mpengo Service Sheet: A Quick Start Guide

Welcome to mpengo ServiceSheet! This app is targeted at the service industry where checklists are used
to capture information about any process that is performed for a client. The process can be as simple as a
multi-point inspection and as complex as the user needs. You are even able to add charges and invoice the
customer.

This app allows users to:

Define answers to be used for different service sheets

Define additional questions to link to a service sheet design

Define a simple service check list of questions by one or more categories

Schedule the service sheets

Capture information for each of the questions on the service sheet

Print, Email, Text and even Air Drop (if compatible) simple reports to record, and manage the
information captured on the device.

e Add charges to the service sheet

Support:

We're here to help any time you need us. We’re consistently rated among the top support organizations
in North America and if you ask us a question, you'll find out why. You can expect a quick reply.

To reach us, simply tap the button labeled [Support]. Enter your subject & question, tap [Send], and our
Support folks will answer you quickly.

For a Guide, send Support an email requesting the Quick Start Guide. We also have a more detailed
manual if you desire. Just let us know and we will send you a link!

App Buttons and functions:

Generally, the app uses the following conventions:

[Actions] button (when in Portrait mode) - Displays the menu items
[<...] - return to the previous screen or menu.

[Done] - saves your work and returns you to the previous screen.
[Add] - tap to add a new record, line, or other piece of information.
[Delete] - tap to display a list of records that can be deleted.

[Order: Ascending] button - Tap to choose the sort order for the Service Sheets (Descending,
Ascending, Today only)

[Close Sheet] - tap when finished to close the Service Sheet. The Service Sheet will be in Customer
History and can be reopened within 24 hrs.

[Reorder] button - tap and hold to move and rearrange the order



Print - tap to preview then access print, email, or share button
Photos - tap to add up to 8 photos by using the camera or accessing your photos app.

Legend - tap to view the answers legend for the open service sheet

(I [Share] icon - Tap to share (mail, message, air drop and more)
Support - Tap to send Support an email

ServiceCall - Tap to access Service Call Actions

Sample Service Sheet
Tap the Customer name, date, or tech name to change or reassign

Tap to enter Customer
or Tech Signature.

Page 1: Checklist Paga 2: Summary

HVAC equipni® ‘
Tech: Bob Granite | ill Barey Feb 25 2018 05:27 PM Tech: Bob Granite

) aintenance
Tap on Invoice button

i Feb 25 2018 057
to review or enter

== Total Charges: 216,50

charges ( ) Total Charges: 215,50 )
. Total Taxes: 13.34 Total Taxes: 13.34
‘% ‘ ‘ Total Invoice: 228.84 e ‘B'% Total Invoice: 22884 SR
Tap to Add/Edit Charges L Tap to Add/Edit Charges )
Outdoor Units Notes

Question under each

Category to enter Cleadileaesandeb Blionineieicabine: s AdditonalTech Fred Flntstone, Bucky Beave,Bil Bones p
notes.

Inspect base pan for restricted drain openings Pass Model Trane 6—

Serial TR126456

. o Pas P
Inspect coil and cabinet—clean as needed ass RunHours 850
Inspect fan motor and fan blades for wear and damage Pass Conract BB646844
Hours
Tap on an answer Inspect control box, wiring and connections Pass

choice for the

question or tap clear Inspe ssociated tubing for damage Pass
to remove your
selection and any
notes. Inspect and clean blower assembly Pass N/A

Lubricate motor and inspect fan belt (On older models) Pass

Indoor Units

il

i i W 1
Print  Photos  Legend Close Sheet | Print  Photos

Enter any notes or
comments.

Select any additional

Tap on an Action/ _——m::r proper refrigerant level Pass / techs.

Enter answers for
additional Questions.

Tap to view Answer Tap to View, Print or Tap Camera to take or Close Service Sheet
legend. Email. attach photos. Badge and send to Customer
shows number of history file.

photos attached.



Setup

Setup: General

e Company Info: Tap to enter your company information, logo and registration.

e Supportinfo: Enter the name of the person that we generally work with if they have questions about the
app, and enter the email address we should send responses to. Carbon Copy email is to let you send an
additional copy to yourself or someone else in the company for record keeping.

Setup: General Support

Primary Tasks Information
Home Company Info
Reports Support Info

General: App Options: Select to access more options for Service Sheet and Shared App Options.
e Cptiens
Options to 7. the ion and fi e ity of the app.

Diagnostic Options
Options to configure the debug and diagnostic features of the app.

Shared App Options
Oprions to . icati used by the apps using the shared sandbox.

General: App Options-Global:
o (Calendar Type: select Wheel or Calendar.
e Use HTML for email message body: email message will be created in HTML format. (Default is OFF)
e Auto-format telephone numbers: Auto-format phone numbers based on current locale of the device.
(Default is ON)
Color Themes:
e Select App Background Color: select color to be used for the app background: 1=Lt. Brown, 2=Lt. Grey,
3=White, 4=Grey, 5=Almost Black. (Default is 2)
e Auto-switch background color when Dark Mode is active: turn ON to Automatically change
background color when Dark Mode is active (i0S13+). (Default is OFF)
o Select Dark-Mode background color: Select background color to use when Dark Mode is Active: 1=Grey,
2=Almost Black. (Default is 2)
General: App Options-Backup:
¢ Include Photos: Include all photos in the Backup; the photo files will be lost if not included in the backup.
(Default is ON)
e Compress Backup file: compress the backup data to reduce the amount of space used. (Default is ON)

£ setup: General Setup: App Options Done

Global
Calendar Type
Select the type of control to be used when selecting a date. Wheel

Use HTML for email message body
Email message will be created in HTML format.

Auto-format telephone numbers
Automatically format telephone numbers based on the current locale of the device.

