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Parts	  Review/Capture	  
Once	  a	  Job	  has	  been	  created	  and	  the	  Parts	  list	  has	  been	  saved	  it	  should	  be	  reviewed	  for	  
accuracy	  and	  workability.	  	  
	  
Suggested	  Items	  to	  Review:	  
	  

• Are	  all	  the	  parts/quantities	  entered	  accurately?	  
• Is	  the	  list	  of	  parts	  workable?	  
• Is	  the	  Cost	  of	  the	  Part	  correct	  (displayed	  only	  if	  imported	  from	  QuoteWerks	  or	  WeEstimate)?	  
• Verify	  the	  Stock	  [item]	  flag.	  
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Capture	  Parts	  List	  
Once	  the	  parts	  list	  has	  been	  approved	  you	  have	  the	  option	  of	  “Capturing”	  the	  parts	  list.	  	  Using	  
the	  Parts	  Capture	  option,	  locks	  down	  the	  original	  parts	  list	  and	  creates	  a	  second	  “Working	  Parts	  
List”.	  	  The	  Original	  parts	  list	  may	  not	  be	  changed	  and	  is	  used	  for	  comparison	  purposes	  when	  
reviewing	  a	  Job	  prior	  to	  closing.	  	  If	  any	  changes	  need	  to	  be	  made	  to	  the	  Parts	  list,	  those	  changes	  
are	  made	  on	  the	  Working	  Parts	  List.	  
	  
Two	  User	  Group	  Permissions	  control	  the	  Parts	  Capture:	  

• Ability	  to	  Capture	  Parts	  –	  this	  permission	  allows	  a	  User	  to	  Capture	  the	  Original	  Parts	  List	  on	  a	  Job	  
• Capture	  Parts	  Override	  –	  this	  permission	  allows	  a	  User	  to	  Re-‐Capture	  the	  Parts	  List.	  	  This	  will	  

copy	  the	  Working	  Parts	  List	  and	  over-‐write	  the	  Original	  Parts	  List	  previously	  captured.	  

Once	  the	  Parts	  List	  has	  been	  reviewed,	  click	  on	  the	  Capture	  Original	  Parts	  button.	  
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Modifying	  the	  Working	  Parts	  List	  

The	  Working	  Parts	  List	  may	  be	  modified	  up	  until	  the	  point:	  	  
• The	  Job	  becomes	  locked;	  either	  a	  forced	  lock	  from	  a	  Job	  Task	  being	  signed	  off	  or	  when	  the	  last	  

Job	  Task	  has	  been	  signed	  off.	  	  
• If	  a	  Part	  is	  billable	  and	  has	  been	  invoiced.	  
• Part	  has	  been	  issued	  to	  the	  Job*.	  
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Job	  Purchase	  Orders	  
Purchase	  Orders	  may	  be	  created	  for	  Parts	  and/or	  Services.	  	  If	  ordering	  parts	  for	  individual	  Jobs,	  
the	  most	  efficient	  method	  is	  creating	  the	  PO	  within	  the	  Job.	  	  If	  ordering	  Services	  such	  as	  
Subcontractors,	  Equipment	  Rentals,	  etc.,	  these	  Purchase	  Orders	  may	  be	  created	  within	  the	  Job	  
or	  from	  the	  PO	  List	  in	  Accounts	  Payable.	  
	  

Ordering	  Parts	  within	  the	  Job	  Record	  
Creating	  a	  PO	  for	  Parts	  within	  the	  Job	  record	  is	  the	  quickest	  method	  when	  order	  for	  a	  specific	  
Job	  since	  the	  application	  knows	  which	  parts	  are	  to	  be	  used	  and	  what	  parts	  have	  already	  been	  
issued	  (if	  any)	  to	  the	  Job.	  	  
	  
If	  you	  are	  using	  Job	  Phases	  within	  your	  Parts	  List,	  this	  helps	  to	  keep	  inventory	  levels	  low	  by	  only	  
ordering	  what	  is	  needed	  in	  the	  immediate	  future.	  
	  

