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Disclaimer:

Deleting any Data record from any TAB for this application is strictly prohibited. Deleting any entry will result in data
corruption. Selsoft or any party selling the TrackMe RE Software will not be held responsible for data loss or data
corruption. It is the User of the TrackMe application responsibility to ensure that proper privilege is granted to its
application users.

Action Item for System Administrator:

Only the system administrator must have the permission to delete any entries in this application. All other users of this
application must not have an option to delete any entries. Please ensure that the “Delete” option is not selected for any
tab associated with TrackMe RE application in the Profile. Please refer to the Profile Setup requirement for this
Application.

Selsoft has created three sample profiles for this application that will minimize the risk of data corruption as a result of
deleting records from the application.

a. TrackMe Administratorl:
Profile has all the necessary privilege required to manage the application data security. No Delete privilege exists
for this profile.

b. TrackMe Property Manager Userl:
Profile is created for Property Managers. Certain Master records will be considered as Out of scope for this
profile. Users of this profile must contact the TrackMe Administrator to create or edit master records. Team
Leads and higher management can be given access using this profile. No Delete Privilege exists for this profile.

c. TrackMe Member Userl:

Profile is created for Members or the general users of this application. Crew members that will perform the
actual work on the TrackMe Case must be given access via this profile. No Delete Privilege exists for this profile.
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1. TrackMe Setup Menu

Define and identify the necessary Setup required by the application to manage the private and commercial Property
Location. It also provides ability to combine various elements of the Property Location Case Management system.

TrackMe Search Dashboards EIEtCilEL=ilLE  TrackMeMaintenanceSetup  TrackMeFinancials  TrackMe Site Page  TrackMe Users +

g
Q
¥
=
i
w
m
—
(=
-

* Property Location and Units Management
Proparty Locstion & Units CREATE and MODIFY lecation information related to each property.

* Tenant Management

Tanant CREATE and MODIFY personal information related to esch Tenant.

w Lease, Lease Charges, and, Lessee Management

Lease Agrasment CREATE and MODIFY Lease agreement betwesn the Property Location and
Tenants. Setup Property Charges related to Rents, Utility, and, Deposit.

* Department and Team Management

Departments & Teams CREATE and MODIFY information related to each Department, and, its
- associated Team for Specific Property Location.

¥ Case Category Management

Cass Category CREATE and MODIFY information relsted to the categony defined for each
— case. Case categony will help in growping the cases and assigning it to
sppropriste department.

¥ Business Flow Management

Businsss Flow CREATE and MODIFY information related to the flow of the case betwsen
— departments based on the Case Category and Case States. CASES new and
existing will be auto assigned to the Department {Location Specific or Global)
based on the Case Category and Case Status.

w Priority and 5LA Management

Priority and LA CREATE and MODIFY information related to Prigirty and its Service Level

- time line. Priority can be defined at Case level and Department Level. In
case, if the CASE having the defined priority is not resolved in the defined
timeframe then a SLA Vielation will be created and published on the
Ciashboard.

* Department Users Mapping
Deptartment Ussr Mapping ‘igw the TrackMe Users that are assigned to Department.

w Standard Response for Tenant

Tenant Responss Create and Modify information related to the Message that you wish to
communicate with your Tenant. Data from this object is used to communicate
Cass Status to Tenants.
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1.1 LOCATION and UNIT
Define and identify the private and commercial Property Location. In case if Location is not available than we
recommend creating a dummy location for this application because it is a key requirement for this application. The
Application is designed to work around Property Locations. Each Location is then subdivided into multiple Units. At least
one Unit must be defined for a property Location.

1.1.1 PROPERTY LOCATION
Create New or Edit Existing Location:

Select the menu option “Property Location” from the “TrackMeSetup” Tab.

o “New Location”: Select the button “New Location” from the Location List Screen.
o “Edit”: Select “Edit” next to the existing Location listed under the “Action” column on the Location List Screen.
e “View”: Select the specific entry listed under the “Location ID” column.

* Property Location and Units Management
Property Location & Units CREATE and MODIFY lecation information related to each property.
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Edn| Del  L-0000000085 Suke 100 WACANT 10,000 000000 HZ300 §250.000.00  Demo Name
Edn| D2l L=0000000086 Suke 200 VACANT 10.000.000000 F10000 $1.000,00000 Demo NameQZ
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View Existing Location:

To “View” the details of an existing Location, select the tab “Property Location” from the “TrackMeSetup” tab. To view,
select the specific location from the Location List. Once the Entry is displayed on the View screen, you can select various

attached TAB’s to display multiple details about this location. Using the below interface, you can View the Property
Location and its associated components.
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Delete Existing Location: We do not recommend “delete” of any existing location.
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1.1.2 UNITS
Create New or Edit Existing UNITS under a Property Location:

Select the menu option “Property Location” from the “TrackMeSetup” Tab. Select the Location of the Property by

selecting the LOCATION ID. From the LOCATION DETAIL screen,
under this location.

select the appropriate options to manipulate the UNITS

e “New Unit”: Select the button “New Units” in the UNITS SECTION from LOCATION DETAIL Screen.
e “Edit”: Select “Edit” next to the existing UNIT listed under the “Action” column on the Location List Screen.

o “View”: Select the specific entry listed under the “UNITS ID” column.
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View Existing UNITS under the Property Location:

To “View” the details of an existing UNIT, select the tab “Property Location” from the “TrackMeSetup” tab. View the
Location Details by selecting the specific location from the Location List. After the LOCATION Entry is displayed on the
View screen, select the appropriate UNIT ID from the list displayed in the UNITS SECTION. On the UNITS DETAIL SCREEN,
select various attached TAB’s to display more details about this UNIT. Using the below interface, you can View the UNIT

details and its associated components.
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1.2 CASE CATEGORY or REQUEST TYPE

Define and identify the type of issues reported by the User community. Details present in this tab will be used by the

end user that is creating the TrackMe Case to select the type or category for the issue.

Sample Request types are:

a. HVAC-HOT b. HVAC-COLD

c. Plumbing d. Power/Electrical
e. Parking lot f. Light

g. Security h. Flooring

i Restroom j. Break room

k. Windows/Doors | |. Others

Create New and Edit Existing Case Category / Request Type:

Select the menu option “Case Category” from the “TrackMeSetup” Tab.

o “New Request-type”: Select the button “New Request Type” from the Request-Type List Screen.
o “Edit”: Select “Edit” next to the existing Request-type or Case Category in the Request-Type List Screen.

o “View”: Select the specific entry listed under the “Request-Type Name” column.

Bk || Desiis

ek o Frevd mast Poigs

Rt Typa Danadl Bk | | Doinim || B i P e
BT e S0g 00 e Bairas Sasmrs (Dl
g it Ty Bl
[ pene iy mezan Erpirghion [
mal by i
------ By Setween Sewarm, SEEG 4247 o BedFeri By Dafwee Sermem SEGD0 14 2EPY

Al [ %]
I it Samawil Tape I Cuar Jadmi L]
'-_-E [ St bag T Attt Ty Hinmed Tyt b Ty D e 2 Eag ey [
f - :I.- L] Hii=a Hiing g
|| = L I e W [AFPTETER™ L i Caln WAL B
[ == o= Bk sl BRI
Ay T Bl «
Ryt ¥ b = MNew Request Typa
Billing
Poagpial Ty Edii Ben | e | Camasl
Aiagisast Ty Ei e Wb | Corasd |':I
Irdsrmaiizn i r Shand FlOTE
informotan i = R 1 7 s
Hipsa ! Byeman Sejane
. +\I-d-'l-' i Ol Bab=ae Berjars -
ype larw 13“9 T ! e
T i:lllﬂ Billing anaiiplan I st e o
b | Bl ]5'“3'!1-'.'!.' -....._lm_ [ RSN &3 PR “—-... IR 45 Pyl
s ™ Do
i [T ]
PRSP TR re—
- lendlen | CEm
Bgqewri Mype
Billing
> Nk
B iocvsynDeoiFow  doles adaincheesis Cate Ll Change i

Note: The SORT-SEQ field is used for displaying the entries in the drop down list for Request-type. If all the entries have
0.00 as the SORT-SEQ then the entries will be sorted in alphabetical order of Request-Type-Name field. Hence if you
wish that the Request-type “Other” should be displayed at the bottom of this Request-type pick-list then populate the
number that is higher than rest of the records. Records will be sorted in ascending order of the numerical sequence
defined in this field.
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View Existing Request-type:

To “View” the details of an existing Case Category / Request-Type, select the option “Case Category” from the
“TrackMeSetup” tab. To view, select the specific Case Category from the Request-type list. Once the Entry is displayed
on the View screen, you can select various attached TAB's to display multiple details about this location. Using the below

interface, you can View the Case Category / Request-Type and its associated components.
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) = = R
-0083 T X
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T - - . -
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| Heip for

Details Auto Assign Dept Flow Notes and Attachments
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1.3 TENANT

Capture existing and potential new Tenant (clients) information with this option. This is to ensure that various elements
like the TrackMe Cases, Expenses, Income, and Lease are connected to the Tenant record. Also maintaining a record
about the Tenant will provide valuable information about your cliental base.

Create New or Edit Existing Tenant:
Select the menu option “Tenant” from the “TrackMeSetup” Tab.

e “New Tenant”: Select the button “New Tenant” from the Tenant List Screen.
e “Edit”: Select “Edit” next to the existing Tenant in the Tenant List Screen.
o “View”: Select the specific entry listed under the “Tenant ID” column.
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View Existing Tenant:
Select menu option “Tenant” from the “TrackMeSetup” tab.

“View”: Select the Tenant listed under the Tenant-ID Column on the List Screen. You can maneuver over the various
TABs to view more details about its associated components.
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1.4 LEASE

LEASE Agreements are made with a combination of LOCATION, UNITS, and LESSEE (Tenants). This element also helps in
creating individual LEASE CHARGES for each LEASE. Once the Charges are created and the Lease is Active, then you have
an option to generate ACCOUNTS RECEIVABLE transactions (Income Transaction) for the Total lease charge amount on a
periodic basis.

Create New or Edit Existing Lease:

Select the menu option “Lease” from the “TrackMeSetup” Tab.

o “New Lease”: Select the button “New Lease” from the Lease List Screen.

e “Edit”: Select “Edit” next to the existing Lease in the Lease List Screen.

e  “View”: Select the specific entry listed under the “Lease ID” column.
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View Existing Lease:

Select menu option “Lease” from the “TrackMeSetup” tab.

“View”: Select the Lease listed under the Lease ID Column on the List Screen. You can maneuver over the various TABs

to view more details about its associated components.
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1.4.1 Attach LESSEE to the LEASE agreement
To attach the LESSEE to the LEASE, you will need existing entry for the TENANT. You can refer to Section 1.3 in order to
create an Entry for the Tenant. Most Important is that the Credit rating for the Tenant record should be Approved or in

By-pass status. You cannot attach a Lease to Tenant that do not have approved credit.

Views the LEASE Record created in Section 1.4, and then select the button “ADD LESSEE” from the LESSEE section.
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1.4.2 Attach LEASE CHARGES (RENT, UTILITY, GENERAL EXPENSE) and/or DISCOUNT to the LEASE

agreement

A Lease record is not active unless at least one Lease Charge is created and assigned to the LEASE RECORD. Lease

charges can be a recurring RENT or a One Time Charge or Fee entry. Lease Charges can be future dated in case if you

have a change in the amount. A discount can also be created for a Lease Charge by creating a new lease charge and

classifying it as a Discount.

