom view that saves the filters you want. On the
Estimates List screen, you might create a view called “Draft Estimates” or “Won Estimates.”

1. On the Estimates List screen, select and apply the filters you want.

2. In the Estimates Screen Views dropdown list, click “Create View.”

Select a Filter: Number

Date @ Stage

Status @brarl

a Estimates

Screen Views

Create View

Estimates

Estimates

Scott's Estimates

Won Estimates

Sent Estimates

Frank's Estimates

Won - Needs Scheduling

Save

2406 Won

% Dy Est

X LAGHER LN Rey

X (TE

X ¥ Rene Est

X hardson Dr. 1E

Hol

Won - May, Sally Rene Est
Needs 1245 Richardson Dr. 1E

Sales Person  Tags C|

~  Apply

% Estl

3. Inthe Screen View overlay, type a name for the custom view, such as “Draft Estimates.”

Screen View

Enter View Name

Draft Estimates

I8 - oo

4. Click Save.

This view will now be available in the dropdown list for quick access for your login. Each SA user
creates their own custom views, and they can't be shared with other users.

5. After filtering your Estimate List screen, click an estimate number to see the estimate.
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Within an estimate, you can change the status for individual line items or in bulk.

¥ Templates

All

*®

4

Add Item

Draft Quote Won Lost

Status

Draft

Quote

Service/Package
Maintenance Service Fit
Maintenance Service FIt

Bed Maintenance

Bed Maintenance

Clicking the status button next to each line item lets you
change that line item to a different status.

This button toggles through all the statuses—Draft,
Quote, Won, and Lost.

To make a bulk change to statuses, select the check box
for the line item, then click the appropriate status
button at the top.
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Use Stages to Streamline the Estimate Process

The estimate stage is a customizable category that lets you track where an estimate is in the process.
Stages can be helpful in many ways:

e Consider the stage of current estimates to project your upcoming income.
¢ Find out what estimates have been won and are now ready to be scheduled.

e Build automation triggers based on the estimate stage.
Stages apply to the entire estimate, while the status applies to individual line items.

Four stages come pre-loaded in SA:

o Closed - Lost

e Closed - Won

e Draft

e Estimate Sent

The system automatically assigns these stages as estimates pass through the process. You can create

additional stages to assign to individual estimates. You also can edit the default stages that SA
supplies.

For example, you might change the default name from “Closed - Won" to “Won - Needs Scheduling”
so that when you win an estimate, it will automatically be assigned this stage. This stage serves as a
reminder to your team. Once it’s scheduled, it can be changed to something like, “Won and Done.”

© 2020 Service Autopilot Proprietary Information. All Rights Reserved. 48



Service AUtOpllOt Estimates User Guide

Add or Edit an Estimate Stage

You can add or edit an estimate stage using the same process.
1. Go to Settings > CRM > Estimate Stages.

2. Click the Add Estimate Stage button.

Estimate Stages

Active Inactive All
Name Status Probability Modified Active
Draft Draft 0.00% 5/14/2015 Active
Draft - Cold Draft 30.00% 3/12/2015 Active
oA S 90.00% 212112014 Active
Details
Draft - Follow Up
With Call - More Draft 98.00% 5/2/2014 Active
Details
Draft - Hot Draft 98.00% 9/17/2015 Active
Draft - Opportunity ~ Draft 5.00% 4/24/2019 Active
Lost Lost 0.00% 1/31/2014 Active

3. Inthe Overlay, fill in a name such as “Won - Needs Scheduling.”

Edit Estimate Stage X
m Event Tags
Name Won - Negds Scheduling|
Probability 100.00
m or Cancel

Now, when you go to the Estimate List screen, you can filter by this stage to see which estimates
need to be scheduled.

Once scheduled, you can change the estimate stage to the next one, like “Won and Done.”
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Assigning Probability in Estimate Stages

In the Add Estimate Stage overlay, you can add your judgment on the likelihood that you'll win the
estimate, in the Probability field, as a percentage.

