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Distribute Gopher!

Do you enjoy using Gopher? Do you know others that would enjoy it as
well? Y ou can make a commission % on each sale by following these ssimple
Instructions.

Step 1 - Contact us for information on how you can get the Gopher Point
of Purchase Displays.

Step 2 - Simply place a Point Of Purchase display at the landscape
equipment stores you purchase your supplies from. Hand them out to your
friends. Bring them to your Landscape Association meetings. Bring them to
your Landscape Industry Seminars. Rent a booth at a L andscape Show and
hand them out!!!

Step 3 - Customers will seethetrial software and take one home.
Step 4 - When they decide to register the software, they will call Ditech.

We ask them for their unique CD identification number which lets us know
this software came from your display.

Step 5 - We send you a sales commission check for each sale!

Choose from one of the three Point of Purchase Displays below. We offer a
25 unit paper envelope display. A 5 or 17 unit DV D package display. (Note:
The software inside all units is the same. DVD display box does not contain aDVD.) |If
you need larger amounts of Gopher cds, please contact us.
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Quick Start

Lets get started right away! If you haven't already done so install Gopher now. Follow these quick and easy
steps to get your company up and going on our software. Afterwards look further ahead in this manual to
get a more detailed understanding of the power of Gopher. Examples are included to show you how to
setup more advanced operations.

Step 1. Enter your customers. Page - 5

Step 2. Enter your services. Page - 6

Step 3. Set up your routes. Page - 8

Step 4. Schedule your jobs. Page - 10

Step 5. Print your jobs. Page - 15

Step 6. Mark your jobs completed. Page - 17

Step 7. Generate Invoices. Page - 20



Quick Start - Step 1. Enter your customers.

Click on the "Customer" section that runs along the green bar at the left of the screen. Click the "New"
button and enter your customers. Y ou can also import your customer database from QuickBooks. To import
click on "File" at the top left of Gopher and click on "Import," then choose "Quickbooks Customer List."

If you are a Gopher 98 user, you can import your customer database from that program. Click on "File" at
the top left of Gopher click on "Import" then choose "Gopher 98 Entire Database."

. Click the "New" button.

k Welcome

H Invoice

. A "Name" window will appear.

e  Enter the customer's "Full
Name."

e Click the "OK" button.

e A "Customer" window will
appear.

e Enter the relevant customer
information

Lo e |

e Click the"OK" button.




Quick Start - Step 2. Enter your services.

e Make sure you are on the tab L welcome S arvics List I

"Service List." Cust
e Click the “New” button. * Lustomer —
E Invoice [ Mew | Edlt | ﬂ Delete |
=_: Schedule Service D | Service Descnption
8 Payment JICEZNES Default Service
=y Royte || LAWNROW Lawn Maowing
™ | |TARDCLEA "ard Eleartgp

A "Service Setup" window will

appear. This window has four tabs:

"Service", "Customer Prices",

"Comment" and "

Chemical."

e Click on the "Service" tab.

e "Service D" - Enter the
Service ID.

e "Service Description" - Enter
the description of the service.

e "Billing Option" - Choose
"Flat-Rate."

e "Standard Price" - Enter the
default price for this service or
leave it blank.

e Click on the Customer Prices tab and click i . -
the new button. Service Customer FEES I I:Dmmentl Chemical

Cust D |Eustu:umer
L 1 Acme Co.

Click the New Price button

Delete Price |




Hereis where you
will set this service's
specific price for
each customer.

Click the "OK"
button.

Customer, Service Setup
Customer Info
Customer 10 5

Customer Mame:  Mike Hanson

X

Property: |

Service ] Eomment] Tax ]

Billing Optior

(* Flat-Rate " Hourly

Service Info

Service ID: LAWMNMOWI

" Area

Description:  |Lawn Mowing

Details:

Flat R ate Billing

Standard Price:

ECIN

Hourly Billing
Hourly Rate:

—_—
—

Average Labar Hours:

Area Biling
Unit Price:

Uit Ares:

P per
Click the OK button

o Ok X Cancel l
| | |

LS




Quick Start - Step 3. Set up your routes.

Click on the "Route" section that runs along the green bar at the left of the screen.

Remember: The order in which your customers are set in the Route page is the order they are printed out in
your daily job schedules. Order the customers as if you were going to visit one after the other straight
through the entire route. Normally you will have 1 route per crew.

e Make sure you are on the tab "Route List."
e Click the "New" button.

e A "Geographic Route" window |
will appear. This window has
two tabs: "Route" and "Crew
Crekomthe- _ B

e Click on the "Route" tab. Lt e

e "Route D" - Enter aroute ID
for example: 'North Route' or
'route 1.'

e "Description" - Enter a
description for this route. Ex.
"northern side of town."

e "Crew" - Usethe drop down
box to apply a crew if
applicable.

e Highlight properties from the
"All Other Properties” list and
use the Red Arrow buttons to
move the properties up to the
"Current Route" list that will be
included in this route. Y ou can
also drag and drop the customers from one window to the other.

e  When you have moved up all the properties that will

be serviced into the "Current Route" list, use the ] | q] ¥] ]

"First", "Prior", "Next", and "Last" buttons to order
the property list in geographic order.




Or you can drag and drop the customers into their proper geographic position.

Route l Crew Assignment l

Route D k&M m
Description:: |Main Foute [JOTHER RO
Crew: | J Bl CURREMNTI
Curmrent Route - Property Listing [n] Eirst | [«] Eriar ‘ | He:-:t|
1. Acme Co. 100 kain St

2. Chnz wilker 939 Dcean Ave

3. Pete Th'@as 34 Main Shreet

Drag and drop your customers into their proper geographic order.
Remember to order the route as if you were going to drive through the
entire route in one day. The way you order the route here will effect the

orderyour daily jobs are printed.

. _______________________________________________________________________________________________________________________________|
All Other Properties + + ‘ml Clear Route | [ Show Addreszes

"Clear Route" button - Thiswill remove all the properties in the "Current Route" list.

"Show Addresses" button - This will show the address of the propertiesin your list.

Click the "OK" button when finished.



Quick Start - Step 4. Schedule your jobs.

e Make sure you are in the Schedule section of Gopher and on the tab "Job Calendar.”

e Click the "New" button. Or use your mouse and right click on the calendar day and choose to
"schedule job."

QO[T Tl Job Calendar | Job Cluster | Job List | Completed

* Customer

Ei Invoice  New | ill
] 7 | ene | Gener.
8 Payment Click the New hutton
& Route [< [ ™ 5=
» Service Sun | fan | Tue |Wed| Thu | Fri | Sat

1 Ee:’r_ene;l 1 2 3 4 5
[ Estimate E 7 8 9 10 11 12
&= Contract

-+ Matrix 12 14 - 16 m 12 19
8 Expense 20 - 27 - 24 25 %
o

Equipment

& Chemical

e A "Please Select Customer for Scheduled Job" window will appear.
e Usethe drop down box in one of the three options to select a customer.
e Click the "OK" button.

Please Select Customer for Scheduled Job E|
Custarmer l
Custormer [D: | Eﬂ
Lasgt Marme: j
Customer Mame: |Mike Hanzon % j
TEvic
[w Hide Inactive Customers ——
7 Help & 0K X Cancel
™,

M,

Cliclk the OK button




A "Service" window will appear.
"Job Description" - Choose a service from the drop down box. The services that appear here are those
you have previously entered in the "Service" page. Y ou can also type in a service name such as Lawn

M owing.

Click the "Next" button at the bottom of the window.

S5tep 2 of O - Service

Service

Service l Material] E:-cpense] Crew Enmment] Private Eu:umment]

X]

Service D L o b 0 [ Hide Line ltem on [mvoice
Job Description: |Lawn kM awing -
Jaob Details: i

Joh Crew USE{ Click the Next = button

Y

|
?* Help | Cancel | < Back Mest >

Continue to click the "Next" button past the following windows "Equipment"”, "Chemical Application"
until you get to the window "Frequency."
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e  Choose the Custom tab.

e "Interval" - If you service thislawn once a week then leave the Interval at "1 - Week(s)". If you service
the lawn every two weeks then set the Interval to "2 - Week(s)". If you service the lawn once a month
then set the Interval to "1 - Month(s)". If you service the lawn every ten days then set the Interval to
"10 - Day(s)".

e Wealso set the Requested Day to Thursday.

S5tep 3 of b - Frequency [z|
Schedule Type
Schedule lrr' Simple " One-Time  * Custom i Series i~ Job Cluster

Frequency

_

Simplel Ore-Time  Custam | Series I Job Elusterl

—Schedule Setup
Start Dater  [2/17/05 | Interal | 1 [weekls)  +|

FinishDate:  [10/30/05 = |

—Additional Schedule Option ~Requested Day

Minimumn days bebween wisits: I [~ Sun
ton
Mirirnurn tokal visits: I o
[ Tue
P asirnum total wizits: I
b airumm wvizitz per month; I ~ Thu
Earliest day of manth to wisit: I IJ(\\“‘Fri

= Most Fecent Visit: [ Click the Next > button | [ Sat
) \NE
9 Mep | Cancel | <Back Mest > -

Previous Job Date:

e Click the "Next" button at the bottom of the window.

12



Review the Job Dates. Add or remove any dates desired

Step 4 of 5 - Dates

Scheduled Job Dates
Add Job Date

Delete Job Date

Build D ates

T Help |

Job Date | Day Of week

|| 747405 Thurzday

|| 7405 Thursday

| 7A105 Thursday

|| 7/28/05 Thurzday

|| 544408 Thurzday

| |5M11/05 Thurzday

| |8M18/05 Thurzday

|| 8/25/05 Thursday

| |941/05 Thurzday

|| 3/8/08 Thursday

| |3415/05 Thurzday

|| 9422405 Thurzday

| |9/23/05 Thurzday

|| 10/6/05 Thurzday

|| 10413405 Thursday
10420405 Thursday

[ Click the Next > button
Cancel | ¢Back | Mest >

[

(€]

X]

Click the Next button.

13



Step 5 of 5 - Billing

Y ou should be on the "Billing" window now.
Service Price" - Enter the fee for this service.

X)

Billing ]
Billing Type
f* Standard " Hourly (" Area
Standard Billing
Service Price: $35.00
Hourly Eilling
Howrly R ate: | £0.00 M an Hours: | ]
Area Billing
it Price: per | | j
Froperty Size | ] |SI] FT j
. - T [ Click the Finish buttonj
N
¥ Help Cancel | < Back | %J Firizh

Click the "Finished" button at the bottom of the window.

Y ou should now be back at the main " Schedule" page. Look at the calendar and you should see a day

that is green. Click on that day and you will see the job appear in the job list below the calendar.

14



Quick Start - Step 5. Print your jobs.

e Usethe "Print Jobs" button in the "Schedule" section to print out your work sheets for each day.

(LTI ot Calendar | Job Cluster | Job List | Completed Jobs | Job Series |

* Customer
= [Fraiee B New ] 1= Edit | i Delete | 24 Frirt Jobs

52 9 Enmpletel iﬂ} F'gstpu:une] B Generate | TJ\ |
lick the Print Jobs button

8 Payment
& Route _{j_}jiFebruar}l j |2EIEIE _;J 1 tatal iu:i

e You can also choose which options you want printed on your scheduled job reports.

Print Scheduled Jobs X

Frint Route Sheets for which day(z]:
B/ 272005 «| th |12/ 2/200¢ |

Print barcode with scheduled jobz

Print matenal % equipment summaries for each crew

Print map info for each custamer

Gluick D ate Select
Print news page for each job
Thiz Week Today
Hest week T omaorow Frint phone number

-
v

-

=

[ Print property zize
=

[w Print property address
=

Frint property descrption

W 0K X Cancel | Ewtra blank lines in text: |0

e (Optional) If you want to print only
specific pages of your scheduled jobs,
click preview.

Qutput Options

Selected Printer

Feport Destination
™

(* Preview
i |

Cancel

Lol |2

Format: |

Options

o r

15



e (Optional) Then choose which page you : Report Preview
want to print out.

File Page Zoom

= = ST Page |1 of 1

Scheduled Jobs

CREW EQUIPMENT for Main Crew:
Truck 1 (TRUCK]

ROUTE: Main Foute

1) CUSTOMER: Acme Co. (100 K
Job Description: Lawn Mowing

e Hereisasample of how your job sheets will look.

Scheduled Jobs Thursday, February 17, 2005

CREW: Main Crew

|ROUTE: Main Route |

1y CUSTOMER: Mike Hanson (732 Morth Place, 782 Morth Place Your Town, AZ)
Fhane: 885-239-0192

Job Description: Lawen Mlowing

Job Time: start Time: Finish Time:

Here is a sample how your daily job sheets will look.

16



Quick Start - Step 6. Complete your jobs.

At the end of each day highlight the calendar day by clicking on a specific job day in the calendar and

then click the "

Completed" jobs button to let Gopher know those jobs have been completed.

Welcome
* Customer

Choose either all

Complete Jobs

@ Ww'hich jobs
All Jabs E

Timesheets |

Job Calendar ] Job Cluster 1 Job List 1 Completed.

A Mew Edit T Delet

i Complete Eﬂ}F‘gstpune S Gener:

_{j_’J\“ e

Click the Complete button

1 2 3 4 al
o1 12
g ¢ 13
2826

jobs for the day or some jobs.

were completed on Thursday, February 17, 20057

Complete all jobs zcheduled for Thureday, February 17, 2005

Lizt all jobz scheduled for Thursday, February 17, 2005

T hiz feature allows you to complete individual jobz
and edit job detailz

Sort.Jobg By

(* Route

" Last Mame

" Customer 1D

Build employes timesheets for Thursday, Februam 17, 2005

x Cancel

(Optional) The some jobs button will allow you to enter job times.

17



e (Optional) Click the Select All button. Then click the Finish button at the bottom right.

Complete Jobs (37305)7

el waeste the jobs completed?
 On thei scheduled dates __E’"_J & Select i
£~ Onibe lobowing dater | 3/31/20€ = I~ Maik jobs & meomplele when szanned bnce “/L"hu.u
™ Display propesty addees ‘ Click the Select All buton [ (™)
Date | FRowelD | CustD Cusstomer Name Job Descsption

2E TEST Lawn Mowang | @ Upselsct Jobfz)

@& Complete
@ Hot Complete

e (Optional) Highlight the specific job and click the Edit Details button.

G Complete Jobs - Result
The following jobs were completed. You can edit the job details by highlighting the job and clicking "Edit Details"

Add Service Date D ezcription Cugtomer Location

k L atar Miowing Faul Smith 45 ezt Valley Rd

#dd paternial

O Edit Details

; I
D
Click the Edit Details button

18



e (Optional) Click on the Labor tab and enter the Start & Finish Time. Click OK when completed.

Completed Job - Paul Smith

Service Labor lﬁmnm] I:P_lemicd] Emigmmt] Enmmental

Statt Tirne: 200 A Jab Tirme: | 1 hours
Firisk Tinme: 900 &M Creve Size: | 2
Travel Time: 1| [:% hours Total Labor Time: | 2 hours

Employes
Supervizar: | LE Crew: IMMN
Timeshests Employes List
Emp ID |Haurs | Emploves M ame A Ernp ID | Ermployee MName
L JOHM 0 John L
| |PETE 0 Pete

e To seethelist of completed jobs which are awaiting to be generated into invoices, click on the
Completed Jobs tab.

| Jaob Cluzter ] Jaob List | Campleted Jobz | Job Series ]

™~ -
| s '
& $ 0 Select the Completed Jobs tab
rLany j |2|:||:|5 ﬂ O total jobs for Thursday, February 17, 2005

Tue |Weu:|| Thi | Ei | St Completed jobs tatal for 241705 iz $35.00
Completed jobs tatal for the week, of 2/13/0
Completed jobs total for February is $350.00

1 2 3 4 5

e Youcan also add additional jobs here that were not scheduled but you want to appear on the next
invoice. For instance if while you are on ajob site a customer asks you to do an additional service.
When you get back to your office you can add the job here so you won't forget to bill them for it.

(RG] (9 Job Calendar | Job Cluster | Job List  Completed ansl\lJc.b Series |
* Customer :

W
; Add Service | Add Material ] T Delst ] 2 Hel |
% I nyoice = = .. I% = ﬂ' Lelele L Elp
et Date | Cuztomer | Froperty | Dezcription
5‘3 PEI}"IT'IEFI'[' L 2A17/05 Mike Hanzon 782 Marth Place Lawn kowing

19



Quick Start - Step 7. Generate your invoices.

At the end of your billing cycle, click on the "Generate" button and print out all of your invoices.
Generating invoices means that Gopher takes all of your completed jobs since the last time you generated

and compiles them into invoices.

e  First step isto be on the schedule page and click on the Generate button.

B Mew ’ "@* Frint Jobs

g Complete {ﬂ} $ Generate ? Help

< | o ~

Sun | Man | Tue |Weu:|| Thy | = | Click the Generate button

U TE T O 1O Tom Lres \'\'EEF
1 2 3 4

Completed jobs tatal for Februany

G 11

13 18 19

20 25 2 Calendar Legend:
a7

M ok |

Remember: If you send out your invoices once a month at the end of the month, only generate your

invoices once at the end of the month.

e Inthis example we are going to generate our invoices for the month.

Generate Automatic Invoices k

Thiz screen will create invoices for jobz that were zcheduled & completed on the schedule screen,
The Line ltem Date Range zpecifies which completed jobz will be included in the new invoices.
The Invoice Date specifies the Invoice D ate for the new invoices.

) Far whom do pou want to generate invoices'?
Irveoice D ate: 215/2005 :" {* &l Custarmers ™ Other Categony
Line Item Date Fange: ™ Biling Categary " Specific Customer

Fram 2M5/2005 -
&ll Custorners | Biling Categary | Other Category | S pecific Customer]

Thraugh 21542005 - ‘

Include All Customers

This Marth | Todsy |
[~ Exclude customers whio have been generated as recently as | 2/15/200E «
L N1 ..

1h Click the This Month button

de “Auto-Billing items

de all jobs through "Through' date [lgnore "From'' date]

de Inactive Custonmers

——repdrate invoice for each property [multiple property customers)

X Cancel |

X

20



e Invoice Dateisthe date that will appear on the top of your invoice. Y ou can set this to whatever you
want. Line item date range determines which completed jobs will be included in thisinvoice.

e Click ok when ready.

e If you had completed jobs for the correctly set aline ]
item date range and customers chosen, you will see g Confirm E sz
this confirmation window, otherwise recheck your

settings. v 2 new invoicels) created
-] - PRk mew invoices now?

| |_=

L11]

Custarmers

for each pr

e Youcanthen Output Options E|
print out your Selected Printer
Invorces. Choose printer.

Report Destination T 7
i 0K |

i Erinter -L ............................... i

{* Preyiesw C |

« e | =] Clickthe OK button
=

Format: |

| Previous

Options
Copies

o r

.

Canicel |

Hereisa hint: If you would like to print an invoice to a pdf file, choose Report Destination of file, then
choose the pdf option. Y ou can then email your customers their invoices by attaching the pdf filein the
email you send.

That'sit! Simple and easy! If you want to find out more about the power of Gopher, please read on. Y ou
will be amazed at what Gopher can do for you.
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Customer

The Customer section of Gopher allows to to access customer records. It has three tabs across the top
"Customer List," "Memo List," and "Customer Categories."

Let us now look at the first tab, "Customer List." The "Customer List" tab allows you to enter information
on each of your customers. Y ou will see database navigation buttons at top. Use the New, Edit, and Delete

buttons to operate your customer database. At the bottom of the screen

Custorerd 3

you will see the "Sort Customer List By" drop down box. Use thisto sort your customer list in a variety of

ways.

