ExpressTime Solutions

Supplies

Supplies can be tracked, delivery tickets created and budgeted in ExpressTime. To use the
many features below a pick list of approved chemicals, supplies and misc. supplies needs to
be created.
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k191554 Soap KMCare Antibac Foam Refill $47.25 $47.25 Caze Dispenzer k 8 product Types
k19552 Soap KMCare Maist Foam $54.15 $77.36 Each Supplies '? ! ‘ T me Types 0
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41482 Tawel Soott Kitchen $2485  $2485 Cass | Supplies o |
GPES4E0 Towelz Enmotion Boll T owels $54.05 $54.05 Caze Supplies 13| Users
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MOP240z whetmop 24 Oz $0.00 $0.00 Each Supplies v
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» To create “Pricing Levels” go to Administration/ Pricing Levels’ click the (+) to create a new
record and then fill in the applicable information. Post your record when finished.
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Approved Su pplies - Specific supplies can be assigned to each building, thus creating a
drop list of approved chemicals, supplies and misc. supplies to be used when creating supply

delivery tickets in the Scheduling tab.

Creating an “Approved Supply” list narrows down the supply pick list to only items used in a specific
location. So for example an employee leaves a message that toilet tissue is needed in a building
without specifying which type such as jumbo roll or coreless the approved list will help determine what

is needed.

> If using “Pricing Levels” for delivery and budgeting purposes. Select the applicable pricing
level. Checking “ Bill Supplies”, “Bill Chem.” Or “Bill Misc” will add the applicable

percentage rate to the supply delivery tickets and Budgets.

» To create a “Approved Supplies” list in a building go to Customers/Buildings and then to
the Building tab above the calendar. Go to the “Approved Supplies” tab at the bottom of
the screen, click the (+) to create a new record then, fill in the applicable information. Post

your record when finished.
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Once approved supplies are set up for your clients various reports can be generated such as order
forms.

Building Approved Supplies Order Form
ServiceMaster Cleaning Alternatives
Printed: 7/20/2015 2:25:07 PM Page 1 of 1

5895 - BancorpSouth - Broadway Dr.
713 Broadway Dr.
Hattiesburg, MS 39401

601-545-6800
SupplylD SupplyDescription Quantity
KCO7006 T Tissue Scott 9 Inch Coreless [ ]
HEXT658QK Liner 38X58 Black Trash Liner ]
CM226312YW Maop Bucket And Wringer |:|
KC02129 T Tissuelr. Jumbo Raoll [ ]
KC02000 Towels Scott Hard Rall l:l

Total records for building: 5

Tracking Supplies & Creating Supply Delivery Tickets

As with labor, supplies affect our bottom line. Ideally, delivery tickets are created when supplies are
taken to a location, whether they are billiable or not. This helps with the tracking, billing and the
budgeting of supplies.
» Supplies also must be entered into each building as they are delivered for comparison in the
statistic reports and to create supply delivery reports.

Search By Building Hame | | 4, Search %, Clear  [#* Close | h895 | BancorpSouth - Broadway Dr. Supervizor Yalidation
“ilker Buildings by Status EBuilding Information
@ Active Inactive All Scheduling Building Budget “wiork Order Requests Projects Task Schedules
g 0000 “Drive Time A | Duplicate | ? “Why =) Print
FOO7  Airgas - Laurel —
EOED AirgasE Shest Contract Budgeted Revenue Budgeted Budgeted Housekeeping Other Total
@ ?rgas yro.n == 0 g Date Revenue Hours  PerHour Labor  Supplies Labor Percent Labor Percent Labor Percent
@ 0312 Airgas-Hattiesburg R
@ B3 Alter Metal Recycling v | m/2ams $345.42 2200 $1570  $184.00 $72.42 4E.32% £.95% 53.27%
@ 5920 Amedisys Home Health Can = o O22ms $345.42 2200 $1570  $184.00 37242 4E.32% E.95% 53.27%
@ 032 Asbury Church 03/2015 $345.42 2200 $157F0  $184.00 $72.42 4E.32% £.95% 53.27%
@ 7009 Ashley Fumiture - W arshou: L (o 04/2ms $345.42 2200 $1570  $184.00 $72.42 4B.32% E.95% 53.27%
BO89 ATET o 05/205 $345.42 2200 $1570  $184.00 $72.42 4E.32% £.95% 53.27%
E | |0B/2015 $345.42 2200 #1570 $184.00 $72.42 4E.32% E.95% B3.27%
5894 BancorpSouth - Carteninal R D 07/205 $345.42 2200 $1570  $184.00 $72.42 4E.32% £.95% 53.27%
@ ENG  BancorpSouth - Dowmbawn F ol
@ 5681 BancamSouth - Eastbrogk - -———eeeeee,eeeeeeeeeeeeeeeeee——e—_—
@ 506 BancopSouth - Ellisvile G ||| Select Description By 1D - ol |+ = 4 Mode: Browse Data | &) Print
@ £292 BancopSouth - Hwy 93 —1E \_/\_/I_/\_/‘_I |
@ 5892 BarcompSouth - Main Office H g Date Type Description Quantity  Rate Urits ~ Total Maotes
@ 5302 BancopSouth - Medical Ce - Reverue Contract Revenus 1 $273.00 Fired $273.00
@ 5905 BancorpSouth - Maortgage | o FA2mE Revenue General Supplies 1 $72.42 Each $72 42 Paper supplies
@ R297 BancorpSouth - Operations 72018 Service  Housekeeping 20 $8.00 Hours $160.00
@ 5396 BancaorpSouth - Petal J FA/2015 Service  Supervizor 2 $12.00 Hours $24.00

