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Overview SERVTRAQ
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v’ Define Progress Billing

v’ Review Features that Support Progress Billing

v’ Review Progress Billing Reports Available for Analysis



What is Progress Billing?

Progress Billing is the practice of entering Weatherization measure in ServTraq in real time. The purpose of
Progress Billing is to track Open Jobs and their progress towards completion via use of Job Statuses in
ServTrag. Progress Billing helps maintain more accurate inventory counts and Open Job visibility through

various reports available.

Ability to Run
Multiple Reports
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Job Statuses

Job Tracking Sheet



Job Tracking S

Reports>Weatherization Reports>Job Tracking Sheets

eet

Jowio: 36377 Job Tracking Sheet o w::; ;:sﬁgo
Occupant: GUZMAB, MARLEN Landlord:
1910 47 ST
SALINAS CA 93905 Job INITIAL WEATHERIZATION
WSAG Signed: Ti21/2014  Certification Date: T/21/2014 Pre-1879: YES | |NO [ | HUD-Funded: YES | | NO [ ]

Appt Date/Time Action Employee Motes:

7H6 @1:30pm A t As

a1 @%am HCS Work Crew Leader

8124 @ 9:30am HCS Work Crew Leader

S/1 @10:30am | Post Inspection As
Eligible Programs as of 8/30/2016 3:40:02 AM
|_|ECCS 2015 [ |ECCS 2016 | |ECHS 2015 [ |ECHS 2016
| |FEE FOR SERVICE [ |LHEAP WX 2015 hLEEar wx 2016 [ Lrwe wix 2015
| |PGEESAP2013 _Erl‘lll’l’lmnﬂl- ITWE WX | |SWEATS 2015 | |SWEATS 2016
| |TODLET RETROFIT 2015

EN Date Action/Status Employee Hours Note By
/ THI1E Scheduled for Assessment Assessor 2.5 ECSW
/ THEME Assessment Comp A 25 A
/ THTME HCS ready to access E/S Manager 1 ESM
e | 7130016 Scheduled Work Crew Leader 1 ECSW
I | 81016 Appointment kept Crew Leader 1 cL
‘/ 81216 Material Hold E/S Manager ESM
/ 81516 Received Materials Inventory Manager ™
la” | B17I1E HCS ready for work E/S Manager T ESM
/ BI23/16 Scheduled for work Crew Leader T ECSW
/ BI24/16 Appointment kept Crew Leader 5.5 cL
/ BI25/M16 Ready for Post Inspection E/S Manager 5 ESM
hae” | B/25/16 Scheduled Post Inspecti A 5 ECSW
/ 9116 Appointment kept Assessor 5 A
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Open Jobs List

Weatherization>Under Scheduling click on Open Jobs List

e= Open Jobs List

& Refresh List | BElPﬂl'tLEt - | (J Color Key | Enter Search Criteria... 0B &

LIWP Census Tract Eligible ¥ TRP Geographically Eligible mm Job Type ¥ | Current Status ¥ | WSAG Signed Date + ¥| Est. Hour
& ]

9 9 36469 INITIAL WEATHERIZATION NO STATUS 12/14/2016
9 L4 36466 INITIAL WEATHERIZATION CALLBACK APPROVED 10/26/2016

'ﬂ' L4 20771 IMITIAL WEATHERIZATION ASSESS IN PLACE 10B 10/21/2016

'ﬂ' v 36460 REWEATHERIZATION NO STATUS 10/21/2016

9 L4 36462 INITIAL WEATHERIZATION NO STATUS 10/20/2016



Progress Billing Reports

All of the following reports can be located in the Reports section in ServTraq, under
Weatherization Reports.

* Jobs not Completed Activity Entered

* Measures Installed List

* Materials Entered on Not Reported Jobs

* Inventory Usage List

* Inventory Detail Report

* Jobsheet Employee Details by Date Range

* Jobsheet Employee Details List



Q Jobs Not Completed, Activity Entered

w |5 PP Page |1

s not Comple
of | 15 | B @ | [E [E |rPoF -

Jobs Not Completed Activity Entered

0
=
<

DOE WAP 2014

List Name [ Address DwellinglD JoblD Completed Sub. Fees Materials Job Total
GARCIA, JULIE 27416 36308 $0.00 $0.00 $3.79 F33.54
160 TWIMDLE AVE WATSOMNWILLE 95076
GARCIA, AMA ISABEL 24005 33732 $0.00 30.00 $0.00 536.00
1251 PALM AVE SOLEDAD 93960
STEFPMEY, PATRICIA 28431 36421 s0.00 30.00 $0.00 551.00
203 E LAVERMNE AVE POMOMASITET
Program: DOE WAP 2014 contains 3 jobs. $0.00 $0.00 $3.79 $120.63
ECHS 2015

