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What is Your Radar & What
Can It Do For Your Business?

Your Radar is a cloud-based, fully customizable workforce management software that
improves the efficiency and profitability of small service businesses.

service providers need to get their employees to their customers’ homes, buildings, and
properties to resolve their issues. This division therefore requires a mobile workforce
constantly out in the field servicing your valued customers wherever they reside.

l  or many businesses, all business functions are completed within one fixed location. However,

Tailored Software

We recognize that every service business is different. Your Radar has countless
feature options to choose from so that you get to decide the features that your
business needs and those that you can do without.

Easy-to-Use ——
==
Your Radar was designer with its users in mind. We know that not all employees ..._.
are teach-savvy, so our software is simple enough that all employees can quickly =
and effectively integrate it into their work days. ——

Combined Services

At KDI, we have an in-house team of technical software developers and network
specialists who can help you in a variety of other technical areas. Whether you are
looking to keep your data and network safe or make your business standout with
unique, interactive website design, we are here to help.

WorkForce Monitoring P
Your Radar’s geo-location capabilities and dispatch algorithms will automatically g
schedule the closest qualified technician to the job to save travel time. Customers -

will receive an alert that their technician has been dispatched and will arrive
shortly.




Great Value

Choose from three great monthly packages, or customize your own with the
features that align best with your business. Get a pricing plan that fits within your
businesses budget by only paying for the features you need.
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Trusted Service

Your Radar is backed by KDI. With more than 25 years of experience in software
development, network support, data maintenance and security, website design,
and technology consulting, our are the industry experts you can depend on to get

the job done.
Features
Dispatch Timecard Timsheets
Geo-location Record travel time and mileage  Use timecard to create invoices
Route optimization Check in when arrive at job site Reduce paperwork
Mobile surveillance Check out when job is complete Increase efficiency
Jobsite Surveys Scheduling Manage Contacts
Provide onsite checklist Display vacations, days off, jobs Store client contact info
Liability against false Self-schedule and prevent Add notes, display service
accusations overbooking history

Pricing & Plan Options
TEAM AGENCY CORPORATE

$95/month $20/month per user $15/month per user

Up to 4 users 5+ users 20+ users




How Will Your Employees Use
Your Radar?

Saving time shouldn’t be complicated. From implementation to use interaction, Your
Radar is quick to access and easy to use.

improve productivity may be too complicated and end up creating more work for its

users. That's why we kept the end user in mind throughout the entire process of
designing Your Radar to ensure that it was as simple and intuitive as possible. This training module will
allow your field employees and technicians to master using Your Radar to make their (and your) jobs
easier and more efficient.

Y@URADAR

O ne of the greatest concerns in software development is that software that promises to

Overview

The dashboard houses all of the Your Radar
functions in one simple, easy to navigate
layout. At the beginning of their days,
employees will log into their account at
https://kdi.yourradar.net/cismobile using
their smart device.

First, technicians will open the “documents”
icon to check into their vehicle for the day. In
order to do so, they will select the first asset,
which is a blank entry, from the drop-down
menu and click “truck pick up”. This will
display the truck check in survey, which will
be customized for each company. This survey
will provide a checklist of essential items that
should be in the vehicle, as well as
information and that technicians need to

pocuments Quotes

begin their days.

Next, technicians will open the “jobs” icon to check their scheduled jobs for the and check in to their
first one using the “timesheets” icon. The “trip” icon will then display the optimal route to their first
client site based on their current location and traffic conditions. The client will receive an alert that
their technician has been dispatched with an estimated arrival time. Should the technician wish to



https://na01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fkdi.yourradar.net%2Fcismobile&data=02%7C01%7Cjulianna.nemeth%40queensu.ca%7C79d5815f00e9491f4f5008d5bc243176%7Cd61ecb3b38b142d582c4efb2838b925c%7C1%7C1%7C636621785995736591&sdata=PaSDxyfwaAJWzxXUoN5pdnOzRrH05yOUahnV4iGPFeo%3D&reserved=0

contact the client prior to arriving at the site, they may do so within the “contacts” icon, where they
will simply look up the client in question and contact them directly from Your Radar.

Upon arrival at their first job, the technician will log their mileage and update their status as arrived in
the “timesheets” icon. Subsequently, they would review the client file under “contacts” for any
information relevant to their job, such as notes made by other technicians, past service history, and
customer preferences. Next, the technician would present the customer with a pre-generated quote
for the service call. Should the client accept the quote, the technician would begin their service. This
would display a pre-job survey designed by the contractor or owner, which the technician would
review before beginning the service call.

Should the technician need to replace a part during their service call, they would simply open the
“inventory” icon and search for the specific part they need. If they did not have the part in their van,
they would return to the “trip” icon, where an optimal route to the nearest hardware store could be
displayed. Upon purchasing the item, they would open the “expense” tab, where they would record
the price, model number, and other relevant information for the part they purchased. Next, they
would reopen the “timesheet” icon, adjust their mileage to reflect the trip to purchase the missing
part, as well as add the part by clicking on the “parts” button, inputting the prompted information
about the equipment serviced, and then adding the parts purchased or used using the second “parts”
button.

Once the job is completed and the technician checks out of the job using the “timesheet” icon, a post-
job survey would be displayed, where the technician would input the required information. After the
survey has been completed, the technician would ensure that the job had been completed to the
customer’s satisfaction. If successful, an invoice would be generated using the data inputted in
“expenses” and “timesheet”. This invoice would be sent to the customer using their contact
information stored in “contacts”. Once the customer receives the invoice, the technician would
process and record payment and update the job’s status to complete using the “jobs” tab. The
technician would then open their next job, check in, and generate their next optimal route.




How Will You Use Your
Radar?

How can your assets be profitable when you can’t find them?

or many businesses, nearly every job, task, and chore can be completed within one fixed

location. However, for service providers, your customers don’t have the ability to pick up

their homes, buildings, or properties and bring them in for servicing. Instead, you need to
get your employees to your customers and resolve their issues wherever they reside. This type of a
mobile workforce is not only more difficult to track, but brings additional scheduling, tracking, and
productivity issues.

-
Overview S S

At the beginning of each day, - =
dispatchers and system °%
administrators will log into their e emonmmms
Your Radar accounts at
https://kdi.yourradar.net using
their smart device or computer.
Once logged in, the first screen
that will be displayed is the jobs

screen. This screen shows all == 2, e ot gt
jobs that have been dispatched ; o Do ninear i G ot
in Your Radar. The text of jobs

that are completed is green,
while those that are incomplete

sink Installation Sink Tubular And Suzply

irs Teol Rentals Tub Shower
Urinal Installation Urinal Repair Water Heat
Well Pump Assc

or in progress are grey. Jobs can
be searched using any of the HTHETHEEEEEE
fields displayed, or can be found  w.: o s
manually by scrolling through  ®~% e = e
the job lists. BN IE D s s i

Reference | Parent Job ice
- Admin/Estimator
Test Client VIM 113

Test Cllert | 1573 1234367890/ 27356

| Kobelt
-7 Develepmen

Kobelt . §
Test Clien: 1574 Test Client Sachin Tasic/lob
Kobelt - . §
Davelopment =5t =3 1973 appliance Sachin Task/Tob
Test client =2 123-
456~ Sachin Quotation
7890|27548]10
o [ || Kobele Test client ez
L~ || Development =1

i 2 ?:’ ] Ir 315 1971 Tasklleb

6-
7890|27943|10

Typically, dispatchers would then open the schedule using the schedule button on the left of the
navigation bar, where all of the jobs for the day would be displayed. When a service request has been
received, dispatchers will either create a quote or a new job in Your Radar. To create a quote, click on
the quotation button from the drop down job menu to display the quote screen. Here, you will see all
quotes that have been completed, are ongoing, have been submitted, accepted, and rejected.
Additionally, new quotes can be created using the blue “create quote” button at the top center of the
screen.
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Sehedule  Dashboord - Job-  Contacts+  Order-  Inventory - Account Roprosentetive - Seftings - Change Password  Logout

Quotation

Company Client Lavel

Kobelt Devalopment Best Price Today

B crange crentie

SEARCH JOB TYPE ADD PIECE WORK ADD PART

Applience Hookup
Drain Cleaning
Drinking Fountain
Flagging

Furnaca Installation sakctal

Quotation amount $0.00

Add New Pieca Work | Add New Part

Grand Total $0.00

Upload an image (jpegjpgpng)

No fil chosen

To create the quote, select the type of
job from the job type list, and then
search the specific job from the piece
work list to the right. Next, select any
parts that the customer will likely require
to complete the job. If the customer
desires quotes for multiple jobs, use the
“add new piece work” button to add
subsequent jobs to the quote. If the
client receives a discounted rate for their
services, change the client level by
selecting a different option from the
drop down client level menu and click on
the blue change client level button.

If there are any images that you would
like to attach to the quote, such as

photos of the equipment, location on the job site, or any pre-existing damage to the equipment or
area, you can do so using the grey “choose file” button. When you are satisfied with your entry, click

on the blue submit button.