Frequently Ask Questions for the customer section.

e Entering a new customer? Page - 23

e How do | use Auto-Billing? Page - 24

e  Setting a customer's payment terms. Page - 26

e Adding multiple properties to a customer's account. Page - 27

e How to print a customer list. Page - 121

e | don't want to see inactive customersin my customer section. Page - 28
e How to enter an initial balance here. Page - 29

How to export alist of ACTIVE customersto atext file for use with Microsoft mail merge. Page - 30
How would | would set up my customer categories to generate invoices for some of my customers
daily and others monthly. Page - 31

I would like to use customer categories to generate invoices only for my snowplow customers. Page -
36

W here to place crew comments, for scheduled jobs? Page - 38

How do | set up my customer's sales tax regions? 138

How can | print mailing labels. Page - 132
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Customer - Entering a new customer
Ex. Entering a new customer

e Click the "New" button.

k Welcome

H Invoice

e A "Name" window will
appear.

e  Enter the customer's "Full
Name."

e Click the "OK" button.

e A "Customer" window will

appear.

Lo e |

Enter the relevant customer information
Click the "OK" button.

23



Customer - How do | use Auto-Billing?

This page allows you to enter aline item that will appear on the customer's invoice every time you generate
your invoices. When you generate your invoices, you have the ability to not include "Auto Billing Items."
Auto-Billing is similar to the Contract feature except that the Auto-Billing feature has no begin and end
date associated with it.

e Make sure you are on the Customer page. Choose a customer and click the edit button.

h Welcome Customner List l Mema List i Customer Eateguries]

E Invoice ‘ [ Hew | Edit ﬂ Delete I O Seal

i Schedule
CKkthe Edit button h
2 Th 5

3w alker Chiris " alker

Customer D | Lag

& Payment
=\ Route

» Service
1:. Material

e Then choose the Auto-Billing tab.

R s I s

S 1

Company Name: | Select the Auto-Billing tab
Phiore:

e Click the"Add" button to add an "Auto Billing Item" such as a flat monthly maintenance fee that you
charge the customer every month.

(UL DLTT B Customer List | Memo List | Cus

Customer - Acme Co.

S Inv
i Scl e ] Biling Auto-Billing l F'ru:upert_l,l] C
Automatic: Billing I.Qe [tems

Add i Auto-Bill ltern Dezcr
Bl

Click the Add button
[

24



Customer - How do | use Auto-Billing?

e |If the customer has multiple properties, choose which property in the drop down box this auto-billing
itemisfor.

Automatic Billing ltem

Thiz billing item will be added to each new invoice that iz automatically generated for this cu
Cusztorner Info
Cuztomer 1D 1

Customer Mame:  Acme Co.

Property: J

e Then choose a default "Description" that will appear as aline item in the invoice or create you own by
typing one in. In this example we will want our invoice line item description to say "M onthly
maintenance for February". Gopher will change the month name automatically each month.

Line Iten
Drescription:
] Monthly maintenance for Sk b
Details: Monthly zervice fee for (EiEkd
Maintenance fee for the month of @@
Service fee for the manth of GEM Select the Monthly maintenance for @@M item

e You may use the "Special Fields" in your description that will Special Fields
allow you to have control which date appears on the line item.
Why would you do this? Say for instance you send out your @(E@M - Month Name
bills at the end of the month for the next month's service. So (@M - Mext bonth
you want your line item to say M onthly maintenance for March, @@P - Previous Month
when you are generating your invoices in February. Use the
@@N special field. Thiswill tell Gopher to put in next month's
date in the line item description.

e @@M inthe description will be replaced with the current month name, @ @P with the previous month
name and @ @N with the next month name.

e The"Details" entry field allows you to enter a more in depth description about this specific item. The
"Details" description will appear under "Description” line item.

e Enter aprice and choose if thisline item is taxable or not.

e At the end of the month when you generate your invoices, thisis how your invoice will look with this
auto-billing item.

[ ' T
You can see the line item that was now included. Notice how
Zopher included the current month name of February.

DATE DESCRIPTION ~N AMOUNT
Balance Forward $55.00

2/28/05 | Monthly maintenance for February $100.00
Total for Invoice #1-3 $100.00
AMOUNT DUE $155.00

25



Customer - Setting a customer's payment terms.

To change the default payment terms for all customers use the settings in the option page located here.

To review a specific customer's payment terms, make sure you are on the customer section. Choose a
customer and click the edit button.

h Welcome Custamer List l b erma List] Custarer Eategnries]

- H | = Edit | Delet l 5
B Invoice ‘ [ New felEdt | {f Delete | O e
=4 Schedule Custamer [D | Lagt Mame | Account Name

ES Pa}fment Acme Cio.

= Route 2 Thomaz Pete Thomas

» Service 3 whalker Chiis ‘walker

Click on the billing tab and then choose the desired payment term in the drop down box. When
finished click ok.

Main  Biling l.-'i‘-.utcu-E!iIIing] F"ru:upert_lrll Eategu:ur_l,l] Material] Service] b
Billing Settings

Sales Tax Region:

Payment Terms: ket 30 j

26



Customer - Adding multiple properties to a customer's account.

e To add multiple properties to a customer's account, make sure you are on the customer section. Choose
a specific customer and click on the edit button.

h Welcome Custorner List l M erno List ] Custorer Categories ]

© |nvoice ‘ [ Hew | 1= Edit TF Delete ] D s5e
= MNe—

= Schedule Custamer 1D | Las

& Payment Click the Edit bﬁuon h
&y Route 2 Th :

= Service 3| WwWalker Chiris W/ alker

e  Select the property tab.

Cu
l.

— lrmm amm AAAa
e To add aproperty click on the add button.

Main | Biling | AutaBiling Frop ty]l:

Cuztomer Properties

Add Property Descriptior
| L 100 Main 5t

Click the Add button

e This section allows you to enter multiple property addresses that you may service for the same
customer.

e On top you will see two tabs: "Property” and "Comments."
e The "Property" tab allows you to enter in another property that is serviced for this customer.

e The "Comments" tab allows you to enter in "Private Comments" that are for your viewing only
as well as a "Crew Comment" which will be printed on the crew's daily job schedule list.

27



Customer - Active or Inactive setting.

o If you would like to not see inactive customers in your customer section follow these steps.
¢ When would you have a customer marked inactive? Maybe if you did a one time job for them and you
don't plan on doing anything further with them. Or the customer moves etc. Y ou just might want to only

see active customers in your customer list.

e Select a customer and click the edit button.

h Welcome Customer List l b e List] Custormer Eategnries]

‘ Dﬂew| gdit1 ﬂgeletel D5

E Invoice
Schedule

Custamer [D | Last Name | Account Mame

8 Payment
&y Route
= Service

Jones Acme Co.

2 Thomaz Pete Thamas
3 Walker Chriz W alker

e Set this customer to active or inactive.

Account Mame: |.ﬁ.|:me Co. ﬂ
Foute; |M ain Foute ﬂ
E-mail Address: |tu:um@a|:me. com

Customer Statuz
f* Actve i Inacthve

e Click Ok when completed.

e Back on the customer page at the top. Click on the check box that says Hide Inactive customers. Y ou
will no longer see inactive customers in your customer list.

Welcome Custamer List l tlemo List] Custamer Eategnrie&]

J Dﬂew|§“

‘ﬂ Delete ‘ O Search ‘ 7 Help [ Hide Inactive Customers

Invoice
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Customer - How to enter an initial balance.

e When you are entering your new customers into Gopher, you may want to include an initial balance.

e To do this make sure you are on the customer section.

e Click new to enter a new customer or highlight a specific customer and click the edit button.

e Choose the billing tab at top.

e Enter theinitial balance in the section marked initial balance.

Theinitial balance will then appear on the customer's invoice.

DATE DESCRIPTION AMOUNT

5/20/04 | Beginning Balance $100.00 |
Total $0.00

7/20/04 | Ending Balance $100.00
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Customer - How to export alist of ACTIVE customers.

e To export your customer list into a tab delimited file, click on File at the top left of the screen.

:: Gopher 2004 - Billing & 5

File Functions Help

Backup Databaze
Bestore D atabaze

Export Cugtomer List ar

Impart »

Ve
R

Erzio

CuickBooks Link, »

E xit
| Sy Dot

e Choose Export Customer List.

o If you want to export a customer list of only ACTIVE customers, click on the check box Export only
active customers.

Export Customer List |

Export cuztomer list to tab-delimited file?

S CUSTLIST. TAT El

[~ Export only active customers




Customer - How to set up customer categories for daily and monthly billing.

If you have some clients that you want to generate invoices for daily and others that you want to generate
invoices for monthly. Please follow this example.

e Step 1. Make sure
you are on the
customer page and
choose the top
customer categories
tab.

Selectthe Customer Categories tab :I-——S“EE

active Custo

45%,

b, Welcome Custamer List | Mamo List | Custormer Categeries
S
* T~
i =] L
E Invoice ]’WI (5 Edi | i
Schedule Customer |D | Lazt Mame |Acc:c
8 Payment iy 1 Smith Padl
& Route ] A Hanzon Mike Hanzon
® Service | 3 Waker | Chiis'waker
Material _| 1 Jones Acre Co.
B Estimate | 2 Thomas Pete Thomas

k&= Contract
“* Matrix
8 Expense
Equipment
& Chemical
* Employee

e Step 2. Let's choose our
monthly billing customers
first. Highlight M onthly
Billing Frequency and
click the Edit button.

$105.00 882-223-0192 | 782!
$20.00 5538-243-9543  939(

$0.00) 858-482-033 100t

$455.05 B02-543-8453 34 M

Example: You want to bill some customers daily but others
monthly Here is how you set this up.

h Welcome

Customer List | Memo List  Customer Categories ]

5 Customer Categories:
5 Invoice

R ] = Edit ] ﬂge|ete| 7 Help |
[a

Category Type
| BILLING
BILLIMNG
BILLIMNG
SHOWPLOW

Matenal

Cate?ﬁry Degcription
Billing Frequency - Monthiy
Billing Frequency - wieekly
Billing Frequency - Daily
Snow Plow Billing Customer Group

e Step 3. Choose the
customers that will be
billed monthly and move
them from the lower right
window to the lower left
window. Use the middle
arrow buttons or drag and
drop them.

E Estimate

€ Customer Category Assignment
1
BILLING -

Category Definition

Category Type:

Bilirg Frequency - Monthlyl

Category D escription:

Comment: |

Customers Assigned Ta This Categary

o DL B

Customers NOT Assigned Ta This Category

1. Acme Co.

2. Mike Hanzon
3. Paul Smith

4. Pete Thomasz
5. Chris \W/ alker

Chaoose the
customers you

wiant to bill
monthly.
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Customer - How to set up customer categories for

daily and monthly billing.

e Step 4. Y ou can see we have moved a monthly billing customer over into this category by using the

middle arrow buttons.

Cuztamers Azsigned To This Category

1. &cme Co.

Cuztorners MOT Assigned To Thiz Category

1. Mike Hanzon

3 Pete T %
4. Chiis ‘wWalker

Zlick the button

7]

e Step 5. Click the OK button when
you have moved all of your monthly
customers into this category.
==
»
ne: BILLIMG

YWWhen you have chosen
all the monthly billing
CLstomers,

Click the OK button

W 0K | X Cancel |

e Step 6. Now lets repeat this process for the Daily Billing customers.

Customer Categories:

[ Hew | . - ﬂ Delete ‘ T Help
Categary Type | Category Dezcnption
L BILLIMNG Billing Frequency - kanthly
BILLIMNG Billing Frequency - wWeekly
| EBILLING Billing Frequency - Daily |
| SHOW/PLOW Show Plow Biling Customer Group

| Mow let's create the daily customer billing list.
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Customer - How to set up customer categories for daily and monthly billing.

e Step 7. After you have highlighted the
Billing Category - Daily, click the EDIT
button.

Customer Cateqgories:

[ Mew | =) Edit | I} Delete | ? Help |
[\\
Categaory Type H“’I =
~|BILLING { Click the Edit button
BILLING

» Billing Frequency - Daily
SH O PLOW Sriow Plow Billing Customer lk-

e Step 8. Select the customers who will be billed daily and move them to the left window, using the middle

arrow buttons or drag and drop them.

Customer Category Assignment

Category Definitiorn k

Category Type: | BILLIMG

Categary D escription:

Billing Frequency - Daily

Comment; |

Cuztomers Azsigned To Thiz Categony

Cuztomers MOT Aszigned To This Category

1. Acme Co.

2. Mike Hanson
3. Paul Smith

4, Pete Thomaz
5. Chris "W alker

e Step 9. When you are completed hit the OK
button at the bottom.

Select the
customers who
willl e billed daily.
»|
[ T. Bcme Lo
2 Mike Hanson
3. Paul Srith

4 Pete Thomas

d selected customet to category|

When you are
completed,
Click the OK button

ry of type: BILLIMG

q/ ar | x LCancel |
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Customer - How to set up customer categories for daily and monthly billing.

e Step 10. Now go to the Schedule page and click on the GENERATE button.
% Invoice By e [ | L B == |

ﬁSChEdU["! o Enmplete| {ﬂ} | $ Generate ? Help
& Payment N

| JEDDT—‘ :

Click the Generate button L4

ol

&y Route _‘-’i_i_}j |March
» Service
Matenal

& Estimate
s Contract
“* Matrix 16513

8 Expense B - Calendar Legend

Equipment
& Chemical = o .nhl

e Step 11. Choose the appropriate date ranges and then choose the Billing Category tab.

Completed jobs tatal for March iz $2

Generate Automatic Invoices

Thiz zereen will create invaices for jobs that were scheduled & completed an the schedule screen.
The Line Item Date Fange zpecifies which completed jobz will be included in the new invoices.
The Invoice Date specifies the Invoice D ate for the new invoices.

; Far whom do pou want to generate invoices?
Irrvoice Date: 3/ 8/2005 :‘v fs Al Customers (™ Other Category
Line ltem Date Range: ("~ Biling Categony ("~ Specific Custarner

From 34 842005 -

All Customers | Billing Category | Other Eategal}ll Specific Eustamerl
Through 3482005 -

Include All Custome,

This Manth | Today ‘ Select the Billing Category tab

[~ Exclude customer d gory 2005 -
Last Manth | Yesterday ‘ [v Include “uto-Billing—memm

[ Include all jobs through “Through'* date (lgnaore “From'* date)
Thiz Week )

[ Inchude Inactive Customers

[~ Separate invoice for each property [multiple property customers|

X Cancel ‘

e Step 12. Let's choose to generate invoices only for our daily customers in this example.

&l Customers  Billing Category ] Other Category | Specific Customer ]

Billing Cateqary jj

I~
Biling Frequency - Daily l«?;
e E!Il!ng Frequency - Manthly E|
Billing Frequency - ‘Weekly
La L= ", - DhlleS— e
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Customer - How to set up customer categories for daily and monthly billing.

e Step 13. You will now be able to generate invoices only for those customers you have chosen to be billed
daily.

From | 27172000 =] =
&l Customers  Biling Categarny l Other Eategar}ll S pecific Eustamer]
Through 30ns - - :
Biling Category | Biling Frequency - Daily j
This Marth ‘ Tk |
[ Exclude customers who have been generated as recently as | 34 8/2005 -
Last Morth ‘ Yesterday | W Include “Auta-Biling" items |
[ Include all jobe through "*Through'* date [Ignore “From'' date)
T hiz WWeek ;
[ Include Inactive Customers %
[ Separate invoice for each property [mulbiple property customers)
o OK x Cancel |

You are now going to generate invoices OMNLY for those
customers you have set to e billed daily.
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Customer - Using customer categories to generate invoices only for my snowplow customers.

If you would like to set up a customer category for snowplowing and be able to generate invoices only for
snowplow customers, follow this example.

e Make sure you are on the customer section and choose the customer category tab.

.RWE|CDWIE Customer List l tema List ] Customer Categaories l

SN l 1
_ " £ gy | ﬂJ
E Invoice LR EEdt |
o Selectthe Customer Categories tab
#1Schedule EustumerlD|LastName |.-'1'-.|:|:|: g
L 1 Jones Acme. .
L Pote Tlherns 3999 gF Qoo FE4 T 04H

e At the bottom of the screen click the new button on the
Customer Category Types.

Customer List] Memo List  Customer C

Customer Categories:

Edit ‘ i O

Categary Type | Categorny Descripl

L BILLIMNG Billing Frequency
| BILLING Billing Frequency
| BILLING Billing Frequency

Customer Category Types:

[ Mew | 5] Edi ‘ L
I,
Cal :
MEIL Click the New button

X

e In the category type Customer Category Type
description enter Snow
Plow Customers or 2tego T peill:

anything else that will help Category Type Description: | Snow Plow Customers)
you describe this group.
Then click the ok button.

[ Mutually Exclusive

[& customer can be azsigned to multiple categaories of this categary type)

J oK | x LCancel |

FCIickthe OK button L
!

g
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Customer - Using customer categories to generate invoices only for my snowplow customers.

e At the top of the screen click
the new button on the Customer
Categories.

¢ Inthe Category Type drop
down window choose
SNOWPLOW

¢ Inthe Category Description
typein: Snow Plow Billing
Customer Group

e Next bring customersin this
group by highlighting them in
the right window and dragging
and dropping them to the left
window or use the arrow
buttons in the center. When
you have brought all of your
snowplow customers into this
group click the ok button.

e Then when you are
ready to generate your
invoices for these
customers, go to the
invoice page, click on
generate and choose
Other Category. In the

Generate Automatic Invoices

Thiz screen will create invoices for jobs that were scheduled & completed on the schedule screen.
The Line tem D ate Fange specifies which completed jobs will be included in the new invoices.
The Invaice Date specifies the Invoice Date For the new invaoices.

Inwoice D ate: 2M5/2005 -

Line Item Drate Range:

(D00 S0 Customer List | Memo List - Customer Categoris
, Customer Cateqgories:

B Invoice —
¥ Schedule O EEW £k | 1 Delee
ES Payment Tl I - —
& Route »| BI[ Click the New button | Mortf
» Service _|El Week
1 Material _|BILLING Billing Frequency - D aily
Mo _ac__ L _

Category Definitior

Category Type: SHOWPLOW -

Category Description: |5n0w Plow Billing Custorner Group

Comment: |

Customers Azzigned To This Categary Customers NOT Azsigned To This Categony

1. Pete Thomas

[4] |2

Click the button

»

Red customers are already assighed to another category of type: BILLING

.{ oK x LCancel

X

Far whom do you want to generate invoices?
" All Customers ¢ Other Categony

" Biling Categomny

" Specific Customer

Fram 2/15/2005 ~
drop down box choose &l Cuzstorners | Biling Category  Other Category ] 5 pecific Eustomer]
Thiough 2/15/2005 ~
your Snow Plow Other Categary: [Nl T s ‘
Billing Customer : N
. . This Manth | Today | b
Group. Thiswill only [~ Exclude customers who have been generated as recently as | 2/15/200€ =
generate invoices for Last Manth | Yesterday | ¥ Include "Auto-Biling items

them.

Thiz \Week

™ Include all jobs through "'Through'' date [lgnore ' From'' date]
™ Include Inactive Customers

[~ Separate invoice for each property [multiple property customers)

o 0K | x Cancel |
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Customer - Where to place crew comments, for scheduled jobs?

e Where to place crew comments, for scheduled jobs?

e When you schedule your jobs, step 2 "Service" in your job schedule wizard, has a tab at the top '‘Crew

Comment'. Any comments you type here
il . dailv iob sheet IkWeIcome Customer Lit | pemo List | Customer Categaries |
Wi ear In your aal 0D sheets. &
app y y J i I [ New ﬁ%gmt ﬂ Delete: l £ Search | 7 Help | [~ Hide Inactive Customer:
. X Customer 1D [ Last Mame | ésocount Name |Balance | Phone Strest &
e Otherwise follow these steps: O 4 Smith Paul Smith $325.00 5653820 45 West
o 5 Hanson Mike Hansoin $105.00) 866-233-0192 | 762 Nory
| 3 wiaker  Chris walker $90.00 996-2439543 939 Ocef
e You can also add comments per ¥ Material | 1 Jones Acme Co. $445.00| 888-482-0931 100 M.al
3 Estimate [N 2 Thomas  Fete Thomas $455.05 B85-543-8453 | 34 Main
customer property to appear on the & Contract
scheduled job sheets. “* Matrix
8 Expense
Eduipment In this example we will show in our scheduled job sheets that "Mr
e Step 1. Be on the customer page. 2 E::’;I':J';:L Srrith ALYWAYS waits M lawn bagged.”

