@ moraware

JobTracker Forms Part 1: Collecting & Communicating

e We'll get started at the top of the hour.

e I'll turn on audio at least 5 minutes early... but feel free to practice posting questions in the chat
area as shown in this image!

GoToMeeting Toolbars

Qmoraware

Collecting & Communicating with Job Forms

Business Goals

Work more effectively as a team by ensuring consistent workflow
Track details about your jobs so you can answer important questions later

Pull info from JobTracker to display/print so you save time & reduce errors

Software Goals

Understand what types of forms you need to support your business functions
Create forms to collect information or to use as a checklist

Understand the advantages of different types of Data Input options

Pull information from other parts of JobTracker, including Activities and Forms
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3 Main Purposes

* Collecting Data
e Communicating Information
* Procedural Checklist

When creating a form...

* Who will be using the form?

 Where will that person be?

e What happens to the information next?
* Do you need to get a signature?

Paper is not a dirty word — but JobTracker can make it cleaner
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Purpose #1 — Collecting Data

B Countertop Details - main counter
Room type:
Kitchen
Material: Color: Sqft: Edge:

3 Absolute Black a4 Bullnose
Sink type: Sink Model: Sink in stock: Faucet info:
Farm blanco 12345 yes
Notes:

Signed off on slab image

Qﬁ The power of Reporting...

Knowledge
o




lﬁ One Ring to Rule Them All...

One Field to Count or Sum

Details Form

Material
Color
Sq Ft
Edge

Sink Info

To improve Reporting, improve your Forms.

Other fields for sorting,

Details Form o

Sum or Count One Field at a Time

il

Other fields for sorting,
grouping, or filtering
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Job Forms enable (or impede!) reporting...

Granite Form Quartz Form

JOBTRACKER WILL NOT SUM
TWO DIFFERENT FIELDS — EVEN
Material Materi=' IF THEY’'RE NAMED THE SAME.

Sq Ft (quartz)
Edge

Sink Info Sink Info

Details Form

Material Room1

Color Room 1
"

Sq Ft Room 1
_ a

Edge Room 1

Sink Info Room 1

Material Room 2
JOBTRACKER WILL ONLY ADD UP THE NUMBERS
-

Sq Ft Room 2 IN ONE FIELD AT A TIME — EVEN IF THE FIELDS ARE
ON THE SAME FORM.

Edge Room 2

Sink Info Room 2
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Look to the future.

What questions/reports are important to you?

You will need one form and one field for the thing
you want to count.

Use a single countertop details form

Details form Details form
This is the same
form used twice -

TR O -

4/19/2017



Phase 1 Phase 2
wh—l
.wm:.wm Details Form
B g Details Form BTN
T
HH— ]
Ll -
B o BT
T

Detaile Frrm

il

Using a simple details form also makes
it easier to keep track of phases.

Purpose #2 — Communicating
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Communicating with customers & staff

= Templatc Sign Off

Job Hame:

Jocy Austin's Kitchen
Job Humber:

£2073

Job Addross:
Joc & Donna Mustir
1824 Spring St

Houston, TH
Template:
Assignad
Date Sched. Time To Hotea
T2 1T nnam- O ranfirm slan IManges: Ask ano -
13npm ANy ranm
Countertop Datails:
Hame Phase Room fype Matzrial Color Sqft Cdge
island “lcher Cranile  land pzail 35 Sualnuze
main counte- < tcher Cranite  Abgolute Black &4 3uallnoze

Jcb Creation Cate:
“Ca02014

Account Name:
oy Auztin

Instalk
Cate 5ched. Time
2407 AN0AT -
12000m

Assigned To  Notes
IN&tA 1 Crew  Slewinle 18 d7te 0o mus be netce 125
&2 ZOTIM 3 days Avarre

Sink type  Sink Model Sinkin steck Tlaucetinfo | Notes

Farm blanco 12345 yes

selecled iermnarl
Signed off on = abimage

Arranging info on page to print

4/19/2017

Might collapse by default

Bl Countertop Details - main counter

Room type:
Kitchen
Material: Color:

3 Absoliste Black
Sink type: Sink Model:
Fann blancu 12345
Notes:

Signed off on slab image

Sqft:
841

Sink in stock:
YES

Edge:

Bullnose

Faucet infc:

Template Sign Off «

Install Waiver «

Customer Certificate of Completion «

Expand or collapse with+ or -




Different Forms for Different Purposes

Mare  Phase B fyps Msleris Colar Sqf Edge  Sinkfype Dk Madel Bisk in sieck Fauest infn Rabva
iand Wichen  Game braces! 1 S seiacind seea
i szurer Kiehen  Geuses AbselseEusk B0 Sonese Fa  basss D38 s Signed offon sk mage

Al enal Howe ) Tenpisie Turlatn Chcsbiat

Sometimes you design a form to use with a pen or pencil

4/19/2017

White space is just empty boxes

| Aeditonal Melas o: Tamplals Tormaah Chackind

Printable View Edit Form Template




Can Set Form to Print Landscape

COUNTERTOF INSTALLATION CHECKLIST INSTALLATION
CUSTOMER APPROVAL
To be complelac prior to installation Standard ion & CLstoTEr Hare: Joe % Donng Austin
S3073
oty B4R ACCPERE 1824 Spring St.
Heouston, TX

A Dic installer amive within scheduled time frame?

Proposal # as somplele and salistaclary
. |la matenal free of visual defects?

Cusborne Sigre o Dabe ozl
D. Hae Installer explained seam care and malntenance?

B. |5 material the corredt color, quanlity and style? I:I | accept the materiasls and installation desaibed in Installation

Installer's Walver and Release of Lien

To be completad after Installation, vet grior o Installer leaving: has beer propery sndarees and has been paid By the 2ank upan wiich it drzom, this

otimANE snal became efe)

A \Was Installation performed satlsfactory? |:I any laborcr. meck

we fnewm we relinqulss and fnrewar rzizase any ight of the Lndarsinren or

OF MAtCr o Tan €8 ming thraugh or unacr the Lndzragnes, to 8 mochanic's ben, stop

= cushonien A H

nab L gl & Jabun on el E) Do a0 i ot periumes o
Iated abowe The

B. Was installation area lefl clean? fren represents hal 21 Roarem, meckan e, 200 mataralmsn s

o materlals an the nn bave nean flly a3k o thelr serviees or matarals The andersgnad ag

Customize Paperwork for Customers

Certificate of Completion

Job Meme:
wueey Auslin’s Kiluhisn

Job Address:
wue & Dty s Auslion
1024 Saring &

11 oger 1 ersure hal ow 0bs Fre being compeled In 8 pood workmandike ratnze and our instalens 8 cosgesalng
with our customcrs, we altyu bo sign off on thiz corifflestc of completon.

Thiz r2l5 s Tl you (a5 he el

are sontart with cur work, Matersls snd complation 24 the ok,

Ple;

it fhet ware Iz Fas been cone aefor sigring fis

smment b ersm: yau alicn i mel.

Wi 5 SUE e you wil enjoy your s

i3 DrOGUGL ST ATy yosrs Lo come.

Thank veu tor you cooperation

Bux: Regards,

Ganesls Stone

Clients Acceptance; Inztallars Acceptance:
Ulents Mame: Inglallzrs nsme:

4/19/2017
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Purpose #3 - Job Checklist

4/19/2017

B Job Summary
Deposit received: Tearout: Change order needed:
Tearout - laminate
Final Total $: Final quote approved: # Slabs Granite: # Slabs Silestone:
$5,300.00 2
' Material Ordered: ' Material Received: Layout approved:

* One person handles it
(or you don’t care who)

You care about who

You care about when

You need to report on it You care that it’s done

* Need to see progress — but
not reporting

11



You can show checkboxes in a JobView

me
Guy's litchen ARG Buiders ing.
Eilzen's kiichen  ABC Builders Inc.
Tapigs kitchen  ADC Buiders lnc,