1.4.2.1 Create or Edit a LEASE CHARGE
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1.4.2.1 Create or Edit a DISCOUNT on LEASE CHARGE
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1.4.3 Generate BILL or ACCOUNT RECEIVABLE entry for the LEASE

Once the LEASE CHARGE record is created and the LEASE STATUS IS ACTIVE, you can start generating Billing or ACCOUNT
RECEIVABLE or INCOME records for this Lease. You can manually generate a Bill record on a schedule date using the BILL
MODE as MANUAL; however, this effort will require manual intervention. Another method is to set up the BILL Mode as

AUTO and then setup a BATCH JOB to run every day at a set time to create the Billing record.

Manual AR Record can be created anytime after the NEXT BILL DATE by checking the checkbox “Create BILL/AR ASAP”
and then saving the Lease record. You can verify the Bill or AR record is created by refreshing the LEASE RECORD (press

F5 in your Browser), and switching to the INCOME DETAIL tab.
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1.4.4 Automate the BILLING process for LEASE (Bill Batch Job Setup)
This item must be performed by the User that has System administrator privilege.

1.4.4.1  Check for the Batch Job that will trigger the Billing or Account Receivable for the
Lease on a Bill date.

Step 1: Select “Setup from the top Menu item.

Admin User

My Profile

LA Barcode Maintenance Mainten
System Log
Logout _ Drecover Summer 11

Select the option "Setup’* from the Menu ltem,

Step 2: From the Left hand menu, select the option “Monitoring” from the Administration Setup.

Step 3: Select the option “Schedule job” from the drop down menu under “Monitoring”. If a job is
present in your environment, and it is active to run on a daily basis then you don’t have to perform
the steps to create a new batch job.
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Create a New Batch Job to trigger the Billing or Account Receivable for the Lease
on a Bill date
Step 1: Select “Setup” from the top Menu item.

Admin User = | Help & Training

My Profile

LA Barcode Maintenance Mainten
Systemn Log
Logout ~ Discover Summer ™1

Select the option "Setup” from the Menu [bem.

Step 2: Select the “APEX Class” option from the side Menu item under “Develop”.

Step 3: Select the button “Schedule Apex” from the Apex Classes.
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Step 4: Create the new batch Job to automate the Lease Billing on the Next Bill date. This job
will review Lease that are in ACTIVE status and has the BILL MODE set as AUTO. On the schedule
NEXT BILL DATE, the job will trigger a creation of a new Billing or ACCOUNT RECEIVABLE or
INCOME record for this Lease. You can view the AR record from the INCOME TAB on the LEASE
DETAIL SCREEN.
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1.5 DEPARTMENT

Define and identify the groups and teams responsible to investigate and resolve the issues reported by the User
community. When a TrackMe Case is assigned to a specific department then all the users present under this department
will receive the email communications pertaining to the case assignment or any changes like priority or Status. This
group will be informed immediately via email about a case being assigned to them.

Create New or Edit Existing Department:
Select the menu option “Department” from the “TrackMeSetup” Tab.

e “New Department”: Select the button “New Department” from the Department List Screen.
e “Edit”: Select “Edit” next to the existing Department in the Department List Screen.
e “View”: Select the specific entry listed under the “Department Name” column.
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View Existing Department:

Select menu option “Departments” from the “TrackMeSetup” tab.

“View”: Select the department listed under the Department Name Column on the List Screen. You can maneuver over
the various TABs to view more details about its associated components.
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1.6 Department User Management:

Departments are made up of team members from the organization. The Users listed under the department will only be
able to make changes to the TrackMe Case. Hence, if a user that is not part of this department will not be able to make
any updates or change status of the case. Non TrackMe user cannot be assigned to the department. License user will

only be listed in the User section.
New Department Users:
Create New or Edit Existing Department USERS:

Select the menu option “Dept User Mapping” from the “TrackMeSetup” Tab.

o “New Department User”: Select the button “New Department User” from the Dept User Mapping List Screen.
o “Edit”: Select “Edit” next to the existing “Department User Number” in the Department List Screen.
[ )

“View”: Select the specific entry listed under the “Department User Number” column.

Another way to add user to the Department is by selecting the specific department from the Department list, and, then

selecting the “Assigned User” tab.
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View Existing Department USERS

Select menu option “Dept User Mapping” from the “TrackMeSetup” tab.

“View”: Select the “Number” listed under the Department User Number Column on the List Screen. You can maneuver
over the various TABs to view more details about its associated components.
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1.7 BUSINESS FLOW

Define and identify the automatic assignment of the issue reported in one of the Request type category for a given
location to a specific department based on “Status” of the Cases. By setting up the Business Flow for a given Request-
type and Location, the user will ensure that any new TrackMe Cases that are created are automatically assigned to the
specific department. This will ensure that specific cases are auto routed to the designated department. The same
process exists for existing cases with different status. Hence, when the case status changes from “Assigned” to
“Complete” then the TrackMe Case will be auto routed to the department defined for this case status.

Create New or Edit Existing BUSINESS FLOW:
Select the menu option “Business Flow” from the “TrackMeSetup” Tab.

e  “New”: Select the button “New Business Flow” from the Business Flow List Screen.
o  “Edit”: Select “Edit” next to the existing under the “Action” column in the Business Flow List Screen.
e “View”: Select the specific entry listed under the “Business Flow Name” column.

There are two parts to this Process:

1. Create the Business Flow that will be defined for a given the Case Category or Request-type and Location (specific or global).
2. Create child entries called Business-Flow Steps that will define the departments for each TrackMe Case Status.

1.7.1 Part] - Create Business Flow
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1.7.1 Part II - Create Business Step Flow
Create New or Modify Existing BUSINESS FLOW STEPS:

After creating the Business Flow, select the “Assign Dept by Case Status” Tab from the View “Business Flow” screen.
From here you can select “New” or “Edit” the existing Business Flow Steps entries that is associated to a specific

Business flow.
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Edit Delete Back to Prewvious Page Back to Business Flow Step
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Business Flow View:

Sample Business-Flow and its associated child Business-Flow-Steps. In this case, a Business flow “Billing-Local” is defined

for a specific location “L-0

112 — Murphy, TX” and Case-Category or Request-Type of “Billing”. The corresponding

Business-Flow-Steps are defined for Case Status — Assigned, and Complete. (You can also define assignment department
for Case status as “Closed”). For each Target Case Status, a department is selected. Hence, when the case is created, it
will be auto assigned to “Billing — Local - Murphy” department. Once this case status is changed to “Complete”, the case
will be assigned to “Billing — HQ -Global”. Since there is no target department assigned for CASE STATUS = CLOSED, the
case will remain in the last assigned Department or Group Bucket.

ﬂl Edit | Delete | Create New View =)
I

Mew Business Flow Change Owner

I:‘ Action Business Flow Name *

[] Esit| el | Billing - Local

t) A|B|C|D|E|F|G|H|I|J|K|L|M|N|O|P|Q|R|S|T|U|V|W]|X]|Y|Z| Other ||
Description Location Location Description Request Type Effective Date Expiration Date
Auto assign the Billing ... L0112 Murghy, TX,75084-422... Billing £/10/2011 5:08 PM

—

Business Flow

w4 Billing - Local

Business Flow Detail
Business Flow Name
Description
Location
Location Description
Request Type
Effective Date
Expiration Date

Created By

- Assign Dept by Case Status Notes and Attachments Change Log

Detailz about the Flow for the Trackble Caze that are of Type Biling
and are for gpecific location,

Edit Delete | | Back to Previous Page

Billing - Local Oharner Behmen Sanjana [Change]
Auto agsign the Biling izzue for Murphy

L0112 I case when Location is not selected at the time of creating this
Murphy, TX, 750944338 833 Morningside Trl, Business Flow then it is treated as a Global Flow.

Biling
8M0/2011 5:06 PM
Behmen Sanjana, 8102011 5:07 PM Last Modified By Behmen Sanjana, &/10/2011 5:07 PM

Edit Delete | | Back to Previous Page

Business Flow

w5 Billing - Local

Detaic | | EEENDERIBNCESESIaEl| 'iotes and Attachments | Change Log

Each Buginess Flow activity must define what destination department must be
azzigned when TrackhMe CASE STATUS iz changed.

Mote: More details on the Buzsiness Flow Step in nest section, o

g2 | Printable View | Help for this Page w

Business Flow Steps News Busi Flow Step
Action Business Flow Step Number Status_Te Department Effective Date Expiration Date
Edit| Del BFS-000071 Aszsigned Billing - Local - Murphy 8/10/2011 5:05 PM
Edit| Del BFS-000076 Complete Billing - HQ - Global 8/26/2011 5:25 PM

Business Flow

«4 Billing - Local

Detailz Azsign Dept by Case Status _ Change Log

Ay zpecial Motes or Attachment that pou want to azzign to this business fow.

Notes & Attachments

No records to dizplay

New Note | | Attach File

Business Flow

L/ Billing - Local

Detals | Assign Deptby CaseStatus | Hotes and Attachments | | EEGEEoaN

Lizt of changes that are made to this specific Busingss Flow, [t keeps an audit trial in the
Change log tab.

Date
8M10/2011 5:07 PM

Change From To By
created Behmen Sanjana
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1.8 SLA - Priority & Service Level Agreement

Define the priority and its resolution time frame at Order, Department and User level. Service Level agreement time line
can be defined for all Orders and Users in general. However, SLA at department level can be defined specific to a certain
Department.

Create New or Edit Existing Priority and SLA:
Select the menu option “Priority and SLA” from the “TrackMeSetup” Tab.

e “New”: Select the button “New SLA” from the Service Level Agreement List Screen.
o “Edit”: Select “Edit” next to the existing under the “Action” column in the Service Level Agreement List Screen.
o “View”: Select the specific entry listed under the “SLA Priority” column.
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View Priority and SLA:

Select the menu option “Priority and SLA” from the “TrackMeSetup” tab.

“View”: Select the Priority listed under the “SLA Priority” Column on the List Screen. You can maneuver over the various

TABs to view more details about its associated components.

F

Au

dit | Delete | Create ,;ig (7]
Mew SLA Change Owner ra aAlplclo|ElEle|lRltlax|c|MiNle|p|a|R]S [T @ »]|wW]|x||Z| Cter 50
[ actian SLA Priority T SLA Hours SLA Lewel SLA Days = SLA Minutes Expiration Dats Department Created Diate
[] Edit|Del  Low Order aes 8/10/2011
[[] Egit| Del Departmant a 15 Billing - Local - Murohy  8/10/2011

Ceee ]
. T

5LA

- Low

SLA Wiclator list

SLA Detail
SLA Priority
SLA Level
SLA Days
SLA Hours
SLA Minutes
Department

Created By

Dizplay the detailz of the Priority when selected from the abowe listing.