=

e Step 2. Highlight the specific customer m
Customer - Acme Co.

and click the edit button.

e Step 3. Select the property tab.

=T

I Customer, - Paul Smith

M Main WBllhng ] Aulo'El\hng Eategow] Matenall Serwce] Memnl Eommarﬂ
™

I k |Pa“| Smi Custamer [01; ’—
1 Company Mame: Select the Pruperty tab ]ﬁccnunl Mame: ’F
=

| Phane: |5557982E| Route:

I

H Phone 2: | E-mail &ddress:

I Fax | Custamer Status

| (¥ Active
Pager: |

i Froperty Addiess

Your Town, HY 10332

45'w'est Valley Rd Biling Addiess ’F
i

M ain ] Biling ] Auto-Biling  Property 1Category1 Material] Service]

—Customer Properties —

Add Froperty Description

Click the Edit button

\
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Customer - Where to place crew comments, for scheduled jobs?

e Step 5. Select the comments tab.

C_ﬁstumer - Paul Smith

Property

Property

Dezcription;

Select the Comments tab

Salez Tax Region: IST.-’-‘-.TE
Property Size: I
R aute: Itest

b ap I nfo: I Latitude/Longitude: I

Diirections:

e Step 6. Enter a crew comment and click the OK button.

K

Property

Property  Comments |

Private Comment;

Crew Comment: This is the crew comment for paul smith's property.
Type anything you need to appear on your job sheets herdﬂ\s
take sure you always bag the gras

¢ ok x LCancel |
|




Invoice

e The basic function of the "Invoice" page isto create and review your invoices.
e At the top of the Invoice window, you will see nine main tabs: "Unpaid”, "Current", "0-30 days", "31-60
days", "61-90 days", "91+ days", "Paid", "All Invoices", and "Recently Generated."

e Each tab performs a function that is fairly self-explanitory. The "Unpaid" tab will show all unpaid
invoices. The "Current" tab will show all invoices that are not past due. The "0-30 days" tab will show a
listing of invoices that are due within the time period of "0-30 days." The "Paid" tab shows a listing of all
paid invoices. The "All Invoices" tab shows a listing of all of your invoices. The "Recently Generated" tab
shows a listing of invoices that have been generated while the program has been running.

e At the top of each Invoice page you will see database navigation buttons. Use the New, Edit, and Delete
buttons to operate your Invoice database. The Print button will print the highlighted invoice you have
selected from the list below. The Generate button allows you to create invoices compiled from the list of
completed jobs since the last time you have generated your invoices.

¢ If when you print your invoices, you find that you need to move the addresses to fit in your windowed
envelope, click on the Option page on the left hand side green bar, click on the Billing button then choose
the Address tab to change the x and y settings. Y ou also have many other invoice options to choose from on
Printing tab, such as inserting alogo image. To change the way the invoices are numbered click here.

e To add late fees to your invoices, click on the top program menu "Function" then click "Calculate Late
Fees."

e To change the default payment terms on your invoice, go to the Options page then click on the Payment
Terms tab.

e At the bottom of the Invoice page window you see the controls to sort your invoice list.

Invinice Date x|

e You can use the drop down box to choose how you want the list sorted. The "Name Filter" field allows
you to type in a name to quickly find a customer'sinvoice. Y ou can also use the "A - Z" tabs to help narrow
down your search as well.

Frequently Ask Questions for the invoice section.

e How do | make a new manual invoice without scheduling my jobs? Page - 42

e How do | make my invoices automatically from scheduled jobs by generating them? Page - 60

e How do | generate separate invoices for daily customers and then for monthly customers? Page - 31
e What type of envelopes do | use for invoices? Page - 43

e How can | insert my logo into the invoice? Page - 135

e How do | position my logo, company and customer address on invoice? Page - 136

e How can | customize my Invoice ID # for each customer. Page - 141

e What istheideal logo image file size? W e suggest keeping your image around 100k.

e How can | print out (multiple) invoices? Page - 44

e How to get my phone number in the invoice? Page - 46

e How do | ungenerate invoices when you accidentally generated them? Or to combine two or more
invoices. Page - 47

¢ | see many duplicate pricesin my invoices. What did | do wrong? Page - 48
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e How do | add late fees to my invoices? Page - 49

e Do you offer Invoice Template Designs? Page - 50

e How to toggle the invoice stub (on/off). Page - 134

e How can | bill my customers in advance? Page - 72

e How do | change the height of the invoice payment stub? Page - 51

e What isthe Invoice Stub Text for? Page - 137

e Turn display account balance on invoice (on/off). Page - 134

¢ Why does the year gets cut off when printing an invoice? Go to the Start Button, Control Panel, Switch
to Classic View, Regional Options, Customize, Date Tab, Change short date format to m/d/yy.

e How to create separate invoices for multiple property customers? Page - 59

e How to quickly enter payments for invoices with Quick Pay. Page - 52

e How to set up re-occuring billing? Y ou can use auto billing (p. 24) or the contract feature. Page - 87
e When do you use the paid checkbox and when do you use the special check box? Page - 53

e How do | print out information of chemical applications on the invoice? Page - 54

e How do | toggle printing the chemical information on the invoice? Page - 134
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Invoice - How do | make a new manual invoice without scheduling my jobs?
M ake sure you are in the invoice section of Gopher.

e Click the "New" button

h Welcome
* Customer

e A "Select Customer for New Invoice" window will appear.
e You have three ways to choose the customer.

e  Choose the Customer by their "Customer ID."

e  Choose the Customer by their "Last Name."

e  Or choose the Customer by their "Customer Name."

e Click the "OK" button.

e An"Invoice" window will now appear.
e Click "Add Item"

e Click the "Service" button.

e Typeina"Service Description."

e Typeina"Sub-Total."

e Click the "OK" button.

e Click the"OK" button again.



Invoice - What type of envelopes do | use for invoices?

Gopher is designed to print invoices and statements that are folded three ways and inserted into a clear
windowed envelope. Since envelope design may vary a little based on the manufacturer, take along a
printed invoice when you visit your local office supply store to see which envelope works best for you.
e Gopher invoices work ideally with a 3 7/8 inch x 8 7/8 inch invoice size double window envelope.

e Such as the Staples brand with SKU # 266759.

e Office Depot the model # is CO165
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Invoice - How can | print out (multiple) invoices?

There are a few ways to print invoices. When you generate your invoices, you are given the option to
print them afterwards.

Or you can print them from the invoice page.

Or you can print them from the reports page.

Asan example, let's print them from the invoice page.

M ake sure you are on the invoice page. Y ou can highlight multiple invoices at once by either holding

down the ctrl key and clicking on them or hold the shift key down and click on the first and last
invoice you want to highlight.

h Welcome
* Customer
=

% Schedule
8 Payment

& Route

» Service

Material
E Estimate
s Contract
“* Matrix
8 Expense
Equipment
& Chemical

Unpaid | Curent | 130 | 3160 | 51-90 | Over 30| Paid | Alllnvaices | Fiecently Genera

‘ [ Mew | 1= Edit | ﬂgelete| By Frint | 8 Eeneratel L Search

2428405
2428405
2428405
2428405

[mvoice D [ Amount

1-4 [ g $100.00 $100.00

| Balance | Cust 1D

$55.00

$100.00 $100.00
$25.00 $25.00
$35.00 $35.00
$35.00 $35.00

1| Acme Co.
1 Acme Co.
3 Chiiz ‘W aller
4| Paul Smith
8 Mike Hanzon

Cuztomer Mame

Hold Ctrl or Shift key down to select multiple items.

Next click the print button. This will print all of your highlighted invoices.

Unpaid | Curent | 1-30 | 3160 | 6190 | Over 90| Paid | Alllnvoices | Recently

‘ [ Mew | 1) Edit | g Qelete| 2y Frirt s Eenerate| jol

Date
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Invoice - How can | print out (multiple) invoices?

e Or you can go to your Report section
and click on the Invoices button in the
billing tab.

e Choose the invoice date range or click
buttons such as this month.

The invoices highlighted in blue are
the ones which will be printed when
you click on the print button. You
can unhighlight certain invoices by
holding down the ctrl key and
clicking on the invoices you don't
want printed.

‘ Invoices

Billing I Fevenue | Customer | Expense | Sales Tax| (

Billing Reports

| Prink imwoices
St | Dhaisnb abmb L
| Click the Invoices button
()
Material
Estimate Accounts Receivable ‘ Accounts reced
Contract |Jpaming Payments ‘ List of upcamirg
Received Payments ‘ List pavments 1e
Equipment
L Chemical Service List ‘ List services an
b4 aterial List ‘ List materialz ar

Imvoice Date Range

Stark Date: 2M5/2005 «
Finizh D ate: 2M15/2005 -

Today ‘ Yesterday ‘

This Month | Lazt bonth ‘

[v Inc

ce Click the This Month button

Print Invoices

Select Invoices b Print

[E3

R >
Hint: To select multiple invoices, hold down the CTRL key while clicking on invoice list.

To select consecutive invoices, hold dowin the SHIFT key while clicking on invoice list,

Select Al Unselect Al

3

Ivwoics Date Range

Start Date: 2/ 172005 ~
Finish D ate: 242872005 v

Today Vesterday
[Thi Last Marth

¥ Include paid invoices

Sort By

Customer Name -
Select Recert Invoices

Click the Print button
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Invoice - How to get my phone number in the invoice?

Here are some suggestions on how to get your phone number on your invoice.

Go to the Options section on the left side of Gopher. L Emplo}ree

» Reports

Click on the

Company button LWeIcome Optians | T Heginn] Payrment Terms | Account List] Eu:uunty] Date

* Customer
B Invoice

Compatw Infarmation, Mame and Address

After your address
you can put your
telephone number
and e-mail.

X]

Program 5Settings - Company

Company [ nfo

Compary Mame: | G0 TNl = (g

You can also do this

under stub text or Address; |50 Any Street

invoice message, you My Town, LISA 03332
. a88-372-8047

might want to try myemailiEyahioo, com

different things and

see the results.

Another way is to use
MS Paint (or another B eqistration
like program) to make a bitmap file with your Logo (optional), Name, address, phone, email if
desired, etc. You can choose your favorite fonts for each lline. Then go to options. Check
"Use company logo...". Uncheck "Display company name...". Use "Select Company Logo..."
to locate the file you made. It will take some trial and error to get what you want from MS
Paint, however. (Use "save as" in MSPaint and select 24bit bitmap as the file type.)
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Invoice - How do | ungenerate invoices when you accidentally generated them?

A Common Problem.

e |If you are new to using Gopher, a common situation that happensis you set up some customers, do
some scheduled work, mark the jobs complete and then generate. Y ou do this again the next week and
throughout the month. At the end of the month you have multiple invoices for one customer when you
only wanted one invoice per customer.

Solution.
(TN Urnpaid | Curent | 1-30 | 31-60 | 61-90
e For example say you have multiple invoices * Customer
for your customers and you only want one =2 ‘ [ Mew | Edit | i Delet

invoice per customer, go to the invoice page.

M ake sure you are on the Invoice section of é gChEdUIte Date |Invoice 1D | Amount |
Gopher and choose the appropriate tab at top, dymen 2/28/05 12 $56.00
possibly ALL INVOICES. Then you can & Route S

highlight the invoice you want to ungenerate K=l RaLl="

by left clicking on it. 2/28/05 $35.00
. . ) Date | Irvvoice |D |.f1‘-.m0unt | I Balance | Cu
e Thenright click your mouse and left click on s 12
Ungenerate Invoice. 05

s/ diekPay
Print
e What if you have many invoices you want to Mew
ungener ate? Edit
Delete
e You can highlight multiple invoice by doing one of Unganerate 2 Selected Invo
two things. If you want to highlight all your invoices, Refresh 2 Selected Tnvoices 5

the easiest way isto left click on the first invoice, then
hold the SHIFT key down, scroll down to your last
invoice and left click on it. If you did this properly you will see all the invoices highlighted and you
will then be able to right click on them and choose ungenerate invoices and it will ungenerate all the
invoices you highlighted.

e |If you want to ungenerate many invoices but be able to pick and choose which ones you can also hold
down the CTRL key and left click on all the invoices you want to ungenerate. If you hightlight onein
error, simply click on it again and it will unhighlight it.

e Once you have ungenerated the invoices you chose, you can now click on the generate button and
recompile all those completed jobs into one invoice per customer.

o [T 00T T=00 b Calendar | Job Cluster | Job List EompletﬁJobs ] Job Series |
e Theinvoicelineitems * Customer
that have been ) e Add Service | &dd Material | Edit T“ T Delste ‘ 2 Help ‘
ungenerated go back to |55 —
] [ate | Customer | Froperty | Description
the Schedule page, 8 Payment |DEERIET) 100 Main St Monthly maintens
Completed Jobs tab. @ Route 228005 heme o, 100 Main St. Manthly maintena
They are highlighted D Service 2/28/05 | Acme Co. 100 Main St. Monthly maintena
here for this exam p| ein Material | |2M1E/05 | Paul Smith 45 W est Wallep Rd Lawn Mawing
blue CUCLLC N [ [2/14/05  Chris Walker 339 Deean Ave Lawin Mawing
: E Estimate
B rantract
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Invoice - | see many duplicate pricesin my invoices. What did | do wrong?

Problem: After generating my invoices for the first time | see many duplicate prices in my invoices. W hat
did | do wrong?

e The most common mistake we find happens when first starting off is that a Gopher user will set up a
customer with a monthly contract fee and then will also charge the customer per scheduled cut. That
will cause the customer to be billed twice. They are being charged per cut and then aflat rate at the end
of the month.

Solution

e Inorder to solve this, if you use the contract feature and charge the customer a flat rate each month, set
the scheduled job fee to $0.00. Try this and seeif it helps.

e Also something to consider is are you generating at the end of the month? Or at different times
throughout the month? Ultimately if you want to send your bills out at the end of the month, only
generate at the end of the month. Y ou can ungenerate invoices and then regenerate them if you need to.
Go to the invoice page and then right click on the invoice you want to ungenerate then left click on the
menu that appears. Then you can generate your invoices again which will combine all your line items
into one invoice.
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To add late fees to your invoices,

Click on the top program menu

"Function"

Click "Calculate L ate Fees."

Invoice - How do | add late fees to my invoices?

Fie Hel

Calcula
Update Cuztomer Balances
|lpdate Contract D ates

Databaze Management

Y ou have a few options when you calculate your late fees.

Choose which
invoices will have late
fees applied to them.

Late Fee - Penalties & Interest

Calculate Late Fees for invoices which are at least 30 days past due az of I 7/ OF05 'I

I~ Only include customers with "LATE FEE"' aption enabled

Description of Late Fee / Penalty: ILATE FEE
The "onl Yy include Date for new “Late Fee / Penalty'' records: 7/ 7408 'I
customer W|th L ate Rl e | Invoice Assighment

Vel ST VA e

% Add line item to past due invoice

Fee OptiOn enabled" Flat-Fee Amount: IEI
check box allows you and/ or
to determine which Percentage: [0 %

customers will get late Hint: The Flal-Fee Amounl and Percentags calculations ars cumulative

fees. Y ou can set the Example: If you specify a Flat-Fee &mount of $5 and a Percentage of 3%, then the late fee for a $100 invoice would be $8
late fee option for
each specific customer
in the customer page
section when you edit
a customer's
information.
Description of Late
Fee Penalty is the way
the line item will appear in the invoice to
explain the charge.

Penalty Calculator allows you to choose if
aflat-fee amout and/or a
percentage will be applied to the
invoice.

Invoice Assignment allows you
to choose if you will have the
late fee apply to current invoices
or as a completed job that will
await the next time you generate your invoices.

Choose - Add line item to past due invoice

If you want to add a late fee line item to an already generated invoice. (Thisis not often used.)
Choose - Add line item to next generated invoice

" Add line item to next generated invoice

™ | Caribite muliple(ate Fees for each customen intacre

7 Help | Cancel Neut > | Eiritety |

[T Orly include custamers with "LATE FEE" option enabled

[rvoice Azsighment

& Add line iterm to pazt due irvoice

= Add line item to nest generated invoice

If you want the late fee line item to be put into the Schedule - Completed Jobs tab to wait until your
next generated invoices. (M ost common way to use this feature.)
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Invoice - Do you offer Invoice Template Designs?

If you would like to add more color to your invoices, visit our website to download our free invoice
templates.

http://www.gophersoftware.com

e Hereisasample fall invoice template.
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Invoice - How do | change the height of the invoice payment stub?

e You can change the payment stub position at the
bottom of your invoice by clicking OPTIONS |

BILLING Button | VALUES

h Welcome
* Customer
H Invoice
i Schedule
8 Payment
& Route
» Service
Matenal
& Estimate
& Contract
“* Matrix
8 Expense
Equipment
& Chemical
* Employee
‘v Reports
-

e Alter the position from bottom until you achieve your desired results.

Program Settings - Billing

Optionz | Tax Fegion

Company

|hvoice Mezzage

Stub Text

Pavrment String

T ax Region

CoLinty
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Invoice - How to quickly enter payments for invoices with Quick Pay.

To quickly enter payments for a specific
invoice, make sure you are on the invoice
section.

e Left click on the specific invoice.

QT Il Unpaid | Current | 1230 | 3160 | &1
* Customer
= ‘ [ Mew | Edit | i O
=2 Schedule [rate |Fvoice D | Amount
8 Payment > 12805 =
=y Route 22105 24 $159
» Service 21805 |33 §2
i Material 218/05 42 $10
E Fctimata 218/05 52 $59

e Then Right click on theinvoice |

and a sub menu will appear.
LEFT click on the Quick Pay
option.

20.00
n0.o0
a5.00

i I Balance [ Cust 1D | Custamer Mame
55,00 K} Quick Pay s

Prink =

M Select the Quick Pay menu item
Edit

Delete

Ungenerate Invoice #1-2
Refresh Invoice #1-2

A payment window
will appear with the
invoice total entered

Payment | Credit Card |

Cuztnmer

in the payment
amount. Y ou can edit

The Payment dialog opens. [ Previous Balance: 35500
The invoice total is shown as

i . Acme Co.

this or click ok to el

mark thisinvoice paid. Payment
Check #:
Date Received: 343405 Deposit Date:  |3/3/05
Payrnert Method: | Cash A Deposit Later

Comment: |

I oice

[v Apply this payment ta a specific invoice

2] ﬂ

¢ 0K x Lancel |
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Invoice - When do you use the paid checkbox and when do you use the special check box?

!

The "payment checkbox" on the invoice page, marks the discount field equal to that of the invoice

balance.

Example: When might you used that? Say a customer pays you $99 when the invoice balance is $100.

Y ou may just want to waive the invoice then as being paid.

| rvoice

Imvaoice D ate:
Irvoice 10
P.O.#:

Due Date:

Paid [ ate:
[ Special

11/25/05

12/25/05

Lt

The "special checkbox" allows you to exclude that invoice from certain reports.

53



Invoice - How do | print out information of chemical applications on the invoice?

e To have your invoice print out information on the chemicals applied, make sure you have scheduled
your job to include chemical applications.

e  Check the option to print chemical information on the invoice. In the Options section, Billing button.

Program Settings - Billing

Frinting l fddress ] Yalues ]

|Fvoice

[v Digplay payment gtub on invoice [v Dizplay Comparny Mame ¢ Address on invoice
[ [ Hide Vertizal Linez on [nvoices

[ Digplay accounts receivable aging on invoice [v Digzplay barcode on invoices and statements

[w Digplay invoice total & amount due in line item area | v Dizgplay chemical application info on invoices

[ Usze company logo on invoices and estimates [w Digplay unit guantity & price for invoice ling ikems

e  Then when you print your invoice it should include the chemical information as highlighted in blue
below.