List Name / Address DwellinglD JoblD Completed Sub. Fees Materials Job Total

$2,643.80 $0.00 $58.90 $2,738.79
WACANT, JUAM 28435 36425 $100.00 $0.00 $0.00 $100.00
678 MAIM STA AROMAS 95076
Program: ECHS 2015 contains 2 jobs. $2,743.80 $0.00 $£58.90 %2,838.79

This report breaks
down open jobs by
program funding
source used.



- = Measures Installed List

Report Parameters

Report Type:* All Jobs Not Reported v

Select Measures:* | ATTIC VENTILATION , BLOWER DOOR TEST M

= Select Programs:* | LIHEAP WX 2003, SWEATS 2009, ECIP HS 2005, 55C LIHE ™

i

B ExportList -
Measures Installed List - All Jobs not Reported - as of 2/7/2017 at 3:02 PM
Mezsure = 7
Job ID ¥ | Completed Date ¥  Address ¥ | City ¥ | Zip Code ¥ | Program ¥  Install Date ¥ Measure Count i Line Total ¥ Labor Hours ¥ | Labor Am¢

~  Measure: ATTIC VENTILATION (Total Measure Count: 1504, Number of Jobs: 3, Total Expenditures: $393.7822) -
41500 1762 YOSEMITE 5T SEASIDE 93555 LIHEAP WX 2017 12/13/2016 20 £183.8240 3.0000
42367 1500 SO0TO 5T SEASIDE 53555 LIHEAP WX 2017 1/20/2017 1477 £8.7556 0.2500
41816 35910 GLEN HAVEN RD SOQUEL 95073 DOEWAP 2016 2{1/2017 7 £203.1986 7.5000

~  Measure: BLOWER DOOR TEST - POST-TEST (Total Measure Count: 8, Number of Jobs: 8, Total Expenditures: $348.6250)

41363 101 RIVER DR SPC 20 KING CITY 93930 LIHEAP WX 2017 10/12/2016 1 $435.0900 1.5000
42023 527 ROGGE 5T WATSONVILLE | 95076 LIHEAP WX 2017 11/21/2016 1 $38.8450 1.5000
42236 520 ANDALUCIA DR APT B SOLEDAD 93960 LIHEAP WX 2017 11/28/2016 1 $37.2050 1.5000
41504 14201 OVERPASS RD WATSONVILLE | 25076 LIHEAP WX 2017 12/13/2016 1 $41.2150 1.5000
41500 1762 YOSEMITE 5T SEASIDE 935955 LIHEAP WX 2017 12/16/2016 1 $45.8600 1.5000
42585 272 OAK AVE GREENFIELD 93927 DOE WAP 2016 1/5/2017 1 443,3550 1.5000
41555 150 KERN ST SPC 31 SALINAS 53505 DOE WAP 2016 1/18/2017 1 $45.0500 1.5000
42412 E10 BRONTE AVE WATSONVILLE | 95076 DOE WAP 2016 1/25/2017 1 $50.9650 2.0000

¥ Measure: BLOWER DOOR TEST - PRE-TEST (Total Measure Count: 91, Number of Jobs: 91, Total Expenditures: $3,990.5091)




Materials Entere

Materials Entered on Not Reported Jobs

Report Parameters

Submit

& S % Page |1 vlof| 117 | & B |E [EF roF -

Job 1D

Address  Program Comp. Date ltem Qty Cost Ext. Cost
32575 LIHEAR WX 2013 REFPLACE T-STAT ON OVEN 1 $236.01 $236.01
33413 LIHEAP WX 2013 ELECTRICAL SURVEY FOR ATTIC INSULATION 1 $122.00 $122.00

Program: CONSTRUCTION MATERIALS -- SUBCONTRACTOR INSTALLED contains 2 items.
Sum

2 $358.01

This report categorizes
materials by account
code.
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Inventory Usage List

s E RVL Welcome 60000GRojas! [Log Out] [ChangePassword |

Loaal Solutiers for Cakforaia

ﬁ- Home

[25] Contacts

|j Materials Usage List

(g‘é HEAP Report Parameters

Report Type:* |All Jobs Not Reported -

W= ] This report

@ Inventory

e extracts detailed

v [=] Daily Reports
v 9B Weatherization Reports ﬁ Export List ~

[} f t o
Iﬂ Job Tracking Sheets Drag a column header here to group by that column I n : rl I l a I : n : n
S 1ob File Labels Job ID ¥ | Completed Date ¥ | Address ¥ | City ¥ | Zip Code ¥ | County ¥ | Program

