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Mobile Service

Installation and Setup
Sett ing up the Mobile Service app is dependent on client configurations. Only follow steps 1-3 if using
DICE-specific configurations, otherwise the user will follow the sett ings already configured and move on to
step 4.

After installing the Mobile Service applicat ion from your app store, complete the following steps to
setup your device:

1. Press the applicat ion icon from your device and lightly touch to open.
2. Press Settings to open the Sett ings menu (Figure 1).

(Figure 1)

3. Enter your username within the given field.
The DICE-specific Matrix URL is prefilled by your central stat ion.
Enter the App Key, a profile for user-based configurations, which was provided to you by your
central stat ion.

4. Press Save to save your information.
The Username will automatically be displayed on the Login screen.

NOTE: The applicat ion will t ime-out after a period of inactivity. If this happens, you will be prompted to
log in again.

Logging In
1. Enter your Password within the given field (Figure 2).
2. Press Submit .
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(Figure 2)

Using the Filter Bar
The Matrix Mobile applicat ion provides a filter bar to easily locate specific information by using a case
sensative search. The Filter Bar is located on the Contacts, Notes, Zones, and History screens.

1. Enter search criteria within the Filter Bar.
Press X to clear the Filter Bar.
Search results will begin to display in the Tickets sect ion.

2. Scroll down to find the t icket and tap to select.

NOTE: Ticket and/or account numbers will be generated containing specific numbers entered.

Selecting a Ticket
After logging into the Mobile Service applicat ion, the t ickets assigned to your unique username will
automatically be generated on the Ticket List  screen. Select a t icket to view by completing the
following steps:

1. Scroll down to find the t icket and tap to select (Figure 3).
You can also filter your search using the filter bar.

2. Press the row of the t icket you would like to service.

(Figure 3)

Refresh Tool
© DICE Corporation 5



Periodically, the central stat ion may add or update t ickets while the technician is onsite. The Refresh tool
can be used to update the t ickets that appear on your screen in the even that this occurs. Select the
Refresh tool at any t ime to update the t icket list  (Figure 4).

(Figure 4)

Ticket Search
The Ticket Search tool is used to narrow search results with specific information regarding the exact
t icket number or company name. Complete the following steps to ut ilize the Ticket Search tool:

1. Select the Search tool.
The Search pop-up screen will be displayed (Figure 5).

(Figure 5)

2. Choose the search option from the Search By drop-down list  (Figure 6).

(Figure 6)

3. Select Ticket Number to search for a specific t icket number (Figure 7).
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(Figure 7)

OR Select Company Name to search for a specific company name. The first  four letters are
required to be entered in order to generate a search (Figure 8).

4. Select Search after entering the specific information in either category.

(Figure 8)

NOTE: Search results will appear on the Ticket List  screen.

Future Ticket Search
Once all current day t ickets have been serviced and completed, you can select Future Ticket  to browse
tickets in a specific date range.

1. Press Future Ticket  to choose a date range for the future t icket search (Figure 9).

(Figure 9)

2. Press the From field to choose the day to begin the search (Figure 10).
The From field will automatically generate the current date.
Scroll up or down using the dials to choose the days and t imes.

3. Press the To  field to choose the day to end the search.
Scroll up or down using the dials to choose the days and t imes.

4. Press Refresh to generate any future t ickets on the Ticket List  screen.
Press Close to exit  the screen without searching for future t ickets.
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(Figure 10)

Tabs, Functions, and Search
The Mobile Service applicat ion provides the user with navigational tabs that easily guide the user
through account information. The functions and features of each tab are not dependent on the sequence
of another, unless defined in its own section.

Using the Navigational Toolbar
The tabs and functions of the Mobile Service applicat ion allows the user to navigate through and review
account information during a service call, accesing the information any t ime during the service process
(Figure 11).

Tap each button to display the section.
Tap the arrow buttons to reveal more menu options.

(Figure 11)

Tab Function

Contacts Displays premises contact information and account contact information.

Equipment Displays all equipment located onsite.

History Allows users to search account history and displays account history details.