My Lawn Care Company

50 Any Street Invoice
Wy Towm, USA 09332
868-372-8547
myamail@yahoo.com CUSTOMER HO. !
INVOICE HO. 148
SLT0 INVOICE DATE 123108
Tom Jones DUE DATE / TERMS 1/30/06 (Net 30)
Acme Co AMOUNT DUE £308.75
100 Main 5t -
Your Town, MY 19832
DATE DESCRIPTION AMOUNT
Balance Forward 526975 |
Fropery #1 - 100 Man Street
122105 | Lawn Mowing and Ferilizer lication §39.00

ChardcaBpplicaticdnliormation:
Description: Lowvn Feed Chemical | Laown Feed Chenicnl {Lawm Feed)
Please seay oL F lavn for 24 hours.
Mizeure Ansunt: LLL (Cranulat)
Applicacicn Bate: 1Lb per L 5Q FT
Chemical: LavmFeedChenical
Amount Applied: none

Total for lvoice 1.8 §39.00
AMOUNT DUE £308.75
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Schedule

The basic function of the "Schedule" page isto create and review your scheduled jobs. At the top of the
Schedule window, you will see five main tabs: "Job Calendar", "Job Cluster", "Job List", "Completed
Jobs", and "Job Series." The "Job Calendar" tab allows you to enter information on each of your scheduled
jobs. Y ou will see database navigation buttons at top. Use the New, Edit, and Delete buttons to operate
your Schedule database.

At the center of the Schedule page window you see a calendar that allows you to view the days you have
jobs scheduled. A day that is colored green signifies an upcoming day of at least one scheduled job in it. A
day that is colored red signifies a day has passed which includes at least one job that wasn't marked as
completed. Y ou can right click on the calendar for additional scheduling options.

The bottom of this window will list upcoming jobs. Use the "Show Jobs for the highlighted" control to
choose to display jobs for the highlighted day, week, or month. Highlight different days of the calendar
with your mouse to view different job lists below the calendar.

If you don't want to schedule in each individual job and would instead like to quickly schedule a grouping
of Monday, Tuesday, W ednesday, etc. jobs all at one time, check out how to use the Job Clustersin the
next Schedule section.

Remember that the Gopher Barcode wand works with your schedule jobs sheets. To quickly mark jobs

complete at the end of the day simply scan across the unique bar code.

Frequently Ask Questions for the schedule section.

e How to enter anew scheduled job. Page - 56

e How to schedule a one time job. Page - 61

e Creating a4 or 5 Step, Lawn Application Program with the Gopher Job Series option. Page - 63

e How do | use Job Clusters? Page - 66

e How to delete ajob from the schedule? Page - 67

e Wheredo | add extra unscheduled jobs | have performed so | won't forget to bill the customer? Page -
68

e Can | schedule a material and service in the same process? Page - 56

e How can | postpone scheduled job? Page - 69

e  Where to place crew comments, for scheduled jobs? Page - 38

e How doi turn off the bar code in the schedule? Page - 15

e How to view acustomer's upcoming job dates. Page - 70

e How to order the customersin the schedule print out? Page - 78

e How to print your jobs. Page - 15

e Complete jobs for the wrong job date. What do | do now? Page - 71

e How to bill in advance. Page - 72

e How to set job start and finish times, in scheduled jobs? Page - 19

e What does the Job List Tab do? Page - 70

e How to print only select pages of your daily schedule. Page - 16

¢ | maintain a home owner's association house that | bill $100.00 per month on contract, but | also want
to schedule each cut. How do | do this? Page - 72
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Schedule - How to enter a new scheduled job.

M ake sure you are on the tab "Job Calendar."

Click the "New" button. Or use your mouse and right
click on the calendar day and choose to "schedule job."

[QIZ T T Job Calendar | Jab Cluster | Job List | Completed
* Customer =
E Invoice B e | | i
o] Gener.
Click the New button

< |

¢ Sun | Mon| Tue |Wed‘ Thu | Fri | Sat

. ET‘GHT 12 3 4 | &

SUlUEUS 7 &8 9 1o 1 o2

& Contract

“# Matrix

8 Expense
Equipment

L Chemical

13 14.15“18 19
ol 2Bl 2 = =
7

2

A "Please Select Customer for Scheduled "Please Select Customer for Scheduled Job E|

Job" window will appear. e

Use the drop down box in one of the three N — 3]

options to select a customer.

Click the "OK" button. asttiane =
Customer Mame: [Mike Hanson [% ~| ||

Tevi
v Hide Inactive Customers —

? Help

x Lancel

A "Step 2 of 8 - Service" window will appear.
"Job Description" - Choose a service from the
drop down box. The services that appear here are
those you have previously entered in the
"Service" page. Y ou can also typein a service
name such as Lawn Mowing.

Step 2 of 5 - Service

I
Click the OK button
3

Service | Material | Expense | Crem Comment | Private Comment |

Service
Service D [ Hide Ling Itam on Invaice

[Lawin Mowing

Job Dessription

&7

Job Details

M s Click the Next> button

? Help Cancel < Back Hest >

(Optional) You can also
schedule any materials needed
for thisjob by clicking on the
material tab.

Service

Step 2 of 7 - Service _

Service Material l Expense] Crew Eomment] Frivate Eomment]

Add Material | M aterial
¥

T Edit Material

|Qty |Subt0tal |4:

Delete Material
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Schedule - How to enter a new scheduled job.

(Optional) Schedule in your
expenses associated with this job.

Step 2 of 7 - Service

Service

Click the "Next" button at the
bottom of the window.

Continue to click the "Next" button past
the following windows "Equipment"”,
"Chemical Application" until you get to
the window "Frequency."

Choose the Custom tab.

"Interval" - If you service thislawn once a
week then leave the Interval at "1 -
Week(s)". If you service the lawn every
two weeks then set the Interval to "2 -
Week(s)". If you service the lawn once a
month then set the Interval to "1 -
Month(s)". If you service the lawn every
ten days then set the Interval to "10 -
Day(s)".

We also set the Requested Day to
Thursday.

Click the "Next" button at the bottom of
the window.

Review the Job Dates. Add or remove any
dates desired and click the Next button.

25 Main Streel =
Lawn Mowing =

Step 3 of 5 - Frequency

Schedule

”Schedule Tupe

" Simple " One-Time (% Custom " Series " Joh Cluster ‘

Previous Job Date:

Simplel One-Time  Custom | Series I Job E\usterl

[~ Scheduls Setup

StatDate:  [217/05 o] intersat [ 1 [weekis  +
FiishDate:  [10A0/5  ~|

[ Additional Schedule Option

[ Requested Day |

Minimum days between visits: I " Sun
Mok

Minimurn total wisits: I L
I~ Tue

Masimurn total visits:

M aximurn visits per month:

Earliest day of month to visit:

Click the Next > button \

st Recent Visit:

o
+ Help | Cancel | < Back I Mext » Finizh |
Step 4 of 5 - Dates g|
i~ Scheduled Job Date:

Add Job Date Job Date [Day Of week =
| | 74708 Thureday
Delete Job Date | |74 Thursday
| |7i2105 Thursday
| | 742805 Thursday
Build Dates | |B/a05 Thursday
| |B411405 Thursday
| |B418/05 Thursday
| |B/25/05 Thursday
| |941./05 Thursday
| |9/8/05 Thursday
| |9415405 Thursday
| |9/22/05 Thursday
| |9/28/05 Thursday

| 1046405 Thursday a3
| | 1013408 Thursday =
10420405 Thursda
[ Click the Next > button ]
7 Help | Cancel | < Back Finish
|
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Schedule - How to enter a new scheduled job.

Y ou should be on the "Billing" window now.
"Service Price" - Enter the fee for this service.

Step 5 of 5 - Billing

X)

Billrg ]
Biling Type
f* Standard (" Hourly " Area
Standard Billing
Service Price: $35.00
Hoaurly Billing
Hourly R ate: $0.00 ban Hours: il
Area Biling
Imit Price: | per | | ﬂ
Property Size | I |SII! FT j
- - o [ iZlick the Finish buttonJ
N
7 Help Cancel | < Back ‘ %J Firizh

Click the "Finished" button at the bottom of the window.

Y ou should now be back at the main " Schedule" page. Look at the calendar and you should see a day

that is green. Click on that day and you will see the job appear in the job list below the calendar.
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Schedule - How do | make my invoices automatically from scheduled jobs by generating them?

The generate button will combine all completed jobs, contracts, and auto-billing items that have been

created since the last time you have generated your invoices. Y ou can review your list of completed

jobs by clicking on the "Schedule" section of Gopher and then clicking on the "Completed Jobs Tab."

When you generate your
invoices, you have the option of
generating for all of your
customers, chosen billing

category customers, other

@ ﬂew\J | | ﬁ- | Erint.Ju:nbs |

7 D:umplete| éﬂ} | $ generatel

<> | EE— [
: | Click the Generate button

7 Help |

Sun | Mon| Tue ‘Wed‘ Thu | Fr

category customers, or a specific

customer.

e  First step isto be on the schedule 20

page and click on the Generate a7

button.

Remember: If you send out
your invoices once a month
at the end of the month, only
generate your invoices once
at the end of the month.

In this example we are going
to generate our invoices for

the month.

TSSO TOTar 10T TS West

12 3 4
§ 7 8 8 1 11 12
ERRIN BN 7 RERRE
z [ = =

Completed jobs total for February

Calendar Legend:

W Job |

Generate Automatic Invoices k

Thiz screen will create invoices for jobs that were scheduled & completed on the schedule screen.
The Line Item D ate Fange specifies which completed jobs will be included in the: new invoices.
The Invoice D ate specifies the [nvoice Date for the new invoices,

. For whom dao you want to generate invoices?
Irvoice Date: 2/15/2005 :l' i Al Customers ¢~ Other Categary
Line Item Drate R ange:

" Specific Customer
From 2115/2008 -
All Customers | Biling Category | Other Category SpecificCustomer]

2/15/2005 ~ ‘

™ Biling Category

Through
Include Al Customers

Thisonth | Today |
[~ Exclude customers who have been generated as recently as | 2/15/2008 -
La | S =——"de "Auto-Biling" itemz

. . e alljabs through "Through'" date lanare "From'” dat
1l Click the This Month button [ 3195 threuah Through” date llgnore "Fram” date]

de Inactive Customers

—eparate invoice for each property [multiple property customers)

x Cancel |

e Invoice Dateisthe date that will appear on the top of your invoice. Y ou can set this to whatever you

want. Line item date range determines which completed jobs will be included in this invoice.
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Schedule - How do | make my invoices automatically from scheduled jobs by generating them?

Separate Invoices for each property.

e If acustomer has multiple properties and wants a separate invoice for each property, check the

"Separate invoices" checkbox

Last Month Testerday ¥ Include "duta-Biling' items
¥ Include all jobs through "Through' date [lgnore "From'* date)

Thizs Week ;
b ¥ Include Inactive Customers

||7 Separate invoice for each property [multiple property u:ustu:umers]l

e Click ok when ready.

e If you had completed jobs for the correctly set a line item date range and customers chosen, you will

see this confirmation window, otherwise recheck your settings.

2 new invoice(s) created
o \_:/ Print new invaices now?

| |_=

Custarmers

i_lick the Yes button

for each pr

x Caticel |
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Schedule - How to schedule a one time job.

e |If you have a customer who calls and
wants you to schedule them for a one
time job, follow this example.

e Make sure you are on the schedule
section of Gopher and RIGHT click on
the day in the calendar.

e A sub menu will appear

e LEFT click on one-time job.

h Welcome
* Customer
H Invoice

8 Payment

& Route

» Service
Material

B Estimate

& Contract

“* Matrix

8 Expense
Equipment

& Chemical

* Employee

‘x Reports
Options

Jaob Calendar lJob Cluster] Job List] EompletedJobs] Ji

Een | | oo | 4
7 Qnmplete‘ {i’} | 8 ﬁenerate|
Q ﬂ |December ﬂ |2DDE ﬂ 0 tata
Sun | Mnn| Tue |W’ed| Thu | Fri | Sat B0
Canip
I 1 I 2 3 .
4 5 ” 7 ] q 10 L
Schedule Job
1 12 Dne-time Job
18 | 19
Complete Jobs len
23 26 2 Postpone Job ]
Delete all jobs on 12/6/05 L
Show Jobs for the
&+ Day ] Create Job Route =]

achedule Capacity Report

e A "Please Select Customer for Scheduled Job"
window will appear.

e Usethe drop down box in one of the three
options to select a customer.

e Click the "OK" button.

e A "Step 2 of 8 - Service" window will appear.

e "Job Description" - Choose a service from the
drop down box. The services that appear here
are those you have previously entered in the
"Service" page. Y ou can also typein a service

Job Date Rai

Please Select Customer for Scheduled Job
Customer ]

Customer ID:

Last Mame:

Customer Mame:

&)
—
K
‘Mike Hanzon [% j -

T

¥ Hide Inactive Customers

7 Help

x Cancel

I

Click the OK button

Step 2 of 5 - Service

Service D:

|Lawn Maowing

Job Description:

A7

Job Details:

name such as Lawn M owing.

e Click the "Next" button at the bottom of the

window.

M usd Click the Next > button

7 Help Cancel < Back Mext > |

e Continueto click the "Next" button past the following windows "Equipment", "Chemical Application"

until you get to the window "Frequency."
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Schedule - How to schedule a one time job.

On the Frequency
window, you should
be on the one-time tab

Step Hof 6 - Frequency

and the appropriate Schedule Schedule Type
date should already £ uency i Simple f One-Time  Custom " Seng
be entered. req

e Click next. r Simple  One-Time l I:ush:um] Seres ] Job Eluster]

when should this job ocour. 12421405 - |

[Thiz job will oocur only once]

Y ou should be on the "Billing" window now.
"Service Price" - Enter the fee for this service.

&

Step 5 of 5 - Billing

Billing ]
Billing Type
(o Standard " Howrly (" Area
Standard Billing
Service Price: $35.00
Haourly Billing
Howrly R ate: | £0.00 M an Hours: | ]
Area Billing
it Price: | per | | j
Froperty Size | ] |SI] FT j
. - T [ Click the Finish buttonj
N
¥ Help Cancel | < Back | %J Firizh

Click the "Finished" button at the bottom of the window.

Y ou should now be back at the main " Schedule" page. Look at the calendar and you should see a day
that is green. Click on that day and you will see the job appear in the job list below the calendar.
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Schedule - Creating a4 or 5 Step, Lawn Application Program.
Here is an example of entering a4 or 5 step lawn care application.
Step 1:

e Remember you can define the
number of stepsin your "Job
Series."

e Make sure you are on the
Schedule section of Gopher and
on the "Job Series" tab.

E Lawn Application 1,2,3.4 & Grub Contral

e Click the
"New" button. Job Series
e A "Job Series"

Lawn Application 1,2,3.4 & Grub Control

window will —— G O T s T
appear. This B e i SN |
window has ’—
three tabs, "Job el R
List" Lawn Application Found 1 2104
"Customer Grub D:nntl_cnl : 6/21./04 g
. " Lawn Application Aound 2 6 Weeks after Lawn Application Round 1
Assignment", e s
. . Lawn Application Round 3 B 'Weeks after Lawn Application Round 2
and "Series T R
. Lawn Application Found 4 G 'weeks after Lawn Application Round 3
Description.
e "Job Series Series Job Definiti ]
Name" - Enter ETEF T =
your sefies
description, e e
such as = T
Established I I
lawn with
weeds.'
e Click onthe
"Job List" tab.

e Click the "New Job" button.
e A "Series Job Definition" window will appear.

e "Service D" - Use the drop down box to choose a service that you previously entered into the
"Service" page located on the green navigation bar. For our example we will choose the first
application in our "Job Series" as'Crab Grass Preventer and Lawn Food.'

e "|[tem Name" - Thisfield will be filled in automatically however you can edit this or add to the name.

e "Default Job Date" - Choose the default date for this first step. Y ou may want to choose the end of
March.

e Click the"OK" button.
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Schedule - Creating a4 or 5 Step, Lawn Application Program.
Step 2:

e Youwill find yourself back at the "Job List" tab. We have completed step one in our example "Job
Series", let's continue on to step two.
e Stay onthe"Job

Sernies Job Definition

List" tab.
e Click the"New
Job" button.
e The"Series Job ﬂ
Definition"

Lawn Application Round 1 |—

window will re-
appear.

e "ServicelD" -
This time we will choose the second step of our example "Job Series" which will be the service of
applying 'Weed Killer and Lawn Fertilizer.'

e "ltem Name" - Thisfield will show that the service of 'Weed Killer and Lawn Fertilizer' has been
chosen.

e "Schedule Job To Occur” - Let us choose '2 M onth(s)' after the following job is completed.

e Inthedrop down box below let us choose the 1st step in our series that we had just entered which was
‘Crabgrass Preventer and Lawn Food.'

e Next we have the option to set a "Default Date" or use the fields ("No earlier than" in addition to "No
later than.") For this example | will do the following

e "Default Job Date" - | will leave this blank. (use this when you want to set a specific date for the job to
be performed.)

e "No Earlier Than" - | will set this date to the beginning of May.

e "No Later Than" - | will set this date to the beginning of June.

e Click the "OK" button.

Step 3. Series Job Definition
GRUB COMTROL

e Youwill
find ————————————————————
yourself il e 516/04 |
ey P R pencl
the "Jo
List" tab, 5403 |
We have
complete

d step two in our example "Job Series’, let's continue on to step three.
e Stay onthe"Job List" tab.
e Click the "New Job" button.
e The"Series Job Definition" window will re-appear.
e  Grub Control Example
e Choose the Service ID from a service you have already entered into your Service section of Gopher.
e Enter the Item Name.
e Choose a Default Date. (optional *)
e Choose aNo Earlier Than Date. (optional *)
e Choose aNo Later Than Date. (optional *)
e optional - You can use a default date with no (earlier or later than date) or
e usethe (earlier or later than date) with no default date or Use them all.
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Schedule - Creating a4 or 5 Step, Lawn Application Program.
Step 4:

e Youwill find yourself back at the "Job List" tab. We have completed step three in our example "Job
Series", let's continue on to step four.

e Stay onthe"Job List" tab.

e Click the "New Job" button.

e The"Series Job Definition" window will re-appear.

e "ServiceID" - Thistime we will choose the fourth step of our example "Job Series" which will be the
service of applying 'Winterizer.'

e "ltem Name" - Thisfield will show that the service 'Winterizer' has been chosen.

e "Schedule Job To Occur" - Let us choose '2 Month(s)' after the following job is completed.

e Inthe drop down box below let us choose the 3rd step in our series that we had just entered, which was
‘Lawn Food.'

e Next we have the option to set a "Default Date" or use the fields ("No earlier than" in addition to "No
later than.") For this example | will do the following

e "Default Job Date" - | will leave this blank. (use this when you want to set a specific date for the job to
be performed.)

e "No Earlier Than" - | will set this date to the beginning of September.

e "No Later Than" - | will set this date to the beginning of October.

e Click the "OK" button.

e Click on the "Customer Assignment" tab.

e Click the "Assign Job Series" button.

e A "Select Customer" window will appear.

e Choose the Customer.

e Click the "OK" button.

e  Select the start date for this customer.

e Click the "OK" button.

e Click on the "Series Description" tab.

e You can enter a detailed description of this"Job Series" here.

e Click the "OK" button.
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Schedule - How do | use Job Clusters?

The Job Cluster Schedule option is a great way to schedule many jobs at once say for instance if all of
your Monday customers are the same or all your Tuesday customers are, etc etc..

M ake sure you are on the "Job Cluster" tab, located on the Schedule page.

Click the "New" button.

A "Job Cluster" window will appear. This window has four tabs: "Schedule", "Default Services",
"Customer List", and Assigned Jobs."

"Job Cluster Name"
- Enter the name of

the route.

Click on the

"Schedule" tab.

"Cluster Day" - uri Step 1. Enter Job Cluster Name

Choose the day this

route will alwaysbe  § ' | Dot Servoes | Customer st | pssignediobs]
scheduled on. !

— W Step 5. Edit the assigned jobs as needed.

Choose "None" if
you want the option
to schedule this
route on demand Step 2. Choose the Service Day
regardless of day,
such asin the case
of snowplowing.
"Disable Cluster" -
Check this box to
disable this Cluster.
Possibly at the end
of your servicing
season. It will stop
scheduling the job
clusters.

"Assign Crew" - Use this button to choose the crew to perform this "Job Cluster."

"Set Next Date" - Use this button to set the next date this Cluster is to be performed.

Click on the "Default Services" tab.

"Add Service" - Use this to button to add a default service to this "Job Cluster."