.
L Materials used
24368 1316 BROADWAY F SANTA CRUZ 95062 SANTA CRUZ LIHEAP WX 2013

[ 10bs Check Unpasted Inventc

=

. 24368 1316 BROADWAY F SANTA CRUZ 95062 SANTA CRUZ LIHEAP WX 2013
[ 10bs Check Outstanding Inve |VI
Iﬂ Jobs Not Completed, Activity 24368 1316 BROADWAY F SANTA CRUZ 95062 SANTA CRUZ LIHEAP WX 2013 O n e a S u re S
ﬂ Measures Check 24368 1316 BROADWAY F SANTA CRUZ 95062 SANTA CRUZ LIHEAP WX 2013

L]
ﬂ Materials Entered on Not Rep 27117 595 N EL CAMINO REAL 20 SALINAS 93907 MONTEREY LIHEAP WX 2013 I n Sta I | e d
.

Iﬂ Unused Special Order Items

27117 595 N EL CAMINO REAL 20 SALINAS 93907 MONTEREY LIHEAP WX 2013
Iﬂ Jobsheet Line Details Summa
[ cSD Monthly Report 27117 595 N EL CAMINO REAL 20 SALINAS 93907 MONTEREY LIHEAP WX 2013
[ waterials by Account Code Re 27117 595 N EL CAMINO REAL 20 SALINAS 93907 MONTEREY LIHEAP WX 2013
5= Measures Installed List

27117 595 N EL CAMINO REAL 20 SALINAS 93907 MONTEREY LIHEAP WX 2013

Iﬂ Inventory Usage by Reportec

5= Inventory Usage List 4

§E Inventory Detail Report
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Weatherization
Inventory
Reports

=l Daily Reports

24" Weatherization Reports

[ 30b Tracking Sheets

= Job File Labels

[ 3obs Check

ﬂ Jobs Check Unposted Inventc
[ 30bs Check Outstanding Invo
ﬂ Jobs Mot Completed, Activity
[ Measures Check

ﬂ Materials Entered on Not Rep
[ unused Special Order Items
ﬂ Jobsheet Line Details Summa
Bl csp Monthly Report

ﬂ Materials by Account Code Re
£= Measures Installed List

@ Inventory Usage by Reportec
§E Inventory Usage List

8= Inventory Detail Report

1= EEE— . . e
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Start Date:* | 1/1/2017 A
End Date:* |2/28/2017 A
Submit

ﬁ Export List
SKU « %

SKU « ¥ |Item ¥ | Unit Of Measure v
v SKU: 0104-001

" MICROWAVE, 1000 WATTS, SIZE: 1.1 A

0104-001 cu. FT. EACH
* SKU: 0202-047

0202-047 WENTING - 14"X10" LOUVER EA
* SKU: SPCLOO1

SPCLOO1 JULIE EACH
* SKU: SUPPOO2

SUPFPOO2 TOOLS EACH

Inven

Inventory Detail Report
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Welcome 600

Inventory Detail Report for Date Range 1/1/2017 to 2/28/2017 as of 2/8/2017 at 9:46 AM

Reorder Level

30

Purchase Date ¥ | Cost ¥
10/18/2013 $105.8309
5/20/2015 $7.0850

$20.0000

1/11/2008 $11.8967

GRojas! [LogOut] [ ChangePassword

This report
provides a
snapshot of
Inventory
transactions
recorded over
the period of
time selected.
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Reports
=Y Daily Reports
2" Weatherization Reports
|j Job Tracking Sheets
=¥ Job File Labels
Jobs Check
Jobs Check Unposted Inventory

Jobs Check Qustanding Invoices

[ [ O [ [

Jobs Mot Completed, Activity Enter

Measures Check

= =

Materials Entered on Mot Reported
Unused Special Order Items On C

Jobsheet Line Details Summary

[ g [ [

CSD Manthly Report

|j Materials by Account Code Report
5= Measures Installed List

|j Inventory Usage by Reported Date
§E Inventory Usage List

5= Inventory Detail Report

U Special Order Items Used By Repo
HS Monthly Report

Crew Time Summary by Date Ran

[ [ O [ [

Vehicle Mileage Report with Variar

Vehicle Mileage Log to Invoice Exc

| =

Jobsheet Employee Details by Dat

[

Jobsheet Employee Details by Rep =
4 »