This will display a form to fill in the client’s
information. Here, you will be prompted to fill
in the client’s information, assign a priority,
status, and technician. The status will be listed
under in the quote menu. Quotes marked as
“ongoing” are incomplete and likely require
further information. Quotes marked as
“submitted” will appear in the Your Radar
scheduler to be assigned a date and time for
dispatch. Quotes marked as “completed”
have been dispatched are awaiting customer
approval. Quotes marked as “accepted” have
been approved by the client and the
technician assigned to the quote will have
been dispatched and be conducting the
service. Quotes marked as “rejected” have not
been accepted by the customer, and the
service will not be carried out by any
technician.

VIM 113

Address

2034 Mackie Court

Unit Nurmber

city
Delta
Fhon

e
[iZ3e5E7880

AlLPhone

Emai




If you would like to instead create a
New job dispatch directly, return to the schedule
llent: using the left-most button in the

ddiselect v | £ Add as a new contact

EErrr— navigation bar. In the schedule, locate
- the blue “add job” button in the
[ . function box on the middle left of the

(5 ppliance Hookup

S pancmm screen. This will prompt you to fill in the
”‘” client’s information, job type, priority,

' the sales person who has received the
_— dispatch (yourself), the quote amount if
[Roforence applicable, number of technicians and
e hours needed to complete the job, and
a tentative date on which to schedule
o — the job. Once all of these fields have
Tentatv schecued date maraa vy | been filled, click on the grey “save”

[Save ] cance button to submit the dispatch.

Sales person:
Please select v

Internal comments/remarks

| | number of technicians needed

Friday, 08 June 2018

Submitting the dispatch will create the job in
Your Radar and allow you to assign it to a
technician by dragging the job into the desired
time for the desired technician. Once the job
dispatch has been dragged onto the
technician’s daily schedule, the job will appear
in their daily jobs screen in the technician
interface of Your Radar. When the technician
has completed the job, refresh the schedule
using the grey “refresh page” button in the
function box. Once the page is refreshed, any
jobs that have been completed will change
colors from green to grey.

To view this GIF, double click on the image

Functions

There are 8 distinct sets of functions in the Your Radar administrative navigation bar. Each function
has specific tasks that you will use to increase your efficiency and ensure that every job is done
consistently and correctly to ensure maximum consumer satisfaction, and ultimately, retention. These
functions will be described in detail with full run-throughs of their common uses.
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Schedule

The schedule function houses the mass employee schedule where jobs and quotes can be assigned to
technicians for dispatch. To access the schedule, click on the schedule button on the left side of the
navigation bar. This will display the master schedule. Your employees’ names will be displayed in the
left column of the schedule, with the date and time of day displayed along the top to form a grid.

To change the day displayed, click on the desired day in the calendars on the top left of the screen. To
view all of your employees, scroll up and down the master schedule. If you wish to display hours later
in the day, scroll from left to right using the navigation bar at the bottom of the master calendar.

Jobs

There are three ways to create job dispatches in Your Radar. The first uses the schedule’s “new job”
button and allows dispatchers to schedule a tentative day and physically drag the dispatch into the
desired technician and time slot for dispatch. This method was explained in further detail on page 7 of

th IS Manua | . Schedule  Dashboard »  Job»  Contacts+  Order»  Inventory v  AccountRepresentative »  Settings »  ChangePassword  Legout

Job

Additionally, jobs can be ==

added using the “add new Company | Kook Dveprar
job” function from the drop Fm
down job menu in the
navigation bar. This method
allows dispatchers to input
more  details into the

Customer Account
Reference # | petoronca =
Parent 300 | | parane Job
Job Neme * | [ 101 e

Address | [ pddrecs

Office Admin/Estimator * | | 1o ohair v

dispatch, specifically selecting R e v

before and after e

questionnaires that will be xeTioe | Fagarg spimcatickis 0 Dan g Orngourtan Famac et
displayed for technicians at e gty e i s
the beginning and end of the S s
job, assigning a job foreman, v it S ———
and type of incident. Creating e T e

this job dispatch by clicking hamniin|C

the blue “add” button will ]:mm !

add the job to the job list I;N: :‘ﬁlw '

found on the system landing

page rather than in the e -

schedule. In order to create pr—— :

a job listing in the schedule ——

using this method, you must ™og | 1arg

ensure that you select the e

incident type as “work geg
order/job” and that the

12
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incident status selected is “work started”. This will display the job in the schedule under the “Ready
for Dispatch” bucket. This job can then be dragged into the desired technician row and time column.

Schedule  Dashboard~ Job~  Contacts ~  Order~  Inventory -~

Account Representative -  Settings ~  Change Password  Logout

Core Information System

Account

Quote

l Older than 15 days [5]

Less than 3 days [1]
test #3

Assign to

Alex (Giwan) Kwen

The final method for creating new dispatches uses the
“quotation” function in the drop-down jobs menu in the
navigation bar. By clicking on the blue “create dispatch” button, a

new job can be created. This will prompt you to assign the dispatch to a customer account and to a

technician or field employee from the respective drop-down menus. When you are satisfied with your

choices, click on the blue “create dispatch” button. This will create a dispatch with very little

information in the schedule under the “quote” bucket. To add more information to this quotation

dispatch, double click on the dispatch and input the missing information and then assign it to a

technician by dragging and dropping.

To view previously entered jobs, simply locate them in the calendar or under the ready for dispatch

column. To edit a previously entered job, click on the job entry. This will display and allow you to edit

the information entered. Once you are satisfied with your changes, click the gray “save” button to

update the job in the master schedule.
Reports

The report function in the schedule can be
accessed by clicking on the green “report”
button in the function box. This will prompt you
to search the customer for whom you would
like to generate an account report. Once you
have selected the relevant customer, their
account information will be displayed.

The report contains important information,
including their service history, a total of the
hours that have been scheduled for the
customer, and specific information about each
job concerning this customer account. To print

Test Client 3 Date:
1062 Riverwood Gate CEERI 20
Port Coquitlam, BC, V3BBA2, CAN
Phone: 6045067778 Email: sachinad @ gmail.com
05:00
Total Hours Scheduled
Date Schedule Timesheet

Job: 4th Floor duct OrderfManufacture Task/Job

Time: 03:00 pm - 12:00 am

Total Hours: 15:00

Billable Hours: 03:20

Friday Non-Billable Hours: 11:40
Serviced By: 55
8ervice Date: 2017-12-22
Remarksa: This is anather test.

1212272017

Job: Magic job tum around

Time: 08:30 pm - 10:45 pm
p Total Hours: 02:15
AL Billable Hours: 02:15
Tuesday Non-Billable Hours: 0-0
Serviced By: 25
8ervice Date: 2017-12-12
Remarks: More time needed to complete.



this page for your records, click on the large blue “print” button at the top of the screen below the
search bar. Jobs with green titles have been completed successfully, while those in green are in
progress or have been marked as incomplete.

Timesheets

Timesheets refer to lists of billable hours recorded by your employees. To generate timesheets for
your workforce, you can use one of two methods. The first is found in the schedule page’s function
box. Clicking on the yellow “timesheet” button in the function box will display an employee
movement report page. This page allows you to select an employee and a specific date or date range
for which you would like to display their hours. (doesn’t work — need data from Sachin maybe?)

The second method through which timesheet _ emplmemviemhetim;i:::_“e"°“
data may be generated is using the “timesheet = == v|[@oame 2 v [owsome e
report” function in the drop-down dashboard list e —

in the navigation menu. Here, you will be |eso 122‘3122‘33.%‘

prompted to select an employee and a period e —

during which the data should be pulled from. An oes toeel

important caveat in this method is that you have ...,

the ability to display the data for ALL employees

collectively. Additionally, this method allows you o 57

to export all timesheet data as an Excel |u.. ==

spreadsheet. Doing so would allow a manager to Iz

easily and effectively extract payroll information _ﬂ"’h_w_

for easy importation into a payroll or accounting oo S A

system. In order to export timesheet data, click on s }:w ]

the blue download as spreadsheet button at the — Eeme=ie

bottom of the time report screen. B

Adding Employees

Schedule  Dashboard = Job v  Contacts =  Order ~  Inventory »  AccountRepresentative =  Settings = Change Password

To add new employees to Your Radar, two

methods may be used. The first uses the blue
e (s “add employee” button found in the
N schedule function box. Clicking on this button
p— would display a list of all users currently

Company * | Kobelt Development

entered in the system. To add a new user,
locate and click on the grey “add
user/account representative/rates”. This will
display the add user page, where you will be
required to input a unique username, a
password, and information for display in the
scheduler. The information found in the first
table will be displayed in the master schedule

Status * @ Active Inactive

14
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associated with this employee. Additionally, the option to add a custom signature can be used for
when field employees and technicians use the in-app contact option to reach clients by email. The
custom email signature that you input here will be automatically added to the end of their client
communications sent from within the technician application. It is important to note that technicians
cannot see this signature or choose whether or not to include it when they are composing client
communications.