MNotes and Attachments

Change Log

Back to Previcus Page

Case List Department List
Edit Delete
Lows
Department
o
15
Billing - L ocal - Murphw

Behmen Sanjana, 8102011 5:21 PM

Edit Delate

| Back to Prewious Page

Crarrver

Behmen Sanjana [Changel

o

Expiration Date

Last Modified By Behmen Sanjana, 8192011 6:18 PM

= SLA

= Low

Details

Lizt of SLA wiolator related to this particular selected Priarity

Case List Department List

Motes and Attachments

| Help for thi

Change Log

SLA Violations

News SLA Wiolation

Details SLA Wiolator list

Action SLA Viclation Number Case Order Assignment Violation Date
Edit| Dl MW-000035 O-00835 OA-ODO12T SMS¥2011 6:02 PM
SLA List Caszes on which thiz Priority is assigned.

o Mote: For Department level Priority, this tab will not dizplay ang data.
- LOW P i play W

Department List

Hotes and Attachments

Change Log

TrackMeCases

No records to display

Hew TrackMeCase

= SLA
o

- Low

Details SL& Viclator list

List of TrackMe Casze Azsignments related to the zelected Priority.

Case List

Motes and Attachments

Customze Fage | Printable

Change Log

Case Assignments
Action

Edit| el 0A-000127

Case Assignment Number

New Case Assignment

Department User

Fire SLA Viclation

Expired Case

MO

Pricority Modified Date
0-0053% 8MS2011 5:01 PM

List of Motes

Details

SLA Violator list

and attachments if any.

Case List Department List

Change Log

Notes & Attachments

Mo records to dieplay

Mewr Mote

Attach File

; SLA
- Low =t

Lizt of change log. K.eep track of any activity on this particular Priority

omize Page | Frints

Details SLA Violator list Case List Department List Notes and aAttachments | [ EEGEEeal
Date Change From To By
2/M10/2011 5:21 PM created Behmen Sanjana
SM1%2011 6:18 PM SLA_Minutes___c 15.0 Behmen Sanjana
81192011 6:18 PM SLa _Daws_ c 365.0 0.0 Behmen Sanjana
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1.8.4 SLA Monitor

This item must be performed by the User that has System administrator privilege.

1.84.1  Check for the Batch Job that will monitor the SLA for the CASES with Priority.

Step 1: Select “Setup from the top Menu item.

Admin User -

My Profile

LA Barcode Maintenance Mainten
System Log
Logout ~ Discover Summer 11

Select the option "Setup” from the Menu [tenm,

Step 2: From the Left hand menu, select the option “Monitoring” from the Administration
Setup.

Step 3: Select the option “Schedule job” from the drop down menu under “Monitoring”. If a job
is present in your environment, and it is active to run on a daily basis then you don’t have to
perform the steps to create a new batch job.

Personal Setup
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k! Email
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¥ Decabno NlEgratin

v By Chamar Somings
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+ Cusiomire
v Crome
& Dewylap
+! Deploy
Wnsiadbad Porka pas
S50 pEATa N Wa MRlpl e Pt
Crifcad Uipdades
Triadbarcs
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¥ Manage Users

+ Company Profie

v Securiy Conirols
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! Treansd agon WA L]
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1.8.4.2
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Create a New Batch Job to monitor the SLA for the CASES with Priority.
Step 1: Select “Setup” from the top Menu item.

Admin User = Help & Training

My Profile

LA Equ| Setup Barcode Maintenance Mainten

Systemn Log

Logout h,.;._...l., o |

Select the aption "Setup’’ fram the Menu [k,

Step 2: Select the “APEX Class” option from the side Menu item under “Develop”.

Step 3: Select the button “Schedule Apex” from the Apex Classes.

Homu  Chesmes  TreckilaCaed

Expuaysd full | Ciolagas G
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| mersenal setup

i o Apex Classes

#. Imgeri
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Step 4: Create the new batch Job to monitor the SLA Violation. This job will review all open
cases that has the SLA & Priority assigned on a daily basis. When a due date has passed for a
case without any resolution then it will flag the TrackMe CASE for SLA Violation. This data will be

reported on the Dashboard under the “SLA Violation by Location”.
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1.9 Tenant Case Status

Define and identify the type of message you wish to send as a response to the case to an external tenant. It is advisable
that predefined Status updates are created in this TAB so that Property Managers can communicate specific message to
their client. The data from this TAB is available to the TrackMe Admin or Property Managers in the TrackMe Case Edit

screen.

Create New or Edit Existing TENANT STATUS (Communication with Tenant):

Select the menu option “MAINTENANCE” from the “TrackMeMaintenanceSetup” TAB.

e “New”: Select the button “New MAINTENANCE” from the MAINTENANCE List Screen.
o “Edit”: Select “Edit” next to the existing case under the “Action” column in the MAINTENANCE List Screen.
o “View”: Select the specific entry listed under the “MACHINE MAINTENANCE ID” column.
] ilAII v-' Edit | Delete | Create New View =
[ s s e 50
Mew Tenant Case Status Response Change Cwner | | J
I A|B|GIDIE|F|G|H|I K L[ M| N O[P | R|S|{T| WM W|X]|Y|Z|Othe lII|
|:| Action Status Name Message Subject
D E Del IAulh:eizati:n for Acoess Need acoess to the equipmentin o Authorizstion for Acosss
D Edit| Del Evalusting the Bill Billing in progress. Will inform you ... Cumently evaluating the Billing iss...
D Edit| D=l MNams Iessage Lins Subject Line
Tenant Case.Statuslﬂespunse Edit Help for thiz Page (g Tenant Case HMatus Response Edit Help for this Page (g
a Authorization for Access a New Tenant Case Status
Response
E;!’:EHICESE Sl Repoes Save | | Save & New | | Cancel
Tenant Case Status Response W ey || e
Information 1 = Requirsd Information Edit
o — y " . Information 1 = Required Information
steus | Authorization for Access | fhede Berwncsi Saina
Subject ' Status I| J Owner  Behmen Sanjana
P | Authorization for Access | Mane || -
— = Subject | i
Message |Meed access to the equipment in- #| |
énrdst:} anelyze the reported V. Message | —I
|
Save | | Save B Mew | Cancel
Save | | Save & Mew Cancel

Tenant Case Status Response

Authorization for Access

5

Edit

Details about the Standard Pre defined communication messags.

BRI coseist  Motesand Attachments | ChangeLog
Tenalnt Case Status Response — | po—
Detail —_
Status Name  Authorization for Access Crwmer Behmen Sanjana [Change
Subject  Authorization for Access
Message | Need access to the equipment in order to
analyze the reported izzue and regular
IMaintenance. Please fax a letter
providing your guthorization to access
the equipment located at your property
lecation.
Created By  Behmen Saniana, 8/13/2011 6:30 PM Last Modified By ~ Behmen Saniana, 8/19/2011 6:30 PM

Delete
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View Tenant Case Status:

Select the menu option “Tenant Case Status Response” from the “TrackMe Maintenance Setup” TAB.

“View”: Select the “Status Name” listed under the “STATUS NAME” Column on the List Screen. You can maneuver over

the various TABs to view more details about its associated components.

All » | Edit | Delete | Creste New View — L
=] e Cmmte & e
Mew Tenant Case Status Response Change Owner [ 4 o

AlB|c|D|E|F|G|H|I|[J|K|[L|M|N|Oo|P|Q|R|S|T|u|v|w|x|Y|Z| Other [JaI

I:I Action Status Mame T Message Subject

|:| Edit | Dl I Authorization for Acoess I Meed scoess to the equipment in order to... Authorization for Acosss

I:l Edit | Del Evalusating the Bill Billing in progress. Will inform ywou about ... Cumrently evaluating the Billing issus.

El Edit | Del Mame Message Lins Subject Line f

Tenant Case 5Status Response

N . Message.
af Authorization for Access g
_ Ca=e List MNotes and Attachments Change Log
Tenant Case Status Response =

Delet
Detail Bl

Status Name

Awuthorization for Access

Details regardingthe Tenant Case Status Email communication

Chwner

Behmen Sanjana [Change]

Subject Authorization for Access
Message Mesd access to the equipment in order to
analyze the reported izzue and regular
Maintenance. Please fax a letter
providing your authorization to access
the equipment located at your property
location.
Created By Behmen Sanjana, 8/M19/2011 6:30 PM Last Maodified By Behmen Sanjana, 8M %2011 6:30 PM
Edit Delete
List af Tracklle Casewhere thizs communication iz currently used.
Tenant Case 5tatus Response
a’ Authorization for Access
Customize Page | Printable View | Help for this Page sz\‘
Details _ Motes and Attachments Change Log

= TrackMeCases New TrackMeCase
Action Case Humber Description Priority Status Request Type Department Assigned Created Date State City Address
Edit| Del O-00639 Ph ot Assigned Billin T ok 8162011 TX  Murphy Moringside
B at this page S Murphy : PRRRL R
Double billing
in month &. 833
Edit Del 0-00745 Alzo 2ee Assigned Billing Finance - Local /252011 TX Murphy Morningside
additional Trl,
charge....

List of Motes and Attachment, ifany.
Tenant Case Status Response 5 ¥

a Authorization for Access

Details Case List Change Log

Mewr Note | | Attach File

MNotes & Attachments

Mo records to dizplay

Tenant Case Status Response

Authorization for Access

a'l

List of Audit logthat keepstrack of any changes mada tothe Communication record.

iew | Help for this Pag

Details Case List Notes and Attachment= | | ERENGCRGGN
Date Change From To By
SM92011 8:30 PM created Behmen Sanjana
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2 TrackMe CASES

Define and identify the cases that are in various stages of investigation and Resolution. New Cases are created by the
users of TrackMe Application, along with the Tenant via the web interface. Cases are also created by the Equipment

Maintenance process.

2.1

e “New”: Select the button “New Case” from the TrackMe Cases List Screen.

Create New or Edit Existing TrackMe Cases:
Select the tab “TrackMeCase” from the TrackMe Application.

o “Edit”: Select “Edit” next to the existing case under the “Action” column in the TrackMe Case List Screen.

e “View”: Select the specific entry listed under the “Case Number” column.
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2.2

selecting the “Add User Assignment” button. You will have to do this manual assighment when you want to transfer the
case between teams. You will not have to perform this operation if there is an auto assignment Business Flow defined

Case Assignment to a Department and User:
Once the case is created you can assign the cause from the Case Detail view page. Go to the TAB “Assign to Department”
and select the button “New Department Assignment”. You can also assign a user once the department is assigned by

for this case for specific Case Status. In that case, just the change in Case Status will trigger the case to be assigned to the
corresponding department defined under the Business Flow Step process.
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2.3

View TrackMe Case:

Select the TAB “TrackMe Cases” from the TrackMe Application.

“View”: Select the “Case Number” listed under the “Case Number” Column on the List Screen. You can maneuver over
the various TABs to view more details about its associated components.
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3 TrackMe Maintenance Setup Menu

Menu Option created to group the Maintenance Related items under one topic. From this Menu Option, you can create
and edit Master entries for Equipment, Parts or Activity, Barcode (inventory), and, Maintenance Schedule.

TrackMeCases  TrackMe Search  Dashboards  TrackMeSetup RIERRUSUERRSEGRLNTY  TrackMeFinancials  Trackble Site Page 4

TrackMe MAINTENANCE-SETUP

¥ Equipment or Machine Management

EQUIPMENT | CREATE and MODIFY information related to an EQUIPMENT.

w Parts or Activity Management

| PARTS or ACTIATY CREATE and MODIFY information related to PARTS or ACTIVITY (like General
Maintenance, Cleaning, and, 50 on,).

