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QRG Service Order Creation

1. Details

e Inthe Service Request Spreadsheet — Service Order Log Tab: create new row for
AZ/CA billable (S), warranty (W) or preventive maintenance (PM).
o Assign sequential Service Order (SO) ID code (“AZ/CA - SIW/IPM YY ###”),
= State Code — (AZ/CA)
= SO Type — (S,W,PM)
= Date - (YY)
= |ID Number - (###)
e Create a new SO In Service Request Spreadsheet.
o Copy the Template Tab.
o Rename the new tab for the new service order.
= “SO ID code, customer name (Last, First) — scope of work description.”
e Complete new SO as guided by prompts in columns to the right of sheet view (under
construction).
e Create a new SO folder in the google drive in the Service Folder for the current year.
o Name the new SO folder corresponding to the SO ID code.
e Print new SO to pdf (highlight active columns, print selection), save it in the newly
created SO folder.
e Update status of SO:
o Service Log table
o Dashboard tab if Customer Master Tracker
o Corresponding Zoho records.
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https://docs.google.com/spreadsheets/d/1Oz1KrxI8gf-EyiT6XGffLs9ug0JLTEu0fcduPeq7ZCg/edit#gid=1735809894
https://docs.google.com/spreadsheets/d/1Oz1KrxI8gf-EyiT6XGffLs9ug0JLTEu0fcduPeq7ZCg/edit?usp=sharing
https://drive.google.com/drive/folders/141Q6NZKI35GNPA5psB3JnnX2RoE5U_j9?usp=share_link
https://docs.google.com/spreadsheets/d/1Oz1KrxI8gf-EyiT6XGffLs9ug0JLTEu0fcduPeq7ZCg/edit#gid=1735809894
https://docs.google.com/spreadsheets/d/1Mz4jimWRkf9I7RirUdoioOF_PRUfNd_sO5TfP36CZ80/edit#gid=1826812196
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