The second method for adding users is quite similar to the first; the only difference is that in order to
navigate to the user list, the “user list” must be selected from within the “user configuration” settings
in the settings drop-down menu found in the main navigation bar.

Display and Settings

Add Job | Quate

There are a number of options to change the settings and displays in the
master schedule. The function box, pictured on the right houses all of the B -
functions that can be used in the schedule screen. The grey “5 day” button  Timeshes 5 day
will display a schedule is a format optimized for printing of the jobs
dispatched over the next 5-day period. The yellow “search” button will Property | Search
allow you to search for any quote, task, job, or order by account name or e
location. The grey “home” button can be used to return to the Your Radar
dashboard at any time. The yellow “reload job” page will refresh the Add Employee
schedule to reflect the latest job updates. This is especially useful to ensure Reload Job
that jobs were marked as complete by technicians at the end of the day.
The grey “refresh page” button will refresh the entire schedule, including Refresh Page
jobs and quotes that have not been assigned to technicians. Finally, the
grey “print” button can be used in accordance with the calendar and drop-
down list of employees directly above it. By selecting a date and an ||‘-E‘-fil'l Lee ¥
employee, their schedule for that day will be generated in a format
optimized for printing.

Home

|rrm.fddn':r'}':r'

Print

Click or tap and drag the boxes to reorder.

The schedule’s display can be further customized
using the built in settings found in the schedule
function box. If you would like to change the order
in which employees are displayed on the master
_ schedule, simply click on the blue “sort” button

found in the function box. By dragging the boxes up

and down, the employee list found on the left-hand

Sachin

Robin Chakravarti

Lance Bowick

Kyia Bartey side of the schedule will be updated. This page
updates automatically, so when you are satisfied
S with the list, you may close the browser tab to

return to the schedule.

Will Castillo

Steve Roch
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Page 2] 4 1 [ 3 ] of 1 Records 1 to 17 of 17 50 T
To change the colors representing each category | s
of job statuses, click on the grey “status” button & Key | Description Golor View Stahi=
. . . R Folir gic=WEs Confirmation pending ZEDBBSS Mon-mobile | Active
in the function box. This will take you to the |5 4 & 2 confirmed by cient SAZE4DT  Non-mobile  Active
schedule status menu. Here, you are able to /4 & 2  Watinsforparts R g Coomotile | Active
. . Py = Parts arrived #FFFFFE Mon-mobile  Active
review and change the color codes assigned to |, @ & s o5 completed £85F374  Mobie Active
. . A X EB s Job Mot Ready =EBDEFD MNon-mobile  Inactive
different job, quote, and purchase order status * 5 o 0 L. s O
option. To edit the color code, click on the pen .2 & & & 1ebasee #FSE7BL  Non-mobile  Inactive
. . e . palir gic=mi] Pink #FFGOB4 Mon-mobile | Active
and paper icon to the right of the magnifying 4 =& o awy e e e [
glass. To change the color, select a new color |~ & & 1t |6 Ready RS  |non-mobile | Inactive
. S & B 12 Quote Sent #F3BEFS Mon-mobile  Active
from the color drop down menu. If you would like |5 & = 12 305 soi SESEF7A  MNon-mobile | Active
. . PRF Bt | Call Backs #FFE200 Maohile Active
to change the name of the JQb statgs, typeinthe o i e ——— g pr———
updated name in the first editable field. Once you |0 & & 12 netsee Gyan Nen-mobile  Active
. e . . E lob Incomplate obile e
are satisfied with your changes, click on the blue =4 = 7 F8inene — =
« ) Page M 4 ! » M ofl Records1to17of 17 50 r
edit” button at the bottom of the screen. v
|||||||||||‘|||||||||||||| You may now close this browser tab
TR : and return to the schedule. If any jobs
Confirmation pending
p— Gonfirmed by client are currently marked as the status that
Waiting for parts you have just changed, their status will
Parts arrived be displayed in the updated color. To
Job Completed check that your changes have been
wok uploaded if you do not have a job
. displaying the status, right click on a
Quote Sent . .
pry—r job entry and check that the status is
e displayed in the correct colored
esks praniortt | highlight.
Mot Sold
Job Incomplete To assign specific tags to jobs, click on

the blue “property” button. This will
open the property settings in a new browser tab. All properties that have been previously set will be
displayed here in the property list. If you would like to view the properties, click on the magnifying
glass icon. Alternatively, to edit the property entry, click on the pen and paper edit icon. This will allow
you to change the name and icon of the property and change the status from active to inactive.
Should you wish to permanently delete the property, click instead on the delete button from within
the edit and view screens or the red “x” button in the property list. Alternatively, to add a new
property, click on the grey “add” button and input a description, image, status as active or inactive,
and click on the blue “add” button to save the entry.

Dashboard

The dashboard contains a number of important reports that may be important success indicators. The
first, quotes, compares the acceptance and rejection rates of jobs entered into Your Radar. Pie charts
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of acceptance versus rejection rates are Frefest acceptance aie for 216

4+ [

shown, organized by customer account. . process
Additionally, the project acceptance rate is 5 i
shown annually using a bar graph. This graph  *

provides a good overview of the performance 1 .

of the company, using job acceptance rates B

Month

as the performance metric.

Kraft General Foods Canada. Acceptance:

The next option, track assets, allows you to KD1 Accsptance:
keep track of your physical assets. If your

company deploys technicians in trucks, your

fleet will be listed here. To view each item,

click on the magnifying glass.

@ CLOSED @ ONGDIN

The timesheet report allows you to generate timesheet data which may be exported to Microsoft
Excel for payroll purposes. By selecting an employee from the drop-down menu, and a relevant period
using the start and end calendars and clicking on the grey “report” button, users’ timesheets during
the period will be displayed in a chart broken down by job. This data can be exported as a spreadsheet
and easily imported into popular accounting and payroll softwares, such as Quickbooks or Sage.

The job report generates reports on specific jobs that have been completed. Selecting a job from the
drop-down menu and then a period during which entries should be displayed will generate job
information, including the job’s name, firm, and stage at which the job currently is. The grey bar below
the entry depicts the level of progress that has been made on the job.

. _ The project progress report
Description || 0 HeUrs This L | This Manth Total Hours To |l 7o Date .
PHIN | onth Date generates similar reports,
. £0.00 (includes PST: %0.00 (includes PST: : : .
Suppliers Co0) +0.00) but instead of displaying
Sub-total $0.00 (PST: $0.00) $0.00 (PST: $0.00) progress, displays the total
Ivy Smith _[114.93 $13752.00 235.62 $35474.00
iE 71.43 $0.00 51.38 $0.00 hours and reve'j]ues
lance |, o [ o o0 traceable  to  projects
Bowick d rt k B I i
Ryan Soar_|36.5 $2920.00 £2.5 $5000.00 undertaken. By selecting a
Sachin 23.67 $710.00 £3.17 $2045.00 project from the drop_down
Tom Kobekt [1 $100.00 z $200.00 . .
T +0.00 5 40.00 menu, and a time period
Sw $0.00 237 $0.00 using the start and end
Sub-total [271.33 £17522.00 782.02 £42815.00 lend h h
Totals $17522.00 $42815.00 calendars, the ours

recorded by each individual

employee and associated
revenue are listed. The totals found at the bottom of the charts are very useful for forecasting and
revenue tracking. By exporting the project progress reports as spreadsheets, the revenue generated
from projects and expenses realized from associated expenses can easily be tracked month to month
to identify which projects are the most profitable.

Download as spreadshest
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If you would like to display the same data for one particular month, rather than a customizable period,
the project progress breakdown report may be used instead. In both cases, the total revenue figures
may be clicked on to display the individual timecards associated with them.

Jobs
| : E——— Kobelt Test client
= Q = Q & (& MasterDetai Development #1
= [ X Ry et [ - D00
P e L — | Development

The jobs list displays all jobs that have been initiated in Your Radar. To change the way that the list is
sorted, click on the heading that you would like to sort the sheet by. To display them in reverse order

click on the heading again.

There are a number of
different things that you can
do with each entry. Each icon
on the left side of the entry
represents an action. The
calendar icon will display the
employees that are booked on
the jobs and the dates on
which they have tentatively
dispatched. The
magnifying glass icon allows
the job

details recorded in Your Radar,

been

you to display all

as pictured on the right. When
you are satisfied with your
changes, click on the blue
“edit” button to upload your
changes.