.OI

Color Themes
Select App Background Color

Select the color 10 be used for the app background:
1 = Light brown, 2 = Light Grey, 3 = White, 4 = Grey, 5 = Alm... - -n-

Auto-switch background color when Dark Mode is active

Automatically change background color when Dark Mode is Active (i0S 13+) D

Select Dark-Mode background color
Select background color to use when Dark Mode is Active: 1 = Grey, 2 = Almost Black. 2

Backup

Compress Backup file
Compress the backup data to reduce the amount of space used.

Include Photos
Include all of the photos in the backup; the photo files will be lost if not included in the backup. .



General: App Options-Service Sheet:
e Compact Service Sheet List: use a more compact format on Home screen. (Default is OFF)
e Customer Signature required: turn ON to override layout and force for all designs. (Default is OFF)
o Tech Signature Required: turn ON to override layout and force for all designs. (Default is OFF)
e Require All Answers: force all sheets to require all questions to be answered before sheet can be closed.
(Default is ON)
e Hide Question Numbers: turn ON to NOT print numbers for the questions when printing a service sheet.
(Default is OFF)
o Allow additional Tech names: allow service sheet to include additional Tech names. (Default is OFF)
General: App Options-Debug / Diagnostic Tools:
o Allow access to diagnostic options / tools: Troubleshooting and support functions. (Default is OFF)

( Setup: General Setup: App Options

AT

Service Sheet
Compact Service Sheet List
Use a more compact format for service sheet list on home screen.

Customer Signature Required
Force all sheets to require customer signature; otherwise determined by the design.

Service Tech Signature Required
Force all sheets to require Service Tech signature; otherwise determined by the design.

Require All Answers
Force all sheets to require all questions are answered before the sheet can be closed.

Hide Question Numbers
Do not print numbers for the questions when printing a service sheet.

Allow additional Service Tech names
Allow service sheet to include one or more additional Service Tech names.

Debug / Diagnostic Tools
Allow access to diagnostic options / tools
Allow access to diagnostic / maintenance options.

w] (Al Helilie



General: Options-Shared App Options-Registered Apps: Setup the parameters for using the shared app options
between Service Call and Service Sheet. This displays the list of registered apps and any iPad Prefix you may have
setup for the call numbers in each app

e Service Call:

e Service Sheet

General: Shared App Options-Service Sheet Options:
e Layouts: select on or more layouts to be presented as a list for the user to select when requesting a new
service sheet from the other apps sharing the sandbox.
e Service Tech: Tech to use as the default when creating a new service sheet from the other apps sharing
the sandbox.
o Disable Invoicing for sheets associated with a call: disable invoicing for any service sheet associated
with a call. (Default is ON)

General: Shared App Options-Service Call Options:
¢ Email Service Sheet PDF when sending email for Service Call: email the Service Sheet when emailing
the Service Call. When you email the Service Call the Service Sheet app will open to also email the Service

Sheet associated with the call. (Default is ON)

e Use Current Date/Time: use the current date/time when creating a new service sheet from Service Call.
(Default is ON)

‘ < Setup: General Setup: Shared App Options Done

Registered Apps
Service Sheet

Service Call

Service Sheet Options
Layouts 0

One or more Layouts to be presented as a list for user to select when requesting a new service sheet
from the other apps sharing the sandbox.

Service Tech

Tech to use as the default when creating a new service sheet from the other apps sharing the sandbox.

Disable Invoicing for sheets associated with a call

Disable invoicing for any service sheet associated with a Call. .

Service Call Options
Email Service Sheet PDF when sending email for Service Call.
Email Service Sheet PDF when sending email for Service Call. .

Use Current Date/Time

Use current date and time when creating a new service sheet from the other apps sharing the sa... .

** Please refer to the manual for ‘Using Service Call and Service Sheet’ for further instructions.
(Page 18)



General: Sequence Numbers
e iPad Prefix: This prefix will display as the first part of each sequence number: use a different prefix for
each iPad to easily identify where the information was created.
e SheetNumber: Define the range of numbers to be used for each service sheet created on this device.
¢ Photolndex: Define a range of numbers to be used for images captured using the camera on this device.

Sequence Numbers
iPad Prefix IM

This prefix will display as the first part of each sequence number; use a different prefix for each iPad to easily identify
where the information was created.

SheetNumber IM-30003 (30000 - 39999)
Define the range of numbers to be used for service sheets created on this device.
Photolndex IM-00027 (1 - 99999)

Define the range of numbers to be used for images captured using the camera on this device.

General: Tables/About
e Tech: Add / Edit information about each service tech.
e Alternate Phrases: Adjust the text displayed/ printed for ‘Invoice Terms, License, Service Tech, Summary
Notes, and Terms1, Terms2, and Terms3, used in the app to better fit your business.
o Text for Forms / Reports: Set the context for static text messages included in email messages, reports
and forms to better fit your business.

e About: displays App version. Tap to see What’s New in this version and device f?f:

Thisp

. . y
information. L F—
Sheett Version: 43 (2) 29)
Define - mpengo LG,
Tables m"’!‘ Newin s vrion: #
Service Tech 2 ~new'Almost Black theme )
Add / Edit information about each Service Tech AR - oot selcthckgromdcolorto e when Dk destve
Senvier - bug fxes 2
Alternate Phrases 7 I —
Adjust the text displayed / printed for specific phrases used in the app to better fit your business. ::em; Model: Pad Min 2,108 Version: 12.44, Availale Space (MBY: 6371 7
dust,
T‘ext for Forms / Reports A . . 9 [ T — 9
Set the content of static text messages included in email messages, reports, and forms to better fit you... Sethe CKCalendar by Jason Kozemezak |
11APmorsecVie b han Anne
About About
About 4.3 (2)

Setup: Invoicing:

Setup: Invoicing Support

Options
Hide Invoicing Buttons

Hide Invoicing Butions on Service Sheet when there are no existing charges; all invoice settings and D
reports will still be visible.