¥ BARCODE {Inventory) Management

| BARCODEECURIENT INVENTORY CREATE and MODIFY information relst=d to BARCODE that is defined for each
EQUIPMENT for a specific Location. BARCODE is 3 unigue identifier of an
Equipment that is installed and located at 3 specific Location.

¥ Maintenance Record Management

PREVENTIVE MAINTENANCE. CREATE and MCDIFY information related to the Maintenance records used for
craating the Cass. Each Maintenance Record is made up of: Equipment, Parts or
Activity, BARCODE for a spacific proparty Location.

¥ Maintenance History Records Managemsnt

| MAINTENLNCE HisTORY VIEW historical information related to Maintenance Records. This repository wil

————————— display all the closed cases for individual Maintenance Records. Priority can be
defined at Caze level and Department Level, In case, if the CASE having the
defined priority is not resolved in the defined timeframs then 3 SLA Vielation wil b2
created and published on the Dashboard,
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3.1 EQUIPMENT

Define and identify the Asset that is eligible for Periodic maintenance. An asset can be any item that requires periodic
maintenance. This is a Master setup and unique equipment must be entered in this Tab. Please ensure that the

description used for defining the equipment is sufficient enough to classify a certain type of equipment. Say for example,
if you have Air-conditioning equipment that are of different type then please ensure that proper description is assigned

to them so that they can be identified easily.

Note: The term Equipment and Machine is used in the TrackMe Application. They both mean the same.

Create New or Edit Existing Equipment Master:

Select the menu option “Equipment” from the “TrackMeMaintenanceSetup” TAB.

o “New”: Select the button “New Equipment” from the Equipment Master List Screen.

o “Edit”: Select “Edit” next to the existing case under the “Action” column in the Equipment Master List Screen.

o “View”: Select the specific entry listed under the “Machine Master ID” column.

TrackMe MAINTENANCE-SETUP

I EQUIPMENT |

* Equipment or Machine Management

‘CREATE and MODIFY information related to an EQUIPMENT.,
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Create New or Edit Existing Equipment Detail:

Equipment details are added so that unlimited information can be attached to the Equipment Master record.
Information related to Manufacturer, Warranty, Contact, Model, Type, and, so on, can be added as detail records.

Equipment details can be accessed from the Equipment Master View detail page. All relevant information is listed under
the TAB “Relevant Details”.

o “New”: Select the button “New Equipment Detail” from the Equipment Master -> “Related Details” Tab.
e “Edit”: Select “Edit” next to the existing case under the “Action” column in the Equipment Details List Screen.
o “View”: Select the specific entry listed under the “Machine Detail Record Name” column.

TrackMe MAINTENANCE-SETUP

¥ Equipment or Machine Managemant

EQLEPMENT

CREATE and MODIFY information related to an EQUIPMENT.
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View Equipment:

Select the menu option “Equipment” from the “TrackMe Maintenance Setup” TAB.

“View”: Select the “Equipment” listed under the “Machine Master ID” Column on the List Screen. You can maneuver

over the various TABs to view more details about its associated components.

TrackMe M AINTENANCE-SETUP

* BEguipment or Machine Management

CREATE and MODIFY

information relsted to an EQUIFMENT.
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3.2 PARTS OR ACTIVITY

Define and identify the Parts or Activity that is required to perform maintenance on Equipment. A part can be goods as
well as service. In our case, a part can be any element used for regular maintenance. Like Oil, grease, Electrical cable,
bulbs, air filter, water filter, and, so on. A service can be activity like general maintenance, or, schedule cleaning. Similar
to Equipment, please ensure that the description defining the Part can be self explanatory and well defined. One more
thing, Parts is independent to any equipment record. In the Maintenance setup, you will be able to relate the Equipment

with a Part.

Create New or Edit Existing Parts Master:

Select the menu option “Parts or Activity” from the “TrackMeMaintenanceSetup” TAB.

o “New”: Select the button “New Parts or Activity” from the Parts Master List Screen.
o “Edit”: Select “Edit” next to the existing case under the “Action” column in the Parts Master List Screen.

o “View”: Select the specific entry listed under the “Parts Master ID” column.

TrackMeCases  TrackMe Search  Dashboards  TrackMeSetup RIS EIIEGEGTEL0T.N  TrackMeFinancials — TrackMe Site Page  +

TrackMe MAINTENANCE-SETUP

PART S or ACTITY

¥ Parts or Aetivity Management

CREATE and MODIFY information relasted to PARTS or ACTIVITY (like General

Maintenance, Cleaning, and, 5o on.).

== Edit | Delete | Create Mew View = i
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Create New or Edit Existing PARTS or ACTIVITY DETAILS:

PARTS or ACTIVITY details are added so that unlimited information can be attached to the Parts Master record.
Information related to Manufacturer, Warranty, Contact, Model, Type, and, so on, can be added as Parts detail records.

PARTS or ACTIVITY details can be accessed from the PARTS or ACTIVTY Master View detail page. All relevant information
is listed under the TAB “Relevant Details”.

e “New”: Select the button “New Parts or Activity” from the PARTS or ACTIVITY -> “Related Details” Tab.
o “Edit”: Select “Edit” next to the existing case under the “Action” column in the Parts Details List Screen.
o “View”: Select the specific entry listed under the “Part Detail ID” column.

TrackMeCases TrackMe Search  Dashboards  TrackMeSetup REElEil=  EUEGEGLRETN  TrackMeFinancials  Trackle Site Page +*
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View Parts or Activity:

Select the menu option “Parts or Activity” from the “TrackMe Maintenance Setup” TAB.

“View”: Select the “Parts of Activity” listed under the “Parts Master ID” Column on the List Screen. You can maneuver

over the various TABs to view more details about its associated components.
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3.3 BARCODE / EQUIPMENT INVENTORY
Define and identify multiple equipments for a specific location. Each Asset is tagged with a unique BARCODE and SUB ID
that is useful for inventory management. If a property has multiple HVAC equipment (say 40 HVAC equipments) then
each of this equipment will be considered as a separate asset. This separation will help identify issues related to
individual equipment. Using this method, you can isolate the type of equipment across all location, in case, if there is a
manufacture defect identified. It is also useful to audit/review all the past Maintenance work performed for specific
Equipment.

Create New or Edit Existing BARCODE (Asset Inventory):
Select the menu option “BARCODE/EQUIPMENT INVENTORY” from the “TrackMeMaintenanceSetup” TAB.

e “New”: Select the button “New BARCODE/EQUIPMENT INVENTORY” from the BARCODE List Screen.
o “Edit”: Select “Edit” next to the existing Barcode entry under the “Action” column in the BARCODE List Screen.
o “View”: Select the specific entry listed under the “Name” column.
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Note: View of the BARCODE is explained above. From the BARCODE you can create a new Maintenance Record from
the Section “Schedule Maintenance” - “Create New Maintenance” button.
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3.4 PREVENTIVE MAINTENANCE

Define and manage schedule maintenance task on Equipment utilizing specific Part or activity for each specific location.
TrackMe Cases will be created based on the schedule defined. The application uses the Maintenance records to forecast
the amount of expected Cases in near future.

There are three parts to this Process:

1. Create the Maintenance Scheduling Record for a Specific Location and Equipment information..
2. Assign the Equipment from the inventory to this Maintenance Scheduling Record.
3. Activate the BATCH JOB to monitor the Maintenance Record and Create the TrackMe-Case at the Scheduled time.

3.4.1 Maintenance Scheduler Details:
Select the menu option “PREVENTIVE MAINTENANCE” from the “TrackMeMaintenanceSetup” TAB.

e “New”: Select the button “New PREVENTIVE MAINTENANCE” from the MAINTENANCE List Screen.
e  “Edit”: Select “Edit” next to the existing Maintenance ID under the “Action” column in the MAINTENANCE List Screen.
e “View”: Select the specific entry listed under the “MACHINE MAINTENANCE ID” column.
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3.4.2 Add Equipments to Maintenance Schedule
Add Equipments from the Inventory that is matching the Location and the Equipment type of the Maintenance
Scheduler Record. This will ensure that the Maintenance is performed for the same type of equipments deployed at a

specific location.
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3.4.3 Automate MAINTENANCE Scheduler monitoring (Maintenance Batch Job Setup).
This item must be performed by the User that has System administrator privilege.

3.4.3.1 Check for the Batch Job that will trigger New Maintenance CASE on the Schedule
Date.
Step 1: Select “Setup from the top Menu item.

Admin User - Help & Training

My Profile

LA Equ| Setup Barcode Maintenance Mainten
System Log ‘

Logout

Select the option "Setup’* from the Menu ltem,

Step 2: From the Left hand menu, select the option “Monitoring” from the Administration Setup.

Step 3: Select the option “Schedule job” from the drop down menu under “Monitoring”. If a job is
present in your environment, and it is active to run on a daily basis then you don’t have to perform
the steps to create a new batch job.

Frrm o e
Ty ks e BT EOH BB dor P STTRMARC B pdd i n iy § el & i rfod aevirondn i @1 dovd vhes B ECTDCHED AL E B B i
o o e p—yyyy pty B fp sl rge iy Dbkl gl aha e der v bl kep i nigpp fer Ichadu e grbg BSTTH EIR v maoni ol icbiths
ey kbl 2 Gk i i it B el Wi L e e 1h 8 Fedird i
+ p— g | b T bkl g im w yw o  Lpeded
T — wiFalElE
* e e
- L]
o |4l Schedular Jabs it
T el Tiah ot st ol i LAN B 3" ol 00 BCORMOGOE. D oo . WD O Mol Py 2eLiCNy O Kol I i IO N SR (o], &' e, Dt
e e p R 14
T . - -
i B [ | il Reraiiimd dodd g Cmmy Mes Vs
T, - i R R ey e B BT s e e
mm
T — apms W= HEEH B RS LR I L=
i s o4 D B e b S b Falbl |l FEElINEY g
s, on DEyci iy e TEE TR eI 1 A e bpw
e wpes, ovy N, LU Tl 0 TR ML B I I AM TEDC TEM IEETTIM e
s Lk o4 [y b o il o i TN T e TR
IS, ﬁ; Do o e B $EcdE fediNG MENOISEY dowem
- TEqioa)EE——
* [ —y r—
TR A g
O wimes
= Sehidule Apax
bl Ll 21
TR [l=recam 1 Sais Lol P YT N DE RO D S B TRy Bl I I ey & N Ty FENL
= ey =
L TH S
R L
t L I [Ty e —" | fpart e P OLRT sen iy g e b
-
== el LU+ P T S AT
s Zoem cama ot 1 i
* Fammen 5 Wy
P i FS 3 Mandag LT R D e
o B
¢ Cavrm cm—— Bl sy
o P E LA E Ph'J.I|
- e s
B Tapiny
B tdicr,
B Toymany
E Frasg
B Srivmtny

It l._z-:-j,:il:. Jr ey |
b [izewam: | A

L PPN BT [| mm - ".I'_uli'ru.u T T IR T C EY T

RSS! MED el b 0 ol SaB i w

| | e

Page | 48




3.4.3.2

Scheduled time
Step 1: Select “Setup” from the top Menu item.