Home Allows users to put the account on/off test, provides direct ions to the site, and displays
site contact and account information.

Notes Displays billing, customer, install, service, direct ions, and temporary notes.

Zones Displays zone codes and descript ions for the zones located on the site.

© DICE Corporation 8



Home Screen and Navigational Toolbar
The Home Navigational Toolbar is located at the bottom of the Home screen (Figure 12). These
buttons allow technicians to keep t ime sheet records, edit  home screen information, and bill the
customer.

(Figure 12)

Tab Function

Bill Navigates the user to the customer billing section.

Edit Edits premises contact information and account information on the home screen.

Time
Sheet

Records service t ime while on a t icket, including arrival, start  day, start  travel, start  job, and
end day.

Using the Help Option
The Help button is located at the top right corner of the screen and can be selected at any t ime when
using the applicat ion (Figure 13). This option provides a link to a PDF of the documentation and a link to
access the Matrix Mobile Service video tutorial.

(Figure 13)
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Complete the following steps to use the Help button:

1. Press the Help button to display the Support  pop-up.
2. Select to view the video tutorial or the documetation for the applicat ion.

Video Tutorial
View the video tutorial by completing the following steps:

1. Press Video Tutorial from the Support  pop-up.
2. Press Play to start the video (Figure 14).

Press X to exit  the video and return to the applicat ion.

(Figure 14)

Documentation
Read documentation as a PDF by completing the following steps:

1. Press Documentation from the Support  pop-up.
A PDF of the documentation will display automatically in a browser on your mobile device
(Figure 15).

(Figure 15)

2. Return to Mobile Service by double-tapping the Home key on your device.
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The Service icon will display.
3. Press the Mobile Service icon to return to your previous spot.

Time Sheet
Mobile Service allows a technician to record his/her hours on the Time Sheet  screen. Hours can be
recorded with the following select ions:

Arrive
Start Travel
Start Job
End Job
Leave Job Site
Return to Job Site

NOTE: If there is not a Start Day t ime or End Day t ime, the applicat ion will automatically record those
times after any select ion is made. The default  Start Day t ime varies and is based on customer
configurations. The End Time will automatically refresh and record as the technician logs hours
immediately after the last act ivity.

To log service t ime, complete the following steps:

1. Select Time Sheet  (Figure 16).
The Time Sheet  screen will display.

2. Select an act ion to enter your act ivity for the current t ime.
The t ime will automatically be recorded to the t ime sheet table.

3. Select Back to navigate to the previous screen.

NOTE: Each recorded t ime will be saved on the Time Sheet  screen. Please refer to your specific
company for Time Sheet  guidelines.

(Figure 16)

Field
Time Sheet
Description Description

Arrive AARV The t ime at which the technician arrived to the site.

End of Day ENDD The t ime at which the technician finished his/her day.

End of Job ENDJ The t ime at which the technician finished the t icket.

© DICE Corporation 11



Leave Job Site LEAV The t ime at which the technician left  the job site
temporarily.

Return to Job
Site

RTRN The t ime at which the technician returned to the job site.

Start Day SDAY The t ime at which the technician started his or her day.

Start Job STRT The t ime at which the technician started the t icket.

Start Travel STVL The t ime at which the technician started his/her travel to
the site.

NOTE: The Time Sheet  displays the hour, minute, and second.

Home
The Home screen is displayed after an account has been selected (Figure 17). The Navigational
Toolbar contains all tabs and is provided on each screen. The Home Navigational Toolbar is located
at the bottom of the screen and is only visible on the Home screen.

The sections located on the Home screen are:

Account Information
On/Off Test Switch
Address Information
Site Contact Information

(Figure 17)

Field Description

Account Number The number of the account that the t icket is assigned to.

Appt. Date The date the t icket is to be serviced.

Appt. Time The t ime at which the t icket is to be serviced.

AR Number The accounts receivable number.
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Company Name The name of the company attached to the account number.

Descript ion A descript ion of the t icket being serviced.

On/Off Test Displays if the account is currently on or off test for the servicing of the t icket.