Settings
Price / Rate Categories

Define Price / Rate categories.
Pricing Options
Set the options to control how prices are calculated for the charges to be applied to a service sheet.

Tax Rules
Tax Rules

Tables
Rates 633
Manage Price / Rate tables.

Tutorials
Create / Import - Rates

An overview of the process to create or import Rates.

Invoicing: Options
¢ Hide Invoicing Buttons: Option to turn ON to hide the Invoice summary button when there are no
existing default charges. (Default is OFF)

Setup: Invoicing Support

Options
Hide Invoicing Buttons

Hide Invoicing Buttons on Service Sheet when there are no existing charges; all invoice settings and O
reports will till be visible.

M



Invoicing: Settings

categories and short form here.
< Settings

Price/Rate Categories

Materials
Labor
Consumables
Travel

Other

into these categories.

All of the rates and prices are separated into five categories; the charges for an invoice will be summarized

Price / Rate Categories: All rates/prices are separated into 5 categories. You can change the default

Price Categories Done

Short Form

Matl
Lab
Consum
Trav

Oth

e Pricing Options: By default, Service Sheet uses the ‘Rate/ Unit Price’ from the rate table. To use a costand
markup percent turn ON the option and enter a ‘Markup Percent’.

Actions.
Primary Tasks

Home
Reports

Customers & Service History
Setup

General
Invoicing

Layouts / Templates
Tools & Tutorials

Backup, Sync, and Export

Tutorials

Actions

Primary Tasks

Home

Reports

Customers & Service History
Setup

General

Invoicing

Layouts | Templates
‘Tools & Tutorials
Backup, Sync, and Export

Tutorials

£ Setup. Price Options Done

Tax Rules: Enter the tax percent and description. Enter your Registration number if applicable.

< Setup Tax Settings Done
Description Tax Percent
Toc1 Sales Tax 600
Tex2 Tax2 000

Tax 2is calcula

Registration Number ML 1234566

Tips:

~US: T I = use compost ae f applicable, Tux 2 wsualy blank
~UK, EU; Tax | = VAT, Tax 2is usuall blank

- Canada: Tax 1 = HSTIGST, Tux 2 = PST (fapplicabe)

billing

- Canada (PEI): turn ON Tax 2 switch - your province requires it



Invoicing: Tables - Rates: tap to add or delete rates or modify existing rates. Rates are sorted by category.

e Toadd arate, select the category and then tap ‘Add’ on the toolbar on the bottom of the screen.

e Rate/Price Code (alpha/numeric): enter a short code for the item. This could be a part number or an
abbreviation of the description. (Items are sorted by this code and each one must be unique; numeric
codes will be displayed before alpha codes in the list).

Description: Enter a brief description of the item.

Rate / Unit Price: Enter the price for the item (Do NOT enter dollar signs when entering the price).
Item is subject to Tax: Turn flag ON if the item is taxable. Turn OFF if it is not a taxable item.

Cost: Enter the Cost if applicable. If you have ‘Markup’ turned ON in Pricing Options and have a unit cost
entered for the item the Cost will be used.

e Press Done to save the item and return to the list.

< Settings Rates Done £ Rates Rates/Prices Done

Lab Consum Trav o

HP sW 35.00

Heat Punp Switch Category: Materials

PLUG 15.00
Plug

Rate/Price Code

Invoicing: Tutorials:

e Create / Import - Rates: an overview of the process to create or import rates.

( Setup Tutorial: Create / Import - Rates / Prices Done

Rates / Price Categories

You can manually enter your Rates/Prices or create an Excel template (o import into the app.
Rates/Prices are organized by Category. These Category descriptions and Short Form can be changed in
Settings for Invoicing - Price / Rate Categories, if you wish.

The Default Categories are:
1. Materials

2. Labor

3. Consumables

4. Travel

5. Other

For a more detailed tutorial, tap Support and ask the Support folks to
send you a PDF tutorial that leads you through the app in greater detail!



Primary Tasks (Actions Menu)

Home:
e View the list of open service sheets or tap ‘Add’ to start a new one.

Primary Tasks Open Service Sheets

e ML-30106 Jul 28 2017 01:28 PM
mpengo Ltd. Cleaning w/ Defaults GROUPS

Reports

Customers & Service History for me on July 24th and made sure all doors were locked and keys and

Setup
ML-30101 Jun 12 2017 07:05 AM

General Sebastopol Attendance Center Cabinet/Top Inspection
Builde i Inspector

Invoicing e

Layouts / Templates

Tools & Tutorials ML-30100 Jun 12 2017 07:02 AM
Connie Adams Air Cooled Major PM Service (v002)

Backup, Sync, and Export

Tutorials

Reports: tap to access General reports such as:

e Service Activity: Summary of Service Sheet activity by date range, status and choice of sort order for all
or individual customer.

e Customer Service Summary: This report includes the details, additional questions, and notes for the
service sheets within a selected date range for a customer or all customers. If any of the service sheets for
a customer include charges, a summary of charges will be included after the service sheets. Option when
running the report by individual customer to include a copy of the referenced service sheets.

e Customer List: tap to run a simple list of customers.

¢ Blank Service Sheet: tap for a list of your Service Sheet Layouts. You can select an individual sheet and
view, email or print the sheet.

¢ Invoice Register: summary of invoices for all customers or by individual customer for a date range or all
dates. Option to choose your sort order for the report.

o Rates / Price List: Report of current rates / prices which can be viewed, emailed or printed.

Reports Support

General
Service Activity

Summary of service sheet activity for all dates or a range of dates.