Admin User Help & Training

Schedule a New Batch Job for Creating TrackMe Maintenance Cases at the

Select the option "Setup” from the Metu e,

My Profile
LA Equ| Setup Barcode Maintenance Mainten
- System Log

Logout

Step 2: Select the “APEX Class” option from the side Menu item under “Develop”.

Step 3: Select the button “Schedule Apex” from the Apex Classes.
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Step 4: Create the new batch Job to automate the creation of the TrackMe Cases for the
Scheduled Maintenance Activity on the NEXT-SCHEDULE-DATE. This job will review the
PREVENTIVE MAINTENANCE records that are in ACTIVE status. On the NEXT SCHEDULE DATE,
the job will trigger a creation of a new TrackMe Case for this PREVENTIVE MAINTENANCE

record.
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Schedule Apex

Echedule an Apex class that implements the "“Schedulable” interface to be automatically executed on a weskhy or monthhy interval.

Save | | Cancal

Job Nams I ScheduleMaintenan =

dob Hame:FPopulatethe Name ofthe Batch Job.

Bt ol |ScheduleMaintenanc Elﬂ

Select the Class Mame - "SchedulelMaintenanceCasellpdate
fromthe Lookup List window.

Schedule Apsx Exscution

A.Selectthe Frequency as Weekly
andthen Checkallthe Days ofthe
week.

BE.Fopulate the END-DATE with a
Futurz Date.

C.Selzctthe time ofthe dayyou
wantthe jobto run. Forour Demao

purpose, 10:00pm is selected.
Start
End

Prefarred Start Tims

Finally -SAYEthe Job.

Save | | Cancel

Fragusncy Weskhy
3 Mbonthiby

[ 10:00 P1ah

Exact sta

Recurs every wesk on

Sunday
Monday

Wadnesday
Thursday
Friday
Saturdsy




3.5 MAINTENANCE HISTORY

Repository that stores information related to MAINTENANCE cases that are now in CLOSED status. It provides an easy
access to the Maintenance related CASES in order to perform any audits.

View MAINTENANCE HISTORY:
Select the menu option “MAINTENANCE HISTORY” from the “TrackMeMaintenanceSetup” TAB.

e “New”: Entries in this objects are generated automatically when a Maintenance Case (CASE CATEGORY OR
REQUEST TYPE = “Maintenance”) is CLOSED.

o “Edit”: Edit of this table entry is not recommended because it will result in inaccurate data.

o “View”: Select the specific entry listed under the “MACHINE MAINTENANCE ID” column.

L.gﬁ Edit | Delete | Creste New View Entries in this Object iz created automatically when a Maintenance TrackMe Caze iz CLOSED. It keeps histonical =]
information on the Cazes related bo Maintenance in one place.

New MaintenanceHistory | | | Change Cwner r" A|B|G|D|E|F|G|H|I|J|K|L|M|N|O|P|Q|R|S|T|U|Y|W]|X|Y]|ZOther &I

|:| Action Maintenance_ History 1D Loeation D Location Description Crder Machine Master Machine Description Parts 1D

AH-0015 L0112 Murphy, T¥,75094,833 ... 000831 M-0087 GE Water Cooler 2x E-D0052

CALITION: Please do not use the New Maintenance History button or the EDIT and DEL buttar for thiz Object,

MaintenanceHistory Customize Page | Printable View | Help for this Page "C_J'
1 ' '
w5 MH-0015
- Notes and Attachmentz Change Log
MaintenanceHistory Detail Edit | | Delete || Back to Previous Page
Maintenance_History_ID  MH-0015 Crwner Behmen Sanjana [Change]
Lecation ID L0112
Location Description  Murphy, TX 75094,833 Morningzide Trl,
Order  0-00631
Machine Master ~ M-0087
Machine Description  GE Water Cooler 2x
Parts [0 P-00052
Parts Description  3M Filter
Activity  Case Closed
Reason  Filter change complete.
Last case create Date  8§/M11/2011 3:10 PK
Created By  Behmen Sanana, 8/11/2011 3:12 PM Last Modified By~ Behmen Sanjana, 811/2011 3:12 PN
Edit | | Delete | Back to Previous Page
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4 TrackMe Financials

Provide the ACCOUNTS RECEIVABLE AND ACCOUNTS PAYABLE capability to track Income and Expense along with its
Payments-received and Payments-Made functionality. Below screen describes the TrackMe Financials functionality:

TrackMs 3sarch  Dashboards  TrackMedstup  TrackMsMaintsnancsdstup RG-SR IETE SN TrackMs 3ite Page  TrackMe Usars 4+

TrackMe FINANCIAL 3

— e VIEW, CREATE and MODOTY Acoours Faysbie Informasion. Fayments (il or parial
i opuiile £ Mt Prwramin Zan ba Tiade mQAINSTTe Salaiad ATCOUTLS Sayabie (uioe) snTy

WVIEN, CREATE and MODFY Accounts Feosivaible indormacion. Fapments Hull or
e e e paria’ zan be Sazawed agaimet e saleriad ATooUTIE RACENEDN 7T

* Appounis Resshrabls B Collsotion (Cash Inflow) Mansgsmend

4.1 ACCOUNTS PAYABLE & MAKE PAYMENTS

4.1.1 Create New or Edit Existing ACCOUNTS PAYABLE:
Select the menu option “Account Payable & Make Payments” from the “TrackMeFinancials” TAB.

o “New”: Select the button “New Accounts Payable” from the Account Payable List Screen.

TrackMs Ssarch Dk T tup T it tup RIEC L EEIETETEE  TrackMs Ste Page  TrackMs Uisars +*
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ey
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.

LAt Petie 2 W Py a7 D Mace AgmINGl T SeieTied ACTOUTIS FRyNDM (CWOIOE ST
et e & Coteshon e et

r— re—— WVIEW, CREATE and MODFY Accounts Receiable information. Payments (lull or

et Bormronln £ Gt Powmniin Daria] fan De Seceued spEingt Sve eiected ACoooms Seselabie somy

TrackMs Ssarch D i tup T it tup  TrackMsFinancials  TrackMs Site Page  TrackMs Usars +

cr [ALL m#| Edr | Delese | Creme Mew View
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L 1 E=
O A== | eemmm & e marpsce [ Leae s tar . ot o Aot Ut Seence
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[] SdriDel ADCOOOOOOOOS  Zero Faymerts Made  FIEDEX charges fors... T35 1P 1232 PM 4T T 47T EZ
[] SdriDel APOOOOOOOO0E  Zero Paymerts Made  Repaimed the LNk Sampke Location 124578 VZE01Z 4516 PM §2.500.00 B2.500.00
[] EdniDel APOOOOOOOOOT — PastDue Feepiaced S tan on... sz Tower LE1E345 1011 11241 AM 555000 150,00
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cr Expense Edit

also be created from individual Case, Location, Unit, Lease and Tenant Records viathe EXPENZETAE.

Create a Mew Account Fayable orEspense Record atthe Case, Location, Unit, Lease and Tenant Level. Same expense record can

Expense Edit TS| | e | | Cuncw

[Expsnsa Rstztion

[Expenss Detalls

Deseription (o rcnase dew

i —

Addrtionsl Detalls

o N — T BT EETE E LR — e B S—
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Invaies Issper I imvaloe Dos Dot |[352:5012 547 PM [ 21092 547 B0
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Frest stimesles B I U & » &K % W|i= j= -

Areawhere more information ora
scanInvoice can be attachadto
this expense record.
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e “Edit”: Select “Edit” next to the existing Account Payable entry under the “Action” column on the ACCOUNT
PAYABLE List Screen.
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o “View”: Select the specific entry listed under the “EXPENSE ID” column.
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4.1.2 Make PAYMENTS to the ACCOUNT PAYABLE item:
Select the menu option “ACCOUNT PAYABLE & MAKE PAYMENTS” from the “TrackMeFinancials” TAB. Select the

ACCOUNT PAYABLE / EXPENSE ENTRY from the list Screen. From the ACCOUNTS PAYABLE DETAIL screen, payments can
be made from the PAYMENT-MADE Section.

o “New”: Select the button “New Payment Made” from the PAYMENT-MADE Listing Section.
o “Edit”: Select “Edit” next to the existing PAYMENT-ID under the “Action” column in the PAYMENT-MADE List

Screen.
o “View”: Select the specific entry listed under the “PAYMENT ID” column.
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4.2 ACCOUNTS RECEIVABLE & COLLECT PAYMENTS

4.1.1 Create New or Edit Existing ACCOUNTS RECEIVABLE:
Select the menu option “Account Receivable & Collect Payments” from the “TrackMeFinancials” TAB.

o “New”: Select the button “New Accounts Receivable” from the Account Receivable List Screen.

e “Edit”: Select “Edit” next to the existing Account Receivable entry under the “Action” column on the ACCOUNT
RECEIVABLE List Screen.
e “View”: Select the specific entry listed under the “AR ID” column.
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4.1.2 Collect PAYMENTS to the ACCOUNT RECEIVABLE item:
Select the menu option “Account Receivable & Collect Payments” from the “TrackMeFinancials” TAB. Select the
ACCOUNT RECEIVABLE / INCOME ENTRY from the list Screen. From the ACCOUNTS RECEVIABLE DETAIL screen,
payments can be collected from the PAYMENT-RECEIVED Section.

o “New”: Select the button “New Payment Made” from the PAYMENT-RECEIVED Listing Section.
o “Edit”: Select “Edit” next to the existing AR-ID under the “Action” column in the PAYMENT-RECEIVED List Screen.
o  “View”: Select the specific entry listed under the “AR ID” column.
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5 TrackMe SEARCH

Provides a unique capability to identify Equipments located at a specific location, including, its case history,
Maintenance Schedule, Details of the Equipment, and, most importantly the multiple locations where this Equipment is

deployed.
TrackMe Search:

A search can be performed using a BARCODE or by selecting the Location. Search results can be used to solve issues with
selected equipment. The results also can be used to identify all the locations that have similar type of equipment
deployed. Such information can be useful in case if a manufacturing defect is identified. Below screen describes the

TrackMe search:

TrackMe Search i 3 £ E i i Parts  Barcode  Maintenance Tenant |

Track Me Search

Enter the Following Details | =Reguired nfrmatin
I Stata L w
Either pou can enter a BARCODE [even partial number is city:
accepted] on the left or vou can select the State, City, address Bect Oty

Ssareh NamelBarcods |:| o the right side of this search screen to retiive the details Addrsss - | gelegt Location - W
about the Equipment.
Hup Bareods: | Zalzct Barcodz - a

Bzarch
Equipment Details
Barcods Subid Machins Description Addrass
| 123458T3301224 | Morth-078 Carrier AC Unit IL, Champaign, 1518 First Ave 61800
12332148524882 INaorth-Sectord-South Otis Elewator Gear Traction IL, Champsign, 1818 First Ave | 61800
Trackie Searc Oashboards  Location EEpth_n_ent Hequest Type SCR__BusinessFlow ___Equipment  Parts JeEisi fMEntenance ENan

Machine Barcode
Barcods  1Z3455T78501234 Maching Mastar MEDO0D
Subld  Morth-0T2 Mzchins Description Carrizr AC Unit

Crestsd By Pushban Rajafyan 5272011 824 FM

Location L0003
AQOrEss 1818 First Ave,
City  Champaign
state L
Zipeods  B1800

e o DCepojsilocstons melted Mzonine Deszlls | Amsooments | Notes

Ham Deseripiion Agdtralinssitye Indlcator i nance Jays Mt Bp b ME e R R Mazhine Masisr Maphine Desoriplion Faris Masisr Part Desoripion

MM-0000  Crange AlrFiRer 43 TATI2011 433 PM M-0000 Carrier AC Uni 2-00000 3M Flkers
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This TrackMe Search Screen shows the data from the various TABS that are as a result of the Search.