Panel Type The type of panel used onsite.

Radio Number The linked account number.

Radio Type/Identifier The type of linked account or custom identifier.

Ticket Number The number of the t icket being serviced.

Switching the Account On/Off Test
The account information box direct ly above the Navigational Toolbar displays the account number
and company name on each screen. Within the Home screen, the on/off test option is displayed. To put
an account on/off test, complete the following steps:

Swipe the button from left  to right to put the account On Test  (Figure 18).

(Figure 18)

Swipe the button from right to left  to put the account Off Test  (Figure 19).

(Figure 19)

Press Cancel to continue changing the account's status (Figure 20).

(Figure 20)

Map and Site Contact Information
The Address sect ion provides the address of the account (Figure 21). The Site Contact Information
section provides the first  priority site contact information of the account, including the following
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information:

Contact Name
Email
Personal Info (brief descript ion of contact type)
Phone Number

(Figure 21)

Field Description

Contact Name Displays the name of the site contact.

Email Displays the contact's email address.

Personal Info Displays information about the site contact.

Phone Number Display's the contact's phone number.

Map
The Map sect ion provides the address of the account and is embedded with Google Maps  (Figure 22).
When the Map hyperlink is selected, a map will generate the general location of the address to be
serviced.

(Figure 22)

To view a map of the site, complete the following steps:

1. Select the Map hyperlink in the Map sect ion.
2. Select OK to have the applicat ion use your location.
3. Edit  the address, if needed, by tapping the text field that displays the address at the bottom of

the map section (Figure 23).
Select Refresh to update the address and the map.

TM
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(Figure 23)

Direct ions are located under each corresponding pin (Figure 24).
Hover over each pin to display details about the location.

(Figure 24)

To view the map in satellite mode, select Satellite (Figure 25). All other features remain the
same while in this mode.

(Figure 25)

Edit
The Edit  screen allows the technician to modify and/or add site and contact information on the selected
account. To edit  site and contact information, complete the following steps:

1. Select Edit  (Figure 26).
The Edit  screen will display.
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(Figure 26)

2. Edit  any necessary information within the given fields and drop-down lists (Figure 27).
3. Select Update to save the modified information.

Select Close to exit  the Edit  screen without making changes.

(Figure 27)

Field Description

Add Email Address Adds an addit ional email address for the contact.

City The city where the account is located.

Close Closes the Edit  screen.

Contact The name of the site contact.

Delete Email Address Deletes an email address from the contact.

Email 1 The email address of the contact.

Info The contact descript ion.

Panel Type The type of panel located onsite.

Phone # The contact's phone number.

Radio Type/Identifier The type of linked account.

State The state where the account is located.

Street The name of the street where the account is located.
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Street # The street number where the account is located.

Update Updates any changes made to the edit  screen.

ZIP Code The ZIP code where the account is located.

Adding an Email Address
Add an email address by completing the following steps:

1. Swipe from left  to right within the given row in the Contacts sect ion (Figure 28).
The Edit  button will display.

2. Press Edit .
The Edit  pop-up screen will display.

(Figure 28)

3. Press Add Email to generate an Email text field (Figure 29).
4. Press Update to save the changes.

Press Close to exit  the screen without saving.

NOTE: If you are edit ing information on the HOME screen, press Edit  in the Home Navigational
Toolbar instead of swiping from left  to right within the given row.

(Figure 29)

Deleting an Email Address
Delete an email address by completing the following steps:

1. Repeat steps 1-2 of Adding an Email Address.
2. Press Delete Email Address (Figure 30).
3. If there are mult iple emails for the contact, select the email displayed to view a list  of the other

emails for the contact, then press the email to delete.
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(Figure 30)

4. Press Delete to delete the email (Figure 31).
5. Press Update to save the changes.

Press Close to exit  the screen without saving. NOTE: If you are edit ing information on the
HOME screen, press Edit  in the Home Navigational Toolbar instead of swiping from left
to right within the given row.

(Figure 31)

Contacts
The Contacts screen displays all contact information for the account, including the Premises and direct
Contact  information.