Customer Service Summary
This report will include the details, additional questions, and notes for the service sheets within the selected
date range for one customer or all customers. If any of the service sheets for a customer includes charges, a

summary of the charges will be included afier the service shees.

Customer List

Simple list of all customers

Blank Service Sheet

A blank service sheet of  selected template.

Invoicing
Invoice Register

Summary of invoices for selected range of dates

Rates/Price List

Report of current rates/price list



Customers & Service History: tap to add, delete or maintain customer information.

Tap the Add to add a new customer.

If you have previously entered the customer in the Apple Contacts app then tap ‘Contact’ to select the
name or enter manually.

Enter any pertinent information on this screen.

If the customer is ‘Tax Exempt’ be sure to turn ON the button for tax exempt.

Customers @) < customers Customer Info Done

Sean Murphy
23 Wilson Park Rd Unit 5, Toronto, OntarioM6K3BS

Bedrock Granite Barney Rubble
123 Pebble Beach, Bedrock. CA 33401 First Name  Barney
mpengo Ltd. Gary Jonas Last Name Rubble

1598 Oueensville Side Road, PO Box 214, Oueensville, ON Canada LOG 1RO

Company Name Bedrock Granite
Location
Code

Address 123 pebble Beach

Bedrock, CA 33401
Telephone Number(s) (855) 455-6534

E-Mail barney@bedrock.com

Contact Name Barney

ez (1)

1 1 1
W @D Contact  BillTo-Address ~ Notes  History

Customer - Billing Address, History, & Notes

Billing Address:

e Tap ‘BillTo-Address’ and enter the billing address if different than the service at location and press Done.

(This will show on the Email/Printed Service Sheet in the Customer Section).
Service Sheet History:

e Closed Service Sheets for the customer are stored and accessible by tapping the History button. A closed
Service Sheet can be reopened within 24 hrs. after the closing date and time. If you are using the Invoicing
part of the app then payments can still be added to a closed sheet.

e The Service Sheet can be Email/Printed or viewed.

e Tapping Wl will allow you to select individual sheets to delete or you will have the option to tap History,
which allows you to delete all closed Service Sheets before a specific date you specify.

e Pressing ‘Done’ will give you the option to Confirm or Cancel deletion of all closed Service Sheet.

Notes:
e  Once the customer information has been saved, you can tap the ‘Notes’ button to add notes for the
customer.
< Customer Info Customer Notes Done
Compans Holday Parsy
< Customer Info Billing Address Done

Enter the billing address if it is different than the customer address. Otherwise, you can leave this area | = - |

blank.

John Appleseed < Customer Info Service Sheet History
3494 Kuhl Ave ML-30124 - Call: SM-20004 Dec 12 2017 03:07 PM / Dec 12 2017 05:14 PM
Atlanta GA mpengo Ltd. Cabinet/Top Inspection (vO02) test
30303 Builder Install Date Inspector

test 1 test 2 test 3

crash test for cr. test 4

Contact

ML-30125 - Call: SM-20002 Dec 12 2017 04:40 PM / Dec 12 2017 04:42 PM
mpengo Ltd. Cabinet/Top Inspection (v002) test
Builder Install Date Inspector

test1 test 2 test 3

crash test for cr test 4
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Tools & Tutorials
Backup, Sync, and Export:

Backup / Restore:

e Tap ‘Backup’to create a backup of your data then tap to select the backup and email it to yourself for
safekeeping by tapping the share button or email button depending on your iPad. If you change iPads you
will then have a backup file to import into the App on your new device. In case of data loss you can also
restore a backup or safety backup by selecting the one you want to restore and tapping ‘Restore’. (Safety
backups are created whenever you import a file or restore a backup).

e Note: Backups should be done on a regular basis and emailed to yourself. Then, occasionally Clean Up the
old backups and safety backups in the app to save space by tapping ‘Cleanup’. The ‘Clean up’ feature also
has an option to ‘Only delete the safety backup files’.

Synchronize Configuration:

e Send a copy of your configuration information from one iPad to another and update if not used in an active

sheet. You have the option of choosing All or Selected Data.
Synchronize Layouts:

e Send information for selected Service Sheet Layouts (including answers, categories, and additional
questions) from one iPad to another and update if not used in an active sheet.

NOTE: To import sync file in i0S13+, tap and hold on the attachment until the menu is displayed. Tap the
share option to get the action list and slide the list to locate the Service Sheet app
Export Data:

e Export Data to your PC in a tab-delimited txt file. Choose from Invoice Register, Invoice Register w. Details,

Customer List and Rates/Prices.

Tools Support

Backup / Restore
Create a backup of your data, which you can also send to your PC for safekeeping. In the case of data loss,
or if you change your device, you can restore your data to the device.

Synchronize Configuration
Send a copy of your configuration information from one iPad to another and update if not used in an active
sheet.

Synchronize Layouts

Send information for selected Service Sheet Layouts (including answers, categories, and additional
questions) from one iPad to another and update if not used in an active sheet.

Export Data

Export data (invoice summary, invoice details, customers, rates) in a simple tab-delimited text file.

Tutorials:
You can view the other Tutorials for additional information about using the app or request the Quick Start Guide
from our support team.

Tutorials Support

Overview
Overview - Navigation

Explains how (o navigate through the app and gives an overview of some of the main features of the app.

Using the App
Using Service Sheet
Walk through the process of using a service sheet from the home screen, scheduling a service sheet,
answering the questions, adding charges, capturing signatures, closing the service sheet, and printing...

Creating a New Layout
Walk through the process (o create a new layout: review / create answers, review / create additional
questions, create new layout, adding categories, questions, and default charges.

Importing Data
Create / Import - Customers

An overview of the process to create or import Customers.