The next icon, the small blue

Company *

Customer
Account ®

Refarance #

Parent Job

Job Mame =

Address

Office
Admin/Estimator =

Job Foreman

Incident Type *

Job Type

Quote Amount

Incident Status =

Incident Priority *

Extra Notes

Before
Questionaire

After Questionaire

Kobelt Development

tast £3

Refarenca #

Parent Job

tast £2

Address

Plezse Selact

Sachin

Quotation v
Flagging
Furnace Repair
Haating Heat Exchanger
Fuel Venting
Lavatory Tubular Supply
Sink Faucet Installation
Toilet Installation

Tub Shower Valves

Water Treatment

Quots Amount

Quotstion Ongoing ¥

Normal v

Extra Motes

Flease Selact

Plezse Selact

Appliance Drain Cleaning
Hookup

Furnace Garbage Dispasal
Service

Installation Lavatory Faucst
Options Installation
Miscellaneous Piping And Repair
Repairs Drain

Sink Faucst
Repair

Sink Installation

Toilet Repairs Tool Rentals
Urinal Urinal Repair
Installation

well Pump

Assc

Drinking Fountain

Heating Burner
pilat

Lavatory Faucst
Repair

Piping And Repair
Gas

Sink Tubular And
Supply

Tub Shower Drains
Install=

Water Heatar
Installation

Furnzce Installation

Heating Electronic
Gas Value

Lavatory Installation

Piping And Repair
Watar

Sump And Sewage
Pumps

Tub Shower Valve
Repairs

Water Hester Repair

rectangle with the circle on the bottom right corner, allows you to add a purchase order associated
with the job entry. Clicking on this icon will display the “add direct purchase order” screen. This can be
used to record invoices received from suppliers on materials and parts ordered. In order to complete
this form, you must input the date on which the supplies or parts were ordered, the type of order,
status, vendor, monetary value of the quote received, and the name of the employee who placed the
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Direct Purchase Order - Add (Accounts Payable)

Home Add

Job Tast Job #1 Date Ordered * 2018/06/13 =]

Assign a P.0y Number Order Type * Please Select v

Ordered By * Please Select v Order Status * Draft v

Vendor * # List Vendors Only | Please Select v

Tax Number Tax Mumber

Quote Amount o Notes MNotes

[+]Show More Options

Quantity Received | Line Total
(PricexQTY Recziv

Unit Price Quantity Ordered

X Dsiete ||| Item [1] o [1] 0.00

i) Add Blerk Raw Subtotal 0.00

Taxable Amount Sales Tax Amount

Sales Tax Type

Total Taxes 0.00

Total o.00

submit it.

The next icon is the green magnifying glass. This option is used to
return parts. If you have recently purchased items and recorded
the invoice, but would no longer like to keep the items, you would
use this option to return the items from the initial invoice ad

o oon

remove them from the system. Clicking on the “+” button will
display further information on the job. Expanding each of the
items will show all of the information associated with that job,
such as parts and equipment used, documents attached, the

account representative, time sheet, customer account, and cost.

The next icon, the small blue clock, is the timesheet. This will

order. The next

purchase
section of the purchase order
requires  you to input
information on all of the items
in  the

invoice. If you need to add

that were included

more rows to the item list, click
on the grey “add blank row”
button. Finally, you must input
the proper tax amounts to

generate the total invoice

amount.  When you are

satisfied with the order, click on
the blue “add” button to

Company = Kobeft
Development

Customer Account  Test Client
Reference # | 1575
Parent Job

Job Name Tast Client W1M 113
1234567890|27356

Office Admin/Estimator
Job Fareman  Sachin
Incident Type | Quatation
Job Type | Appliance Hookup

Incident Status = Quotation
Submitted

Confirmed By
Date Added = 2018/06/06
Before Questionaire

After Questionaire

generate a report of the employee hours recorded in their timesheets associated with this job, in
addition to any notes that they have entered associated with the job. The lock icon allows you to close
the job and mark it as complete. Doing so will prevent further changes, and should therefore only be
used after the job has been completed. The pen and paper icon next to the lock is the edit button.
Clicking on the edit button will allow you to edit any part of the job entry. When you are satisfied with

your edits, click on the edit button at the bottom of the screen.

The final icon is the copy button, which resembles two overlapping sheets of paper. Clicking on this

button will create a new entry that is an exact duplicate.



20

Quotes

To view quotes, open the jobs drop
down menu and select quotations. This
will bring you to the quote overview
page. Here, all quotes are displayed,
organized by status. As you can see on
the right, each status level is displayed in
a separate table, with its own colour.
Quotes that are marked as “completed”,
have been created for customers.
Quotes that are “ongoing” have yet to
be finished, and have likely been started
but not yet completed. Quotes that are
“submitted” have been entered into
Your Radar, likely given to the customer
to review, and are waiting for customer
confirmation.  Quotes  that are
“accepted” have been reviewed and
approved by the customer, while those
that are “rejected” have not been
approved by the customer.

Company Client Lovel

Kobelt Develgpment Best Price Today

SEARCH JOB TYPE ADD PIECE WORK ADD PART

appliance Hookup
Drain Claaning

Drinking Fountain

Flagging T
Furnace Installation =

Quotation amount $0.00

Ak New Ficoa Workc | Add New Part

o the

upload an image (jpegjpapng)

Mo fle chosen

conducted to provide an estimate of the final price of the service.
Once all of the required information has been inputted, click the

large blue “submit” button to save it.

Create Dispatch Show only my quotes

COMPLETED QUOTES

Show 10 v entrie Q

Quote Clisnt Assigned To Date  *  Action
Mo data ovailoble in takle

Showing 0 to 0 of 0 entries

SUBMITTED QUOTES

Show 10 * entrie Q

Assigned

Quote Client Date *  Action

2018~
06-08 e
10:4138

TestClient VIMU3  Test
1234567820{27956  Cliant

0
]

Showing 1to 1ol 1 entries

ONGOING QUOTES

Show 10 v entie Q

Quicts Clisnt. Assigned To Date  +  Action

HNo data available in table

Showing 0 to 0 of 0 entries

ACCEPTED QUOTES

sShow 10 v entrie Q

Quota Client To ned Daote 4 Action

Tost Tost 2017-08-10

Cliert 3 Clismt 3 05027 =

Showing 1tolof 1 entries

REJECTED QUOTES

Show 10 * entrie Q

Quota Client. Assigned To Date  *  Action

No data availabls in table

Showing 0 to 0 of 0 entries

To create a new quote, click on the blue

B Crange crentievs

“create quote” found in the top center of the
quotation landing page. Here, you will be

prompted to input the type of job (the
overall job type), work involved (the specific
ez Job that will be done), and parts needed.
Based on this data, a total quotation amount
will be generated. This quote may ultimately

be shown

Client:
customer
before the
service is

Job:

-OR-

Decal

Assign To:

Alex

New quote

W 3Quarier Wrap .

Design only
Extemcd
Priority:

Narmal

Quote Amount:

Once you click the “submit” button, a box will pop up requiring >
further information about the quote you are creating. This will
prompt you to double check the quote information that you
previously entered. Additionally, you will need to select a priority

cancel
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level from the drop-down priority level menu, assign the quote to an employee or technician, and
include some notes in the internal comments/remarks field. If a colour or design has been specified by
the client in the quotation process, you will record that information here. When you are satisfied with
the additional information, click on the grey “save” button to upload your quote.

The quote timesheet page is found under the drop-down menu by clicking on quote/timesheet. This
screen displays the billable hours from the timesheets associated with each quote. Similar to the job
list, the timesheet list has a number of functions that can be accessed using the icons to the left of
each listing. To display the full information associated with the quote, click on the magnifying glass

~|Start Time |End Time |Actual Time |Billable Time

Company Job Name

Account Representative | Date

- Kobelt Spady T Web

PRiF gi==1 OT o D:V:hpment Sﬁ: de:::s =¥ zachin 2018/06/06 14:15:00 | 14:15:00 |00:00:00 00:00:00
. oT Kobelt . ;

Py At ol clopment appliance Sachin 2018/06/05 15:30:00  00:00:00 00:00:00 00:00:00
. Kobelt

pelir gt ot o D:v:lupment Test Client Sachin 2018/06/04  12:30:00 12:30:00 | 00:00:00 00:00:00
: Kobelt

AEE T Masteypeta | - 9 clopmene TSt Cliznt Sachin 20168/06/04 12:45:00  15:45:00 03:00:00  03:00:00
- Kobelt

palir gic= oT || Master/Detaidl | ~ D:v:lupment applianca Sachin 2018/06/01 | 11:20:00 13:30:00 | 02:00:00 02:00:00
- Kobelt

AR T af | Masterypetail | ~ ED S Sachin 2018/05/30 10:00:00  12:00:00 02:00:00 02:00:00

icon. If you would like to edit the entry, click on the pen and paper icon to the right of the magnifying
glass. When you have made the changes you want, click on the blue “edit” button to save the updated
entry. To duplicate the entry, click on the overlapping papers icon. The next icon, found on the last
listing in the image above, allows you to review any PDF documents attached to the quote.

The next icon is overtime assignment. If you would like to
assign overtime hours to the timesheet associated with the
listing, click on the OT icon. Once you have added the desired
amount of overtime, click on the blue “update” button to add
the overtime hours to the timesheet. Finally, the rightmost | =~ ="
icon displays a report of the timesheet, breaking down the
hours per technician associated with the entry.