@ 0043 BancorpSouth - Stewart, Sr
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To enter create a supply delivery ticket go to Customers and select a specific building. Select a date
on the calendar that the supplies were (or will be) delivered. On the Scheduling tab below the
calendar select the Supplies tab and click the (+) to create a new record then, fill in the applicable

information. Post your record when finished.

“iben Buiichngs by Status

[F7 | Buldng Infomason
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N2 Argas-Hatterbusg X Supervisors
B0S3 Akes Metal Riecycling . - . ; 2 3 4 S
5320 Amedizys Home Health Can 12 13 14 15 1 T h h | JSh
) BOX2 Asbury Church 19 3 | 31 33 3 o0 narrow the search, select ow
g :mvfmbn-wum 26 27 i 29 Approved Supplies™ and your pick list
will anly include approved supplies,
. chemicals and misc. for this building.
€ B9 BarcerpSouth - Eastbicck £ Save Dates
) BNE BanceapSouth - Elsvile Text Messaging Log
S BancopSouth - Hey 33 Performed Services eduled Services eebkdy Planner Caller IC Call Log
S92 BanconpSouth - Masn Difice - - "
SHZ BacomSouth - Medcal Ce 20/2013 _Igh| To: [7/20/2015 =l = -
5305 BancompSouth - Mortgage [ = . . | — = .
=T B South - Opes. [+ o || X ] e ¥ Shew Appreved Supplies
i) 55% BancoepSouth - Petdl Delivery Tatal Product Product Type
43 Bancospdouth - Shewart Sr Cate Product Tickt Quantity Units Frice Frice Group
559 Bancorpbouth - Linbetsty T Tisgue Foott 9 Inch )
BN3 BancomSouth - Wapmneskor Harme SupplvlD UnitPrice  Units Ballakle ProductType
B4 BancomplSouth - Weal Lau T Tissue Scott 9 Inch Coreless KCOTO06 51,94/ Case W Suppbes
' gﬁ :"‘““"5“_""" 'wm Liner 3BXS8 Black Trash Lines HEXTEE8QH 28.65| Case Can Liners
! ":I'"' =l = | Mop Bucket And Wringer CM226312TW 55,2 Each Supples
T Tissuedr. Jumbo Roll KC02129 £0.88| Case Supplies
224 Riecoeds Found Towels Scott Hard Roll KCOZ000 72.78| Case Supples
Liner 2432 Trash Liner WHITE HEH4B32MWR 30,09 Cage Can Liners
Tewel Scott Kitchen 41482 31.06/ Case Supplhes

Printed: 7/20/2015 3:23:30 PM

Building Supply Delivery Report Summary

ServiceMaster Cleaning Alternatives

Page 1of 2

Parameters: Dates: 7/1/2015-7/20/2015 11:59:59 PM

1000 - ServiceMASTER

216 West 5Th Avenue

Petal, M5 39465
582-0101
Product Cost Quantity  Price/Each Units Total Price
T Tissuedr. Jumbo Roll 240.70 1 345.81 Case 24581
Towels Scott Hard Roll 85822 1 $66.95 Case 86695
Total : $113.76
5631 - BancorpSouth - Eastbrook - Petal 27 Byrd Blvd.

Building Supply Delivery Report

Product Ci
T Tissue Scoft O Inch Coreless \ ServiceMaster Cleaning Alternatives

Printed: 7/20/2015 2:32:24 PM Page 1 of 1
5897 - BancorpSouth - Operations

— 124 Hardy St.
Hattiesburg, M5 30401
501-545-5223
Date DeliveryTicket SupplylD Product Price Quantity Units TotalPrice
07/03/2015 875987 PPMTS0130N Liner 3858 White Trash $20.95 1 Case $20.99

$20.99

Total records for building: 1