ABC Duilders, inc,

1182017
AMS20TT

1ZTR016

127016
162016
AET206
THB2016
THI0E

bo Dae lia Date: o Oans
hg.Dite tia Date g Date

C 12002017 fost) 2UUR0NT (mkc)  * ZIZOAT (est)
O 22702017 (est) 2L201T fauto)  ZEOAT (auto)
100017 (est) 201 (aute)  ZPOAT (est)
22017 (est) 292017 {mata) ZLAL201T (mto)
10302017 feonl)  2RR0MT {mit)  2G017 (suto)
VZE201F VFZT (aute)  ZHPOIT (auto)

P Changs oater - color

RARMNEE &
R'E & & &

(but not on the Calendar)

A List of Values field can show on Calendar

Acme Buiiders

100
Tearout - stone
Katy, TX

£:00am - 2:00pm (8 hours))

“ Incomplete install

Lowe's 8520
B:00am - 12:30pm (4.5 howrs)
T2

Tearout - laminale

Mesquite, TX TS187 l

"lt Conner Dre
Wax Consiruction
1:00pm - 5:30pm (4.5 houra)
=0, 44, T8, 35
No Teargut
Plang, TX 75094

Pano, TX 75094

4/19/2017
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Form Field Data Types

Create New Form Fields x

Dala Type.

Related Info
Job Info
QK Activity Info
| Form Info
Quote Info

Pull info from other places in JobTracker (so you
don’t have to re-enter data)

PO Info
Data Input

Qﬁﬂf{hﬂ;’b&r‘ Enter and track additional details about your jobs

Currency
Date

Link

List of Values
Multi-line Text
Number

Text

. Change the way your form looks on screen or
Page Break H
iy when printed

Text

 Few words and/or numbers
e Searchable
e Good for ID numbers, addresses

4/19/2017
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Multiline Text

* Short answers
e few sentences

Autonumber

 JobTracker assigns a sequential number
e Searchable

4/19/2017
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Number

e Countable things (not ID numbers)
e Good for Reporting and Subtotals
e NOT searchable

Currency

e Money — a specific countable thing
e Good for Reporting or Subtotals
e JobTracker handles formatting

15



Checkbox

Good for reminders

Only good if only correct answer is yes
Can be shown in JobView

NOT good for Calendar or Reporting

List of Values

Dropdown list

Controls for spelling errors — Reporting!
Not as useful if you have over 200 values
Can add image or color-coding to list

4/19/2017

16



4/19/2017

Date

e Yeah... it’s for dates
e Can specify format

Link

e Hyperlink to web address
e Used for Googledoc, online map, etc.

17



VERY IMPORTANT — Do NOT delete Data Input fields!

| Admin

Job Form Template

[ e I Tield = I Copy Jb Cek Edit Form Field X

late | o op Dctails :

Farm Template Mamc: Countertop Dotail Name: Sqi |
Frocesses: Job

Show on Calendar Printadle View: Yes Dala Typa: Number -

Ezpanni On Jui Delsil Page. Yes Fighd Width. 1 [Halatve to mihar Belds on this )
Carenle i (Fuliee Jubsy hase Mo

C Hide fickd when blank

Countertop Details

Room type: Tamplata Fhase: e
A Styles - Cell g | |

Data #2 & mave Do ik foouse Do Slyla )
Materfal: Color: saft: Tasreler -
Inner Derder: |
Sink typa: Sink Maodel: Sink in stock:

Labcl Position: ~ | Width: |lh,
MNotes: Alggrunanl l:l

ok | canca |

You will delete the data stored in that field.

Duplicate a form

14
Job Settings
Procassas Process: Al  Saeslead
lemplates.

Job Foreis wilow you fo budd coston forens such a2 g work order on dninsiell clisck sl Job Do
prnited froun bhe Job Defod poge or the Calendar page.

N Foom . I lespuml . I Aszage bones Lo Prosansso .