Add hours and
minutes

Job Pricelist/Items

Code Type Level Hours Amount
APP-00T2-0010 Install New Bumper to DVW or Washing Machine ‘W' Related Task, Per Each Best Price Today 1200.00
BLR-L022-0005 Chermical Rust Inhibitor Lubricant - Price Per One Litre Per 100M BTU Best Price Today 102.90
BLR-L022-0005 Chemical Rust Inhibitor Lubricant - Price Per One Litre Per 100M BTU Gold Card Membsr 101.85
BLR-L022-0005 Chermical Rust Inhibitor Lubricant - Price Per One Litre Per 100M BTU Secondary Add 96.10
BELR-L022-0005 Chemical Rust Inhibitor Lubricant - Price Per One Litre Per 100M BTU Platinum 101.33
TOH-G026-0015 S TOTO Supreme 25 1/2" Height Toilet w' Seat, Bolts, Seals, Br'Sup Best Price Today 933.82
APP - 0051 - 0015 Replace Washing Machins or DWW Drain Hoss AS SECONDARY TASK Bast Price Today 70.98
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The job pricelist records the estimated prices of every specific type of job recorded in Your Radar. The
same job price list can be found in the technician interface in the “documents” application. The list
can be filtered by client or job type, or you can manually scroll through the listing to find the job you

are looking for.

Company Job Type

Kobelt Development ‘CAMERA INSPECTION W/ No Other Tasks For 1st Hr or Part Thereof

Client Level Effective Date Hours

Please Select Client Level - 2018/06/13 0 $ o

Please Select Client Level - 2018/06/13 0 $ o

ow.on

one job, click on the large blue “+” button. When you are satisfied with your new pricelists, click on

Amount

To add a new job pricelist item,
click on the “add pricelist/item”
button from within the options
in the job pricelist listing in the
drop-down job menu in the
navigation bar. Here, you will be
o prompted to select a job type

and category already listed in

Your Radar, for which you may
create a job item or a pricelist. To create a job pricelist, click on the blue “Add job pricelist” button and
input the required data to be displayed in the pricelist. If you would like to add multiple pricelists for

)

the blue “submit” button. This will create a new listing in the job pricelist.

Contacts

The contact management account house all of the
contact information and service history for all of
your clients recorded in Your Radar. The contact
list option from the drop down contacts menu will
display all contact listings that you have recorded
in Your Radar. Here, you may easily view and
modify contact information, service history, and
record the contact information for new clients.
You may sort the contact list however you like by
clicking on the field that you would like to sort the
entries by. Clicking on the field once will sort the
sheet by the field in alphabetical and chronological
order, clicking twice will sort the field in reverse
alphabetical and reverse chronological order.

To view the customer’s information, click on the
magnifying glass icon. This will display all of the
information associated with the account. To
review the contacts associated with the account,
click on the contacts button. If no contacts exist,

Company *

Account Name *

Address Line 1 *

Address Line 2

Address Line 3

City *

Country *

Region

Postal/Zip Code

Fhone Number/Contact Detail *

Fax Mumber

Email Address

Web Addraess

Account Status *

Account Rep

Add New Contact

Kobelt Development

Account Mame
Address Line 1

Address Line 2

Address Line 3

Fleaze Select v

Fleaze Select v

Postal/Zip Code

Phone Mumber/Contact Detal

Fax Number

Email Address

Web Address

Fleaze Select ¥

Fleaze Select v
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you can add a new contact using the “add new contact” button, or add a contact that may have been
added to the wrong account using “add existing contact”.

To add a new account, click on the contacts and select add contact from the drop down menu and fill
out the required information. Once all of the information has been inputted, save the new account by
clicking the “add” button. If you would also like to add a contact to the new account, check the “add
new contact” box and fill out the required information. When you are satisfied with the entry, click on
the blue “add” button.

Purchase Orders

To display purchase orders, click on the order button and select purchase order from the drop down
menu. This will display all of the POs entered into Your Radar. You can search within POs by order
number, if known, account, job,

Job Test Job #1 Date Ordered * 2018/06/13 |

type, status, or keyword. Once

Assign a P.0. Number Order Type * Please Select v

Ovdered By * | Plse Selc v OrderStatus * | Drat +you've found the PO you need,
click on the pen and paper icon
Vendor * @ List Vendors Only | Please Select A
Ta Number Fe— to view or edit the PO. If you
would like to edit the PO, ensure
Quote Amount 0 Notes Notes
that you also update the sales
(o Hore Gations tax before saving your changes

Unit Price Quantity Ordered | Quantity Recaived | Line Total

g by clicking on the edit button. If

¥ 0etete ||| [tem 0 a o 0.00

the PO has been approved,

) 4td Biank Row Subtotal  0.00

change the status to “approved”

Tax

Salas Tax Taxable Amaunt Sales Tax Type Sales Tax Amount tO prevent any further edItS
) #dd Blark Rew Total Taxes | 0.00

Total [og0 If you would like to add a new
Tip: Sales Tax Amount will automatically be filled with a calculation based on the Sales Tax, Taxable Amount, and Sales Tax Type. If you wish to save your order v PO' click on the add button
click the "Delste” row buttan unkl the Order Tax section is empty.
Tip: The Purchase Order will become uneditable once the Grder Status is set to "Approved", fOUI’]d at the tOp or bottom Of
i the PO list. Once all of the

information has been entered, click on the add button to save the PO. If you would like to request a
particular PO, use the generate PO # option found within the order drop down menu. To submit the
PO request, include a description of the PO in the text box and click on the request button. This will
send a PO request.
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Inventory

Item Class « | Item Name

w4 [# By Q| | Kobelt Development
m 4+ (& B3 Y Hobelt Development
w4 [ By O | Kobelt Development 1 /1
m 4~ (& B3 Y Kobelt Development 1 1/
w & By Q| Kobelt Development 1 1/
m 4~ (& B3 Y Kobelt Development 1 1/

KP152414PC Lever Two

1 /1/2" Dialectric Umion
11/2" ABS 22

11/2" ABS 45

1 1/2" ABS 90 long sweep

Your inventory list keeps track of all
items that you have located in your
vans, warehouse, and other storage
spaces that your company uses.
Keeping track of your inventory
allows  field employees and
technicians to easily check if they
have needed items and parts
available on hand during a service

call and allows you to monitor which items are used frequently or infrequently to adjust the type and

guantity of specific inventory types that you keep on hand.

To display your inventory list, click on “inventory” in the main navigation bar on the job homepage

and select inventory list from the drop-down menu. This will display a list of all items that have been

entered into Your Radar. Items can be listed alphabetically or reverse alphabetically by clicking or

double clicking on the column that you want to sort your inventory list by. To display more details or

edit an inventory item listed, click on the leftmost magnifying glass. This will display all of the

information currently entered into Your Radar associated with the item. In order to edit this

information, click on the “edit” button found at the top of the listing. Once you are satisfied with your

changes, click on the blue “edit” button found at the bottom of the screen to save the entry.

Adding New Inventory

Company Kobelt Development
Ttem Class * | | plaase Select v

Tt=em Name * | | rom Name

To add new inventory, click on the grey “add” button from the " enme

inventory list. This will display the add inventory form. This form will
prompt you for listing information about the new inventory item,

Commodity * | | p
Unit of Maasure *

Unit Weight | [ 5

including its item class, name number, whether or not it is a

commodity, the units that should be used to measure it in the

Sort* |y

Lot Control Status = @ Active O Inactive

technician parts application for generating invoices. Additionally, — .cccoms « s e

Parent Item Class * | ploace Selact v

Teem Class Cade | jior Claes Code

Item Class = Item Class

Commodity * | plaace Select ¥

Notes | | potes

you may add further Dekte Dot | [ peoee e a
information about the shefife [
inventory item, Vet o

including its shelf life,

warranty, date

after 4

which it should be removed from the system, and any
notes that are relevant to the entry.

If the item you are creating a PO for is not in the drop-

down item list, click the “add new item” button to create
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a new item. This will prompt you to type in the item name and number and select the item’s item
class from the drop-down menu. Once all of the information is complete, Your Radar will auto-
generate a total, which should match the total on the PO or quote you have received from your
suppliers. If you would like to add a new type of inventory, use the add inventory/warehouse file
button found above the first item in the inventory list. Here, you must include the company, item class
and name, commodity type, unit of measure, and sort. When you are satisfied with your entry, click
on the blue “add” button to save the new file.

Warehouse Files

The green magnifying glass next to each entry will allow you to display the warehouse file associated
with each inventory item. The warehouse file records the cost, quantity in inventory, purchase order,
order status, and further information on the inventory item, including the job number the item is
associated with, type of warehouse file, and upload and edit history by user. In addition to reviewing
the document, you can review the items movement and transactions associated with it by clicking on

Cempany *  Kobelt Development

Tem Class ® | plaase Select M

Ttem Name * | | jom Name

Item Number *

Commodity *

Unit of Measure *

Unit Weight

Sort ®

Lot Control Status = @&

Non Stock Status

Delete Date

Shelf Life

Warranty Days

MNotes

Ttemn Number

Flease Selact 7

Plazse Select ¥

o

1

Active O Inactive

® Active O Inactive

Delete Date

Warehouse Code

W Deletz Please Select

the ”+” icon next to each warehouse file. This will display the item movement tab below the entry or

allow you to switch to the item transaction tab. The item movement tab allows you to track the
movement of each inventory item between warehouses, storage facilities, and technician vans. The
item transaction tab displays more information associated with the purchase of the inventory item
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whose warehouse file you are viewing, including supplier, order number, quantity, cost, and
transaction date. When you are finished reviewing the file, simply close the browser tab and return to
the inventory list.