Machine Barcode
Barcods  12345878301234 Maching Mastsr M-C000

fubid  North-0T8 Mathine Description Carriar AC Linit
Creatsd By  Pushban Rajaiyan , 5272011824 PM

Locstion (0003
Adddrase 1888 First Ave,
iy  Champsign
Sats L
Fpcods  G1800

B o | Ceonrolostons melsted Maonine Deeie | Amsohnenis Noes
M Deseripiion Agdtweinactive indleator Malrisranes days Neni Brbeduled Malnisnance Maohioe Masisr Machies Desoriphion Faris Masisr Pard Desoripion
KEW-0000  Cinange Adr iFHET + a5 THT2011 433 P #4-0000 Carner AC Unk P-00000 3 Filers

F.-’-'ASE TAE 1z selected for the above equipment. List of all the CASES are dizplayed that are related to this BARCODE.

Mactle Maiverancss SRR Devhed Locsthns Relsed Wacte DeEls | ARECTIRTE Noizs
Case Momber Deseription Cremtion Dats oo Dade Chose Dais Prioriy Emtns Dapartmart ASsigras
000005 Change Alr FIRr for: EQUIPMENT = Carmier AC Unir SET011 625 P 22011 4331 P Ciosad
£-00740 Crange Alf FRT b EQUIPMENT ="Camier AC Ui 22011 £32 BM /22011 L33 PM Cised

Deployed Location iz selected, List of all the Location where thiz equiprment i deploved iz dizplaved.

Mactne Maimenziess | Caxe: | EEIDEOIIEREE  ReisedMsoheDemls | Amscnmenss hates
Eareade Bobdd Address Expiration Dais
12345678001254 Nore-07s L. Crampaign, 1518 First Aue ., 61800

Related Machine Details 1z selected. List all the detailz about thiz Equipment. |

Maonhe Malvezooss | Caes | Depiopedlocaion: | RCEEONSEMEDSEEN Aniomets Notes

Maohine Masisr Afiributs Vil

K-0000 kaooel 700 TarDo 3.5 1her

Attachments iz selected far thiz equipment. IF there are any Blue printz ar machine diagram then it can be made accessible via thiz method,

Maonie Makleemnoss | Cases || Depioyed Losatins meted Mecnine Deat: ([N e
LasiModiiad Dade Craaisd Dads
TS0, 548 PR TS0, 549 PR

MOTES iz selected for thiz equipment. If there are any special notes that a technicial must be made aware of for thiz equipment then it can be retrieved eazily.

Mzt MEimenanoss | Cases | DepiopedLocsthes Relsted Macnie Dzl | Ameomet: || [N
Tt Lasd Modiied Dt Created Dade
Sehne QRBTON, 545 PM ST, 4PN
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6 DASHBOARD and REPORTS

Enhanced Operational and Financial view providing micro level details on the entire operations. TrackMe Dashboard can

provide near real-time information to the managers at all levels. Operational and Maintenance Dashboards will help

managers to analyze the work load and assign resources to resolve the issues on time and on budget. Financial

Dashboards will help the managers in estimating the CASH FLOW for each Property Locations. The reports will provide

immediate snapshot of all Accounts Receivables and Payables for each Property Location.

Note: Selecting or clicking the Dashboard graph will take you to the DETAIL Report.

List of Dashboard objects:

6.1 TrackMe Operations

This report provides information related to the TrackMe CASES. This dashboard provides a view of the entire

operations on the Issues that are being reported and resolved for each Property Location and Units.

Home TrackMe Users Chatter TrackMeCases TrackMe Search Dashboards TrackMe Setup TrackMeMaintenance Setup TrackMeFinancials TrackMe Site Page +*

= Go to Dashbosrd List

=2 TrackMe Operations

‘@ Find

shboard...

Setsoft Dashboard

- Eatt || cions

o Today 38304 PM

Location Report - All cases
100 4

a0

g

B
-]

Record Count

= Chicago = Dalas

Tracks All CASES regardless of STATUS for all Lacastion by State.
Opsrationsl Guidence:
How many total Cases zre reparted zll time for 21l the properties
logstad in esch State?

Aging report - Open Cases

25 12 12 12 12 12

] 10
103 9
1| 8
754
] 5
51
i | 2 2
P
L]

Tracks AGING information for Il OPEN CASES (Statusis NEW and
ASSIGMNED).

Operational Guidence:

What isthe age of apen (not resolved ) Cases at the time or
=enersting this repart?

Record Count

Cases and its Status

125 118

100 |
E 54
8
§ 50

25 |

L]
I L P S
o i i
Haw Assgred Comphate Chosad

Tracks ALL the CASES in differant Status.
OCperstional Guidence:

What isthe overall statistics of 21l the CASES regardless of their
STATUST

Pricrity Report - Open Cases

e
E21
S
H
§|—
Status
W Assignod

Case Average Lag time by Case Category

=0

4933
40
20 4
20
10 4 8
o4 .
Billing Mairtenance
Case Category: Type
B Rocord Caount = Average of days

Tracks CASES that =re in OPEN STATUS (Mew or Assigned)for esch
PRICRITY.

Cperstionzl Guidence:

Haow many Cases are currently apen 2nd what priority they
belangtas®

Tracks Aversge LAG time for CASES by the CASE CATEGORY,
LAG time isthe difference hetween the CASE Start/Open time
=nd CASE Camplete (Resalved ) time.

Operstional Guidence:

How much Averaze time it takes far the CASE of various
Categoriesto reschits resolution stage?

Department Case Workload

2
1.5 4
od - ;
@Q-. o4 o ﬁ
i & & & o
Departmaent Assignod
Location Mame
W Continental Palace = Plaza place o Flaza Towes

W Sampe Location

Tracks WarkLosd (Czse Assigned ) for esch Departmant based an
the CASES that are sssigned to them.

Cperationsl Guidence:

How many Cases sre sssigned to esch Department?

Mote: CASE that isin Assizned Status will be reparted here,

SLA Viclation Report by City/State Location

o+
State
=0

W Chicago = Dakas

SLA Viclation at Case Lewel by Location

? .

Plaza Tower

Total TrackMeCase
] a
n - w

-]

Location Name
Priasity
W Criticad

SLA Viclation by Department Lewvel

The repaort retumed No reswlts.

Tolal SLA Viclation
&

Crter Ansigampet: Deparimant

Tracks SLA (Service Level Agreament] vialstions far ezch City
and State level.

Cperstionsl Guidence:

Praperty lacsted inwhich City and State has Casesthat are not
resalved on time?

Tracks SLA (Service Level Agreement)vialations far e=ch Praperty
Locstion.

Cperstional Guidence:

What type of Cases are not resalved on time for = specific
Property Locztion?

Tracks SLA (Service Level Agreementvialstionsfar esch
Department or Groups,

Operstionzl Guidence:

What type of Czses sre not resalved on time by which Group ar
Department?

SLA Viclation at Case Level by Request Type

1
os
;D.S . |
-]
= o4
E
0.z 4
o+ . i
Elecaric HWAC - Cold HWALC - Hot
Case Category
Priarity
= Critical

Menthly SLA Wiclation by Department Lewel

The report retumed No neswulls.

Total SLA Violation
L]

‘Viclation YearMonth

Tracks SLA (Service Level Agresmentviolstions by esch Case
Catezory and Priority.

Operstionsl Guidence:

What type of Cses are not resalved on time T

Tracks Manthly SLA (Service Level Agreement] vialations far
esch Department or Group Level.

Cperstionsl Guidence:

Which Department or Group is/are not sble toa resalved CASES
assigned to them an time 7

Monthly SLA Viclation at Case Lewvel by Location

2 2

Total TrackMeCase
o -
n - »

-]

Tracks Manthly SLA (Service Level Azreement)vialztions by
e=ch Property Location,

Cperstional Guidence:

Which Praperty Lacation is having issueswith resolving the
Casesontime?
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6.2

TrackMe Maintenance and Equipment Dashboard

This dashboard provides information related to Equipments, Preventive Maintenance, and Maintenance Case
Status. It forecast the work load on preventive maintenance so that resources are aligned to handle the event.

Home  TrackMe Users  Chatter  TrackMeCases  TrackMe Search RREEGGGENGEE TrackMeSetup  TrackMeMaintenanceSetup  TrackMeFinancials  TrackMe Site Page &

= Go to Dashbosnd List

39 TrackMe Maintenance & Equipment Dashboard

@, Find T+ [Eat| cions | [Refrash | - Today 2500 PM
Maintenance Cases by Status and Location Forecast workload for Equip/Maint Equipment Deployed by Location
4 4
100 4 & 4 B4
| i
a0 |
& | 31
| -4 B
5 80
2] '5 !
§ 40 o
-4 &4
1
" i
- 2
Q- = T 0+ a4
Contingrilal Palacs Plaza Tomd 22
Location Name Month/Year |
Stotus
Total u Total o4 x y
e B Cocitta il W Toial Active Equipment Tetal Maintenance Schodule Continental Palace Plaza Towss

Forscast Workdozd for equipments within the Schedule Maintenance

Deployed Location: Location Name
Count of 2l acfive Equipment

Tracks CASES that have MAINTENANCE Category by its STATUS for
zzch Property Lacation,

Operationzl Guidelines:

How many MAINTENANCE cases by its STATUS far ezch Propearty
Location?

Tracksthe Actuzal WORKLOAD by ezch Equipment prasent under
ezch MAINTENANCE SCHEDULE item,

Operztionzl Guidelines:

What isthe expected WORKLOAD hased an the MAINTERNANCE
SCHEDULE setup?®

Haow many tatzl Equipments zre there within thoss Mzintenance
Schedule™

Provide guidence an zmount of wark expected in future so that
resources are slligned to handlz the lazd,

Tracks the Equipment that zre deployed at each Location,
Cperationzl Guideline:

How many tatzl Activie Equipments are currently deployed st
each Praparty Location?

What isthe totzl inventary regardless af the eguipment type or
distinction?

OpeniAssigned Maint Cases by Location

Record Count
™
=

Forecast of Scheduled Maintenance

&
£
3
8
iz.

14

o+

e
'ear
LedgandValug

B M-0385-Elevator T500K

Tracks M AINTENANCE CASES that zre OPEN (not resolved | far each
PROPERTY LOCATION.

Gperationzl Guidelines:

How mzny MAINTENANCE caszsthat zre currently OPEN (Mew
znd Assizned)for ezzh Property Locstion?

Tracks the Future WMAINTENANCE wark lozd by its Eguipment
description,

Cperationzl Guidelines:

How mzany MAINTENANCE cases will be crested in future and for
what egquipment?