The Premises Contact  sect ion is the second list  of contacts to call for that specific account. Both the
Premises and Contact  information include the following information (Figure 32):

Contact Name
Phone Number
Personal Information
Email

© DICE Corporation 18



(Figure 32)

Field Description

Contact Name The name of the site contact.

Email 1 Displays the site contact's email address.

Personal Info Information about the site contact.

Phone Number The site contact's phone number.

Adding Premises and Contact Information
Add the Premises and Contact  information by completing the following steps:

1. Press Add within the given row in the Premises or Contact  sect ions (Figure 33).
The Add pop-up screen will display.

2. Enter the necessary information.
3. Press Add to save the changes.

Press Close to exit  the screen without saving.

(Figure 33)

Editing Premises and Contact Information
Edit  address information by completing the following steps:

1. Swipe from left  to right within the given row in the Premises or Contact  sect ions (Figure 34).
The Edit  button will display.

2. Tap the Edit  button to display the Edit  screen.
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(Figure 34)

3. Modify the necessary information (Figure 35).
4. Press Update to save the changes.

Press Close to exit  without saving.

(Figure 35)

NOTE: Refer to pages 20-21 for instruct ions on adding and delet ing an email address.

Deleting an Entire Contact
Delete an entire contact by completing the following steps:

1. Swipe from left  to right within the given row of the Premises or Contact  sect ions (Figure 36).
The Edit  button will display.

2. Press Edit .

The Edit  pop-up screen will display.
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(Figure 36)

3. Press Delete Contact  (Figure 37).

(Figure 37)

4. Press Confirm to delete the contact (Figure 38).

Press Cancel or X to return to the Edit  screen without delet ing the contact.

(Figure 38)

NOTES
The Notes screen provides the ability to review various notes while servicing an account. Typical notes
include information regarding details about the account, alarms, or a site that must be reviewed (Figure
39). This screen allows the user to view all the notes on one screen or individually. Note categories include:

Billing
Customer
Install
Dispatch
Service
Site
Temporary

NOTE: Select Open Note Types to select different note types to view. Select Close Note Types to
© DICE Corporation 21



close the note menu.

(Figure 39)

Field Description

All All notes from the account.

Billing The billing notes for the account.

Customer The customer notes for the account.

Direct ions The site direct ions for the account.

Install The installat ion notes for the account.

Service The service notes for the account.

Temp The temporary notes for the account.

Equipment
The Equipment  screen provides the ability to view a list  of equipment that has been used onsite (Figure
40). The equipment list  displays the recorded inventory with details.

NOTE: The equipment sorted numerically by item code.

(Figure 40)

Field Description
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Item Code The item code used for inventory.

Item Descript ion The descript ion of the item.

Quantity How many (of the specific item) are onsite.

Zones
The Zones screen displays zone codes and item descript ions for the alarm points (Figure 41). The zone
list  will display the Zone Code and the Item Description for the zone to help determine where zones
are located and what devices may be in the vacinity.

NOTE: Zones are sorted alphabetically by zone code.

(Figure 41)

Field Description

Item Descript ion Displays a descript ion of the zone.

Zone Code Displays the specific zone code.

History
The History screen displays account history that can be searched by a specific date and t ime range
(Figure 42). Detailed account events will generate below the date and t ime section.

(Figure 42)
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NOTE: The central stat ion defines a specific color using a system-wide sett ing and is not definable per
user. The color is based on alarm priority or alarm type.

Searching Account History
To enter a date range to view specific account history, complete the following steps:

1. Press the From field to choose the day and t ime to begin the search (Figure 43).
Scroll up or down using the dials to choose the days and t imes.

2. Press Set  to use the selected date and t ime for the From information.
Press Cancel to exit  the From pop-up without saving.

(Figure 43)

3. Press the To  field to choose the day and t ime to begin the search (Figure 44).
Scroll up or down using the dials to choose the days and t imes.

4. Press Set  to use the selected date and t ime for the To  information.
Press Cancel to exit  the To  pop-up without saving.