Click on the "Customer List" tab.

"Add Customer" - Use this button to add customers to this "Job Cluster."

Click on the "Assigned Jobs" tab.

Y ou can review all the jobs that are scheduled for this*Job Cluster" on this tab. Y ou can also add, edit
and delete jobs.

"New Jobs" - Use this button to add extra jobs for this "Job Cluster" that are customer specific. For
example, if thisis a snowplow job cluster, you can also make sure that certain customers who request
sanding or salting have that job scheduled along with their snowplowing.

Click the "OK" button.

If you have created your new "Job Cluster" with a assigned date, you should see a day that is green on
your "Job Calendar" tab. Click on that assigned day and you will see the jobs appear in the job list
below the calendar.

Snow Plowing or Fall Clean up idea: Another use for Job Clustersis for snow plowing. Y ou can set
up the clients you plow and what specific services they receive. Set the cluster day to None (not
scheduled) and click the Disable Cluster checkbox. When it snows, click the Set Next Date button and
choose the day it is snowing. Y ou will immediately populate your schedule with all the customers that
need to be serviced.

Step 4. Choose the customers that will be serviced this day.

Step 3. Choose the default services or which services will be performed
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Schedule - How to delete ajob from the schedule?

When you click on the delete button in your schedule page, you have the option to delete either the day's
job or all the future job records.

e Step 1. Highlight the job day you want to delete records for.
e Step 2. If you want to delete a specific job from the day, highlight that in the list below the calendar
and click the delete button.

Edit T Delete Erint Jobsz

¢ Qnmpletel &% Postpone | $ Generate 7 Help

il_}“-'*'-l:'fi' =l IEUUE %] 1 total job for Wedne:

Completed jobs tatal f

4

Sun | Mon | Tue |wWed| Thu | Fri | Sat

Completed jobs total f
Completed jobs tatal f

Calendar Legend:

W Job

— O Late Job
—Show Jobs for the highlighted

i+ Day i wieek = Manth DF'DStF'DﬂEdl

e Step 3. Choose if you want to delete ALL records of thisjob so it will not appear again or job this
instance of the job.

Delete Job |

Delete thiz job?
Customer: Companynanme

Description: chemical

Delete D ate "4/5/05" Delete Entire Job Becord




Schedule - Where do | add extra unscheduled jobs | have performed so | won't forget to bill the customer?

Question: What does the "Completed Jobs" tab do?

Answer: It allows you to review all jobs that you have marked as being completed on your "Job Calendar"
but haven't been "

Generated" into invoices yet. Y ou can Add, Edit, or Delete "Completed Jobs" as needed.

e You may want to add additional jobs here that were not scheduled but you want to appear on the next
invoice. For instance if while you are on ajob site a customer asks you to do an additional service.
When you get back to your office you can add the job here so you won't forget to bill them for it.

(RG] (9 Job Calendar | Job Cluster | Job List  Completed ansl\lJc.b Series |
* Customer - | e 8]
% Invoice Add Service | Add Material | P ]% ) ﬂ Delete | T Help |
=_: Date | Cuztomer | Froperty | Dezcription
5‘3 PEI}"IT'IEFI'[' L 2A17/05 Mike Hanzon 782 Marth Place Lawn kowing
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Schedule — Postpone Jobs.

Y ou can postpone a days jobs by
clicking on the day on your calendar

and then clicking the postpone
button to select a new day.

o I:::umpletel Eﬂ} Foztpone

ﬂ Delete

£ Generate

. =] Edit

il _}l I December

| feo05 2] 1

To postpone ALL jobsfor the day
Use the drag and drop method

Click and hold down your mouse on the day you
want to reschedule all of your jobs from. The
graphical example will show moving jobs from the
25th to the 24th.

Release the mouse button over the day you want
your jobs moved to.

Y ou will now see the jobs appear on the new day.

To postponea SINGLE job for the day

Or you can click on the day and your days jobs will
appear below the calendar.

drop that job onto the new day you want the job
assigned to.

Question: What if it rains afew daysin arow and you
don't want the job to be scheduled twice on the same
week?"

Answer: When you schedule your jobs, you can use the
Custom job type and then this will give you the option to
have a specific minimum number of days between this
job. You could set the minimum number of days
between the job to 7 days, for example.

Then click on a specific job in your job list, drag and

Sun | Mon | Tue |Wed| Thu | Fri | Sat £
Co

1 3
Cn

Hiob |
[ ————— O Late Jab
(] (] o [ Postponed

100 Main Str P,

8/25/04 tAal Company MNare

To reschedule all jobs from one day
to another, click on the day and hold
the mouse button down to drag it to
another day. For this example, from
the 25th to the 24th.

C
M Late Joh

_|:| Postponed

FAIN

To reschedule a single job with drag
and drop, click on the job and hold
the mouse button down until you are
over the new job date.
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Schedule — How to view a customer's upcoming job dates.

Schedule Job List Tab

Question : What does the "Job List" tab do?

Answer: The"Job List" tab allows you to review "Scheduled Jobs" and "Upcoming Job Dates." Y ou can
Add or Delete "Upcoming Job Dates." Y ou can also Edit or Delete " Scheduled Jobs."

Y ou can then highlight and manipulate the jobs as needed.

Choose ajob in the "Scheduled Jobs" list and the jobs "Upcoming Job Dates" will appear on the right.

h Welcome Job Calendar ] Job Cluster  Jab List l Completed Jobs ] Job Series ]
* Customer
% Trrvisfiars Scheduled Jobz Upzaming Job D ate:
[T F lected job

e Edit Job ‘ T Delete Job ‘ Mazs Reschedule ‘ Ipdate Prices ‘ E'P,t,'cur:g:.l, (For selected job)
= [ Mew Date
ES Payment Route |Eustnmer |Last M ame | Froperty |.J|:|b Description ~
£ Rout_e [MaIN Acme Co, Jones Property #2 - 786 Mour Lawn Mawing ‘ﬂ‘ Delete Date
» Service bAIM Acme Co. Jones Froperty #1 - 100 Main Lawn Mowing

Material » Propery 1 - 100 Main] Lawn Mowing Job Date E
B Estimate _|MAIN Pete Thomas Thomas | 34 Main Strest L Maowing L 12/2/03
& Contract _|MAIN Chiis Walker W alker 933 Ocean fve Lawn Mowing

M ass Reschedule button - Highlight jobs in your scheduled jobs list. To Highlight multiple jobs at once,
hold down your ctrl key as you click on jobs or use your shift key. When you have chosen the jobs you
want to reschedule, click the mass reschedule button and then it will allow you to choose a new start and
end date for these jobs. Use this at the beginning of the season to reschedule your jobs from the past year.
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Schedule - Complete jobs for the wrong job date. What do | do now?

If you have accidentally completed jobs on the wrong day in your schedule. Y ou can do a couple of things
to resolve this.

1. Go into your Completed Jobs Tab (p.68) in the Schedule page and edit the job to reflect the correct
completed job date.

2. Delete (p.67) the completed jobs and reschedule them.
e Usetheonetimejob (p.61) schedule feature.
e or

e Edit that job in your schedule to include the date missed and click the Build Dates button.
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Schedule - How to bill in advance.

Create an auto billing (p.24) line item which will say something to the effect of monthly maintenance
fee. Auto billing items are added to your invoice when you generate.

Then schedule (p.56) your weekly cuts as you normally would with a fee of $0.00, so that you don't
double bill your customers.

At the end of the month or the beginning, generate your invoices. Y our invoice will then have aline
item that will show a monthly maintenance fee for the upcoming month and the dates you had
previously serviced their lawn.

Here is an example of the invoice you could create.

oo 1 T, T | o
The customer will see each date of the lawn
mowing. There is no charge for each cut.
DATE DESCRIPTION ' AMOUNT
Balance Forward $105.00
311003 | Lawn Mowing
FAT05 | Lawn Wowing
F24/05 | Lawn Mowing
3531405 | Lawn Mowing
3/31/05 | Manthly maintenance for April 225,00
Total for Invoice #56 225,00
AMOUNT DUE $330.00
DATE DESCRIPTION AMOUNT
Balance Forward §105.00
FA0J05 | Lawn Mowing
FATOE | Lavwn Wloweing
3/24/05 | Lawn Mowing
3/3105 | Lawn Mowing
[ 373105 | Monthly rmaintenance for April $225.00
Total for Invoice #56 22500
AMOUNT DUE $330.00
This auto-billing ling item shows the monthly maintenance
fee for NEXT month which is April.
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Schedule - What does the Job List Tab do?

Question : What does the "Job List" tab do?

Answer: The"Job List" tab allows you to review "Scheduled Jobs" and "Upcoming Job Dates." Y ou can
Add or Delete "Upcoming Job Dates." Y ou can also Edit or Delete " Scheduled Jobs."

e Choose ajob in the "Scheduled Jobs" list and the jobs "Upcoming Job Dates" will appear on the right.
Y ou can then highlight and manipulate the jobs as needed.

h Welcome Job Calendar ] Job Cluster  Jab List l Completed Jobs ] Job Series ]
Cus’r_omer Scheduled Jobs
& Invoice .
w5 Edit Job ‘ ﬂ Delete Job ‘ Mass Reschedule ‘ Lpdate Prices ‘ E‘P,tfcur:g:.l,
53 Payment Route |Eustnmer |Last M ame | Froperty |.J|:|b Description ~
£ Rout_e | MAIN Acme Co. Jones Froperty #2 - 786 Mour Lawn Mowing
Service bAIM Acme Co. Jones Froperty #1 - 100 Main Lawn Mowing
;. Material b Bs Property #1 - 100 Main| Lawr ls]
B Estimate | MAIN Pate Thomas Thomaz | 34 Main Street Lawan Mawing
B Contract _|MAIN Chrig ' alker ‘i alker 933 Ocean Ave Lavin Mowing

Upzaming Job D ate:
[For selected job]

[ Mew Date

ﬂ Delete D ate

Job Date |f

[h.d

12/2/05
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Payment

The basic function of the "Payment" page is to enter payments you receive from customers. The simplest
way to enter paymentsis by using the Gopher Bar Code Scanner to scan in bar codes on your payment
stubs.

Frequently Ask Questions for the payment section.

e How to enter a new payment. Page - 75
e How to use Quick Pay to enter your payments. Page - 52
e How to use the Bar Code Scanner to enter your payments. Page - 76

® How to set payment terms. Page - 26
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Payment - Entering a new Payment.

e Remember you can use Quick Pay (p.52) to enter your payments or follow the
example below.
e Make sure you are on the tab "Payment List."

® Click the "New" button

e A "Payment" window will appear. [Payment
This window has two tabs: "Payment" ;
and "Credit Card."

e Click on the "Payment" tab.

e Click onthe "Customer Search" button and choose a customer.

Please select customer for payment record

e "Amount" - Enter the amount of the payment.

T

I

e There are three colors associated with the "Amount." The color square gives you a quick visualization
if the "Amount" entered matches the exact amount owed in a previous invoice.

¢ Red means no payment has been entered.

e Yellow means the "Amount” does NOT match an unpaid invoice.

e Green meansthe "Amount” matches an unpaid invoice.

e Click the "OK" button.
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Payment - How to use the Bar Code Scanner to enter your payments.

How to get the barcode scanner working.

First thing you need to do is go to the Options page at the
bottom of the green bar that runs along the left side of
your program.

Click on the register Gopher button.

Click on the modules tab and enter the barcode
registration number that was sent to you in your invoice.
M ake sure you have the barcode plug hooked into the Y
connector with the keyboard and then into the keyboard
input.

Click on your schedule section of the program, click the complete button, then the some jobs button,
then scan across the job sheets to mark the jobs complete.

What do you do if your customers don't send back their payment stub? What will you scan in? Use the
upcoming payments report.

Y ou can toggle the barcode printing on the schedule page within the options section.

Scheduled Jobs Thursday. February 17, 2005
CREW: Main Crew

|ROUTE: Main Route |

1) CUSTOMER: Mike Hansaon (782 Marth Place, 782 Morth Flace Your Town, AZ)
Phone: g858-239-0192
Job Description: Lawn Mowing

Job Tirme: Start Tirme: Finish Tirne:

Here is a sample how your daily job sheets will look.

To enter your payments, click on the

payment section and click the scan lrvoice Mo 1-6
button, then scan your payment
barcodes! Customer fcme co.

Amount Due | $269.75

Payment §

LU
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Route

The basic function of the "Route" page is to set up a geographic grouping of customers to be serviced by a
crew. In most cases, you will have one route per crew. At the top of the Route window, you will see two
main tabs: "Route List" and "Crew List." Y ou will see database navigation buttons at top. Use the New,
Edit, and Delete buttons to operate your Route database.

The order in which your customers are set in the Route page is the order they are printed out in your daily
job schedules. Order the customers as if you were going to visit one after the other straight through the
entire route.

Frequently Ask Questions for the route section.

e How to enter a new route. Page - 78
e How do | order customersin job sheets? Page - 8
e | want to print out areport of my routes and the customers in each route. Page - 119
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Route - How to enter a new route.

Remember: The order in which your customers are set in the Route page is the order they are printed out

in your daily job schedules. Order the customers as if you were going to visit one after the other straight
through the entire route. Normally you will have 1 route per crew.

e Make sure you are on the tab "Route List."

e Click the "New" button.

e A "Geographic Route" window will
appear. This window has two tabs:
"Route" and "Crew Assignment."

e Click on the "Route" tab.

e "Route|D" - Enter aroute ID for
example: 'North Route' or 'route 1.

e "Description" - Enter a description for
this route. Ex. "northern side of town."

e "Crew" - Usethe drop down box to
apply acrew if applicable.

e Highlight properties from the "All Other
Properties” list and use the Red Arrow
buttons to move the properties up to the
"Current Route" list that will be
included in this route.

® When you have moved up all the

properties that will be serviced into the " Current
Route" list, use the "First", "Prior", "Next", and
"Last" buttons to order the property list in

geographic order.

0 ROUTE
LI OTHER ROUTE
Il CURRENT ROUTE

® Oryou can drag and drop the
customers into their proper
geographic position.

e Click the "OK" button.

e "Clear Route" button - Thiswill
remove all the propertiesin the
"Current Route" list.

® "Show Addresses" button - This will
show the address of the propertiesin
your list.

Route | Crew Asslgnmentl

RouteD:  [MAIN @ NO ROUTE]
Description:: IMain Foute [JOTHER RO
Crew: |MainCraw LI B CURRENT

Current Route - Property Listing m First E Frrior m ﬂaxtl

1.Acme Co 100 Main 5t

2. Chris wdker 934 Dcean dve

3 Pete Th@as 34 Main Street

Drrag and drop your customers into thelr proper geographic order
Remember to arder the route as ifyou were going to drive through the
entire raute in one day. The way you order the route here will effect the

orderyour daily jobs are printed.

All Other Properties L 2 lf ClearRoute | [ Show Addresses




Service

The basic function of the "Service" page isto set up the listing of services your company provides. At the
top of the Service window, you will see one tab: "Service List." Use the New, Edit, and Delete buttons to

operate your Service database.

Frequently Ask Questions for the service section.

e How to enter anew Service. Page - 80
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Service - How to enter a new service.

M ake sure you are on the tab "Service List."

Click the "New" button.

A "Service Setup" window will appear. This
window has four tabs: "Service", "Customer

Prices", "Comment" and "Chemical."

Click on the "Service" tab.

"Service ID" - Enter the Service ID.
"Service Description" - Enter the description
of the service.

"Billing Option" - Choose "Flat-Rate."
"Standard Price" - Enter the default price for

this service or leave it blank.

h Welcome
* Customer

H Invoice

% Schedule

8 Payment
& Route

Service List |
0 New | 5] Edt | 1 ge|ete|
Service |D | Service Description

M| DEFAULT Default Service

|| LAWNMOW! Lawr Mawing

| |'TARDCLEA Yard Clearme

Click on the Customer Prices tab and click

the new button.

Cust D | Custamer

L 1 Acme Co.

Click the

MNew Price button

Delete Price |

Here is where you will set this service's

specific price for each customer.

Click the "OK" button.

Customer Service Setup

Customer Info
Customer D! 5

Customer MName:  Mike Hanson

Praperty [782 North Flace

Service I Cormment | Tas |

Biling Option
’7(: Flat-Rate

" Hourly

i frea

[ Service Info

Service D LAW/NMOW]

Description: ILawn awing

Details:

Flat Rate Billing
’7 Standard Frice:

Houry Biling—————

Hourly Rate:
l—

Average Labor Hours:

Area Billing
Unit Price; per ‘
Unit Area: 1 FA{

L
v 0K

X Cancel

Click the QK bLtton

L
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Materia

The basic function of the "M aterial" page is to set up the listing of materials your company provides and
keep track of inventory. At the top of the M aterial window, you will see three tabs: "Inventory List",

"Vendor", and "Unit of Measure." Use the New, Edit, and Delete buttons to operate your material database.

Frequently Ask Questions for the material section.

e How to enter anew Material. Page - 82
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M aterial - How to enter a new material.

Click on the M aterial section.

M ake sure you are on the tab "Inventory List."

Click on the "New" button.

A "Material Setup" window will
appear. This window has seven tabs:
"Main", "Cost", "History",
"Chemical", "Customer Prices",

"Comment", and "V endor."

Click on the "Main" tab.

"Material ID" - Enter a material ID.

MULCH

T

"Material Description" - Enter a description of this material.
"Customer Price / Unit" - Enter the price of the +20.00 |
oo —

material.

"Default Quantity" - Enter the default quantity of this

material.

"Collect Tax" - Check this box if salestax isto
be applied to this material ."

Click the "OK™" button.



Estimate

The basic function of the "Estimate" page is to create estimates to present your customers to sign. Y ou can
add text in the estimate to make it a legally binding contract. At the top of the Estimate window, you will

see one tab: "Estimate List." Use the New, Edit, and Delete buttons to operate your estimate database.

The "Convert To Invoice" button allows you convert a highlighted estimate into an invoice. Simply
highlight the estimate in your list that you want to convert to an invoice and click the "Convert To Invoice"
button.

The "Set Defaults" button (p.85) allows you to set up default settings for your estimates so you don't have
to repeat the same information every time you create an estimate. To set the defaults follow the example
below.

The "Clear Defaults" button, allows you to clear the defaults you have previously entered.

Remember : Y ou can set default values (p.85) so you don't have to re-enter the same data every time.

Frequently Ask Questions for the estimate section.

e How to enter anew Estimate. Page - 84
e Sample estimate header / footer wording? Page - 85
e How can | change the estimate title? Page 85

e How to set estimate defaults. Page - 85
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Estimate - How to enter a new estimate.

M ake sure you are on the estimate section of Gopher and the estimate list tab.
Click on the "New" button.

A "Select Customer for New Estimate" window will appear.

Choose the customer.

An "Estimate" window will appear.
"Estimate Date" - The date this
estimate is created.

"Estimate ID" - The unique ID for this
estimate.

"Expiration Date" - The date the
estimate is valid for.

"Property" - Choose a property this

estimate applies to.

"Estimate Description” - Enter a

description for this estimate.

"Sales Rep" - Use the drop down box to choose the sales rep associated with this estimate.
"Estimate Title" - Enter the title of this estimate.

"Hide Subtotal, Tax and Total" check box - Check this box if you want to hide the subtotal, tax and
total on the estimate printout.

"Display checkboxes" - Thiswill show a box to the left of each line item, so the customer can check
which items they have approved.

Below you will see five tabs: "Item", "Comment", "Top", "Bottom", and "Agreement."

Click on the "ltems" tab.
Click on the "Add" button.

Choose to add either a"Service" or a"Material."

Click the "OK" button.

Y ou will find yourself back at the "Estimate”
window.

e Click the "OK™" button again.

Cancel Hew Line ltem
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Estimate — Default settings.

Set default values so you don't have to re-enter the same data every time.

Ex. Setting defaults for your estimate.

Click on the "Set Defaults" button.

An "Estimate" window will appear.

This window has five tabs: "Item", "Comment", "Top", "Bottom", and "Agreement."

Click on the "Top" tab.

