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•  Service Tab 
•  The Numbers 
•  The Process 
•  Completing the Ticket 
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	ServiceTab 

Choosing the service header and you will see two 
dropdowns.  Service Tickets and Add Service Tickets. 
When creating a NEW service ticket you will start here… 
 
 
 
 
 
 
 
 
1.  Title the ticket.  Use something that references the system. 
2.  The status will change as the customer makes decisions. 
3.  Enter the customer by address or name 
4.  The sales rep will be entered if access is from the sales 

side. 
5.  Enter here if there is a different rate that will be applied to 

the price of the parts, actions or services that will be 
replaced or performed.   
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	The Formula 

Here is the formula we use to price parts.   
 
Cost of Part = $10 
Admin sets the markup for that part 
Hourly rate = $125 
 
Let’s use the case that the admin chose to mark up parts that are $0 
to $25 at a cost of 600% markup. 
 
This means a $10 part will be $60 (10*600%=$60) 
The admin has said they need an hour to change this part.   
So there is a rate of 1 hour X $125 = $125 
 
So the selling price of this part is $185 
 
There is a secondary allowance for a part that is installed with 
another part and you don’t require a full hour.   
In this case let’s say that is the Capacitor being installed with a 
motor.   
 
So we have .1 hours to install that same $10 capacitor. 
 
(.1x125=$12.50)+($10x600%)= $72.50 
 
Our program allows the company/tech or sales rep to add parts as 
required.  When ESS categories are used, the image and 
description of the parts pull over and are not required to be 
entered by the person entering the part.  
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	Entering A Ticket 

1.  Service Tech enters complaint or issue.  Be very concise. 
2.  Service Tech enters diagnosis or issue.  Be very concise. 
3.  Service Tech enters recommendations.  Be descriptive. 
4.  Enter the resolution 
5.  Choose the part needed. You can use primary key words 
6.  If there are secondary parts, enter them here.  
7.  Click the warranty box to remove the cost of the part 

from the cost of the repair.   
8.  Click the trash can to remove any unwanted parts.  
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	Appointment Emails 7	

Here you can enter a value of refrigerant that is required for the job.  Please enter 
these in pounds. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Just as in the proposal side you can enter credits, rebates, and/or discounts.  As 
well as an upgrades you wish to show the customer.  
 
 
 
 
 
 
1.  This is the company provided terms and conditions. 
2.  The Diagnostic fee is adjustable at this point. 
3.  Here you can Save, Print, and/or Email the ticket.  At which the customer can 

choose to make the repair or get the price for a new system. 
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	The Invoice 9	

Questions??? 
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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 
 
 
I 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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