(Figure 44)

5. Press Refresh to load the account history for the given date and t ime range.

Viewing Account History Events
Once a date and t ime range is selected, the results will generate below the History header. History
events can be expanded to display details of the event, which include the following:

Date
Time
Dealer Code
Company Name
Account Number

© DICE Corporation 24



Short Descript ion of the Alarm and the Event.

To view details of an account event, complete the following steps:

1. Press an event summary to expand the event (Figure 45).
2. Event details will display beneath the event summary.
3. Press the event summary again to minimize the event.

NOTE: Account history can be sorted from newest to oldest by select ing one of the two options within
the Sort  sect ion.

(Figure 45)

NOTE: The number of records available for the specified t ime/date range will be displayed under the
Number of Records label.

Billing the Customer
To bill the customer, select Bill after the t icket has been serviced. Once the billing process is complete,
the t icket will not be available for select ion. The following screens are used after select ing the Bill option:

Customer Billing
Services List
Parts
Payment
Payment Options
Signature
Invoice

Customer Billing
The Customer Billing screen is used to log the technician's service information for the specific t icket,
including choosing a payment act ion, select ing a payment and rate code, and entering the number of
hours the techncian spent servicing the t icket (Figure 46).
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(Figure 46)

Field Description

Hours The number of hours the technician worked.

Next Continues to the next screen.

Notes The descript ion of the t icket service.

Pick A Payment
Action

The payment status of the t icket (Complete, Incomplete, or No Charge).

Pick A Payment Code The type of service that was performed or part replaced.

Pick A Rate Code The rate at which the account will be billed.

Reschedule Date A date to reschedule the service if Incomplete was selected as a payment
action.

To enter information for Tech Hours, complete the following steps:

NOTE: If Incomplete is chosen, the technician will be asked to enter a Reschedule Date.

1. Press Pick A Payment Action to select the t icket payment status (Figure 47).

(Figure 47)

2. Press Pick A Payment Code to select a payment code for the bill (Figure 48).
Swipe up and down to scroll through the list .
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(Figure 48)

3. Enter the number of hours spent servicing the t icket in decimal format (Figure 49).
4. Select Next  to continue to the next screen.

NOTE: The Rate Code will automatically default  to the rate code that is on the t icket. The Michigan
Rate Code shown is for demonstrat ion purposes only.

(Figure 49)

Services List
The Services List  is used to define all the services completed and enter detailed notes of what was
performed during the t icket, including the following (Figure 50):

Checklist
Battery Voltage
Service Explanation
Work Performed
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(Figure 50)

Field Description

Battery Voltage The battery voltage number for the tested battery.

Check All / Uncheck All Check or uncheck all of the given service options.

Next Continues to the next screen.

Service Explanation The descript ion of the service performed for the t icket.

Work Performed A summary of the work performed for the t icket.

To enter information for Services List , complete the following steps:

1. Press a checkbox from the checklist  to apply the service to the t icket (Figure 51).
Select Check All to select all of the options and select Uncheck All to deselect all of the
options.

(Figure 51)

2. Enter the Battery Voltage number within the text field (Figure 52).
3. Enter the reason for the service within the Service Explanation field.
4. Enter the work that was performed within the Work Performed field.
5. Select Next  to proceed to the next screen.

NOTE: The checklist  options will vary depending on customer account configurations.

(Figure 52)

Parts
The Parts screen is used to specify which parts were used while servicing the t icket. These parts are
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taken from the inventory of the technician's truck and added to the account's bill (Figure 53).

(Figure 53)

Field Description

Add Adds a chosen part to the t icket. NOTE: Any parts added to the inventory list  that were
used for the t icket will be highlighted in green.

Delete Deletes a chosen part from the t icket.

Fix Any parts fixed during the service of the t icket will be yellow.

Next Continues to the next screen.

Non-Stock A part that is not located in the inventory.

Part
Descript ion

A breif descript ion of the part used.

Part
Number

The number associated with a selected part. This will automatically generate if a stock
part is chosen. If a non-stock part is chosen, a part number must be entered.

Pick A Part
Number

The number of a part from the list  that was used for the t icket.