Cases as a result of Equipment Fadlure

0B
E
3 0.8 -
gﬂ 4 -
0.2
G+ 1
Contingnial Palace
Lecation Name
Equ Namo
B Camior AC 7300x

Tracks CASES regardless of the CATEGORY (z1l) that zre created 25
2 result of egquipmeant Failure,

Cperational Guidelines:

Haw many Ceseswere repartad and resolved 23 2 result of
Equipment fzilure for ezch Property Location?

Provides guidence in narrowing down possible Equipment fzilure
that is responsible for generating mors Casesfor Resalution,

It &lza helpszin identifying 2 possible Equipment that may nesd
replzzeament,

Mal Cases by Location and Equip.
100
B
w 4
40 +
204
o Conbnental Palace Plaza Tower
Location Name
Machd [T E oY "

B Record Gount : Elvator 7500x = Tola! Equipment

Maintenance Schedule by Status

ACTIVE
Maintonance Status

Tracks MAINTENANCE Category CASES for 22ch Property Location
by its Equipment, This graph shows that there wers 20 caseszin
Cantinentzl Pzlace & 100 czses for Plazz Tower locastion, All the
czseswere for "Elevator T500x" equipment,

Cperationzl Guidslines:

How many MAINTENANCE cases zre there and for what type of
Equipment, for 22ch Property Locstion?

Tracksthe sctual MAINTENANCE SCHEDULE records by its STATUS -
ACTIVE OR INACTIVE.

Dperationzl Guideline:

How mzany PREVENTIVE MAINTENANCE tashk are there and what is
their Status?
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6.3

TrackMe Financial Accounts Payable

This dashboard and reports provides a view of the entire Expense or ACCOUNTS PAYABLE activity at various
levels like Property Location, Units within the Property Location, Lease, Tenant, and CASE. It helps analyze the
CASH out-flow at various levels and helps the organization plan for fulfilling its obligation to make payments on

time.

Home TrackMe Users Chatter TrackMeCases TrackMe Search Dashboards

TrackMe Setup TrackMeMaintenance Setup

= Go to Dashboard List

TrackMeFinancials

TrackMe Site Page &

> TrackMe Financial Accounts Payable

0y, Find 2 dashboard... ~ Edit || Clons Today 2t 10:00 AM
Summary of Account Payabla Forcast Invoice Payabla Past Due - Accounts Payabla
$3.00 $3.00 S200.00
s280 52,60 5280 260
S164.65
§'52m 5 s150.00
H 51.55 5200 g
2 51.08 g £
Eswo0 E s100.00
g g
Esroo 3
00
s 2man 2marz2 g Ig 35000
Involce Month §
M Total inv Amount = Tatal Paid Amount =
S0U00 $0000 +

W Total Qutstanding Amount B Tiotal Write-off Amount

Current Financial Year

20122 20123

Invoice Due Month

20021
Invoice Dus Month

Tracks ACCOUMTS PAYABLE on a monthly basis.
Provides a snapshot of all the payables - CASH OUT
transactions.

Financial Guidelines:

wWhat is the Total INVOICE amount payable,
reimbursed, and Outstanding?

Tracks Future ACCOUNT PAYABLE on a Monthly basis.
Provides a Snapshot of Pavables - Cash Out, that is
still pending.

Financial Guidelines:

What is the Forcast amount for Accounts Payable?
{Transactions for which Payments are yet to be
made are summarized on this Graph}.

Tracks PAST DUE ACCOUNTS PAYABLE on a Monthly
basis. Provides the snapshot of pending PAYABLES for
the past 120 days.

Financial Guidelines:

What is the total amount that past the payment due
idate? Helps in identifying which bill are not paid.

A v by Pay Status

$3.00
- 260
E
g-szm
H
2

$1.20

g2
§ Esi00
.g S0.18 s0ss

S0.00 I

20121 2 3

Involce Due Month
Exponso Status

W Partial Payments Made
W Zero Paymants Made

W Past-Dusa

Tracks ACCOUNTS PAYABLE transactions by its
COLLECTION 5TATUS.

Financial Guidelines:

wWhat is the snapshot on payables on a monthly
Basis?

It helps to identify the areas where payments are
past due so that the Property Manager can take
appropriate decision on prompt payments.

L tion Lowel - v
5250
5250 s2.28
5200
oo
% $1.08
$1.00
1 =4
0.80 S0.40
$0U00 +

Continental Palace

W Total kv Amount
W Total Write-off Amount

CQurrent Finzncial Year

Tracks ACCOUNTS PAYABLE transactions at
LOCATION LE¥EL. It provides a snapshot of PAYABLES
for each LOCATION.

Financial Guidelines:

What is the Total amount to be Paid, Pavyments
Made, and, Payments written-off for each location?
It helps identify Property that may have potential
issues with making payments.

Units Lavel - Accounts Payable

L0

$2.50 225

52,00
Esis0
2 $1.05
Zsi00
=

$0.50

S0.05
SO0 | m—
CP-D02 Primany 01 Suite 100
Unit Nama

W Total kv Amount o Total Paid Amount
W Total Write-off Amount

Current Financial Year

Tracks ACCOUNT PAYABLE Transactions at UNIT
LE¥EL. Each Property Location must have atleast ONE
UMIT. Hence this graph/report provides a snapshot
of Receivables for each UNIT.

Financial Guidelines:

What is the Total amount to be Paid {invoice),
Payments Made, and, amount written-off for each
Location? It helps identify the UNITS within a
Property Location that may have potential issue
with Payables.

Lease Lavel - Accounts Payable

552.15

S20.00

S0.00
Ming Garden

Loasa Thte

B Total v Amourt

W Townl Write-aff Amount

1 Totad Pasd Amount

Curreni Financial Year

Tracks ACCOUMNTS PAYABLE Transactions at Lease
level. It prowides a snapshot of Payables /expenses
incurred for a Lease.

Financial Guidelines:

wWhat is the Total amount to be paid {invoice),
Payments Made, and, Write-off for each Lease? It
helps identify LEASE AGREEMENTS for which expenses
are incurred.

Tenant Lavel - Account Payable

S50.00 s47.02

S40.00
53000
$20.00 -
510,00

000 =
Jack Langhey
Tanant Full Name
W Total v Amount = Totad Paid Amount

W Total Write-aff Amount

Curreni Financial Year

Case Level - Accounts Payable
$400.00 -
$350 00
S300.00 |
S200.00 4

S100.00 |

S0.00 +

Oasa1 7
Case 1D

o Total v Amoant ™ Total Pakd Amount

Cumrent Financial pesr

Tracks ACCOUNTS PAYABLE Transactions at TEMANT
LE¥EL. Expense Transactions that are specifically for
TEMAMNT are reported on this Report.

Financial Guidelines:

What is the Total amount to be paid {invoice),
Payments Made, and write-off for each Tenant? It
helps identify special charges incurred for Tenants.

Tracks ACCOUNT PAYABLE transactions at CASE
LEYEL. It provides a snapshot of PAYABLES or
EXPEMNSES incurred for resolving the CASE.
Financial Guidelines:

What is the Total amount to be paid {invoice},
Payments Made, and, write-off at CASE level
It helps identify expenses incurred in resolving the
issues reported through the CASE.

Accounts Payable Aging Report
3
a-
= 2
524
| -
§1 1
o -
2012n 20M22
Invoice Month
Aging Rangs
WO o 30

Tracks ACCOUNTS PAYABLE Transactions by their
AGE. It helps identify the trend in the payments
made on the all Invoices.

Financial Guidelines:

what is the timeline it takes between receiving
Invoice (expense) and Making Payments?

hi & 2000-2012 salesforce.
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6.4 TrackMe Financial Accounts Receivable
This dashboard and reports provides a view of the entire Income or ACCOUNTS RECEIVABLE activity at various
levels like Property Location, Units within the Property Location, Lease, and Tenant. It helps analyze the CASH IN
flow at various levels and helps the organization to decide on properties that are generating profit or loss.

Note: There is no Income generated at CASE Level, and, so no reporting data is gathered at this level.

Home TrackMe Users Chatter TrackMeCases TrackMe Search TrackMeSetup  TrackMeMaintenanceSetup  TrackMeFinancials  TrackMe Site Page 4

= Go to Dashbosrd List

>% TrackMe Financial Accounts Receivable

@ Find ~ Eart || cions o Tocay 3 545 PM
y Report Past Due Collection Summary F
sago, 529 — $10.00 $1.25 4
< : $1.08
_s300 s3.00 és-m ]
-] =
gs’m ' $1.50 s1.50 £ seoo ;s'm
s1.00 i <
S s4.00 Fsoso
=
000+ 20121 201272 E $2.00 $0.25 1
Bill Month §
W Total Bill Amount W Tatal Amaunt Recehved = =
$0.00 $0.00

= Tolal Amount OuLsLandsng W Total Write-off Amount

Current Financizl Year

Tracks ACCOUNT RECEIVABLE on = Maonthly basis, Providesthe
snapshot of receivahles,

Financizl Guidelines:

What isthe totzl amount that is billed ar Invaiced?

hatizthe amount that is reimbursed?™

VWhat isthe amount that is still outstanding?

Last 120 day=

Tracks PAST-DUE ACCOUNT RECEIVABLE on 2 Maonthly basis.
Prowidesthe snapshot of pending receivables for the last 120
days,

Financial Suidelines:

What isthe totzl amount that past the payment receivable date?

201212
Payment due Month
Mext 120 days

Tracks Future ACCOUNT RECEIVABLE on = Monthly basis, Provides
the snapshot of receivables for which the Bill and Invaice is
raised, but the payment is still pending.

Financizl Guidelines:

What isthe forczst amount for account receivable ¥ (Transsctions
that have Payment receivable date in future will be summaried

anthisgraph).

Lease (effective) Bill Mode by Location

1 1
0.8
z
ELLE
§u.4 1
=
0z
o4

Continental Palace Plaza Tower
Lecation Name
Bill Moda
- nanua

Last 120 days

Lease Status by Location

1 1
0B
E
806
§ 0.4 -
=
0.z
o

Continental Palace Plaza Tower
Lecation Name
Loase Status

WACTIVE

Lease Level - Accounts Receivable

$2.50 4 s228

5200
gs- 50 5
H

Esim_
50,50 |

s0.00 China Garden Ming Garden
Loass Titke
W Tatal Bl Amount = Tatal Amacunt Recoived

= Total Wrste-cff Amount

Current Financizl Year

Tracks LEASE BILLING STATUS for each Property. It provides a
wiew an the LEASE for which the Property Manager has ta
manually trigger bill or Invoice on a recurring basis,

Financizl Guidelines:

How many invoices are billed Autamsatically on the scheduled
Eill date T (Auta generzte the Transaction for AR)

How many Lease requires manuazl billing to trigger to generate
the Invoice or Accounts Reczivable transsction™

Tracks LEASE STATUS for each Property Location. It provides
status on the Lease that are Active or Inactive for each property
Locstion.

Finzncizl Guideline:

Hows mzany LEASE Agreement are in Active or Inactive status?

Track ACCOUNT RECEIV ABLE transactions =t LEASE LEVEL. It
provides s snapshot of Recsivables st each LEASE LEVEL.