Create / Import - Rates

An overview of the process to create or import Rates.

11



USING MPENGO SERVICE SHEET

Components for creating a new Service Sheet (Layouts / Templates)

Each Service Sheet includes:
e The type of Answers to use in response to each action / question.
e Alist of Additional Questions to record information on the service sheet (optional).

e Layout template of the cateiories and actions or i uestions for Kour checklist.
Setup: Layouts / Templates Support

Options on the Sheet

Layout a Service Sheet
Create Service Sheet Layout 68

Step 1: Create the Answers (responses to questions / actions) to be linked to the Layout.
e Tap ‘Add’ to create a new answer sheet.
Short Name: Enter a short name for the Answer sheet.
Description: Enter a Description.
Number of Choices: Select the number of answers you will use (2, 3, 4).
Automatic Notes for answers other than the first: Select whether to have the notes screen pop up
automatically when filling out the service sheet.
e Print explanation of answers at bottom of form: Select whether a legend should be printed on reports
to explain the codes.
e Choice Code & Help Text: Enter a short code and description for each answer. Keep answer code short (8
characters or less) so the text will fit on the button. These codes can be alpha or numeric.
(Note: you can have more than one set of answers that can be used in a Layout. When creating the layout, link a
default set of answers but when entering the Categories, you will have the option of overriding the default set of
answers with another set or the option to add alpha/numeric fields.

< sotup Answers. oondf <

Step 2: (Optional) Additional Questions you may want to ask on the Service Sheet. The answers can be alpha or
numeric. (Note: by selecting ‘Text’ the Alpha keyboard will pop up and by selecting ‘Number’ the numeric
keyboard will pop up.)
e Tap ‘Add’ to create a new list of Questions.
Short Name: Enter a short name for the list of Questions.
Description: Enter a description.
Tap + to add a field.
Field Label: Enter a short phrase for the question.

12



Step 3: Creating the Service Sheet Layout

e Tap ‘Add’ to create a new Layout.

e Short Name: Enter a short name for the layout. (Note: when pressing enter or tapping in the Description
field you will have the option to ‘Copy’ from an existing layout and then change the Description and any
other info on the new layout).

e Description: Enter a description to identify the layout.

e Status - An ‘Active’ status will display the layout in the list of Service Sheets available to be used.
‘Disabled’ will remove them from the ‘Available list’.

e Answers: select the answers to be used for the layout by tapping the magnifying glass or X to clear your
selection.

e Default Answer (optional): you can select a default answer to be used for the layout. Tapping the Clear
button will remove your selection.

e Additional Questions (optional): select the Additional Questions (if any) to be used for the layout by
tapping the magnifying glass or X to clear your selection.

e Customer Signature, Tech Signature Required and Require all Answers can be set by individual
layout. (If you wish to have these options mandatory on all layouts you can choose this in General - App
Options).

o Repeat Method: The repeat method option is used to define how to duplicate the questions in a category.

Values:

None (Default):

Each category will appear in the layout only once.

Category:

Each category can be repeated 1 or more times.

Layout:

The entire layout will repeat the number of times specified in the 'Repetitions’ field.

Groups:

When one or more consecutive categories has a repetition greater than 1, they will repeat as a group. All
categories in the group will appear in the layout one after the other and then the entire group will be
repeated the number of times defined in the repetition value for each category.

Example: Servicing HVAC Units

Note: To better identify which ‘Outdoor Unit’ and ‘Equipment Info’ or location of unit we suggest the first
question under the category be Description or Location. This will allow the tech to identify which one he is
working on.

= Repeat Method: Category
In the category definition enter 3 as the number of repetitions for each of the two categories
‘Outdoor Units’ and ‘Equipment Info’.

When the sheet is printed or displayed, the categories will appear in the following order: Outdoor
Units 1, Outdoor Units 2, Outdoor Units 3, and then Equipment Info 1, Equipment Info 2,
Equipment Info 3, using all the same questions.

= Repeat Method: Groups:
In the category definition enter 3 as the number of repetitions for each of the two categories
‘Outdoor Units’ and ‘Equipment Info’.

When the sheet is printed or displayed, the categories will appear in the following order: Outdoor

Units 1, Equipment Info 1, Outdoor Units 2, Equipment Info 2, Outdoor Units 3, Equipment Info 3,
using all the same questions.

13



Charges button: Tap if you wish to add default charges for this Layout.
Note: if you wish to hide the Invoice button from your service Sheet then go to Invoicing section and turn
ON Hide Invoicing buttons).

Define Categories: tap the + sign to add a new category. Enter a description for the category.
Value: When ‘Override default answers in this category’ is turned ON the following options are available:
= ‘Manual Entry’ allows the person to enter his or her own alphanumeric answers. (Note: the ‘Text’
or ‘Number’ selection determines the keyboard that will pop up).
= ‘Oruse Answers’ allows you to select a different set of Answers to be used for this category.

= ‘Default answer’ (optional): gives you the option to select a default answer for this category.

Define Questions: tap the + sign to add a new question under the category. Enter a description for the
question.

Live View: Tap ‘Live View’ to see how your layout will look. Tap ‘Edit View’ to go back to the questions.

 Select Layout Define New Layout Define Categories Actions < Define New if  Defe Categoies: Defne Questons Done | { Defne Cateqries Define Questons Don

Category

Short Nare EQUPMENT_MAINTENANCE V00!