Price The price of the part used, which will automatically generate if a stock part is chosen. If a
non-stock part is chosen, a price must be entered. NOTE: This number can also be
altered if a stock item has been selected.

Quantity How many of a specific part was used for the t icket.

Remove Any parts removed during the service of the t icket will be highlighted in red.

Replace Any parts replaced during the service of the t icket will be highlighted in dark yellows.

Stock A part located on the technician's truck.

Total The total price of all parts used for the t icket.
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Adding Parts to a Bill
To add parts to the bill, complete the following steps:

NOTE: The Add function displays by default . If Non-Stock was chosen, enter the Part Number within
the field and skip 2-3 (Figure 56).

1. Tap the arrow located on the Add drop-down menu to add, replace, remove, or fix a part (Figure 54).
If Add is selected, chose whether the part was a stock or non-stock item by tapping the
arrow located on the stock tool.

(Figure 54)

2. Select Pick A Part Number to display part number options (Figure 55).
3. Select a Part Number by scrolling through the list  and pressing an option.

The part number field will automatically generate with the selected part number.

(Figure 55)

(Figure 56)

4. Select Quantity to display a numbered list  (Figure 57).
5. Select the number of parts used by scrolling through the list  and pressing an option.

The price of the part will automatically generate in the Price field, based on the inventory list
and adjusted by quantity selected. Edits are allowable in these fields.
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(Figure 57)

6. Select Add to add the part(s) to the bill (Figure 58).
Select an added part and then press Delete to remove the part from the bill.

7. Repeat steps 1-6 until all parts have been added for the t icket.
8. Select Next  to continue to the next screen.

(Figure 58)

Payment
Payment displays a summary of the t icket service and address rates that can be added to the customer's
bill (Figure 59). All information in the Payment  screen is generated from previous entries during the Bill
process. The bill's total is displayed at the bottom of the screen.

© DICE Corporation 31



(Figure 59)

Field Description

Add-On Enter any addit ional charges to add to the t icket or a discount (by adding a negative
number).

Battery
Voltage

Displays the battery voltage number entered from the Service List  screen.

Gas
Surcharge

The total price for the technician's cost of travel. This field can be edited.

Labor The price of labor for servicing the t icket that was selected from the Tech Hours
screen. This field can be edited.

Labor Hours The labor hours selected at the Customer Billing screen. This displays the number of
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hours at which the technician serviced the t icket.

Miscellaneous Displays the service options selected from the Service List  screen.

Parts The total price for the parts used for the t icket. This field can be edited.

Pay Select to open the Payment Options screen.

Payment
Action

The payment act ion selected from the Customer Billing screen. This displays
whether the t icket was complete, incomplete, or no charge.

Payment
Code

The payment code selected from the Customer Billing screen. This displays the
type of service performed or the type of part replaced.

Payment
Notes

Enter notes about the payment from the t icket.

Rate Code The rate code selected from the Customer Billing screen. This displays the rate at
which the account will be billed.

Reschedule
Date

Displays the reschedule date selected from the Customer Billing screen if
Incomplete was selected as a Payment Action.

Services
Explained

Displays the explanation of the t icket service entered from the Service List  screen.
This field can be edited.

Total The total price of the bill for the t icket.

Work
Performed

Displays the summary of work performed for the t icket, entered from the Service List
screen. This field can be edited.

To edit  the Payment  screen, complete the following steps:

NOTE: The Recalculate option can be selected to ensure the proper price is shown.

1. Edit  any necessary information within the given text fields (Figure 60).
If Labor, Parts, Gas Surcharge, or Add-On are modified, the total will change according to
the new changes.

(Figure 60)

2. Select Pay to display the Verify Charges screen.
3. Select Confirm to continue to the next screen (Figure 61).

Select Close to return to the Payment  screen.
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(Figure 61)

Payment Option
Payment Options provides the following types of payment options to pay for a service t icket:

Credit  Card
Debit  Card
Check
Cash
Payment Information On File

To enter payment information, complete the following steps:

NOTE: If an account already on file has been selected, the customer must verify the information
displayed on the screen.