If you would like to add a new warehouse file, use the add inventory/warehouse file button found
above the first item in the inventory list. When you are adding a warehouse entry, you must include
the company, item class and name, commodity type, unit of measure, and sort under the inventory
section of the form. Additionally, you must fill out the second part of the form, with the warehouse
code, location type, cost, and quantity on hand. When you are satisfied with your entry, click on the
blue “add” button to save the new file.

Account Representative

Page M 4 1 MW ofi Records 1 to 42 of 42 100 r
add &dd Aocount Representative/&ccount Representative Rates
Account Representative | Full Name Supervisor |Color Code |Email Signature
m| 4| [ By | TK, tom@kdi.ca Tom Kabelt Tom Kabelt
m o [ [ AC, annette@ldi.ca Annette Calder Tom Kobelt
| o ([ By M, judy@kdi.ca Judy Maclead Tom Kaobslt

To view the list of account representatives, click on the account representative tab without selecting
anything from the drop-down menu. This will

Account Representative

display a list of user accounts in your Flezss Select Y
company’s Your Radar. Accounts can sorted Full Name = | [ £j| hame
by the field of your choosing by clicking on the A e <ot .

name of the field once for alphabetical and
Color Code | | plaase Select ¥

twice for reverse alphabetical. To display

Email Signature | | £ Signature

details on each user, including their bill out
rate, click on the magnifying glass to the left of
the account representative listing. This will

" A2d Blank Rew

display the information concerning the user. If

Effective Date

you would like to edit the information, clickon " . 0 = (o

the edit button above the information. This | —..zus.. |

will allow you to change their full name,
Add
supervisor, color code, and add a customer
email signature. When you are satisfied with your changes, click the edit button to save the changes

and return to the last page.
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To add a new account representative, or account representative rate, click on the” add account
representative/account representative rates” button. This will open a form with two sections. If you
are looking to add a new account representative, fill in the first section of the form, including the
representative, their full name, supervisor, color code, and email signature. If you would like to add a
new account representative rate, select the account representative, type their full name, and assign
an hourly cost, or rate, and set a date upon which it will become effective. When you are satisfied
with your entry, click the blue “add” button to upload your entry.




Settings

How can you customize Your Radar to work most effectively for
your company?

here are a countless number of options for customization within Your Radar. We have

ensured that your accounts have been set up and that your most essential data has been

imported. This section will help you ensure that the rest of Your Radar is set up exactly the
way you like it. It is important to note that there are more settings in Your Radar than have been
outlined in this document. The settings that have not been outlined here should not be altered, as
they have been carefully customized for your company. If you wish to change settings that have not
been outlined here, please reach out to our talented support team at KDI who would be happy to help
you with further changes.

General Settings

The first general setting is “company”. This setting allows you to view and modify the company
name and associated information. By clicking on the magnifying glass icon, more detailed
information about the company settings will be displayed. Here, you can edit this information by
clicking on the edit button. Once you are satisfied with your changes, click on the blue “edit”
button to update the company settings. If

Company Surrogate 10

Company Code * | (1o you would like to add another company to

Gornpany Weme | (1cabalt Davalopment Your Radar, click on the “add” button under

Active Flag | ® Active © Inactive the company page. This will prompt you for

e all of the same information and will create a

Calendar - Show Dispatch * O Per Individual @ Per Task Second Company Wlthln Your Radar Thls
P Y PP allows you to navigate between two
chow Refaranca Column In 10b Ltg * | © Yo ® Mo companies within all Your Radar applications

and is especially useful if your company

Auto Gen Reference * O Yez @ Mo

operates in multiple trades or industries.

Expense type settings

a0 Blank Raw o Smve | 3 Cancel

allow you to input

. Code | Description
expense categories for — :
. 1 Parking ® Active O Inactive
field employees and
.. . = Active ) Inactive
technicians to record in S O'ther

their expenses ; 44d Blank Row o Save | 3 Cancel




application. Opening the expense type settings will display all of the expense types entered in
Your Radar. To review each expense type, click on the magnifying glass. To modify this
information, click on the edit button at the top of the screen. This will allow you to modify the
description and status of the expense type. When you are satisfied with your entry, click the blue
edit button to save your changes. If you would like to add a new expense type, click on the add
button at the top of the main expense type page. Once you have filed in the required fields, click
the blue add button to save the entry. If you are entering multiple expense types, use the grid
add button. This will allow you to add multiple entries at once by clicking “add blank row” and
entering the next entry. Once you have inputted all of your expense types, click on the insert
button to save the expense types.

The invoice settings are

ZZCInvoice Header * <p>Kant Electric</p>

<p1075 W 1st St</p> divided into two main

<p=>North Vancouver, BC VTP 3T4</p>

<p>Toll Free: (504) 380-1363</p> 4 categories: invoice settings
Z2Clnvoice Focter | 77¢Inyoice Footer and invoice template. The

invoice settings allow you to
customize the information

2Z00logo | Chocse...

File nat found aguasaveOfficialloge.png 0.21 KB Delate that IS Shown on th e

automatically generated

Invoice Email Client* | © Yes & Mo

invoices. Customizing the

Email | ploace Selact v

header and footer allow you

Invoice Settings * | & Show Job Title ¥ Show Job Category ¥ Show Services @ Show Items ¥ Show Timeshests

4 Show Saumments ¢ Show Additsnslpers to choose the text that you
want displayed at the top
and bottom of your invoices. You can also upload your company’s logo to be included with your
header. There are a few important settings to review. The “Invoice email client” option allows
you to automatically send clients invoices by email. The “invoice settings” allow you to specify
which sections of the invoice you would like to display to clients. The options that you select will
be automatically included in invoices generated. If you would like to customize your invoice
template, you can do so using the “invoice template” setting. In this screen, you can cut and
paste your customized invoice into the text box. This will default to use the custom invoice
template for automatically generated invoices in Your Radar. If you would like to upload a
custom template, but would not like it to be used for automatically generated invoices, ensure

that you set the status as inactive. This will store the template in Your Radar but will use the non-

customized auto-generated invoice template.




The “terms” settings allow you to set
Terms Code ® | g different payment terms on your

invoices. To view the term options that

Terms Name | pao) e Tarm

you have previously set, click on terms
Terms Type | @ Active © Inactive in the drop-down general settings
menu. To view a term’s details, click on
Term Days | g the magnifying glass. To modify an
entry, click the “edit” button from

Terms Discount | | .0000 within the term details page. When
Discount Days | [g you are satisfied with your entry, click
on the blue edit button to update the

Motes term. To add another term, click on

Motes
the add button from the main terms
screen. Here, you will be prompted for
a terms code and name. The code is

Active Flag - @ Active O Inactiva the short form that will be displayed

for invoicing. When you are satisfied

Add with your entry, click on the blue add

button to add the new term.

The “vacation type” settings allow you to set different time off options for your employees to
request. To view the vacation types that you have previously set, click on vacation type in the
drop-down general settings menu. To view a time off request category’s details, click on the
magnifying glass. To modify an entry, click the “edit” button from within the vacation type details
page. When you are satisfied with your entry, click on the blue edit button to update the
vacation type. To add

another type, click on the Day Off Type Status

add button from the main |~ [ [ Sick Leave Active

vacation type screen. Here, |, & L3 Vacation Active

you will be prompted for a |2 Fi By School Active

day off type. When youare 5.\ o b W ofl Recordsito3cf3 | 100 ¥
satisfied with your entry,

click on the blue add button e

to add the new time off type.




The next seting i “season

= |2 | B |Fal fall. master”. This setting allows
Season Details you to set different seasons
in Your Radar. Each season

Seasonality Code | Month (#) Factor

has a different factor and

fall. 10 2.0000
: month or month(s) assigned
fall. 11 2.0000
to it. To display this
(2 Records) o information, click on the +
Season Details Master/Detail View
m O A B new neve semzon sign next to the entry. In
w P | By |spr Spring order to edit the season, click
m S & B S Summer on the pen and paper icon
WTR Wints .
= P & B - next to the magnifying glass
Page W 4 1 B MW ofl PRecordsltocSafs 100 L

and ensure to click the blue
add

edit button o save your

changes. To edit the factor and assigned months, click on the + button, then seasons details
button found below the season details chart, and then click on grid edit to edit multiple fields at
once. When you are satisfied with your changes, click on the save button. To add a new season,
return to the season master page and click on the add button, input the required information
and click the blue add button. Once the season has been added, select it from the season master
menu, click on the + button, click season details, and then click grid add to add a factor and
assigned month. When all of the information you want is entered, click on the insert button to
add the information to the new season.

