WORKFLOW MONITOR QUEUE SET UP A

Servicelive

We developed a workflow solution that will help you and your team manage Service Orders throughout their lifecycle. We call this the Workflow Monitor, which includes
gueues and search tools that can streamline your Service Order workflow and processes. ServiceLive workflow queues are a list of Service Orders stored to be

retrievable in a defined order. The defined order that we store them in for you, is by order status. For example, if you want to work on the next available order in Posted

status, you can find that order in the Posted queue.

This guide will help you

can start managing your Service Orders

Accounts that had a Workflow Monitor before
April 2019 will receive the following prompt
when you land on this setup page. This
message lets you know that you'll be able to
choose which queues are to
your business, and also choose which
queues you

We have something new for you! |

This page contains the Service Order Workflow Monitor Queues. The queues to which you
have already configured are displayed under Existing Workflow Monitor Queues.

We have defined a standard set of queues and we are in the process of migrating to
standard queues. The standard queues are Isted under Standard Workfiow Monitor
Queuves.

Once a queue is unselacted from existing queues and saved, you wont be able to
configure & again

Standard queues can be selected/unselected and configured anytime.
Continue to Workflow Monitor Queve Set Up

You'll this prompt each
time you land on this page,

in your list of Existing Workflow
Monitor Queues .
Essentially, you'll no longer receive this
prompt when you the list of

only.

After to your list of
existing queues, you'll need to
to update your queue settings. After saving,

you'll be prompted to that you
the queues you chose to

remove will be available.

Start from your Dashboard.

The Workflow Monitor setup page will display.

The setup page will display differently for accounts with an existing Workflow Monitor.

your new SO you

]

1. Hover your mouse over the
Administrator Office tab.

‘Workflow Monitor
e —————

Administrator Office

2. In a continuous motion, slide
your mouse down and hover
over Maintenance Panel.

I 3. Click Workflow Queue Set Up.

The information that displays on your Dashboard view is dependent on the permissions
that were assigned to you when you were added to the account as a user. ServicelLive is
optimized for Google Chrome and Mozilla Firefox browsers. Do not use Internet Explorer.
If you do not see these options, contact your ServiceLive account Administrator for help!

We've made it easy to choose from a set of
standard . From here, configure
which ones you'd like to display in your
Dashboard’s

Standard Workflow Monitor Queues

The new standard set of queues are listed below.These queues can be configured anytime.

@ praft
@ Active

B Complete
Reschedule
B Problem

@ posted

@ Expired

@ cancelled
@ Follow Up
@ claimed
B Accepted

Existing Workflow Monitor Queues

The workflow monitor queues which are already configured are listed below.We are migrating to new set of standard queues.Once
a queue is unselected from below list and saved, you wont be able to configure it again.

[ Revisit
Miscellaneous
@ validate

@ Order Status
B Pending

@ Time Window

But don’t worry! Everything you need is available in the

new st o -
@ Draft _—

The new standard set of queues are listed below.These queues can be configured anytime.

B Active

B Complete
@ Reschedule
B Problem

@ Posted

@ Expired

M@ Cancelled
B Follow Up
@ Claimed

B Accepted
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Configure your queues.

Click the & icon next to the
(listed by Service Order
status), and the window will expan

dard Workflow Monitor Queu

The new standard set of queves are ksted below These queves can be configured anytime.
Each queue here includes a

of of Service Orders will display .
in the workflow queue, and how those - Draft Orders - Service Orders n Draft status
orders are (entry and exit criteria) B Active
to display in that queue.

Bl praft

1 mctive - Greater than 72 hours - All active service srders greater than 72 hours old in Active state
(4] Active-Parts [:)ccepbons - Service Orders in Active status with Parts excepton
Use the to select which Bl Active Non-Parts Exceptions - Service Orders in Active status with Non-Parts exception

you'd like to . B Reschedule
You can or EY of & Reschedule Request - Service Orders with reschedule Request from Buyer or Provider

these standard queues at ! B Complete

a8 Completed Orders = Service Orders in Completed status pending Buyer review for payment

However, accounts with a list of Existing
Workflow Monitor Queues will not be able to B Problem
re-activate an existing queue once it's been
removed.

Bl problem Status - Service Orders placed in Problem status by Buyer or Provider

B Pasted

Bl posted - Service Orders in posted status
El posted Orders - All Responded - Rejected - All orders in Posted status regardless of sub status where all of the providers
rejected the order.

B Expired

! Expired Status - Service Orders in expired status
Bl Time Window in Jeopardy - Time window due to expire in 30 minutes with no provider check-in

B cancelled

El Buyer Initiated Cancellation Request - Orders in PENDING-CANCEL state
B provider Initated Cancellation Request - Service Orders in Active status with substatus Cancellation Requested

B Follow Up

L] Respond to Counter Offers - Counter Offers Pending Review - Not Yet Expired
El Released Orders - Service Order was in Accepted/ Active/Problem Status and Provider released
El posted-Action Needed - Pasted orders that are in posted status for one hour. OR Any orders that have been posted for one
hour and have a > or equal to 75% provider FIRM response rate,
Bl New Note(s) - Service orders containing new notes not entered by Buyer representative
F1 pending Claim Submission - Orders which are marked as sarvice completed, but not submitted for payment

B claimed
Bl Claimed - Holds service orders caimed from search tab
Bl Accepted

El Accepted Orders - All Accepted orders immediately upon going into Accepted status

Everything is set up, and ready to go!

The page WI|| refresh
a prompt will let you know

your changes have
successfully saved. /
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Start streamlining your Service Order workflow!

Welcome to your new
|

Based on the queue(s) , everything you need

2 oo to start throughout

Service Order Filter Queues Last refresh: Thu, 18 Apr 2019 15:54:53 their lifecycle is now available in

Filter Reference: -- Clear Filter -- E| Filter Value:

Queue Name Universal Count Currently Available Claimed Actions

Completed Orders Claim Next Order

Draft Orders

Claim Next Order

Buyer Initiated Cancellation Request Claim Next Order

Posted Claim Next Order

Explore your Workflow Monitor!

These are your Service Order
EEE oocoimed  searh
The tab includes all of the
queues you've configured to help manage your
Service Order workflow.

The tab displays all of the
Service Orders you’ve claimed from your
Workflow Monitor queue(s) (within the last 15-
minutes) to help you manage your Service Order
workflow.

The tab can help you locate specific (or
multiple) Service Orders, no matter which
queue(s) they're located in.

Questions?
Contact our Support Team at 888-549-0640, option S

Mon - Fri, 8am to 7pm Central Standard Time
Sat, 8am to 5pm Central Standard Time

You can also email us at Support@servicelive.com
Mon - Fri, 8am to 5:30pm Central Standard Time @
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