"Top Header" - Enter the Top Header. This will appear as a bold line of text above the line items.
"Top Details" - Enter the Top Details. This will appear below the header and isindented as well asin
normal text.

This would appear on your estimate in the highlighted RED area below.

[tems ]Egmment Top lﬁuttom] ggreementl

Top Header: |T|:||:| Header

Top Details: We hereby submit specifications and estimates for:

W'e propose hereby to furnizh material and labor - complete in accordance with abowe specifications, for the sum of:

Click on the "Bottom" tab.

"Bottom Header" - Enter the Bottom Header. This will appear as a bold line of text below the line
items.

"Bottom Details" - Enter the Bottom Details. This will appear below the header and is indented as well
asin normal text.

This would appear on your estimate in the highlighted YEL L OW area below.

it ] Top

} Agreement ]

|E|:|tt|:|m Header

All maternial iz quaranteed to be az specified. All work, to be completed in a workmanlike manner according to standard
practices. Any alkeration or deviation from above specifications invalving extra costs will be executed only upon written orders,
and will become an extra charge over and above the estimate. All agreements contingant upon strikes, accidents or delays
bepand our contral. Qwner to cary fire, tormado and ather necesszan insurance. Our workers are fully covered by wiorkman's
Compenzation [nsurance.

Arcceptance of Propozal - The above prices, specifications and conditions are zatizfactory and are hereby accepted. vYou are
authaorized to do the waork, az specified. Paymentz will be made az outlined above.
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Estimate — Default settings.

e Click on the "Agreement" tab.

e "Signature Line (Bottom Left):" - Enter the text that will appear below the bottom left signature line.

e "Signature Line (Bottom Right):" - Enter the text that will appear below the bottom right signature line.

e Hereissome sample wording you can use for the AGREEMENT section.

e Thiswould appear on your estimate in the highlighted GREEN area below.

Itemns ] Egmmentl Top l Bottom  Adreement l

Approval:

Approval Date:
Approved By

Signature Line [Bottom Left):

Signature Line [Bottom Right):

|Eustomer Signature

|Yl:|ur Company Signature

e Thisishow your sample estimate would appear.

My Lawn Care Company
50 Any Street

by Town, USA 09832
888-372-8547
myemail@yahoo.com

CUSTOMER

Acme Co.
100 Main St
Your Town, MY 19832

Top Header
YWe hereby submit specifications and estimates for:

| Estimate Title

CUSTOMER NO. 1

PHONE 8884820931
ESTIMATE TITLE NO. 1-120505
ESTIMATE TITLE DATE 12/5/05

YWe propose hereby to furnish material and labor - complete in accordance with above specifications, for the sum

of:
Description Qty Unit Price Amount
Lawn Mowing $39.00
Total $32.00

Bottom Header

Customer Signature

All material is guaranteed to be as specified. All work to be completed in & workmanlike manner according to
standard practices. Any alteration or deviation from above specifications invalving extra costs will be executed only
upon written orders, and will becorme an extra charge over and above the estimate. All agreements contingant
upon strikes, accidents or delays beyond our control. Cwner to carry fire, tornado and other necessary insurance.
Qur workers are fully covered by Workman's Compensation Insurance.

Acceptance of Proposal - The above prices, specifications and conditions are satisfactory and are hereby
accepted. You are authorized to do the wark as specified. Payments will be made as outlined above.

Your Company Signature
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Contract

The contract feature is used when you are going to charge a customer a flat rate fee each month regardless

of how often you service them that month. It has a begin and end date.

Y ou wouldn't use the contract feature to present your customers with something to sign. For that you would

do is use the estimate feature (p.83).

Y ou would use the contract feature in Gopher when you charge a customer a flat service fee every month
regardless of how often you service their property. At the top of the Contract window, you will see one tab:
"Contract List." Use the New, Edit, and Delete buttons to operate your contract database. At the bottom of

the screen you can use the "Sort Contract List By" drop down box to sort your contract list.
Lostame &

The Contract feature is similar to the Auto-Billing feature located in the Customer page, except that a

Contract has a set start date and end date.

Frequently Ask Questions for the contracts section.

Question: Will setting up a contract automatically schedule that customer into my scheduled jobs?
Answer: No. Creating a contract does not schedule ajob. To schedule ajob associated with a contract
follow the example on the "Schedule" (p.55) page in this manual. When you schedule a job associated with

a contract, set the schedule job price to $0.00 so the customer isn't double billed.

e How to enter anew Contract. Page - 88

e Contracted Services...How to example? Page - 90

e How to use the Contract 'Special Fields' example. Page - 91
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Contract - How to enter a new Contract.

e Make sure you are on the tab "Contract List."

e Click onthe "New" button.

e A "Select Customer for New Contract" window will appear.

° Choose the customer. .Er_'lm_'l customed for new contract

e Click the "OK" button.

e A "Contract" window will

appear.

e "Property" - Use the drop down box to choose a property if this 15 Main St

customer has multiple properties.

e Click on the "Contract Definition" tab.

e "Contract ID" - Enter a contract ID.

e "Lineltem Description" - Use the drop down box to choose a line item description or type in your
own. Note the "Special Fields" at the right of the window. Y ou can use these "Special Fields" to
customize your description, remember that you must type them in the exact way they appear on the

right. A Special Field of @@M will insert the current month's name in it's place.
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Contract - How to enter a new Contract.

[
kanthly service fee -
Service fee for (@M
b aintenance fee for the month of (0@
Service fee for the month of (2idzaki

e "Lineltem Details" - Use thisfield to enter alonger detail for

your contract.

e "Service Price" - Enter the service price for the contract.

e "Material Price" - Enter the material price for the contract.

e Click on the "Billing Frequency" tab.

e "Bill contract every" - Choose (1 Month) if you want to
bill this contract once a month.

e "First Billing Date" - Choose the first date you want this

customer billed for this contract.

e "Last Billing Date" - Choose the last date you want this
customer billed for this contract.

e "Number of Billings" - This field will be generated by calculating the difference in your first and last
billing dates. Y ou can also edit this field.

e For example: Say a customer calls up and tells you they want you to perform a contract service but
only want to be billed X amount of times. Y ou can set the frequency, start date and then enter the
"number of billings". Build the contract dates by clicking on the button and you are all set.

e "Bill on the last day of the month" check box - Check this box if you want this contract to be generated

o elesdeyotthemont

e "Generate Contract Dates" button - Click this button to
recalculate the "Contract Billing" dates if you have
manipulated the dates.

e "Edit Date" - Click this button to edit a highlighted " Contract

Billing" entry.
e "Delete Date" - Click this button to delete a highlighted "Contract
Billing" entry.
e Click the "Comments" tab.

e "Private Comment" - Enter a private comment for this contract.



Contract - Contracted Services...How to example?

Question: | have a Home Owners Association that has multiple houses for only one hilling. Thisis
contracted in 12 equal payments with full service lawn maintenance. How do | individualize each
property and the work performed for a given month and keep the price set at the same for that property.
For example: | have set each property to show the standard monthly charge with a service ID of Lawn
Mowing Service. But, on the off season I'm not mowing and the price is still the same. | don't want the
bill to say Lawn Mowing Service. How can | do this to show that | trimmed the hedges and other stuff
with the contracted price remaining the same.

Answer: You can schedule in these jobs and make the job fee $0.00. Then have your monthly contract

description say something to the effect of 'monthly contract service.'
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Contract - Contracts Special Fields Example.

Using the Contract 'Special Fields' to create a contract billing line item that might say "M onthly

contract for APRIL # 3 of

8 billings."

Step 1. In this example we will create a monthly contract line item that will appear in the customer’s

invoice as "M onthly M aintenance Fee - March - Contract #3 of 7 total bills".

theIr:nme

Customer
Ei Invoice

hedule

Cartrack List |
ng| e | ﬂgeme| 7 Hep |
Carract ID iD escriphon ll:ust ] ]Cuﬂu‘nn Hame

[

& Expense
F auinmen

In this example, we want to créate a monthly contract ling itern that reads
"Manthly maintenance fee - March - Contract # 3 of T total bills.”
With Gopher automatically changing the month name and the number count
of this specific biling in it's series.

Step 2. Make sure you are

Contract section and click

button. Then choose the customer this

contract is for.

Step 3. The Contract
window will appear. The
Special Fields are shown
on the right side of this
window. We can use them
however we need to in
order to achieve our
desired resultsin the Line
Item Description.
Remember to enter a
Service Price. That is how
much the contract line

item will charge.

Select customer for new contract El

on the Customer ]
the New Custarner [D: -
Last M.arme: |J0nes % _'.J
Custorner Mame: |Acme Co. _:.J
[~ Hide Inactive Customers
‘7 Help | o 0K I XK Cancel ]
I,
FCIickthe OK button
Contract g|
Cugtoemer
Cugtomer I0: 1
Cugtomer Mame:  Acme Co.
Propesy: | 100 Main 51, ~]
Conlbract Definition iBili‘quAml Comwts!
Contract ID:
i it [ ; foe - @@H - Coiact § @8 of G@T total bl e
Lirse ltem Description: | anthly mankenance fee - G0EM - act § BEH o @ET tola :_l et
Line lhem Details: EEN - Nest Morth
Motice howwe can mix and e Mot
match the Special Fields to get @ET - Tokal # of Dilings
our desired result @@ - Ihem Number
@@ - Total Contract Prica
Service Price: ,— [w Tax $0.00 (216 - Singls ltsm Frica
Makesial Price: ¥ Tau2 $0.00
Subsotat $0.00 Total: $0.00
Matbe: Conbract Price is charged every time cortract iz biled. T Help E ’W‘ X Cancel |




Contract - Contracts Special Fields Example.

Step 4. Click on the Billing Tab. Set the Bill Contract Every field and then choose the First Billing
Date and Last Billing Date along with the Number Of Billings. Click the OK button when finished.

Contract Defiriion  Billng Frequency | Comments |

Bl confract envery [_I Marith 'I
FistBiling Date:  [17105 =]
Last Biling Dabe:  |7/1.405 -
Munbesof Blings [ .

[~ Eil ory the lsct day of the mon
[ Generate Contract Dates |

| Cortract Bilings

Edit Dale | Delets Diate

Date [ Lire Iteen Deserption [ Total
L 205 Mloathy manbenance lee - Febouaty - Cordract B £100.00
3105 Monthly manbenance lee - March - Contract # 2 $100.00
: 4105 Flenthly mantenance fee - Apil - Cortract # 3 of £100.00
_[5/1/05 Floathly manbenance bee - May - Contract 3 4 of £100.00
6A/05 Monthly mantenance fee - June - Conlract #5 0 $100000
: TG Moty mantenance fee - July - Conttact £ 6 of £100.00
_|ansna Morthly mantenance fee « Sugust - Conbract § 7 $100000

Click the OK butto
e e

Hote: Conbract Price is chaiged evesy tme confract i blled,

? Hep |

|JgK|

X Cancel |

to the Schedule screen and generate an invoice for this specific customer.

h Welcome

Job Calendar | Job Chuster | Job List | Completed Jobs | Job Series |

* Customer

IS} Edit | -m-geletel

% Print Jobs |

il

G Complete | &% Postpans | S Generate |

? tep |

& Payme n$

& > [awi

= Route

N\

| |200¢

= Service

Sun | Mon | Tue | wed | Tha | Fi

s Contract

3 Expense
Equipment
L Chemical

results.

Let's now generate an invoice for this
specific customer to show you the

Click the Generate button

Calendar Legend:

W ok
& Late Jok

Step 5. To show you an example of what the line item will ook like on this customer'sinvoice, let's go
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Contract - Contracts Special Fields Example.

e Step 6. Here is a sample invoice showing two months of contracts. This example shows you how

Gopher can use the Contract features Special Fields to dynamically change invoice line item text.

My Lawn Care Company
S0 Amy Street
Why Town, USA 09832
CUSTOMER HO. 1
INVOICE NO. 1-14
BTG INVOICE DATE 4115
Tom Jones DUE DATE / TERMS Upon Receipt
Acme Co AMOUNT DUE §200.00
100 Main St DQ,;
Your Town, NY 19832

DATE DESCRIPTION AMOUNT
100 Mawn 5t
05 | Manthly maimtenance fee - March - Contract #3 of 7 total bills. £100.00
[ 47105 | Monthly mairtenance fee - Apnl - Contract #4 of 7 total bills. | $100.00
e O TR o 2 $200.00

This imvoice example shows two month's of contract billings, to show
you the difference. You can see how Gopher has changed the month
names and the contract increment # so the customer knows how
mary billings are left in the contract.




M atrix

The basic function of the "M atrix" page is to apply a service(s) and or material(s) to a single or group of
customers at once. Y ou would use this feature when you don't know what services or materials you will
apply until you are on the job site. What jobs might you use the M atrix feature with? Such jobs as spring or

fall cleanups or snowplowing.

Frequently Ask Questions for the matrix section.

e How to enter anew Matrix. Page - 95

e How can | use the matrix for snow plowing or leaf cleanup? Page - 97
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M atrix — How to enter a new Matrix.

e Make sure you are on the tab "M atrix."

e Click onthe "New" button.

e A "Matrix Setup" window

will appear.

e "Matrix ID" - Enter an ID for this entry.

e "Matrix Description" - Enter a description for this Matrix entry.
e "Crew" - Choose the crew that performed the following services
and/or materials.

e Click onthe"Customer" tab.

° "Add Customer" button - Use .EE!I.'I'.'I customes lo add lo malkrio
this to add customers to this

matrix.
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M atrix — How to enter a new Matrix.

"Remove Customer" button - Use this to remove the highlighted customer from the list.
"Change Status" button - Use this button to make this customer active or inactive in this matrix.
"Add Multi-Customers" - Use this button to add multiple
customers at once.

Click on the "Service" tab.

"Add Service" button - A . 3
Select new service for matriz
Click on this button to add
services to this matrix. Set
up your customer specific

prices for these servicesin

your service page.

"Remove Service" button - Click on this button to remove the

highlighted service from the service list.

Click on the "M aterial" tab.

"Add Material" button - Click on this button to add materials to this matrix. M ake sure you have
entered your materialsin Select new material for matrix

the material page first
before you add materials

here to your matrix.

"Remove Material" button - Click on this button to remove the highlighted material from the matrix.

Click on the "Comment" tab.

"Crew Memo" - Enter a memo about this matrix for
the crew.

"Private Memo" - Enter a private memo that is for
your use only.

Click the "OK" button.
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M atrix — Snow Plow Example.

e Question: How would I use the Matrix for snow plowing?

e Answer: You can set up a Matrix that includes the different services and materials you offer during the
winter months. Y our Matrix may include the following services "snowplowing between 1 - 6 inches",
"snowplowing between 6 - 12 inches", and " Sanding."

e Your materials may include "Sand" and " Salt."

e Now since you may not know

exactly what services or Matrl}{ [SNOWPLOW] SHDW PIDW

materials you will use until

Matrixz Service List:
1 | SANDING sanding

| SHOWPLOW shnow Plowing 1 -6 inches
| SHOWPLOW Shnow Plowing B - 12 inches

you get to the job site, you

will have your matrix list

with you. Click the Print

button to print out your Matrix Material List:
A SALT Salt
Matrix list. Each customer E SARD Sand
that you have added to your
Matrix Customer List: »
Matrix will have a grid next Jdohn Smith .
to their name to allow youto  |Fhone: 207-555-75.21 ] |
16 Main =t / : 4
check off which services or Marristown M) 07342 A B! -~
. . ' Check off services done on site.
materials you applied at the
_ Fete Jones
site. Fhone: 201-555-2356
53 5. Street

AlB

Mewark, MJ 07332

e Attheend of the day, run Gopher and pull up the Matrix screen. Choose the

M atrix you want to complete and click the "Complete M atrix" button.

e Double click on the corresponding item in the grid that you checked off on the form and that will
quickly enter your services or materials used. This totally eliminates the need to add line items to your
invoices later or have to schedule in these as individual jobs. When you are finished, you will find all
the completed M atrix jobsin
the Schedule page, under the

Completed Jobs tab, awaiting

invoice generation.
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M atrix — Snow Plow Example.

e You may also want to create a " Spring Clean up" Matrix or a"Fall Clean up" Matrix as well. At the
top of the M atrix window, you will see one tab: "M atrix". Use the New, Edit, Delete and Complete
M atrix buttons to operate your M atrix database. To create a new M atrix item, be sure you are on the
"Matrix" page located on the green navigation bar that runs along the left side of the screen. Continue

by following the example below.
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Expense

The basic function of the "Expense" page is track your expenses. At the top of the Expenses window, you

will see three tabs: "Expense History", "Expense Categories”, and "Expense Template." Use the New, Edit,

and Delete buttons to operate your expense database.

Frequently Ask Questions for the expense section.

e How to enter a new Expense. Page - 100

e How can | print out my expense reports? Page - 130
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Expense — How to enter a new Expense.

This example will show you how to use the Expense section and print out an Expense report.

Step 1. Make sure you are in the Expense section and click on the Expense Categories tab. Then click

the new button.

b, Welcome
“‘Customer
B Invoice
& Schedule
& Payment
& Route
® Service
1 Material
i Estimate
& Contract
~* Matrix

o
&

Equipment
= Chemical

Step 2. In this

example we are
creating a new

Expense Category that

will track our

equipment expenses.
Enter the Category

Description and

Expense History  Expense Categaries | Evpense Template |

[Otew | SEst | 1 peloe | ? Heb

Create a separabe category for each type of expense that you want grouped together i the expense repart

Experce Categone Name I

A

Buildng Expenses
Gas

| Truck Expenses

In this example we will show you how 1o use the Expense saction. A
simple way to use this section is to just enter items in the Expense
History Tab. Although you might want to use the Expense Categories
section to categorize different expenses for reporting purposes. You can
also set up Expense Templates for reoccuring expensas.

Expense Category

Category Description: ]Equipment Expenzes

Category Details: This category will include all expenzes attibuted to equipment |

Category Details then [%

click the OK button.

e
‘ Click the OK buttonj

Step 3. Only use this step for expenses that are reoccurring.
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Expense — How to enter a new Expense.

e Click on the Expense Template tab and click the new button.

SR I B Evpense History | Expence Categoiies  Expense Tﬂ;uata |

* Customer g
Ei Invoice (O] e | fF Do | 9 Help
D heter s T | Evpence templates aie used lo set up expense items that you use on a regular basis so that you dor't have ta ty
Dezciption ||ﬁ.m1ﬂ |
¥| cleanng supplies 45,00
| ates Bill 455 00
| Tiuck Lease $300.00
_| Red Truck Gas Fil Up $35.00
o | Bulding Leaze $1.700.00
& Contract
“# Matrix
Equipment . .
L Chemical The Expense Template sectionis l:;iemgned for expenses that are
* Employee reoccuring.

e Step 4. Choose the Expense Category in the drop down box. Enter the amount, Description and Details

(if needed). Click OK when completed.

Expense Item E|
Categony: |Equipment Expenses |
Arnount: £25.00
Descriphan: IHuuféEladd £ Find |
Details:
[~ Automatically add thiz expensze item to all scheduled jobs? ' OK % Cancel ’
r\\
Click the OK button
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Expense — How to enter a new Expense.

e  Or schedule them in the schedule section (p.55).

Step 2 of 7 - Service

Step 2 of 7 - Service

Service

Expense ltem

= 0 [
7/13/04 ]

]

o
25 Main Street [
Lawn Mowing 2

e Step 5. Click on the Expense History tab and click the New button.

k Welcome Expense Hisﬁy | Expenze Categories I Expense Template I

* Customer
1 Edi | g gelete| 2y Print |

E Invoice ~-

E chedule Thisﬁ\qntains each individual expenze that you have incumed
8 Payment 5 D¢ Click the New button ¥ | Deserition
S Houte B :Hé1 A5 $100.00 Truck E ?as kL

> - L] | ruck Expenzes ruck Lease
» Service _|3f22Mme $45.00 Truck Expenzes | Truck Leaze

Material
E Estimate
& Contract
“* Matrix

&
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Expense — How to enter a new Expense.

Step 6. Choose a category from the Category drop down box. If this expense history item is going to be

chosen from an Expense Template, click on the Find button. If it is not going to be using an Expense

Template, simply type in the Amount, Description, and Details. Click the OK button when completed.

