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3 Dispatch Tab

a1 HVACBIzPro

= & @ =] o2 o) O =
Dashboard Customers Proposals Service Tickets Parts Dispatch Reports Units More
1. 2 3 4 5.

lendrVIew | | . to Google Calendar | Pnt Calendar | Completed Appointments
Choosing the Dispatch header and you will see two
dropdowns. Appointments and Add Appointment.
To see the entire calendar you can click Appointments.
1. You can view the Calendar by clicking “Calendar View"
2. You can view the “list” of appointments by clicking here
3. You can add the appointments to your Google Calendar

by choosing this function

Click here to print the calendar

Choose this one to view the completed appointments
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6. Add the appointment by clicking inside the calendar. It
will open up a new window to enter the customer’s info
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4 Appointment Entry

1. Search Customer by Address ‘ _ ’

Customer Assigned ‘ Select Customer i ’

3. Add Customer Click here to Add Customer for this Appointment
4. Appointment Date ‘ o |0s-15-2017 ’
5.

Appointment Time ‘ ®© | 02:00 PM i ’
6 2 Hour Arrival Window o 4 Hour Arrival Window Exact Time
o Appointment Related to o Proposal Ticket

1. If the customer is in the database, they will appear if you

type their address.

Once you select the customer, this field will populate.

Choose this link if the customer does not exist. A new

window will open and when completed you can save the

information.

4. Populated based on your having chosen the time and
day on the calendar. This field can be changed manually

5. Populated based on your having chosen the time and
day on the calendar. This field can be changed manually

6. You have three options to choose from. A two hour or
four hour arrival window, OR an exact time.
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5 Appointment Entry

1 Appointment Related to o Proposal Ticket

Proposal Assigned

2. Sales Rep Assigned ‘ Select Sales Rep

3. Appointment Services Select Service

4. )
* Appoiniment Type Select Type

S Estimated Time Required

6. Note

7. Save & Send Email

Choose the appointment type

Choose the company representative

Choose the Appointment Department

Choose the Appointment type

Estimate the time allowed on the job in hours

Enter any notes you want the company representative to
see. These are not seen by the customer.

7. Click “Save” to only register the appointment. Click
"Save & Send Email” when you want the customer to
receive the “thank you” email from the Admin that is set
up in the Defaults area for the company.
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Appointment Emails

BizPro ovekantsalingach iona.com | 004 . ) )
= o The customer receives this email.
The logo at the top will be the logo
Hi | am De\Wayne Gibson with Enterprise Saing . .
B i b g entered in the company admin area.
COME 10 your home of ofice and take care of . . . . .
raies o gaing s g | The picture of the admin is listed in

For that reascn we spend many hours raining
O rEpreseNatives SO they ame Sways the most
Inowledgeable in our nduslry and market.
Assuming our schedule stays on course, Ouw
plan is 10 See you i 1he M ange we set with
you today. Should for Some reason our plans
change we will rotlly you of hose changes in the
Mot convenient Sme. Please ket us know via call
or emad that your plans may change.

the Mylnfo area of the Admin.

The evening of the call the customer

coon. will receive a reminder of the
hipsaiyou. befaUgevB0DYXo . . .
R ——— following days appointment with the

company representative.
Technician Cartificate|s): p y p

o
Z \¢
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Pongmes® ®

At the same time the customer o

X r | ESS1
receives the notification of the .
appointmentl the Company BIZprO www.entsallingsolutions.com | travel@el
representative receives this email.

. . YOUR APPOINTMENT

Using the proper device, the Rep Y LA e e £
can Clle on the address and get at 7641 Lady Street N. Charleston SC 28420
turn by turn directions to the home. . cusronen
They will also get instructions the Work Order Number A

. Customer Name Donnell Gibson
evening before the call. s
The Company Rep can log into oo phone 1 Wt st Col Phone 047504710
their access and see their calendar ABpointment Type HOR A A
for the day.
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Sales Rep/Tech View

@k Order Number | ] Get Stree: View | See in Google Map
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In the SalesRep/Tech access, the user can use the system to see the best path from
the last appointment. They also can create a proposal from the appointment. See
the module on ‘Creating a Proposal’ to see how to go beyond this point to create a

proposal.
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Follow-Up Emails

Check in Time

I Select One v I
Check out Time l Select One . I
Total Time [ ]
LHE Needs New AC
Once the appointment is completed,
the company representative will then
put in a check in time and check out
Other Appointments of this ointment 1 M
ieofine  Acpoiment time and choose completed.
History of Proposals of this
customer
History of Tickets of this
customer

C Completed? [:])

Simultaneously, the customer will
receive a four question survey.

Did our representative explain in a clear way any Issues, concerns and/or recommended solutions?

Did not meet expectations  Somewhat met jons  Met i E: ded exp 1S
W o prsanistis Syt These are four questions intended to
Did not meet expectations  Somewnat met jons  Met i E: ded exp 1S
be short, and represent how the
Was our representative dressed in a that d professional to you? Customer feels about the Company
Did not meet expectations  Somewhat met ions  Met { E ded exp 1S .
representative.

Would you recommend our company to a friend or neighbor?

Did not meet expectations  Somewhat met jons  Met i E: ded ns

s
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10

Notes
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11 Survey

Did the course meet your expectations?
Did not Meet Met Exceeded

The course followed a logical clear order and that
was applicable to HVAC?

Did not Yes Exceeded

| learned from the trainer and my fellow students?
Did not Yes Exceeded

Comments/Feedback/Ideas... That might have
made my learning experience better...

Participant Trainer
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