Description Outdoor Units (]
Description HVAC equipment maintenance (v001) T o ‘While Systemis Running
Override default answers in this category. . [ Mosr s sing e st |
o SRR ) A =]
| Entry T
Jnsvers. Maitenance Check P @ Loy |
efat A1 e i | o | W o] Or use Answers Maintenance Check - I
dditonal Questons - Equipment Maintenance /O @ Default answer y s ﬂ:
S TS .
Tech Signature Required - EIE
The service sheet requirs at east one category.
= EIE
For HVAC, categores could be:
General, Elecrical,Lines & Pressures -
For mechanicalrepar categories could be:
. . Inspection, Fids & Fiers, Tests, Cleanup =
4 Service Sheet Layout Tips (6 of 10 b System Runing TestResuls
Repet Mot one 1fno categories are needed, just a category called ‘General. Oddoor A Tenpear m,,. Ruming TstResuts
A for the layout
Each category will appear in the layou only once. 9y o e
ch category ill apear inthe lay ce. asterisk. e“ oL =
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Now it’s time to schedule your first Service Sheet

From the Home Screen:

Tap the ‘Add’ button on the toolbar at the bottom of the ‘Home’ screen and select the Layout for the service sheet.

Then fill in the information to schedule the service sheet.

e Select the date, time, and customer for the service sheet.

e Select the service tech to perform the work.
e Select ‘Additional Questions’ (if applicable) from similar closed service sheets. (When available, you
can tap on the magnifying glass to bring up a list of closed service sheets that used that same design.

You can select one that has the questions filled in and that may work for this service check. This is just

to save time and data entry. Any of these answers can be changed on the new service sheet).

e Fillin the additional information. (This can also be filled in once the sheet has been opened).

Tap ‘Save & Continue’ to complete the scheduling of the service sheet.

< Select Layout Schedule Service Sheet Save & Continue

heet Design  Printer Maintenance - Contract
e Dec 07 2015 02:00 PM

r Northbrigde School District
128 Northbridge Court
Bellingham, TN
Winston
(745) 223-9184

r Bob Granite

Select answers for Additional Basic Questions from History

i

PT-01012

PT-01004

PT-01008

10 HP OfficoJet

Mansfield Bu
MSL-0J8-2

1. B75-773-0338

10 HP OfcoJet

Docker Busd
DSL-0u8-2
875-773-9384

lodel HP OfficeJet

¢ PT-01005

Page Count

Mansfield By
MSL-0J8-2
875-773-9338

fodel HP OfficeJet

Mansfield Bu
MSL-0J8-1
875-773-0338

Additional Questions - History

Dec 17 2014 01:10 PM / Jan 18 2015 11:17 AM

GCT236-883 Staff Lounge
101A 5120
ous2 Poter Davidson

Jan 14 2014 10:30 AM / Jan 14 2014 10:66 AM
GCT26-088 Student Lou

1038 2.7%

o2 Nathan Parker

Jan 14 2014 09:30 AM / Jan 14 2014 10:04 AM

GCT236-883 Staff Lounge

101A 5120

os2 Pater Davidson

Jan 14 2014 09:00 AM / Jan 14 2014 09:21 AM
GCT236-886, Staff Lounge

101A 5230

0Js-1 Peter Davidson

Yo

o Y
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Next, the list of actions/questions for the service sheet is displayed.

These can be answered by:
e Tapping on the selections to the right of the action/question (e. g. Pass, Fail, N/A or Clear to clear your
selection etc.) or by typing the answer if it is a numeric or text field.
e To enter specific notes for that action/question tap on the Question to open the ‘Add Notes’ box.

Buttons on the Toolbar are:
e Print / View / Email service sheet with invoice details.

e Attach up to 20 Photos to sheet.

e View legend for answers.

e Gotopage 2.

e Close the service sheet.

< sheet List Page 1: Checklist Page 2 > < Sheet List Page 1: Checklist Page 2 >

ML-30124 HVAC equipment maintenance

Bill Barney Feb 25 2018 05:27 PM Tech: Bob Granite MESELE < Back Add Notes Done S
Total Charges: 215.50 ( Bill Barni ) Granite

( Clean dirt, leaves and debris from inside cabinet
(E=RRVENY Total Taxes: 13,34 PN
2~ al Invoice: 228.84 . .
\ Tap to Add/Edit Charges L \\% A lot of leaves and grass in cabinet
Outdoor Units y B
Inspect unit for proper refrigerant level = | rail [ N [clear]

Outdoot
Clean dirt, leaves and debris from inside cabinet as m (reees = ]

Inspect base pan for restricted drain openings ass P/A Fail N/A | Clear b . 2 .
---- Clean dirt, leaves and debris from inside cabinet
i P/A N/A | Clear
Inspect col and cablnet—clean o5 needed Y - [ o [ v [cer) A Lot ofleaves and grass in cabinet

Inspect base pan for restricted drain openings
Inspect fan motor and fan blades for wear and damage = - | rai [ v [crear]
Inspect control box, wiring and connections a
Inspect compressor and associated tubing for damage I o~ [ Fail [ A [ciear]

Indoor Units

Inspect and clean blower assembly B s [ [ [oeer]

Lubricate motor and inspect fan belt (On older models) ass
. e |
Print  Photos  Legend Page2  Close Sheet

Page 2: The second page of the Service Sheet shows:

e Additional techs (if applicable) can be added by tapping the magnifying glass.
e Additional questions (if applicable) requiring simple text answers.
e Summary notes or comments related to the overall service sheet.

Tap the buttons near the top of the screen to change customer, service tech, date, capture signature for customer
or tech (if required by the service sheet), or review / add charges to the Invoice.

< Page 1 Page 2: Summary Done
ML-30124 HVAC equipment maintenance
Bill Barney Feb 25 2018 05:27 PM Tech: Bob Granite
1 ( Total Charges: 215.50
Total Taxes: 13.34
.L&% ‘ ’ il 2 a4 SR -
L Tap to Add/Edit Charges J
Notes
Additional Tech Fred Flintstone, Bucky Beaver, Bill Bones p
Model Trane
Serial TR126456
Run Hours 850
Contract BB646844
Hours
0
Print  Photos Close Sheet



Invoice Information: Tap on the Invoice Summary button near the top of the service sheet to view a more
detailed invoice summary and add or change the invoice details.