The “vacation type” settings allow you to set the categories of time off that employees may
request in the technician interface. To add a new category, click on the grey “add” button. If you
would like to remove one of the options from the technician interface, click on the pen and
paper icon next to it and change the status to inactive.

The season details setting displays all Seasonality Code| Month (#) Factar

of the factor and month entries | ., 0 - 0000
associated with season master

£all. 11 2.0000
entries. To edit these entries
. . Summer 7 0.0000
directly, use this screen and use the

Summer 4 2.5000

grid edit button. When you are
satisfied with the entries, click on Wintar E 2.0000

the save button. If you would like to G hod Blenk Row || 4 Save | 3§ Cencal

add more entries, you can either




click on the add blank row button and then save the entry in this same screen, or return to the
main season details page and click on the add button, fill in the required information, and click
the blue add button to save the entry.

!
PRRr gt
!
PRNr gt
Pl !
PRr gt
!
PRNF gt
Pl !
PRr gt
Pl !
PRNr gt
e
PRr gt
Pl !

Account Representative
Ivy Smith
Sachin
Ivy Smith
Sachin

Joz| Bizcaro
Ryan Soar
Tom Kobelt
Ryan Soar
Joz| Bizcaro
Sachin

Ivy Smith
Sachin
Zachin

Joel Biscaro

Joel Biscaro

& By Alex (Giwan) Kwon

Start Date

2015/0%/08
2015/10/07
2015/12/21
2015/12/29
2015/12/24
2016/04/22
2016/02/12
2016/02/11
2016/03/21
2016/02/22
2016/05/23
201&/03/02
2016/03/23
201&/09/23
2016/03/05
2016/07/14

End Date

2015/09/09
2015/10/09
2015/01/04
2015/12/31
2015/12/31
201&/04/26
2016/02/13
2016/02/11
2015/03/21
2016/02/22
2015/06/03
201&/03/02
2015/03/23
2016/10/02
2016/058/12
2016/07/18

Vacation Type
Wacation
Vacation
Vacation
‘acation
Vacation
‘acation
Vacation
‘acation
Vacation
Sick Leave
\acation
acation
Vacation
Wacation
acation

acation

Approved
Approved
Approved
Approved
Approved
Approved
Approved
Requestad
Requestad
Approved
Approved
Requestad
Approved
Reguestad
Requestad
Requestad

The ”vacatio

nSII

settings allow you to

view, edit, approve

and deny past and

current emp
requests for

loyee
time off.

When employees

make requests for

time off, the
show up her
status of

y will
e with a

“requested”, it will

be received by the

system

administrator. Once

the administrator approves or denies the request, the employee will receive an email with the

status update and it will appear in this screen. If you would like to manually approve or deny a

request, click on the edit button and change the status to “approved” or “denied”. If you would

like manually add a request, click the add button, select the employee, start and end dates,

type, and status and then click the blue add button to save the vacation. This vacation will then

show up in the employee’s vacation application with an approved status.

The “document type” settings list all of

the types of documents that may be

generated in Your Radar using

information inputted by the technician.

Each document represents an action

after which an employee or technician

may generate a receipt, invoice, or

complete a survey or order form of

some type. If you would like to add a

new type, use the grey “add” button. To

alter an existing document, click on the

pen and paper icon.

(e hel e kel o hel chel o he) o kel o he) o el
= (B b N B R RN RN AR R

o
o
1]
i

Description
Drrawing

Quote

Site Instruction
Material List
O&Ms

Az Builts

Submitted Shop Drawings
Approved Shop Drawings

Specifications
Pictura

Balance Report
Start Up Reports

Direct Purchase Order

Site Order List

Direct PO for Vendor

Audio a2nd Visual

4 |1 »

M ofi

Records 1 to 16 of 16

Status
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active

100 ¥
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The “Action Events” settings have four sub-setting sections: “reference group”, “referee

” o u

questions”, “referee remarks”, and “referee options”. Each of these sub-settings allow you to
alter existing or create new surveys that technicians will complete before, after, or during job
tasks.

S The “reference group”

Group 1D Action Name Active
= | P & B 4 Truck Pick Up Yes

contains all of the different

Referea Quastion

surveys that technicians

Question | Question Sequence | Question Comments Remarks | Answer
D T . . .
e - are given at job sites. To
Pick 1 Did you check tools? a Radio Mo
~. view the details of one
Pick 2z What tools are there in the truck? 1] Checkbox Mo .
ol group, click on the plus
Truc
E\:k 2 What do you think about the condition of the truck? o Text 17 Mo |Con to ItS Ieft_ Thls Wl”
Truck ersonzl belonging you may need, lunch, extrs clathes ) . .
Pt e - ° mee = display all of the questions
Truck . . . .
P 3 Persanal pratactive aquiament in Van? 0 Checkbas ves contained in the jobsite
;
P & Goolra nthe van and stoched, ; ~s v Surveyand the type of
Uz
::’:k(k 7 Items needed to provide service: o Comments Yes a nSWer that they Wl II
Up .
L ol e e st ... prompt. To edit the name
pens, calculator, stapler, envelopes
. B T and status of the survey,
P19 b o e converint trought oy |° = ick on the pen and paper

icon, make the required changes, and click on the blue edit button to save the changes. If you
would like to edit the questions contained within the jobsite surveys, return to the reference
group screen, click on the plusicon, and scroll to the end of the questions to click on the
master/detail edit button. This will allow you to edit the questions, comments, sequence, and
answer types. If you would like to add a question, scroll to the bottom of the screen and click on
the “add blank row” button. When you are satisfied with your edits, click on the blue edit button
to save your entry. If you would like to add a new jobsite survey, click on the add reference
group/referee question button at the top of the reference group list. This will prompt you to
create a name for the survey and add as many survey questions and answer types as you would

like. When you are satisfied with Pt Nare | Qsron 0. | Qs Seence | Qsron Cormares | Ramarks [ Aner Type | S
. w | 2|3 B Truck ick Up | 1 Did you check tools? o Radie Ne
your survey, click the blue add 5 I S Truck Bick Up 2 Whot tocisar chere nthe ck? 0 Checkbox Mo
| 2|3 Ry Truck Pick Up |3 :j:i‘l:;_";”t:':ghifu e 0 Text 17 No
button at the bottom of the screen & s wesie tnspec et 0 fade v
| 2|3 Ry Pre-job fillup |2 Job te do list? [ Chedkbox Yes
to save it ST el e ndpetdinthe Rado v
8| o(m|R ms;: 2 Site inspectad 0 Chackbox | ves
. . e TLETED g Gas Filled? 0 Radio s
To view all survey questions, select ~ “7“ " - :
LIPelr 4 a;‘ TR 2 Tools accounted for and aranged? |0 Radio Yes
the “referee questions” option from . s rueess « pusaral bk you iy 98, e
. ek Dro Returm personal protective
the drop-down action events menu. —«»@= & > et toprparsosge |0 i
e them wl are doi
All questions contained in all = 2 Geningpre 3 it Commeres e
Window
surveys saved in Your Radar will be =~ = fer= qipment Fiure 0 Rodo e
Window
displayed in this page. To edit any e E FessEment Bles vy ° ez e




question, click on the pen and paper icon next to it. If you would like to display the possible

answer options for a survey question, click on the plus sign icon. When you are satisfied with

your questions, remember to click on the edit button to save the changes.

Action Name

Question

equence | Answers

The referee

2| |y | Truck Bick Up Did you chack tools? i Vs Inzctive .

[ iRy Truck Pick Up Did you check tooks? 2 No meeie  OPtiIONS Menu

2| [ | Truck Pick Up What tools zrs thers in the truck? 1 Hzmmar Inactive d . | I |

~ (& 3 Trude Pide Up What tools are there in the truck? 2 Saw Inactive Isplays a

2| [# B | Trudk Pick Up What tools zrs thers in the truck? 3 Lever Inactive OSS| ble answers
o~ & 3 Pre-job fill up Did you chack tools? 1 Wes Active p

2| [# || Pre-job fill up Did you check tools? 2 No Active Orga n|zed by

» & i3 Pre-job fill up What tools are thers in the truck? i Roof Cleaning Active )
#|[# B3| Pre-job fill up What tools are there in the truck? 2 Gurter Cle=ning Active Su rVey q uestion.
+ [#& 5 Pre-job fill up What tools zre thers in the truck? 3 Paweer Washing Active .
|8 || Post Job Anzlysis Did you check tools? i Ves Active | n Orde rto ed It
| # I Post Job Analysis Did you check tools? 2 No Active . .

| [# |3 Post Job Anzlysis What tools zrs thers in the ruck? 1 Roof Cheched Active qu estion S, CI ICk
+ | & I3 Post Job Analysis What tools are there in the truck? 2 Gutter Checked Artive

4| [# || Post Job Anslysis what tools zrs thers in the truck? 3 Windows Checked Active on the pen a nd
) [# 3 Truck Drop Off Did you check tools? 1 s Active aper ICOI’1 and
»|[# 3| Truck Drop Off Did you check tools? 2 No Active p p

click on the blue
edit option to save any edits made. If you would like to remove an answer that has previously
been entered from the survey answer options, change its status from “active” to “inactive”, this
will ensure that employees and technicians are unable to select that answer in completing their
surveys.