Gustom Fickls

Fom Sats Aok Summary 1 Yas Artive
Countartop Detaile. L2 L Arntive
Aeclivity lypes | 5 =
Kt Viaranty Info | EGit Form ‘Countertop Details' | Es—
Activity Sats lemplole Swn O Aclive
tislall Checklisl | Arlve
Activily Cuslom Fedds HeOradest | orimes...
Instzll Waver Acte
- Lhebeler :
Activity Statusas Opan POs 1 < Artive
Customar Cartifie < Active
File Cuslom Fields 5 -1 CHm i 5
Cuality Chack 1i€T T Tas Artive
Issus Categarias Inskafabmn Cuslones tovnl (HL | 10 Ko Inachve

(Rovws 1 #n 10 of 10)

Issuc Forms

4/19/2017
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Edit a List of Values field

test details form
Room type: Template Phase:
Data #1
Data #2
Material: Color: Sqft:
Edit 'Material'...
Sink type: R a—— Sink in stock: s .
typ Edit st of values Field List of Values
Culele Mew Mameral. I Drletr..
Notes:
Insert Field._ Field Name: Matenal
T Fom- toat details form

Corian |1 #ttddnn Active
Granite [ #zaaat Active
Silestone || gectit  Active

4/19/2017

Create a new form

£ 5 i Job iz 5 1 | Admin

Job Settings

Procosses
Templates

Cusloan Fishils

Funm Sels July Sy 1 RCE i nt L | | Repurl
Frowinbarbo s Tlodile 2 Ve Joh Form Template
Fde Corne Tnfo. Tizkis = l Capy Ink Mk

Fomm Template Mame: testy Bl

Iuocesses. Job

Shaw an Calendar Printacle
Expand On Job Detzil Page
Craata in (Tntira obh) Phasa No

Dhodete: Form Ficlds. .

[
1
e

- -

19



Account Sales Lead | Job

Pull in a field from the Job Details

| Calendar | Report | Admun | 39

Job Form Template

I Cct Foan Infa... I iZ] Create New Form Fields 1|

Formn Teanplale Mame. o _
Processes: Job BB o
c v | Seled

Showe on Ceslerdaar Prinl: Name:
Cxpand On Job Detail P
Craate in (Entire Job) Fr

Related Info
Job Info
Activity Info
Form Info
Quote Info
PO Info

Data Input

ntable view

Auto-number

i Checkbox

| Currency

Date

Link

List of Valucs

Multi-line Text

Number

Text

\Farmalting
Page Ereak
Scparator i

Choose Data Type & get more options

Create New Form Fields ]
Data Type: | Job Info v

Name: [ Job Name
Job Fields i
Job Name
Job Phase Name
Job Creation Date
Job Address
Job Notes el
Salespersan D
Contacis
Job Material 11
————————— Store Locaticn —-
ST Gamm
| Throughput
Divislon (Inactive)
Customor Type (Inactive)
Job Number (Inadive)
\Account Frelds
Account Nama
Account Address

Seleer...

4/19/2017
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Add more fields even before hitting OK

Account | ‘2 | pad | Joh | Galendar | Hepart | Admin | b

Job Form Template

Forma Iempats MAme: T

e e Daily Type. | Job Info | Melet]
1Show an Calenear Bt reame | Standard Job # v
Expand On Job Da i

Seect...

L Sl only wn printails view

Dialis T, | Activity Info )

L Sl anly on printaids vice:
Achaly Lype | Install .

[ feen | Here I’'m pulling in the Install details

e

HAtus

Datn

| kel Sched. Time
Assinned To

Mataral

o N R I LN

ast hial (inRchie)
2 Hues

{Ruws 1006 ol )
Add Hed...

oK Canwel

Add more fields even before hitting OK

Aceount 7

s lrad | Jdah | Galendar | Hepart
Job Form Template

Fomm [empAtE NAME® T
Progesses, Jub e l—IJOh L 2L

Sshew an Ealendar Bt reame | Standard Job # v
Expand On Job Da
Cr 1(Criline Job) P

L Sl only wn printails view

Dialis T, | Activity Info )

L Sl anly on printaids vice:

Aty Ly | Install .
[ feen | Here I’'m pulling in the Install details

A Phsa
1 | Status
=1 e

| kel = | Szhed. Time
A Assigned To
1 Marenal
"1 | tasthald (inAchve)