On the Invoice Summary Screen, tap ‘Add / Edit Charges’ or ‘Details’ button to view a list of the charges.
From this list:

e Tap ‘Add’ to choose from a list of charges to enter on the Invoice.

e Tap ‘Delete’ to delete one or more charges.

e Tap aline to change an existing charge.

Tap ‘Done’ when complete to go back to the invoice summary.
Recording payment: Tap on the Invoice Summary to add a payment or enter a discount %.

e Discount %: enter the discount percentage if applicable.
e Payment Type: enter the type of payment such as check number, cash, credit card etc.
e Payment Amount: Enter the amount of payment.

Closing the Service Sheet: If the Service Sheet is completed tap ‘Close Sheet'.

e Ifall the required information has been gathered for the service sheet, a message will display asking you
to confirm that you want to close the sheet. Tap ‘Yes’ to close the sheet or ‘No’ to keep the sheet open.

e Ifthe service sheet is incomplete, a message will then display identifying the information that is required
to complete it. Tap ‘OK to acknowledge the message. Then go back and enter the required information and
tap ‘close sheet’ when finished.

e  When you choose to close the sheet, a second message will display asking if you want to print or email the
sheet. Tap ‘Yes’ to go to the print preview where you can then email or print or tap ‘No’ to just continue
closing the sheet without emailing or printing.

e  NOTE: A closed sheet can only be reopened within 24 hrs. of the closing date and time.

< Page 2: Summary Payment / Invoice Summary Done < Payment / Invoice Summary Invoice Details Done
Description Qty Rate
PAYMENT

16x25 3M Furnace Filter 1.00 65.50

Payment Type
Add / Edit c
‘ Charges ‘ Annual Maintenance Check 1.00 125.00
Travel more than 50KM from office 1.00 25.00
Payment Amount 0.00
DISCOUNT
Enter customer discount percentage. The discount amount is calculated on the total charges.
Delete Add
Discount % 0.00 < Invoice Details Invoice Detail Done
INVOICE SUMMARY
Materials 65.50
Labor 125.00 Discount Amount 0.00 Category Labor
Consumables 0.00 Sales Tax 19.05
Travel 25.00 GST 9.53 Rate/Price Code  MAINT-ANNUAL
Other 200 ealiclcs 2808 Description  Annual Maintenance Check
Total Charges 215.50 Balance outstanding 244.08
Adjusted Rate/Unit Price  125.00
Quantity 1.00
_ Amount  125.00
OK

Adding a payment after Service Sheet is closed:

Select Customers & Service History.

Select the customer.

Tap on History.

Select the service sheet.

Tap on the Invoice Summary button to add payment and press Done to save.
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Using Service Call and Service Sheet

Overview

Old Data Export

The only way to share information in older versions of these apps was to use email to send customers and rates,
then to tap and hold the attached file in the email app on the device to install the data into the selected app.

New Connected Apps

The latest versions of these apps now include the ability to share information between the apps without the need
for an internet connection. The only requirement is that both apps must be installed on the same device.

Once the apps have been installed on the same device and started for the first time, the customers and rates can be
exported between the apps. A new service sheet can be created for an existing call, and you can easily switch
between each of the apps.

When using the new option on the Actions menu in either app to export data from one app to the other, the second
app will automatically load and display the import summary information for the selected export.

Shared Apps Configuration

We recommend the Shared App configuration steps be performed in the Service Sheet app first to reduce extra
steps to configure Service Call.

Service Sheet
Select Shared App Options from Settings to view / update the Shared App configuration options for Service Sheet.

( Setup: General Setup: Shared App Options Done
Registered Apps
Service Call Prefix: CD
Service Sheet Prefix: ML

Service Sheet Options
Layouts 1
One or more Layouts to be presented as a list for user to select when requesting a new service sheet
from the other apps sharing the sandbox.

Service Tech Mary
Tech to use as the default when creating a new service sheet from the other apps sharing the sandbox.
Disable Invoicing for sheets associated with a call
é
Disable invoicing for any service sheet associated with a Call. <
Service Call Options

Email Service Sheet PDF when sending email for Service Call. p
Email Service Sheet PDF when sending email for Service Call. \...

Use Current Date/Time
Use current date and time when creating a new service sheet from the other apps sharing the sa... D

This screen shot shows the default values for the options.

Tap Layouts to select the layouts to be visible to the other apps using the shared sandbox. Tap Service Tech to
select the service tech to be used for any service sheet created from the other apps sharing the sandbox.

We recommend setting the option to disable invoicing for sheets associated with a call since most calls will include
charges for the work performed.

If you are using Service Sheet for other activities not related to Service Call, these sheets call can still have charges
attached to the sheet.
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Service Call

Select Shared App Options from Settings to view / update the Shared App configuration options for Service Call.
This screen shot shows the default values for the options.

f alls/Add New alls/Add New ( mpes
( Back Shared App Options Done < Back Select Default Layout Done
Registered Apps Air Cooled Major PM Service (v002) AIRCOOLEDMAJOR2

Sorvice Sheet Profix; SM
Courtesy Car Service Sheet COURTESYCAR
Service Call Profix: ST ”
L t L t
*i Service Sheet Options Fi HVAC Tune-up HVAC-TUNEUP T
Layouts 4 (HVAC-TUNEUP)
One or move Layowts to be presented ax @ list for wser to Spring Automobile Service Check SPRINGCARCHECK
( sedoct whem requesting a mew service sheet from the other (
apyger sharing the samdbo
U U
Toch Dave Treler 19 T
Tech to wve as the defonlt when creating @ mew service sheef from
the other apps sharing the samdbox
Disable invoicing for sheets associated with a ¢ -23 -22
Disable imvoicing for any service sheet associared with .
a Call,
Service Call Options
Email Service Sheet PDF when sending email fo
Email Service Sheet PDF when sending email for D
Service Call

- -

! Use Current Date/Time 1 .

f f

¢ Use cwrrent date and time when creating a new service . . aw

s Sheet from the other apps sharing the sandbox s F

t t

This list of layouts is managed in the Service Sheet app;
when any change is made in Service Sheet the default o=
layout must be re-selected for the new list.