Q’ Jobsheet Employee Details by Date Range

Start Date:® | 7/1/2016 M
End Date:* | 7/31/2016 A
Submit
& 9 Y Page |1 o2l o ®= B & ror -

Jobsheet Employee Details By Date Range

Jobsheet Employee Detail records for work dates 712016 to 7312016

Employee: DENIS HAVILA CORREA

Job ID | POS Address Labor Hours OT Hours DT Hours Work Date Labor Amount

36438 25 00 00 T/28/2016 50.04
123 SMAIN ST SALINAS CA 93901
36438 30 00 00 T/28/2016 5008
123 SMAIN ST SALINAS. CA 93901
36438 25 00 00 T/28/2016 50.04
123 SMAIN ST SALINAS, CA 93901
36438 1.00 00 00 T/28/2016 50.16
123 SMAIN ST SALINAS. CA 93901
36438 200 00 00 7/28/2016 50.32

123 SMAIN ST SALINAS, CA 93901

Sum 4.00 .00 .00 $0.64

Employee: JENNIFER ANISTON

Job ID | POS Address Labor Hours OT Hours DT Hours Work Date Labor Amount
36438 1.00 00 o0 7/28/2016 53207

FECEE WL T TN X T

s by Date Range

This report provides a
quick overview of labor
costed to jobs.
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(3 70b Not Complet, Aciity Entere & Jobsheet Employee Details List
[ﬂ Meazures Check

[ Materials Entered on Not Reported X - Report Paramefers

[ﬂ Unused Special Order Items On Corr Report Type:* ‘Jobsheet Employee Detalls by Work Date v
[ 10bsheet Line Details Summary Start Date:* ‘11/1!2016 v

[ cs0 Montly Report End De:® | 2122007 .

[ﬂ Materials by Account Code Reported

EE Measures Installed List

[ﬂ Inventory Usage by Reported Date
i ﬁ Export List *
8= Inventory Usage List

§= Inventory Detai Report JobID & §

[ﬂ Special Order Items Used By Repart

Dwelling ID % | Employee % | Work Date 7 Measure 4 7 | Completed Date ¥ | Reported Date 7 | Address
[ﬂ HS Monthly Repart
) * Job ID: 36455
[ﬂ Crew Time Summary by Date Range
o ; ; 28453 JULIE GARCIA 11/2/2016 UNIT ASSESSMENT WITHOUT ATTIC 9/12/2016 911 LEXING
[ﬂ Vehicle Mileage Report with Variance
[ﬂ Vehicle Mileage Log to Invaice Excer
v JobID: 36474
[ﬂ Tohsheet Employee Details by Date F
28453  ADAM DEHOYOS 1/31/2017 ATTIC VENTILATION 1/31/2017 911 LEXING
(3 sobsheetEmployee Detas by Repor 28453 | DENIS H AVILA CORREA 1f31/2017 ATTIC VENTILATION 1j31/2017 911 LEXING
i= . .
‘ §= Jabsheet Employee Detals List 28453 ADAM DEHOYOS 1312017 BLOWER DOOR TEST - POST-TEST 1/31/2017 911 LEXING
EE Contract Expenditure Progress 28453 | ADAM DEHOYOS 1/31/2017 BLOWER DOOR TEST - PRE-TEST 1/31/2017 911 LEXING

[ﬂ Cantract Expenditure Pragress - Prin
& Payment Assistance Reports v Job ID: 36475
il tnventory Reports 28454 BOB LOBLAW 212017 BLOWER DOOR TEST - PRE-TEST 11 FIRETHO
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ServTraq Support

L

Local Solutions for Califarnia

 Visit our Solutions page
* Email us at: Support@ServTrag.com
e Contact us: (831) 761-1747

Toom SonBare 1 CoT

fat Home ~

@) ServTraq Support

S Payment Receipt Log

(2] Contacts b Enter a brief description of your question below and click Submit. A ticket will be created in the ServTraq helpdesk system. ServTraq help desk
x staff will get back to you as soon as possible

&y HEAP

Y Weatherization v Description: *

& Inventory N

I} Reports 7

[&] Analytics v

{23 Administration v

Submit

Solutions
Find the help you need at any hour of the day. Our solutions page contains training videos, answers to frequently asked questions, and
information on upcoming training events!

Forums

Stay informed and up to date wi
communications released and

ith Special Focus Topics that may impact your operations. You can also find previous Serviraq e-mail
terial on ServTraq Webinars held.
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