2 Hues
{Ruws 1006 ol )
Add Hed...

oK Canwel

21



Here’s what we have so far...

ount | Sales Lead | Job | Calendar | Heport | Admin | Search... | llelp | CounterGo |

Job Form Template

Fom Template Name: test new form

Provesses. Jub

Show on Calendar Printable View: Yes
Expand On Jub Delzil Page. Yos
Create in [Cntire Job) Phase: No

Standard Job #: Install:
Sched. Assigned
Phase Date Time Ta Notes
Data Data Datail.d Data#14 Data
#1.1 #1.2 | | #1.5
Data Data Data#23 Data#z 4 Data
#2.1 #25

Addlng a summary table from another form

dab | Galends | Repoil |oAdmin | Seach Hilp | Gousleidsa |

Joh Form Template

Fenmn Terplidle: Manrs: |
Processics, Jobr

Shuw v Caleadal Pril:
Exccand On Job Dated tomm: | lob info

Create in {Entirs Job) 1T Mi“—tf Infa -
i Cuota Tnfoe

Data Type: L -

Relatad Info il view

P Info
\Data Ingut )

Auto-rumber d. Assigned

Checkbax To Notes

Currency V15 Datadg Data

Date el #1.5

Link >3 Data®24  Dals

List of Values W25
e Mult-line Text  neadec e =
H Fieits | Humber |

Standard Job #

Page B sroved
| Separator -8
W Slsbs Sikestons

Material Crdered

L ELd C

aterial Receivad

M syl appved

Rz 1l 130l 13;

Ao lied..

UK Lancel

4/19/2017
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Select the fields you want from the other form

Craate New Form Fielda [x]

1ata lype | Form Info “|

T SBhow urily on prnlabie view
Famm: | Countertop Detalls _
O

Torm Templaly

Name
Phiase
Honm type
Mulerial
Culu
bl st
Edye
Sink TYpd

O|E J[R E[I|E |3

Sirk Madal
O Sk sleck
Il Fasat i
I Mares

T T TS T

il B |

UK ancel

Now we’ve added 3 fields that pull information

dles Lead | Job | Calendar | Report | Admin |

Job Form Template

Tnmm Templats Namz test new form
Hrocesses: Job

Show on Calendar Printabls View: Yos
Expand On Job Detall Fage: Yes
Creaie in (Fnofire . loh) Phase No

Standard Job # Install:
Sched. Assigned
Phase Date Time To Notes
Liata Lata Uata#1.3 Lsala#l4d Lata
#1.1 #1.2 #1.5
Nata MNata Nata#2 3  Nata#? 4 Nata
H21 a2 W2

Countertop Details:
Name Fhase Room type Material | Color Sqft Edge Notes
Cata#1.1 Data®1Z Data#1.3 Data#1.4 Data#15 Data#16 Dataz17 Data 1.0
Catz 421 Dataf2Z Datal23 Datald24 Datal25 Data#26 Data w27 Datz 422

4/19/2017
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Here’s the Printable View — added to Job

Standard Job #:
53300

Countertop Detalls:

Name Phase
main house Kitchen Cranite
main house  Master bath Granite

mother in law maother in law Kitchen

mother in law mother in law Bath

Granite
Granite

Room type Material Color

Install:
Assigned
Phase Date Sched. Time To Notes
main house  5/17/2017 8:00am -
12:00pm
mother in law 6/8/2017  8:00am -
12:00pm
Sqft Edge Notes
absolute black 50 Bevel
luna pearl 35 Bevel
avacada 40 Bevel
truquoise 23  Bullnose

moraware

Contact us for with any follow up questions —
or simply to brainstorm solutions to your business problems.

support@moraware.com

1-866-312-9273

Moraware makes CounterGo estimating software and JobTracker scheduling software for
countertop fabricators. Since 2002 Moraware has helped fabricators quote and schedule more
than 2 million countertop installations. Moraware is a member of the
MIS+BSI: The Natural Stone Institute, the International Surface Fabricators Association (ISFA),
and the Stone Fabricators Alliance (SFA).

www.moraware.com

4/19/2017
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