Customers Rates Reports Customers Rates Reports Tools

The list of registered apps shows the apps installed on the device with access to the shared sandbox. These apps
are designed to share information be used together.

Tap the Layouts option to set the default sheet layout to use when creating a new sheet. Once selected, the default
layout will display in the list on the Shared App Options page.
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Export Data to App

Select the export option for the app you are currently using to push information to the second app. The data will be
merged with any that may already exist for the other app.

Service Call

Tap the Service Sheet button on the toolbar to access the list of actions that can be performed from Service Call to
Service Sheet.

mpengo ServiceCall 4.1 Sche

Dec 05 2017 Service Call #
780 Highland Crescent
Dave

Service Sheet Actions

' Sheet Actions
Email Sheet POF

-

Email Service Sheet PDF file associated with the cuwrrent call =

View Service Sheet

View the service sheet associated with the current call

ER-R-2-10|

Delete Service Sheet

Delete the service sheet associated with the cwrrent call
Utility Functions

Export Customers
Export customers 1o the local service sheet app.

= Export Rates

M Export rates to the local service sheet app.

Switch to Service Sheet

Switch to the local service sheet app

The Utility Functions section of this list includes options to Export Customers, Export Rates, and Switch to Service
Sheet.

Service Call - Export Customers

Tap the Export Customers option in the list to begin the process to export the full list of customers from Service
Call to Service Sheet. This will trigger an automatic switch to the Service Sheet app and show the Import Customer
summary information.

mpengo ServiceSheet 4.1 Support

SM-01024 10 PM

:"‘”' — Processed 16 of 16 Customers e
Contract Added 0 new , updated 16 existing s

Import Done. You can close this window.
SM-01023 256 PM
Blue Sky Scho ct(v003)
Site Na.. Che
County ock
Emergenc... &
SM-01022 145 AM
Trevor Madi enance 2
Mode! Trane
Contract N98-

AP e At Pttt et et e ettt N St Pl N e il
Tap the Done button to close the window and then tap the Service Call button on the toolbar to view the Service
Call actions list and select the option to Switch to Service Call.

W Add | ServiceCall Order: Descending
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Service Sheet

Tap the Service Call button on the toolbar on the Home screen (List of Open Service Sheets) to view the list of

actions that can be performed from Service Sheet to Service Call.

Cony

< Back Service Call Actions

SM Utility Functions

wa
Mo
Con

Export Customers

Export customers to the local service call app.,

Export Rates

Export rates to the local service call app.

Switch to Service Call

Switch to the local service call app.

Done

Run Hours 850

56-x8

Run Hours 280

Mar 06 2018 02:30 PM
HVAC equipment maintenance

Mar 06 2018 07:45 AM

HVAC equipment maintenance

Mar 05 2018 01:20 PM

Order: Descending

The Utility Functions section of this list includes options to Export Customers, Export Rates, and Switch to Service

Call.

Service Sheet - Export Customers

Tap the Export Customers option in the list to begin the process to export the full list of customers from Service
Sheet to Service Call. This will trigger an automatic switch to the Service Call app and show the Import Customer

Import: Customers

Pr d 17 of 17 R
Date C d_Dec 05 2017
Added 0 new ct s, updated 16 g 5.0 T &PAYMENT INVOICE
records had probl ( ing data, etc. :
p ) tyto | Materials 0.00
1 have the authority to on lus for your | Labor 225.00
retain title to H i
m.;" e ""‘Wm Import Done. You can close this window. Consumables 0.00
same and the seller will t Travel 0.00
<5 0.00 | otner -225.00
TOTAL INVOICE 0.00

Settings

Tap the Done button to close the window.

Settings

Customers

Rates Reports

Email

Tools Email

0
Photo ServiceSheet

Tap the Service Sheet button on the toolbar to access the Service Sheet actions list and select the option to switch

to Service Sheet.
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Other Information

A note on Memory: you may encounter memory limitations on your iPad (most iPad’s come with 1GB of working
memory which is divided up between the internal operating system and your active apps—we’re not referring to
the 16GB, 32GB, or 64GB storage that you purchased with your iPad - that is data storage). To make the most
memory available for ServiceSheet or other apps, close down the apps that are active in the background. Closing
down old games and other unused apps will usually free up plenty of memory.

To close apps active in the background
- Double tap the Home button to bring up the multitasking view.
- Swipe or flick up on the screenshot (not icon) of the app you want to exit.
- The app will fly off the screen and release its resources.
- When done, tap the screen with all your icons or double tap the home button.

If you have questions:

If you have any problems or questions, just tap Support, enter a subject, tell us your question, and tap Send.
Remember to first indicate your contact name and email in Set Up / Support Info.

You can also reach our support people (who are based in the U.S. and Canada) by sending a direct email to
support@mpengo.com.

Happy mpengo’ing!

If you like what you see, help support us by taking a look at some of our other apps that are also geared to provide
help for business professionals out in the field - and tell your friends! We’d like to develop more tools suited to
your needs, but need your help to spread the word. And send us your suggestions!

A good review on the App Store would also be greatly appreciated!
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