	  
	  
	   	  



2014	  SedonaOffice	  Users	  Conference	   Job	  Processing	  1	  
Marco	  Island,	  Florida	   Presented	  By:	  Carolyn	  Johnson	  

Page	  7	  of	  11	  

If	  there	  is	  more	  than	  one	  Primary	  Vendor	  listed	  on	  the	  Job	  Materials	  List,	  you	  will	  be	  prompted	  
to	  select	  the	  Vendor	  for	  the	  PO.	  

	  

	  
	  

The	  Purchase	  Order	  will	  fill	  in	  with	  the	  Parts	  for	  the	  Primary	  Vendor	  and	  Phase	  selected.	  	  The	  
cost	  will	  default	  from	  the	  Part	  Cost	  on	  the	  Job	  Parts	  List.	  	  If	  no	  cost	  is	  displayed	  in	  the	  Job	  Parts	  
List,	  the	  cost	  will	  default	  from	  the	  Part	  setup/Primary	  Vendor.	  
	  

	  
	  
	  
	  
	  
	  
	  

Notes	  



2014	  SedonaOffice	  Users	  Conference	   Job	  Processing	  1	  
Marco	  Island,	  Florida	   Presented	  By:	  Carolyn	  Johnson	  

Page	  8	  of	  11	  

Ordering	  Parts	  from	  the	  PO	  List	  
Purchase	  Orders	  for	  Parts	  may	  be	  created	  from	  the	  PO	  List	  within	  the	  Accounts	  Payable	  
module.	  	  When	  creating	  PO’s	  using	  this	  method,	  the	  User	  will	  need	  to	  manually	  enter	  the	  parts	  
to	  be	  ordered	  –	  the	  PO	  will	  not	  auto-‐fill	  with	  the	  part	  numbers	  as	  when	  ordering	  through	  the	  
Job	  record.	  
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Ordering	  Services	  from	  the	  PO	  List	  
Purchase	  Orders	  for	  Services	  are	  created	  from	  the	  PO	  List.	  	  Instead	  of	  list	  the	  parts	  that	  will	  be	  
purchased,	  a	  G/L	  Account	  Number	  is	  selected	  for	  the	  expense.	  
	  
Why	  issue	  PO’s	  for	  Services?	  
Issuing	  PO’s	  for	  Services	  is	  a	  good	  way	  of	  ensuring	  all	  job	  related	  expenses	  are	  posted	  to	  the	  Job	  
prior	  to	  closing.	  	  If	  any	  Purchase	  Order	  linked	  to	  the	  Job	  has	  not	  been	  completely	  received,	  the	  
software	  will	  not	  allow	  the	  Job	  to	  be	  closed.	  
	  

	  	  If	  a	  Purchase	  Order	  for	  a	  Service	  will	  be	  received	  in	  partial	  increments,	  it	  is	  best	  to	  issue	  
separate	  PO’s	  for	  each	  expected	  receipt.	  
	  

	  
	  
	  
	  
	  
	  
	  
	  
	  
	  

Notes	  
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Job	  Scheduling	  
There	  are	  two	  basic	  methods	  available	  for	  scheduling	  Jobs;	  the	  Job	  Schedule	  Board	  and	  Job	  
Appointments.	  	  With	  the	  release	  of	  SedonaOffice	  5.6.200	  Job	  Appointments	  may	  now	  be	  
created,	  dispatched	  and	  managed	  from	  SedonaService.	  	  This	  track	  topic	  will	  be	  an	  interactive	  
session	  to	  demonstrate	  the	  new	  features	  of	  Job	  Scheduling	  and	  Dispatching.	  	  A	  Reference	  
Document	  is	  available	  on	  the	  SedonaOffice	  website	  with	  detailed	  information	  on	  Job	  
Appointments	  from	  SedonaService.	  
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