For example, your client has verbally confirmed they will accept the estimate. Because you have a
high confidence level, you might assign a 95 percent probability of winning the estimate. You might
label this stage as “Sent - Hot"” and make similar stages for different levels of probability, like

“Sent - Warm” and “Sent - Cold.” You can then filter the Estimates screen by stage to help with
planning.

Pro Tips for Stages

Change the “Won" estimate stage to “Won - Needs scheduling” so you can search on these
quickly.

Automations can be triggered by stages. For instance, you might create a Ticket for estimates
that reach the stage “Won - Follow Up.” For more information, see the Automations User Guide.

Don't delete lost estimates. Contact them in a month or a quarter in case they are not satisfied
with the vendor they chose. On the Estimate List screen, you can do a bulk edit on estimates with
a “Lost” stage and change that stage to “Lost - Re-contact.”

Estimate Reports

You can run a report on estimate stages to help plan for projected revenue and staffing. Go to
Report Center > SA Reports > Estimates By Stage. You can run this report based on criteria like
Date Range, Sales Rep, and Stage.

You can even run a report to look back at the accuracy of projections made in the past.

The Report Center offers these estimate reports:

You also can create a custom analysis for your estimates. In the Report Center, select
Create Analysis > Estimates.

Estimates by Stage
Estimated Value Vs Actual Value
Won Estimates by Service

Won Estimates Service Products
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Appendix: The Settings - Estimates Screen

Under Settings > CRM > Estimate Settings, the Settings - Estimate screen contains these fields.

Show Grid Lines

Select the check box to show grid lines on the Estimates Grid.
(This applies to only the legacy Document Editor.)

Grid Column Name - Rate

You can supply different text instead of “Rate” for the column
heading.
(This applies to only the legacy Document Editor.)

Grid Column Name -
Quantity

You can supply different text instead of “Quantity” for the
column heading.
(This applies to only the legacy Document Editor.)

Grid Column Name - Amount

You can supply different text instead of “Amount” for the
column heading.
(This applies to only the legacy Document Editor.)

Margins

Set the left, right, top, and bottom margin for the estimate.
(This applies to only the legacy Document Editor.)

Show Discounts

Discounts will appear in the estimate grid by default.

Print Package Items

This is the default setting for how package jobs will display
prices on an estimate. When checked, individual package
rounds will appear on the estimate by default. If checked, you
have the option to choose whether to show the total of each
round, the total of the package, or both, in the “Amount”
column on the grid. You can change these settings for
individual packages on the estimate.

Print Products on Estimate

This is the default setting for whether products will appear as
line items on the estimate. You can change these settings for
individual line items on the estimate.

Show Products on Invoice

This is the default setting for whether products will appear on
the estimate invoice. If you schedule a job from the estimate,
this invoice setting carries over to the job.

Confirmation Email

Insert an email address if you want the system to send you an
email when an estimate has been accepted by a client online to
an email address other than your company email address,
which is the default. The notification will be sent to the email
address in the field.
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Default Number Of
Installments

The number of installments will default to the number you
select.

Default Estimate Items as
Won

This setting defaults to “Checked.” Depending on your
selection, quoted services will appear in View My Proposal as
checked (Won) or unchecked (Lost) when the client views the
estimate online.

Disable Document Selection

Checking this prevents someone creating an estimate from
choosing an estimate document. If you check this, the only
way to add an estimate document is from an estimate
template.

Allow Scheduling of Zero (0)
Qty Products

Check this to list products without a quantity required. This
allows you to show a product with a flat rate for the overall
price of a product. You might use this if you know how much
to charge for the product, but don't know how much you'll
use.

Require an Estimate Reason
(Won/Lost)

Checking this requires the client or employee to specify why
the estimate is won or lost on the View My Proposal page and
Estimate screen. You can add additional Estimate Reasons
under Settings > Estimate Reasons.

Allow Signature Capture on
View My Proposal

Check this if you want online estimates to include an
electronic signature. You must also have the merge tag for
“signature line” in your estimate document. This setting must
be enabled for the merge tag to work.

Show Subtotal on View my
Proposal

Check this to have a subtotal line at the bottom of the online
estimate. The services that the client selects are added to
create a subtotal. For this to work, the estimate grid must
include the “Amount” field for the service.
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