Financial Guideline:

What isthe totzal BILL, Received. and Write-aff amount far each
Lease? It helpsidentify LEASE sgreement that may have potentizl
issue with making Payments,

by C Status
$10.00 -

T 1 5825

; 58.00

g-i 56,00

=

gg $4.00

g 5200 $1.20  s1.08

Kl
b itind 20121 Y 20122

Payment due Month
Collection Status

W Full Payment Recaived
W Zovo Paymants Rscobved

H Past-Due

Location Level - Accounts Recaivable

52507 s228
£2.00
g ] $1.50 51.5281.50
gslSﬂ-
gst.oo-_
£0.80
Conbinental Palaos Plaza Tower Sample Location

Location Name
W Total Bl Amount
W Total Wiite-ofl Amount

B Tatal Amount Receahved

Current Financial Year

Unit Lavel - Accounts Receivablo

5308
1'!? | sazs
5200 4
E 1 $1.50
g ]
$1.00 4
0o . >
) CP-002

Swite 100
Unit Namo
W Tiotal Bl Amount
= Total Wrae-off Amaount

B Tatal Amount Roceied

Cuwrreni Finanoisl Year

Tracks ACCOUMNT RECEIVABLE transactions by its COLLECTION
STATUS,

Financizl Guidelines:

Whzt is the snapshot an Collection of the peymentson = Wionthly
basisT

It helps to identify the areas where paymentsare past due so that
the Property Manzger can send remindsrto the Lessee,

Tracks ACCOUNT RECEIVABLE transactions at LOCATION LEVEL. It
provides asnzpshot of RECEIVABLES at e2ch LOCATION,
Financizl Guideling:

Whatisthe Totzl amount BILLED, RECEIVED, and WRITEN-OFF at
each LOCATIONT It help identify Property that may have
patentizl issue with RECEIVABLES,

Tracks ACCOUNT RECEIVABLE Transzctions st UNIT LEVEL. Each
property location must have stleast ONE UNIT, Hence this
[zraph/report providesz snapshot of Recaivables for each LINIT.
Financizl Guidelines:

What isthe Total amount BILLED, RECEIVELD. znd WRITTEMN-OFF =2t
each UNIT? It helpsidentify the UNIT within = property location
that may have potential issue with RECEIVABLES,

Account Recelvable Aging Report

4
34
1 2
z1
1
] .
o4

20121 2022

‘Aging Range
-0 30
=30 0 60

Recerd Count

Bill Month

Tracks ACCOUNT RECEIVABLE transactions by their AGE.

It helpsidentify the trend in Recsiving payments on the
Invaicesthat you have raised.

Financizl Guideline:

What isthe timeline it takes between BILLING and RECEIVING
PAYRMENTST

Tenant Level - Accounts Recelvable

S$150.00
| 5125.00

£100.00 |

30,00 + e
Tenant Full Nams
W Taotal Bl Amount B Total Amount Rocotod

= Total Write-olf Amoum

Qurrent Financial Year

Track ACCOUNT RECEIVAEBLE Transzctions 2t TENANT LEVEL.
Transactions that zre specificslly for Tenant are reported on this
Repart,

Financizl Guideline:

What isthe Total smaunt BILLED, RECEIVED and WRITTEN-OFF for
gzch Tenant? It helpsidentify specizl chargesincurrad far
specific tenant which are not part of regulzr Billing process.

S0
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6.5

TrackMe Financials Miscellaneous Dashboard

This dashboard and reports provides a view on miscellaneous financial items like Accounts Payable and Accounts
Receivable reports at UNIT OWNER level. These reports are used by the Property Manager (Not the owner) to
provide expense and income statement on a monthly basis to the individual Property Owner.

Home TrackMe Users Chatter TrackMeCases TrackMe Search QUERGIGEUGER TrackMeSetup  TrackMeMaintenanceSetup  TrackMeFinancials — TrackMe Site Page #

« (30 to Dashboard List

4 TrackMe Financial Miscellaneous Reports

Q Fing 2 0ashboznd.., hd = Todzy S 4ZIPM
CFY Payabla Raport by Unit Ownar Currant Month Payables by Unit Owner Pravious Month Payablas by Unit Ownar
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7 Functional Flow of the Application:

In this section we shall discuss the minimum data required to start using the application.
e  What minimum master data is required in any TABs in order to start creating a TrackMe Case?
e What data is required for setting up the Maintenance schedule for Equipment?

7.1 Creating a TrackMe Case with minimum data:

7.1.1 Step 1: Create an entry in the LOCATION Tab.
7.1.2 Step 2: Create an entry in the REQUEST-TYPE that will classify the Case in certain category
7.13 Step 3: Start creating the TrackMe Case.

7.13.1 The DEPARTMENT and it USERS are not defined because they are not mandatory to be defined.
Hence, when the case is created, it will remain in “New” status. The owner of the Case will then
have to change the status manually by editing the Case to “Assigned” -> “Complete” -> “Close”.
During its journey from “New” to “Close” the case will not be assigned to any Department or any
users.

7.1.3.2 Since the Departments are not defined, there is no need to define any data for the BUSINESS
FLOW. The primary objecting of defining a BUSINESS FLOW is to auto-assign the case to specific
Department.

7.1.3.3 The SLA and Priority is not defined. The drop down list on the Case will remain empty. There will
not be any data for the SLA Violation because Due Dates will not be set for the Cases.

7.2 Creating TrackMe MAINTENANCE with minimum data:
7.2.1 Step 1: Create an entry in the EQUIPMENT tab.

7.2.2 Step 2: Create an entry in the PARTS tab.
7.2.2.1 You can create a DUMMY part that you can use for all the Equipment.

7.2.3 Step 3: Create an entry in the BARCODE/EQUIPMENT INVENTORY tab.

7.2.3.1 BARCODE can be any number. If an existing inventory management is tracking the equipment
with a special code then that can also be used here to identify the same equipment.

7.2.3.2 Any BARCODE Scanner with a Plug-and-play function can be used to scan the 2D Barcode from
the tag on the equipment itself.

7.2.3.3 If you have four elevators of same type (Single EQUIPMENT type/model) on your property then
you will have to create four unique BARCODE and SUBID entries for the same EQUIPMENT and
LOCATION.

6.2.4 Step 4: Create an entry in the MAINTENANCE tab.
6.2.4.1 Please make sure that a MAINTENANCE activity can only be created if you have matching data in
the following tabs: LOCATION, EQUIPMENT, PARTS, and, BARCODE.
6.2.4.2 Add the equipment by selecting the BARCODE from the drop down from the Section Assign
Equipment.
6.2.4.3 Please remember to put the number of days between Maintenance, and, Activate the Entry.

6.2.5 Step 5: If you want the Maintenance Case to be created as-soon-as-possible:
6.2.5.1 Edit the entry from the list of MAINTENANCE.
6.2.5.2 Check the field “ASAP Create Case: “, and, “Save” the MAINTENANCE record.
6.2.5.3 Case will be created once the “Save” is complete.
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7 Create TrackMe Cases from External Website Users

You will be registering a domain and then creating a site where your Clients or Tenant or External Users (any one) can
create cases in your TrackMe RE Application. The Webpage can be customized to suit your business requirement. Please

contact Selsoft Inc for additional assistance for customization. The Webpage used here is a basic template that is

provided with this Application.

By activating this webpage interface, you are enabling your User Community to report issues via the website page. You
can direct your clients from your website by incorporating the URL that you will create after following the below steps.

Steps to setup the Website interface:

Note: The below steps must be performed by a user having System Administrator Profile.

Step 1: Select the “Setup” Option from the Top menu on your screen.

My Profile

Rajaiyan Pushban -

Setup

pment

Systemn Log
Logout

Maintenance MaintenanceHistory

Help for this Page &)

Step 2: Select the

“Site” Option from App Setup -> Develop.

Step 3: Create the Site Domain that you want your external clients to use
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Step 4: Once the Domain is created successfully, please select “New” from the Sites Section.

Sites

What is a Site?

Force.com sites enables you to create public websites and applications that are directly integrated with your Salesforce.com organization—without requiring users to
username and password. You can publicly expose any information stored in your organization through pages that match the look and feel of your company's brand. U
public community sites to gather customer feedback, branded login and registration pages for your portals, Web forms for capturing leads, and so on.

Because sites are hosted on Force.com servers, there are no data integration issues. And because sites are built on native Visualforce pages, data validation on coll

performed automnatically. You can allow users to access your site through your unique Faorce.com domain and URL, or you can register your own branded domain or =
redirectto your site.

Create multiple sites that appeal to different audiences and satisfy your company’s various business needs. For example, a software company could create one site f
another for custormers, and a third for marketing.

Your Sites
Your Force.com Domain

» [ MyCompany.force.comidevelopers |
+” MyCompany.force.com 1 = [ MyCompany.force.comicustomers |

- [ MyCompany force comimarketing |

1

Create Your Force.com Sites

Your Force.com domain name is trackmeretrailtestvi1.force.com

Force.com Sites Terms and Conditions Once the Site domain UAL is created, pleaze select the
I “Mew" button from the Sites Section.
Sites (trackmeretrailtestv1.force.com) Hew
Site Label + Site URL Tite [escription Active Last Modified By

No records to display.

Step 5: In the Site Edit page, please provide relevant information. The key element here is the ACTIVE SITE HOME PAGE.

This is the web page that you want your external clients to view. Also remember to select the “Active” check box to
make this website available.
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Step 6: Once you save the Site details, you will be shown the Default Web Address for this webpage. This is the URL that
you will enter on your browser to access the Create TrackMe Case page. From this page select the option “Public Access

Settings”.
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Step 7: Select the “Edit” button from this Profile view page.
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Step 8: Go to the section “Custom Object Permissions” and give privilege to certain custom objects like LOCATION,
REQUEST-TYPE, TRACKME ANNOUNCEMENT and TRACKME CASES. Once complete please click the “Save” button for the

changes to be effective.
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Step 9: You can test the webpage.

Log-out from your current TrackMe environment. Open a new browser window, and, type in the URL for the webpage.

You can find this URL from the View screen presented in the Step 6 above.

Your page should display as below:

—_
@r—-/: fd | | http:ffkrackmeretraikesty 1 Force,comf
S

File Edit Yew Favorites Tools Help

CAITION: Please change this URL to the Page URL
i that you have created in the Site Process - Step 6.
The Default web Address field iz the URL that you
have to use here. :

T.-:? 'ﬁ |_ L http: fitrackmeretraikesty 1 Force. comyf | |

Ice.comr

platform as a service

Announcements

Menu

Authorized
Users

Manage Cases

100 W 8 MILE ROAD, NULL, FARMINGTON HILLS, M|, 48334

TrackMe

Case Tracking

Welcome to TrackMe application. Please fill the form below to submit a Case.

Create A Case Save

Location Information

Al | - Select State -

Lty |— Select City - VI

o : I
Street | Select Location - |
Floor Suite | |
Case Information
Request Type IBiIIing |

Description ‘

Tenant Information

| = Required Information

Reporting Tenant Ii | Reporting Tenant I|

Phone

Name

Best Time To

Reporting Tenant ||
Contact

Email

I—None— bt

Clients, Tenants, or any external user can create cases using the URL that you have created and linked to this webpage.
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