Expense ltem
Categange

Date:

Amnount:
Dezcriphion:

Dataile:

Cugtarner: _‘EI

Property:

Serace:

X

I £ Find
; =
Click the Find button

| o cew | e

; ;I Employee: I ﬁ

¢Q_K : | ;Eame||

103



Equipment

The basic function of the "Equipment" page is to keep track of the your equipment, its usage, and

maintenance.

At the top of the Equipment window, you will see five tabs: "Equipment”, "Repair", "M aintenance",
"Usage", and "Equipment Category." Use the New, Edit, and Delete buttons to operate your Equipment
database. To create a new Equipment record, be sure you are on the "Equipment" page located on the green

navigation bar that runs along the left side of the screen.

Frequently Ask Questions for the equipment section.

e How to enter a new Equipment record. Page - 105

e How to track equipment usage with the schedule jobs. Page - 106
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Equipment — How to enter new equipment.

e Make sure you arein the equipment section of Gopher and click on the "Equipment” tab.

e Click onthe"New" button.

L Equipment

e An"Equipment" window will
appear. This window has six
tabs: "Equipment",

"M aintenance", "M aintenance

Log", "Repair Log", "Usage
History", and "Expense." g B = -
[

- E

e "Equipment ID" - Enter an ID for this piece of equipment.
e "Description" - Enter a description of the piece of equipment.

e Click the "OK" button.
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Equipment — How to track equipment usage with the schedule jobs.

Step 1. Click on the Equipment
page. Choose the Equipment

Category tab.

1 Maternial

E Estimate

& Contract

“* Matrix

& Expense
Equipmgnt

& Chemicai

* Employee

» Reports

Step 2. Click the New button.
Step 3. Enter a new Category
Description. Then click OK. In
this example we are creating

'‘Blowers.'

Step 4. Click on the Equipment tab and

click the New button.

Step 5. Enter the new

Equipment Description.

Choose the Category from the Eerdln lﬁ&ﬁﬂ—“’?——— Category: |Blowers El

drop down list. Fill out other Descripion:  [Fied Blower

information as desired. When e
Vendor. |

complete, click the S |

M aintenance tab. Serial #: [ I Equpmentisavehicke [ Ussdto Apply Chemicals
Purchase Date: |§ 0 Furchase Price: l——_——
Lease Date: Lease Temination Date: | =]
Crew: [ | Location:
[ Comment

B Invoice
% Schedule

| Repa | Mai | Usage | Equipment Categony
Duewl 1) Edn I Igelelel—_'_l 1

Categoy  |Eaquip 1D [Equpment Descil S€lect the Equipment Category tab [,
P MOWERS GREENMOW  Green Mower

General | Preventative Maintenance |
Categary 1D: [
Ca o jore [ i
Crew Comment:
Select the e box

Uzage Tracking Options

I~ Track Distance

[~ Teack Time

X ol

Equipment ] Maintenance] Maintenance Log1 Repair Log] Usage History] Expense1

h Welcome

* Customer
B Invoice

Schedule

ECIUIDI'“E&} Hepa\r] Maintenance] Usagel E quipment Eategorﬂ

5 Edi | T Delete ]
C
S

? Help I

Ne—IRanicin oo, ipment D escription
Click the New button

2h Mower

Il
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Equipment — How to track equipment usage with the schedule jobs.

e Step 6. Click on the Set Current

Equipment

Hours and enter the hour meter

reading of the piece of Current Hours:

equipment. In this example we el

are entering 5 hours.

Equipment

e Step 7. Click on the Usage

History tab and you will see

Equipment Maintenﬁce I Maintenance Log

Lazt Preventative Maintenance

Cate: -

Preventative Maintenance [D ate]

Schedule maintenance every 1] -

Preventative Maintenance [Hours]

Perform maintenance every 0 hours

Preventative Maintenance [Distance]

Perform maintenance every 0 rmiles

Fiepair Log] Usage Histary EHpense]

Set C il

Click the Set Current Hours button

Mext PM on hd

Mext PM at hiours

Mext PM at miles

your 5 hour initial meter

Date

| Hors | Distance

| Description | -

|

L Edit I
reading item. When you are St |

3431405 ]

USAGE ADJUSTMENT - HOURS

Delete Uzage

finished click the OK

button at the bottom right of

An equipment usage record has
been started by showing this
piece of equipment has S hours on

it's hour meter.

this window.

e Step 8. Next let's go to the Schedule
page and choose to edit Chris Walker's
scheduled job. We do this by
highlighting the job below the

2 Chemic
* Empl

» Reports
B 5

calendar and then clicking on the Edit

button.

e Step 9. Click the Next button until you

=

S ER ‘ 1 Delete | &_P;ri.lubs|

@ Congite | D Posione | § Genercte |

? beo |

o =P

2total jobs for Monday, March 07, 2006

| 5un | Mon | Tue [wed| Tha| Fi | sat
i 5
3 8 3 10 1z

13 15 18 17 18 13

B E

T total for 347,05 is $0.00
Completed obs tobol for the week of 3/6/05 & $135.00
Completed jobe total for March i $700.00

Caendarlegend | | ops edit the scheduled job for

come to the Equipment step of the schedule

process. Then click the Add button.

W Job Chrig Walker to show we will be
IH Late Jon using the blower approx, 2 hours
Show Jobs for the highlchted er job
& Dap  Veek " Month ] Postponed it
JobDole |RoulelD | Custosmes Name [ Property ] Job Description
M3705  MaN Chis Wkes 933 Ocean Lawn Mowing
TS MAIN Acme Ca. 100 Main St Lawn Mowing
Step 3 of 6 - Equipment =
Equipment scheduled
add Y| [[Eaioid ~
% = Pl
Click the Add button
{
2
&
2 He Cancel Back Mext Finish
2 Heb < | &J
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Equipment — How to track equipment usage with the schedule jobs.

Step 10. Choose the piece of
equipment. In this example
we are choosing the Red
Blower. Set the Predicted

Hours this blower will be |

used for. (You can edit this 4

L

time later) Click OK when

you are finished.

n Add I | |EquiplD

=l

Step 3 of 6 - Equipment

Equipment scheduled for use on this job

Equipment Description

|

Job Equipment

rEqupment Selection
|REDBLOWE

E quipment 1D

[ escription: |ﬁed Blower

Seial #: [

[Usage
| Predicted Hours:

| Predicted Distance:

[ Vo | Xooncel |

Step 11. Click the Finish button when you are done.

Step 12. Just as an example we will now mark

the job as completed to show you the results.

Step 13. Let's go how to the
Equipment page and click on the
Usage tab. You will see aline item
showing 2 hours of usage for that
piece of equipment due to it's use

in the scheduled job.

| Click the OK button? 4
X el | = | i 1

' Lu

E" Click the Finish button

Cancel |

< Back

| Finish |

* Customer
& Invoice

Bne |

@ Edit ‘ ﬂ Delete | % Print Jobs ‘

G LComplets | ﬂ} F‘gstpone} s Generate |

2 Hep |

8 Payment

i]lj ]March

& Route
» Service

j]ZUDE ﬂ 2 tatal jobs for Monday. Marc

I
> 5un | Mon | Tul As an example, we will now mark this job
f. Material 1|as complete to show you the results. Click]*
#@ Estimate . B the Complete button °
ks Contract h, o]
% Matrix 13 15 16 | 17 | 18 | 19
8 Expense » S - [ - Calendar Legend:
Equipment Il 1 EN o
2 i
& Chemical Ol Late Job
Emp|0)ree Shaw Jobs for the highlighted
.+ Reports | # Day O week Manth __D Pastponed
"l‘“‘“ Opﬁons Job Date Route ID Customer Name | Property |Jnt
L 3708 AN Chiis "W alker 939 O0ceand Lar
e AN Acme Co. 100 Main St.| Lar
| Repait | Usage | Calegory |
2
S| Do | S | i poe |
1 Sch e Date  |EquplD [Equipment Descipi [Distance  [Howrs  [C
SHEEVOCI O ¥ 3/7/05  AEDELOWE  Red Blower o 3
& Route | |3/31/05 REDBLOWE  Fied Blower 5
»Service |B :}& gﬁg:mx g’““ :““" You can see a record has been
s feen Mower
1 Material | By e e, created to show 2 hours of usage

for this piece of equipment.
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Chemical

The basic function of the "Chemical" page is to keep track of the chemicals you apply.

At the top of the Chemical window, you will see four tabs: "Chemical List", "Usage History", "Chemical
Units", and "Reason." Use the New, Edit, and Delete buttons to operate your Chemical database. To create
anew chemical record, be sure you are on the "Chemical" page located on the green navigation bar that
runs along the left side of the screen. Continue by following the example below. Y ou have the option to
show chemical application information on your invoices, your state may or may not require this. Go to the
Options section on the left side of your screen on the green bar, then click the Billing button and you will

see a "display chemical application info on invoices.”

Frequently Ask Questions for the chemical section.

e How to enter anew Chemical record. Page - 110
e Can | have my invoices show information on the chemicals appied? Page - 54
e How can | print out areport on the chemicals | apply for state audits? Page - 128

e How can | enter weather conditions after applying chemicals? Page - 111
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Chemical — How to enter a new Chemical record.

e Make sure you are on the "Chemical

List" tab.

e Click onthe "New" button.

e Click onthe"Main" tab.

e A "Material Setup" window will appear. This
window has seven tabs: "Main", "Cost",
"History", "Chemical", "Customer Prices",

"Comment", and "V endor."

e "Material ID" - Enter a material 1D.

e "Material Description" - Enter a description of this
material.

e "Customer Price/ Unit" - Enter the price of the

material per unit.

o "Default Quantity" - Enter the default quantity of this material.
e "Collect Tax" - Check this box if salestax isto be applied to this material."
e Click the "OK" button.
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Chemical — How can I enter weather conditions after applying chemicals?

e Print out your daily job sheets. If you have scheduled in a chemical application in your job it should
appear similar to the example below. The employee can then write down weather conditions at the

time of the chemical application.

Scheduled Jobs Wednesday, Dacember 21, 2005 Page: 1
CREW: Main Crew

CREW ECQUIPFMENT for hlain Crew: l’%
Truck 1 (TRUCKI)

The job sheets will allow

ROUTE: Main Route the employes to write

1) CUSTOMER: Acme Co, (100 Main 31, Your Town, MY dowin the waather
Job Deseriplion: Lawn Mowing conditions at the time of
Job Time Start Time: Fimish Time: 'Ihe Ehem||:a| ar__lp’:“:a'nnn
JOBE EQOUIPMENT: s
Truck 1 (TRUCKT
RFFLICRTIONDESCREIFTION: LavmFeedC hemioal
Tanp: Wind Spaad: Divestion:
ApplicatioType: ATERSLITES O 00 S FT
Applicaciodare; O.00 pae 0,00 Hizeurdsount o, O
Employedane: Eqaipment.:
Chanich MNana: LassiFaadChanical
EFA Rug. 8:
Forsuilarion: Q.00 pae 000 Chahion B ount [N
e Attheend of the day mark your jobs complete as * Customer

B Invoice Enes |  Sea | oo

g Complete Eﬂ}F’gslpUne| $ Gener
«

you normally would.

Service

| Material
E Estimate
& Contract
~# Matrix
8 Expense
Equipment
& Chemical

1 2 3

5 s 7]l e 9 1w

12 013 14 15 18 17
19 o _R 23 4
&7 I |

Complete Jobs &

® Choose the some J ObS bUtton' @ ‘wihich jobs were completed on “Wednesday, December 21, 20057

Alllobs Complete all jobs scheduled for Wednesday, December 21, 2005

Lizt all jobs scheduled for Wednesday, December 21, 2005

This feature allows you ta complete individual jobs

Click the Some Johs button

+ Houte
" Last Name
™ Customer |0

Timeshests Build employee timesheets for \Wednesday, December 21, 2005
x Cancel
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Chemical — How can I enter weather conditions after applying chemicals?

e Choose the select all button.

Complete Jobs (12/21/05)7
Wa'reens wena the jobs completed 7
i* On ther schaduled dates

Then click the finish button at the bottom right.

_ O |

& Sekaial

r~ Dnthefolowingdue: [127 77200 =] | [ sk jobe ae ncomelete when scarsied iwice s Lot
I Display property addiess ‘ Click the Select All button P |
Craste Route [0 Cussd I Cuighoeed Mams Juobs Dheciiption
@ 12721705 MAIN 1 A Co Lawm Mowang @ Unselect Jobis]

e Let'snow highlight this specific job and click the edit details button.

wa: Complete Jobs

- Result

The following jobs were completed. Y'ou can edit the job details by highlighting the job and clicking "Edit Details'

Date

| Description | Cusztorner | Location

Add Service

-

[12/21/05 | Lawn Mowing

Acme Co. Property #1 - 100

Add M aterial

[Delete Job

e Click on the chemical tab.

e Highlight the chemical application

description item and click the

chemical application button.

Let's edit this job's chemical
application information to include
wieather conditions.

Completed Job - Acme Co.

Semvice ll:al:u:ur ] Expensze Equigment] I:Dmmentsl
[,

IEEITSE L
Select the Chemical tah }

Service Date:

LaéM

Service D

Lawn kowing

Service D e%iptiun:

Service Details: |

Completed Job - Acme Co.

ﬁervice] Labor ] Expenze Chemical l Equigment] Commentsl

HNews Chemical &pplication | Chemical Application D escription

|3 Lawn Feed Themical
| ol Dl Aoty | R

Click the Edit Chemical Application button
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Chemical — How can I enter weather conditions after applying chemicals?

e  Select the weather tab. Chemical Application

Additional Chernicalz Eumments] I:uatcumerl
™

Date: Nz/21/08 B
Select the Weather tab
Chemical Code:
e Enter the weather information as needed Chemical Application

and click the ok button.
.ﬁ.pplicatinn] Additional Chemicals  “'eather l Coil

wind Speed: ]
Window Direction: [N -
Temperature: i)

Conditions: |dr_|r|

e Thisinformation will now be available for you to be printed out on your invoices or chemical history

reports.
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Employee

The basic function of the "Employee" page is to keep track of your employees. At the top of the Employee
window, you will see three tabs: "Employee List", "Crew List", and "Timesheets." Use the New, Edit, and
Delete buttons to operate your Employee database. At the bottom of the Employee window you will see a

"Sort Employee List By" drop down box to sort your Employee list.

Frequently Ask Questions for the employee section.

e How to enter a new Employee record. Page - 115

e How to set up work schedules and build timesheets. Page - 116
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Employee — How to enter a new Employee record.

e Make sure you are on the "Employee List" tab.

e Click onthe"New"

button.

e An"Employee" window
will appear. This window
has three tabs: "Employee
Setup”, "Comment", and

"Work Schedule."

e Click on the "Employee Setup” tab.
e Enter the employee's personal

information.

e Click the "OK" button.
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Employee — How to set up work schedules and build timesheets.

e  Enter your employee information here.

Johnson Jim Johnzon b aity Crew
Michaels Faul Michaels
28 MAIN Feters Tom Peters tair Crew
72 Sith Gearge Smith

e Click on new or edit a current employee to set up each employee's work schedule.

Employee

| ¥ N N |
et o] forooan  (oroorw I o[y e e
an Sl (oeoom @
e B[ [osoow @
i Slforooan Mosoorw e
an B[ (oeoo @
| N .

Choose the crew the employee is on.

kAN kain Crew
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Employee — How to set up work schedules and build timesheets.

e Build time sheets as needed to view the employees hours.

[ rs] i . @
EEZRE EEZIRE
_ Todoy | Yestedsy | Thisweek | Lastweek |

Time Sheet

Tom Peters I Ab | 4:00:00 Pk a3 Jim Johnzon
7:00:00 Ak | 4:00:00 PR Paul Michaels
F.00:00 AM | 4:00:00 P Gearge Smith
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Reports

The basic function of the "Reports" page is to offer you a variety of reports you can print out.

Frequently Ask Questions for thereports section.

e How to print out (multiple) invoices. Page - 44

e What's the difference between invoices and statements? Page - 120
e How to print a customer list with the customer address? Page - 121
e How to find your Total Accounts Receivable? Page - 122

e What isthe upcoming payments report for? Page - 123

e How can | create a statement/invoice/etc report in a pdf file? Page - 124

e Why would | want to create a pdf report? Y ou could do this to email the file to a customer.

e How can | print a sales tax summary report? Page - 126
e How can | print aroute report? Page - 119

e How can | print a chemical history report? Page - 128

e How to print a Service Revenue Report? Page - 129

e How can | print out an Expense Report? Page - 130

e How can | print mailing labels. Page - 132
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Reports— How to print out a report of routes and the customers in each route.

e To print areport of your routes
and the customers within them,
click on the reports section of
Gopher.

® Click on the Customer tab at top.

e Then click on the Crew / Route
List button.

to include and click OK.

Choose the specific options you want

Welcome [l lHevenue Customerl Expense | Sales Tax | Chemical
* Customer v———
. illing Reports|
I721ED Selectthe Customer tab
% Schedule :
& Payment T
=y Route Statements nint gtatements
: Inwoice List List of invoices
| Material

Contract

Upcoming Papments List of upcoming paymer

List pavments received

Accounts Receivable | Accounts receivable agi
Received Payments |

Equipment
-5:- Chemical Service List | Lizt zervices and custon
* Employee i _
= 4 aterial List | List materialz and custan

Billing ] Revenue CUS[:%"“ET lEHpense] Sales Ta:-:] Ehemical]

Customer Reporis

Cuztomer List

List of customers

Customer History Detailed customer histary

| Crew / Route List | List of crews, routes ahd custol

Click the Crew [ Route List button

: Route List

[v Lizt properties within each route
[v Dizplay Phone Mumber

Sort By

*+ Roaoute Pozition
" Last Mame

" Custarner 1D

x Cancel |

Click the QK button
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Reports— What's the difference between invoices and statements?

Question: What's the difference between invoices and statements?
Answer: Y ou might want to use invoices to send out at the end of the month. Then if a customer calls up

and has a dispute over an invoice or a balance or something, you can print out a statement for the date
range in question and send them that.
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Reports— How to print a customer list with the customer address?

To print alist of customers with their addresses,
choose the report section on the left side of the
screen.

Then choose L Welcome Billing l Revenue | Customer | E:-:pense] Sales Ta:-:] Ehemical]
the customer * Customer
tab at the top. EH Inyoice

Selectthe Customer tab

#i Schedule Ivoice
8 Payment R
&y Route Statements ‘ rink statements
Click on the customer Eilling ] Fievenue Customer l E:-:pense] Salex Ta:-:] Ehemical]
list button. k
Customer Reports
Customer List Ligt of customers

EuStD'J\. L | | TP P P | L | )

Crew | Click the Customer List button fustomer

Next choose the options you would like. Do you want to see the customer address? Show property

information? Hide inactive customers?

Customer. List ﬁ|

Sort customer lizt b | Custamer D j

v Dizplay Biling Address
I Di3p|ab‘}\l§Perert}l Info

[ Hide inactive custamers

Do you want to hide/H v K | X Cancel |

inactive customers? |
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Reports— How to find your Total Accounts Receivable?

e Question: How can you find the total money owed to you by your customers?
e Answer: Create an Invoice List Report.

e Make sure you arein the Report section of Gopher then click on the billing tab.
e Click on the Invoice List button.

e Choose only the unpaid invoices and an appropriate date range.

Invoice List

EETE

| 1/23/08 |8

Date / Cust 1D =]
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Reports— What is the upcoming payments report for?
e Question: What is the upcoming payments report for?

e Answer: If you use the barcode scanner to scan in payments and a customer doesn't return the
payment stub from the invoice where the barcode is located, you can instead use this report to scan the
payment.

e Make sure you are on the reports section.

e Click on the Billing tab and then click on the Upcoming Payments button.

Billing Reports

=N
| seoen
| emln
| Cemrinfesiety |
[ DecenroPomen: ]

Print invoices
Print statements
Lizt of invoices

Acoounts receivable aging report

Lizt of upcoming payments [based on invoices]

e Hereisan example of what the report looks like.