User Configuration Settings

Password | Email User Level The user list shows a

Company

| | [ |y | TK FEFEFEEFE | pom@kdi.cea FFEFEEF | Kobelt Development| Active list of all Your Radar
@ &y AC FEEEFEEE  annette@kdica FHFEFEIE  Kobel: Development Inactive

| | [ Ry M FEFEIEEE | Judy@hdi.ca FEEFEFF | Kobelt Development| Inactive users atyour

m & Ry Iic FEEEIREE  jim@kdi.ca FRESEESE  Kobels Develspment Inastive| company. Each user
@ ,.J [ By OT FHEFFErF | dergk@lodica FEEFFFFF | Hobelt Develepment P.ct!\-e has their username,
@ o [ 3 DC FEEEXEEE  daren@hdi.ca FEERFEIE  Kobelt Development Active

password, email, and
user level recorded. To view their dispatch and rate information, click on the plus sign found to
the left of their username. The account representative tab displays more information about the
employee, including their supervisor, color code in the schedule, and email signature for client
communications. To view their rate, click on the account representative rates. If you would like
to add a new user, click on the add user/account representative/rates button. This will prompt
you for account information, including username, password, email, and user level, as well as
scheduling information such as their color code, email signature and full name, and their
effective, or start, date with the company and pay rate. When all of the necessary information
has been inputted, click the blue add button to save the new user. The user will then be able to

log into Your Radar.




Job Configuration Settings

Level Desc e The “client” level settings can be
A |F B x 1 Best Price Today Ative . r . .
S m w2 e p—— : found in the sub-job configuration
Pl m |x |3 Secondary Add Active settings from the drop-down
~ & B X 4 Flstinum Active settings menu in the navigation
Fa 1 f Records 1 to 4 of 4 3 .
gl L P [N ol Reem=libda "' bar. These settings allow you to
Add

specify the pricing settings for
different customer groups. In the image on the right, there are four different client levels to be
used for invoicing. To change an existing setting, click on the pen and paper icon and ensure that
you click on the blue “edit” button when you are satisfied with your changes to upload them to
Your Radar. If yoy would like to add a new customer level, click on the grey “add” button found
above and below the client level list. When you have completed your entry, click on the blue
“add” button to upload it.

Company|Code | Level | Effective Date
Surr

The “ITJob Pricing” settings contain a

list of all of the job price estimates for =~ ™ === =" i

Best
X ovwe | WEBAS ST price  018/06/13 [] 0.00 0.00
FeE Today

all jobs available within Your Radar. It .. e = L. .

is likely that in your system, all jobs o= im* e & woee .
have been left with a price of $0.00. > =" = = :

Best
Xowwe WEBAS sron price  2018/06/13 [ 0.00 0.00
Today

In this case, you will want to use the
grey “grid edit” button to enter the correct price estimates of each job listed in the job pricing
grid. When you have inputted all of the price estimates, click on the grey “save” button with the
green checkmark found at the top or bottom of the edit screen. This will save your entries in
Your Radar.

©seemaremon | [ sme | Maares The “ITlob Items” settings

Company Job Code |Job | Qty Required Tanx Amaunt

Sum Item

contains a list of the average

Wrap Ad Mid-sized | oy

Mediz Ca RS"|| 1 .00 0.00

Wopdd 05 200 200 quantity of materials required

Mt Son | Sg o 90 000 for every job available within

Wrap Ad Large 1105 . 00 . .

Medn  piclp EZS 0 — — Your Radar. It is likely that all

Wrap Ad Large 1105, 0.00 0.00

Mediz Pide-Up |EZRS ! ! . .

W g, 05 o oo jobs have been assigned a

Wrap Ad | Sprinter | 1105 [y 0.0 0.00 quantity required of 0. In this
Mid- .

N S gpe 0 no0 u0 case, you will also want to use

W rs I, oS w00 020 the grey “grid edit” button to

(16 foot)

enter the correct quantity estimate, unit price, and tax value so that the materials may be
properly added to quotes and invoices created by technicians. Again, you will click on the grey

“save” button to save your entries to Your Radar.




The IIJOb Type" Page | M 4 |1 » W of? FRecords1to50cf 114 30 v

Agz A2 Jon Tyseddab Frising | Acd Jok Tyoeilon Items

setti ngs Wi ” d |Sp|ay a Compamy Code Description Job Category | Description - Amount | Tax Amount | Date
. . @ | 0 |[3F |y | Wrap Ad Media| 5-Ton 3 Quarter Wrap| 5-Ton [i] 0.00 0.00 2018/06/13
list of the estimated @ 0 & iy Wrap Ad Media 5-Ton Deczl 5-Ton 0 0.00 0.00 2018/06/13
num be r Of hou rs @ | 2 |[3f |y | Wrap Ad Media| 5-Ton External 5-Ton [ 0.00 0.00 2018/06/13
& 2 [ By Wrap Ad Media 5-Ton Full Wrap 5-Ton [i] 0.00 0.00 2018/06/13
requ]red to Comp|ete @| 2 [ |y Wrap Ad Mediz| 5-Ton Hazlf Wrap 3-Ton [i] 0.00 0.00 2018/06/13
& 2 [ By Wrap Ad Media 5-Ton Quarter Wrap  3-Ton [i] 0.00 0.00 2018/06/13

each of the jobs

entered in Your Radar. In this case, should the number of hours be 0, you would need to click the
pen and paper edit button beside each individual entry and input the estimated number of hours
required, amount of cost generated, and taxes applied. When you are satisfied with each entry,
you will click the blue “edit” button to save the entry.

The “brand” settings allow you to record
~ & |3 Yamaha Vamazha . .
D@ m Twbs  Tube brand information of brands of parts and
S & By |TESTR TEST equipment that are commonly used or
~ & By Teze Test2
2 @ B Brand Brand serviced by your technicians. These brands
SR Brand Erand Name . .
ﬁ :-‘. E Samsun | Sameung will be found in the drop-down parts menu
# & [ SomeB  SomaEBrand in the technician interface when they are
~ | & |f3 |xy=zRad Yz ) ]
S @ D natby7 na adding in the parts that they have used or
M | & B3 |Traned Trane . . .
D@ B wapa oa equipment that they have serviced while
» | i |Capcom | Games Development/Publicher creating an invoice. To add a new brand,
~ & By 123123 123123
P @ B |asdfi3 asdf click on the grey “add” button. When you
A # I 1GefEa 1 e . .
P @ By |adsbe adsf are satisfied with your entry, ensure to click
S B TRos 7 ‘“y q g
o g o |oass00 . on the blue “add” button to save the new
Page | W | <41 P W ofl Recordsltw19cf13 100 ¥ entry.
The “incident priority” Settings allow Incident Priority Code Description Transaction Status
you to assign a dispatch priority level — » & [z NORMAL Normal Active

. , A [ i HIGH High Active
to jobs and quotes entered into Your 2 @ Ry |HiGHST Highest Briority | Active
Radar. To edit existing entries, use the 2 & iz Low Low Priority Active
pen and paper icon. If you would like ¢ # & LOWEET Lowest Prioty | Active

o i Page W 4 1 » MW | ofl Recordsito5of3 100 T
to add a new priority, click on the grey —
Agdd arid Adcl Grid Edit

“add” button. Ensure to save your

new entry by clicking on the blue “add” button found at the bottom of the entry.




Incident Status Code

Diescription

Transaction

Status

~ [ & B3 REIECT Quete Rejected Active
A & Dy AcceET Quote Accepted Active
2| Ry | BEGIN Work Started Active
S &y eND Work Completed  Active
||y | SUBMIT Quotation Submitted | Active
~ & &y cosep Cloz=d Active
[ 3 ONGOIN Quetation Ongoing Active
~ [# 3 coMPLE Quotation Completad  Active
[ B3 INCOMP Wark Incomplete Activa
Fage W 4 1 P W ofl Recordsitw9of% |10 ¥
Ado | Grid Adc | Grid Edlt
The “incident type” settings

specify the types of transactions
that may be initiated from within
Your Radar. In the example on
the right, you can see that there

Incident Type Code

| [ |3 | QUOTE
2 i 108
2 @R wo

Page

Add

R RE

Grid Adc

Grid Edit

The “incident status” settings specify
the different statuses that jobs and
guotations may have as they are
created, dispatched, and completed.
These statuses will appear in the job
list be by
technicians  from their
interface throughout their service

and can changed

within

calls.

Description Account Representative | Status
Quotation KELLY Active

Task/Job KELLY Active
Order/Manufacture | KELLY Active
MW ofl Recordsito3ofd 100 ¥

are only three of

types

transactions that have been created. Should you wish to edit these types, click on the pen and

paper icon. If you would like to create a new type of transaction, click on the grey “add” button.
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