1. Select a method of payment.
If there is a payment account on file, select the checkbox to allow system verificat ion.

2. Enter required information in all the given fields.
Refer to the following figures and tables for the appropriate field descript ions.

3. Select Sign to continue to the Signature screen.
4. Select OK to accept the successful payment.

Credit Card Option Screen
When using the Credit  option, all fields must be entered before a signature can be collected (Figure 62).

NOTE: Fields that are left  blank or entered incorrect ly will highlight in red after Sign has been pressed.
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(Figure 62)

Field Description

Authorize Payment with
Information on File

Select the checkbox to authorize the use of a credit  card or checking
account saved on file.

Credit  Expire Month The month the credit  card expires.

Credit  Expire Year The year the credit  card expires.

Credit  First  Name The first  name on the credit  card used for payment.

Credit  Last Name The last name on the credit  card used for payment.

Credit  Name The full name of the card's owner spelled out as it  is on the credit
card.

Credit  Number The credit  card number used for payment.

Credit  Type The type of credit  card used for payment.

Credit  ZIP Code The billing ZIP code for the credit  card.

Debit Card Option Screen
When using the Debit  option, all fields must be entered before a signature can be collected (Figure 63).

NOTE: Blank or incorrect ly entered fields will highlight red after Sign has been pressed.
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(Figure 63)

Field Description

Authorize Payment with
Information on File

Select the checkbox to authorize the use of a credit  card or checking
account saved on file.

Bank Account The customer's bank account number.

Bank Name The name of the bank where the account is located.

Bank Routing The bank routing number.

Security Code The three-digit  number located on the back of the card.

Check Option Screen
When a check is being used as payment, accept the check and select Sign to continue to the signature
screen (Figure 64). When the customer signs the Signature screen, they are authorizing the check to be
used as payment.

NOTE: Be sure the check is filled out completely, including a signature, as the Check screen does not
include fields for check information to be entered.

(Figure 64)

Cash Option Screen
When cash is being used as payment, accept the cash and select Sign to continue to the signature
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screen (Figure 65). When the customer signs the Signature screen they are authorizing the cash to be
used as payment.

(Figure 65)

Additional Services, Signature, and Invoice
Before the signature of acceptance for services is finalized, and depending on company configurations,
there may or may not be the option for the customer to add addit ional services. If addit ional services are
offered, those services will automatically be listed. The customer also has the option of declining
addit ional services.

Additional Services
To decline addit ional services and begin generating the invoice, complete the following steps:

NOTE: The service checklist  options will vary greatly, depending on customer account and/or central
stat ion configurations.

1. Add a checkmark to the checkbox if the customer wants to decline a listed service (Figure 66).
The boxes must be checked to decline services.

2. Ask the customer to init ial the signature boxes displayed if a service was declined.
3. Each service will have its own signature box.
4. If services are not declined, the customer is not required to init ial.

(Figure 66)

Signature
After the payment has been entered in the Payment Options screen, the payment has been approved,
and options for addit ional services have been handled, a signature from the customer must be captured
to authorize the payment and confirm that the t icket has been serviced. Complete the following steps to
capture a signature:
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1. Ask the customer to sign within the signature box.
The Clear hyperlink can be selected to clear the signature box.

2. Select Next  to generate an invoice for the t icket.

Invoice
After capturing a signature from the customer, an invoice will generate and save to a folder on the
company's server. If the applicat ion is being used on a phone, the invoice can be printed and emailed by
using the Adode Viewer App.

To view the invoice, complete the following steps:

1. Select View The Invoice to generate a view of the invoice (Figure 67).
2. The applicat ion may inform you it  will take ten seconds until the invoice is ready before displaying

the View The Invoice hyperlink.

NOTE: Select Close if you do not wish to view the invoice and select OK to confirm t icket completion.

(Figure 67)

After the invoice is created, the t icket will be closed and/or transferred and will no longer appear within
the Ticket List  screen. A sample invoice is shown below (Figure 68):
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(Figure 68)
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