Upcoming Payments

Based on all outstanding invaices as of 7/20/04

Customer Invoice Check # Amount | Barcode
Lawn Service 3371
Balance: $290.00 $300.00 ||I|I| I|I II| I| II |I |II
Cust 10 337
| awwn Enternricas 39M-1 oL n e
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Reports— How can I create a statement/invoice/etc report in a pdf file?

e Question: When would you use this feature?

e Answer: Say for instance when a customer wants a statement emailed to them. Simply follow these
steps and you can create a statement in a pdf format. Then email your customer and attach the
statement.pdf file.

e Stepl.Goto * Customer
the Reports E Invoice
section, Billing chedule Print invaices
tab and click on  [CIIG ALY

Print staterents =l

the Statement & Route
button. Seryice

Material
# Estimate
& Contract
“* Matrix
Eﬁ Expense List payments received from customers
Equipment
& Chemical
* Employee

v

List of inwaices

Accounts receivable aging report

Ligt of upcoming payments [bazed on invoices)

Li Options

Print Statements

e  Step 2. Choose Select Customer. | 1726005 [Hd
12726004 [5]

I Rl = e

Select customer for statement

e Step 3. Use one of the three
drop down boxes to choose the
specific customer.
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Reports— How can I create a statement/invoice/etc report in a pdf file?

e  Step 4. Choose the Format to be
Adobe Acrobat (PDF). Then click the
disk button next to File.

Output Options

Save As
e Step 5. Choose where you want

to save the file. In this example B MyDesktop |

we chose the Desktop and named || 25 Flappy 4]
the file statement.pdf. Then click 2 [C]
the Save button. £ (0]

statement. pdf
Adobe Acrobat [FDF)

| |

e  Step 6. After creating your report, you will see the new statement.pdf
icon appear on your desktop. F-:-Fl
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Reports— How can I print a sales tax summary report?

To print aareport of your tax summary, click on the reports section of Gopher.

Step 1: M ake sure you are on the reports
section. Then click on the Sales Tax tab at
top. Then click the Tax Summary button.

h Welcome Billing ] Hevenue] Eustomer] Expenze Stgs Tax]
* Customer

& Invoice

Schedule |

Tax Summary | Calculate tax 2

e  Step 2: Choose the
invoice date range
and the customers
to include in the
report. Then click
ok.

e Step 3: Hereisa
sample sales tax
report. Y ou can
see the different
sales tax regions.
N.Y. stateis
highlighted in this
example.

Material

& Estimate
s Contract
“#* Matrix
8 Expense
Equipment
& Chemical
* Employee

Tax Report

Inwaice D ate Range Generate Repart Bazed o

Fram: 10/ 142000 - %(3‘ Invoice Date
Through: | 10/31/200! - " Date Paid
Lazt Month | Lazt Quarter |
Include Which Customers Al Clistamers

+ Al Customers
i Specific Categomy
" Specific Customer

Include All Customers

Specific Categary

Click the Tax Summary

v Include Unpaid Invoices

[ Include "Special” Invoices

Specific Customer

X Cancel |
This area contains Page # 1
Tax Summa ry REPOH infarmation on aur Mew York
For invoices crealed between 1001705 and 12030405 sales tax region
N
Tax Region: NY Sales Tax (STATE)
Categery Sulstatal Sales Tax Sales Tax 2 Total
Semvice §56.00 §2.80 $0.00 §58.80
Semnice ([Exempt) $0.00 [ $0.00
hiatanal $0.00 §0.00 i3 $0.00 $0.00
Matenal (Exempt) $0.00 £0.00
Contract $0.00 §0.00 $0.00 §0.00
Contract (Exempt) $0.00 $0.00
Summanry (Taxable) 506,00 $2.80 0,00 $56.80
Summany (Tax Exempt) .00
Tax Region: PA Sales Tax (PASALEST)
Category Sulstatal Sales Tax Sales Tax 2 Tatal
Semnice §74.00 §2.92 $0.00 §76.92
Semce ([Exempt) $0.00 $0.00
Matanal $0.00 $0.00 $0.00 $0.00
Flatenal (Exempt) £0.00 20,00
Contract $0.00 $0.00 $0.00 $0.00
Contract [Exempt] $0.00 $0.00




Reports— How can I print a sales tax summary report?

The P.A. state region is highlighted in orange for our example.

Page #1
Tax Summary Report =
For imvoices created Detween TOFT0S and 120005
Tax Region: MY Sales Tax {STATE)}
Category Sulotal Sales Tax Sales Tax # Total
Serice $56.00 $2.60 %0.00 $55.80
Semice (Exempt] £0.00 [ §0.100
Matanal $0.00 $0.00 i $0.00 $0.00
Material (Exempt) $0.00 _ $0.00
Contract ﬂ].[ﬁ'ﬂ $0.00 $0.00 $0.00
Contract (Exernpt) 0. Th $0.00
Summary (Taxablep 1560 informa;lfar?rg:g;nllf:i ales i 15480
Sumimary (Tax Exempt |l v A T0.00
Tax Region: PA Sales Tax (PASALEST)
Categaory Subtotal Sales Tax Sales Tax 2 Tatal

Semice $74.00 292 $0.00 $76.92
Senice (Exempt) $0.00 i $0.00
Iatenal $0.00 $0.00 $0.00 B0.00
Matanal (Exempt) £0.00 (.00
Contract $0.00 $0.00 $0.00 .00
Contract (Exernpt) S0.00 $0.00
[T ——— Macenbkilal ETA % 0 ET [
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Reports— How can I print a chemical history report?

e Toprint aareport of your chemical

history, click on the reports section of [T I Eiling | Revenue | Customer | Expense | Sales Tax  Chemical l
Gopher, DT Chemical Report
: E Invoice EMICA’ HepOors

% Schedule Chemical Histary | Chemical History Feport
* Step 1: Make sure you are on the reports i Payment

section. Then click on the Chemical tab & Route
at top. Then click the Chemical History Seryice
button. Material
B Estimate
& Contract
“#* Matrix
8 Expense
Equipment
L Chemical
* Employee

*

Chemical History Report g|

e Step 2. Choose the date range for the Chermizal Application Date Bange

report. Start Date: | 1/ 172008 -
Firish Dl ate: |12x 7/2005 -

X Cancel |

e Step 3. Here is a sample chemical history report.

: : Fage # 1
Chemical History Report
Chemical applications from 14105 Hough 1207705
Acme Co. - Property 21 - 100 Main Streat 120205
Description: Lawm Feed Chemical . Lawn Feed Chaxi cal (Lawm
Wind: § N Tenp: 75 Conditions:dry
Mixture: L Lb (Cramular) @ L Lb per L 50 FT
Chemical #1: Formal ati cm: noneapplied
EDin &: Pomsor:
Acme Co. - Property #1 - 100 Main Street 1207405
Description: LavnFeedChemical
Wired: Temp: Condits ions:
Misture
Chemical#l: Formual stion: noneapplied
EPA E: Peason;
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Reports— How to print a Service Revenue Report?

Service Hevenue Report

14 1402 _

e Make sure you are on the Report F

section
Then click on the Revenue tab and
then the “Service Revenue” button.
A “Service Revenue Report” window
will appear.

e  “Start Date & Finish Date” - Choose the date range for your report.

CHbsbes. [6.25%)
IRRIGATION (6.25%) —

SO {12 60%) ——

—— LANDSCAPE (5000%)

TREE ([2500%) —
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Reports— How can I print out an Expense Report?

To print aareport of your expenses, click
on the reports section of Gopher.

L Welcome Billing I Hevenuel Customer Expense | Sales Taxl Ehemicall
¢ Customer g

B Invoice

Click on the expense tab at tOp =3 Schedule | Expenze | List and summary of expen

Expense Reports

----------- Click the Expense button '»———-

Material
B Estimate

&« Contract
“#* Matrix
8 Expense
Equipment
& Chemical
* Employee

Expense Report | |

Choose the date range you want your expenses
gey y P DR e e This Manth

report from. From: 3 172006
Laszt Month
Through: I 4/ B/2005 vI

Lazt Quarter

Ed

Lazt ear

2004

" 0K l 3 Cancel |
I's,

FCIickthe OK button ]

s

Preview or print your Expense Report. Y our Expense Categories are highlighted orange in this
example.

Expense Report

Page #1
Y05 through 4605 Lv‘mur different expense categories appear here
Equipment Expenses $25.00
45405 | $25.00 | Mower Elade
Gas $111.00
45405 | §111.00 | Gas
Truck Expenses $495 00 I,
A5 $350 00 | mew tires b
32105 $100.00 [ Truck Lease
325 $45.00 [ Truck Lease
TOTAL | $631.00 |
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Reports— How can I print out an Expense Report?

e Expense History items are shown here in blue highlight.

Expense Report

F1A05 through 4605

Page #1

Equipiment Expenses $£25.00
$25.00 | Mower Blade
Gias $111.00
45105 | $111.00 [ Gas
Tiueck Expenses $455 00 B
4/605 $350.00 | new tires 43
3E05 $100.00 | Truck Lease
2205 $45.00 [ Truck Lease
A1
TOTAL {63100

Expanse History items appear hare
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Reports— How to print mailing labels.

e Remember your invoices are designed to be folded and [ NE¥FZNT ntS
inserted into a clear windowed envelope so you

Billing ] Revenue Customer ] Expen:
* Customer

shouldn't need to print mailing labels to send out your B Invoice

invoices.

=-: Schedule Customer List ‘
8 Payment :
e Make sure you are on the Report section & Route Customer History ‘
» Service Crews / Route List ‘
e  Click on the Customer tab and then the "M ailing Labels" Material
button. & Estimate Mailing Labels |

e A mailing labels window will
appear.

e Choose how you want the
labels sorted.

e Thelabel type number.

e  The customer category or
leave blank for all customers.

& Contract
“#* Matrix
8 Expense
Equipment
& Chemical
* Employee

[Li Options

X Mailing Label

Sort by | MName ﬂ
Label type: |Aver_l,l 5160 j
Cateqary [optionall: | j

™ Hide inactive customers

Horizantal Offzet: 0 inches Yertical Offset. |0 inches

XK Cancel |

e Also choose if you don't want to include inactive customers.

e You can then choose to preview the mailing labels report and then print.

File Page Zoom

=l S S Page |1 of 1 | B S = B Zoom [ % B
Torm Jones Pete Thomas
Acme Co, 34 Main Street
100 bain St. Your Town, CA 98572

Your Town, MY 19832
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Options

The basic function of the "Options" page is to configure the settings in your Gopher program. At the top of
the Options window, you will see five tabs: "Options", "Tax Region", "Payment Terms", "County", and
"Database."

Frequently Ask Questions for the options section.

e How can | add alogo image to my invoice? Page - 135

e How cani move the placement of the addresses on the invoice? Page - 136
e What does the stub text do? Page - 137

e How do | set up different sales tax regions? Page - 138

e How do | set default payment terms? Page - 140
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Options— Options Tab - Billing Button - Printing Tab.

e Make sure you are on the Options section and then

click on the Billing button. (RCIT TS Optiors | Tax Region |
* Customer
E Invoice oy |
2 Schedule
8 Payment
S ROLI'[:E Invoice Mezsage
» Service
1= Material Stub Text
E Estimate
E Contract Payment Sting
“#* Matrix
5.3 EKPEHSE T ax Region
Equipment County

& Chemical
* Employee
» Reports

Invoice settings

e Invoice Stub toggle (on/off).

. :
e Turn Display Account Balance on Invoice (on/off).

e Toggleinvoice to display chemical information (on/off).

Program Settings - Billing

Printing l Address ] Values ]

Invoice

[v Digplay payment gtub on invoice [v Dizplay Comparny Mame ¢ Address on invoice
[+ [ Hide Vertical Lines on Invoices

[ Dizgplay accounts receivable aging on invoice [v Dizplay barcode on invoices and statements

[w Digplay invoice total & amount due in line item area | v Dizgplay chemical application info on invoices

[ Usze company logo on invoices and estimates [w Digplay unit guantity & price for invoice ling ikems
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Options— Options Tab - Billing Button - Printing Tab.

To add alogo to your invoice:

e Click the "Select Company Logo" button to Program Settings - Billing

choose a bitmap or jpeg image to appear at
the top left of your invoice. Pritting lﬂddress] Ualues]

[rvoice

e Your logo image should be either a bmp or ¥ Display payment stub on invoice

jpg file. The program will make the image 1"

high and maintain the image proportions. o
[ Dizplay accounts receivable aging on invoice
* Make sure your logo is saved on your v Dizplay imvoice total & amount due in line item are.

computer hard drive and not on a floppy. : P : :
P PRy [v i)z company logo oh invoices and estimates

e  Also make sure the Use company logo on & Select Company Logo |
invoice box is checked.
Irwvaice Title: ||”V':'":E
Comment b Customer; |Thank woLl for your buzine:

e Youcan also set up your sales tax settings in the center of the screen.
e Choose your default schedule type here.

e At the bottom you can choose to show recent payments on your invoices.
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Options— Options Tab - Billing Button - Address Tab.

Use this section to manipulate the position of your company address and your customer billing address
on invoices. Entering a change in
the X field will move the address
left or right and a changein the Y
will move the address up or
down. This may be necessary

depending on the type of ’—
windowed envelopes you use.

Y our logo size must be taken into consideration. Too wide a
logo will make it difficult if not impossible to fit the address

properly.

Program Settings - Billing

Y ou can shift the company and customer address to fit
perfectly.

. . Shift Company
Here is a more detailed Addrass
look. x:1

Program Settings - Billing

BILL TO

Mr Jones Test
Comparyname
100 Main Street
Your Town

TH, 72349

Shift Customer Billing Address
Y:-05

T
Josiiiesia]

0.5

DATE
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Options— Options Tab Stub Text.

Question: What would the "stub text" be used for?

Answer: You can use the stub text for things such as :

- Please make checks payable to....
- Thank you for your business.
- Mail your payment to....

e Youcan edit the invoice Stub Text by clicking on the ER¥EEVEFEIIEEN || = ||
options page then click on the Stub Text button. g Estimate
E Contract Paprnent String
“* Matrix _
ES Expense T ax Region
I EqUImeﬁT County
& Chemical
* Employee
‘v Reports
e Hereiswhere the stub text is printed out on the invoice.
PLEASE DETACH AMD RETURN WITH YOUR PAYMENT.
Here is where the stub text prints out on the invoice. —— s
nvalce 0. -t
Customer ﬁcme co

Amount Due | $269.75

Payment

$
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Options— Tax Region Tab

Set up your different sales tax regions here. The highlighted yellow h Welcome [ETCERES Hj:inn ]
entry is your default sales tax region. Learn more about how to print * Customer

atax summary report here. E Invoice [ Hew e
7 Schedule RegionID [Tax Fe
e Step 1: Y ou want to make sure you are on the Options page and 8§ Payment P[PASALEST PA Sale
click on the Tax Region tab located at the top. &y Route |_|STATE N Sale
» Service
Material
e Theyellow signifies thisisthe default sales tax region. Y ou E Estimate
can't delete the default region but you can edit it. & Contract
“* Matrix
Options  Tax Hﬁon l Payment Terms] Account List] Cant ES Expense

‘ 0y Hew | 755 Edit | ﬂge|ete| Equipment
& i

Region ID |Tax Region Description '=“ Chemical

D[ FOSALEST | Pé Sales Tan Employee

| [STATE [NV Sales Tan ‘» Reports

v

The yellowy signifies our default sales
tax region. This is where all new
customers will be placed unless you
put them elsewhere.

e Step 2: Click the new button to create a new region or click the edit button to edit aregion already
created.

(Optional) Use the secondary tax if you need to collect a municipal tax or in Canadaif you need to collect
GST tax

X Tax Region Setup

Tax Fegion ] Qe |nf.;,|

Tax Region |0 PASALEST

Tax Region Description: |F'."-‘-. Sales Tax

Conment:

Frimary T ax Secondary Tax

it

Service - Tax Rate: 3K Service - Tax Rate: I
b aterial - Tax Rate: k| X b aterial - Tax Rate:

o

" 0K | X Cancel ‘
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Options— Tax Region Tab

e Step 3: Now to edit the tax
region for a customer, click L Welcome Cuztorner List ] Ferno List ] Cuzstomer Categories ]

on the Customer section,

highlight a customer and : N | Y E i Dielet i ,
click the edit button. 5 Invoice | D) New GHEdt | flfDelete | O 5

% Schedule
3 Payment
&y Route

» Seryice

. I

Click[’rge Edit button h

Customer D | Laz

2 Th
3 Walker Chniz ‘walker

e  Step 4: A customer window will appear. M ake sure you click on the Billing tab. Y ou can then choose
which tax region this customer livesin. Click ok when finished.

Main  Biling l.ﬁ.utD-BiIIing] F'rcupert_l,l] Eategl:ury] Material] Sewice] bder
Billing Setings

Sales Tax Feqgion:

FPayment Terms:

M et Invoice #:
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Options— Payment Terms Tab

e  Set up your invoice payment terms here. The entry that
isin green is your default payment term setting.

e Choose the options page along the left side of the

screen.

e  Select the payment terms tab

. Employee
‘» Reports
i Options

A

Selectthe Options item

L Welcome Options l Tax Region | Payment Terms I Acoount List ] County] Databaze ]

* Customer
E Invoice Lompany i Lo

Gl Select the Payment Terms tab

=i Schedule m
8 Payment

]

e Green signifies the default setting. Thisis what each new customer's payment terms will default to
unless you tell Gopher otherwise.

e To change the default settings, RIGHT click on the payment term you want to be the default. Then
LEFT click on the pop up menu if you either want to assign this default to every customer or just to

Dptionsl Tax FRegion Papment Terms ]Account List] County] Database]

[) Mew ‘ 15 Edi ‘ ﬂgelete‘

Paprent Terms | Met Dayz | Dizcount % Dizcount Duaps
| Upon Receipt 1] 1] 0
| |[Met30 [% 30 a 1]
| [MetBO 50 a I
| |Metan G I ]

ﬁ\Green signifies that 90 Met Days is the default.

new customers from this point onward.

Papmett Terms

MHet Days

Digoount & Digoount Oaps

Assign "Upon Receipt” to all cuskomers

Set "Upon Receipt” as defaulk (For new customers) 0

B -

0 0
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Options— Options Tab - Billing Button - Value Tab

Options | Tax Hegion] Payment Terms] Accol

e You have the option on this page to make your

. . L . . * Customer ;
invoices Sequential in their numbering or choose e Company Company Information,
Customer Specific. Sequential means that each % Schedule

. . . . = ill Eilli d o b
invoice that is created is numbered one more then the ~ FSEE NP, iR e

last. Customer Specific Invoice ID is often chosen WoicJ\ ! !
when you don't want your customers to know how Service Click the Billing button
many customers you have, by their changein i, Material St - :

monthly invoice #. E Estimate

ks Contract Payment Stiing Paymert Stub - Remitt

. . “* Matrix
e Make sure you are on the Options page and click on § Expense T ax Region Sales Tax Setup (Set|

the Billing button. f
9 EqUIp_ment County Edit County List
& Chemical

* Employee
‘» Reports

e Click onthe values 2 -
tab Program Settings - Billing

Printing ] Address

Iy oice
Iv Display paym

Select the Values tab ‘

. Program Settings - Billing
e You can choose sequential numbers or

Printing] Address  Walues I

|repoice |

|f"l>§equential numbers [e.g. 5, 6, 7. 8, 9] |

¢ Customer specific [e.q. 853-13, 853-14 for customer # 853)

Payment Job Costing

[ Delay payment deposit until later date Job cost / hour:

Payment Stub position [from battom): |4 inches

Select the Sequential numbers (e.g.5,6,7, 8, 9) radio
button. You can also set what # the invoices should start at.

Printing] Address Walues l

e You can choose customer specific Inveice D
p oS equential numbers [eg. 5.6, 7. 8, 9F 1
numbers. ’FRZustomer zpecific [e.g. 85313, 853-14 for customer # 853)
Payment Job Costing
[~ Delay payment deposit until later date Job cost / hour:

Payrnent Stub position [from bottom): |4 inches

or
Selectthe Customer specific (e.g. 853-13, 853-14 for
customer # 853) radio button.
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