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Purpose: Establish Open Jobs Report in Service Titan to review all jobs in an incomplete status
Frequency: One Time
Process: Month-End Close

® |Loginto your ServiceTitan account
o https://go.servicetitan.com/

e Navigate to Reports, Select Create Report (See Figure 1)

Figure 1
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e From the report builder screen (See Figure 2)
o Choose report type - select Jobs
o Select areport template - Jobs
o Select Deselect All
o Select the following Columns to display

= Job#

= Job Type

= Business Unit
= Status

* Jobs Total

= Created Date
= Last Appt Date
=  Appt Hold Reasons
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= Customer Name

=  Select Next

Figure 2

Q Report type Q Report template o Columns

Choose report type Select a report template Columns fo be displayed in the report Q
Al Applied Payments ®
Jobs
Technicians Business Unit Performance ®
SELECTED COLUMNS: 7 Deselect All
_ calls ©
V' Recommended columns
Business Units Campaign Summary ®
108 BASICS
Accounting Customers ®
Purchasing & Inventory Inventory l6) JobID ‘ Job#
Job Costing & Payroll Inventory Line ftems [0}
Job Type Job Class
Sales. Opportunities and Revenue
Job C: Job C: D
Marketing Locations [0} b ampaan op ampaian
Lead Generation Office Performance [0} Call Campaign ® Call Campaign ID
Memberships Project Job Costing [0}
Campaign Category ® Business Unit ID o)
Customers Recurring Service Events [0}
Calls Technician Performance [0} Business Unit ‘ Invoice ID ®
Estimates Timesheets [0}
Invoice # ‘ Status l6) ‘
Timesheets

e Set Details (See Figure 3)
o Name: Open Jobs
o Category: Operations
o Description: Jobs in "incomplete" status - reviewed at minimum monthly to verify all billing is
complete for the prior month
Select Sharing Options
Select Save
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Figure 3
Set Details
Eenmbg ]

Category *

Operations

Description

Jobs in "incomplete" status - reviewed at minimum
monthly to verify all billing is complete for the prior
month

Template: Jobs

Share Access

View Only

View and Edit

mﬁare this report for view/edit with all other users whose
permissions allow them to view/edit this type of report

sac E

e Inthe Open Jobs Report (See Figure 4)
o Inthe Filter By drop down select Jobs with Appt Date
o Inthe From —To box select Last 365 Days
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Figure 4

Open Jobs :

Jobs in "incomplete" status - reviewed at minimum monthly to verify all billing is complete for the prior month

Filter by * From - To* Business Unit

Jobs with Appt Date Sep 13, 2020 - Sep 13, 2021 v

Yesterday

Last 7 Days

TR September 2020 - October 2020
Last 14 Days
Su Mo Tu We Th Fr Sa Su
Drag a column header and drop it here to group by tha  Last 30 Days
1 2 3 4 5
Month to Date
Job Type Y bt Y  Busines  LastMonth ¢ ° 78 9 0m 4
Last 90 Days 14 15 16 17 18 19 11
20 21 22 23 24 25 26 18
This Quarter
27 28 29 30 25
Last Quarter
Quarter to Date
Year to Date
click Run Report.
o Select the filter icon next to Status
. " n”
o Change filter to “Is not one of
“" ”
* Add “Completed
" n”
= Add “Canceled
o Select Filter
Figure 5
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o Select Save Changes
o Select Run Report (See Figure 6)
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Open Jobs a

Jobs in incomplete status - reviewed at least monthly to verify all billing is complete for the prior month

Filter by * From - To* Business Unit

Jobs with Appt Date - Aug 12,2020 - Aug 12, 2021 - Include Adjustment Invoices Run Report
Export Save Changes Edit Columns

Drag a column header and drop it here to group by that column

Customer Name Y  Job# Y  lobType Y  Business Unit Y  Total Y  Staws t Appt Hold Reasons hd

Shapiro Marty/ Jessica 7840027 No AC Service $0.00 Hold Waiting for manager

Tolleckson, Heidi

(3663023) 7677211 Equipment Install Install $0.00 Hold

Brown Phil/ Linda 7780507 No AC Service $0.00 In Progress
Rittz, Rachel (5804863) 7955099 Equipment Install Install $0.00 In Progress
Sharp Donald 7926555 No AC Service $0.00 Scheduled

e Select three dots next to report name, select Schedule (See Figure 7)

Figure 7

Open Jobs[)

Jobs in incomplete s Edit st monthly to veril
& Sharing
Filter by * From - To*
0] Duplicate
Jobs with Ap - £
(8 Schedule
B Delete

Export

e Select Schedule Simple Report (See Figure 8)
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Figure 8

Schedule Report: Open Jobs

Select a report type
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Simple Report
| want to email my report as is and
have the option to email each recipient
their individual data

l Schedule Simple Report I

Flexible Report
| want to create a customized view of
my report and email the same data to
all recipients.

Schedule Flexible Report

e Set the following options

Email Subject: Open Jobs Report
Attach Report as: XLSX

Date Range: Custom

Days: 365

Filter By: Jobs with Appt Date
Business Unit: All

O O O O O

* Note: If you are sending this report to Department Mangers you can select their
business unit and send them the report for just their department, otherwise if this is
going to accounting or the owner leave as all

o Select Next (See Figure 9)
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Figure 9

Schedule Report: Open Jobs X

o Details

Add Details

Enter information and select filters that will apply to the scheduled report

Email Subject Date Range
Open Jobs Report Custom
Attach report as Custom Range
PDF @ XLSX Next
_ 365 days
Export only aggregated data
Filter by *

Previous |

Include the send date

Jobs with Appt Date

Business Unit

Include Adjustment Invoices

e Enter employees to receive report in Select Recipients

o0 Select Next (see Figure 10)
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Figure 10
Q Details G Recipients
Select Recipients
vt recpientstosee thei ov dea oy |
Clear all o - ' -
Back | Next
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e Select Report Cadence options (see Figure 11)

Figure 11

o Details Q Recipients e Cadence

Select Cadence

Set up how frequently the report will be sent

atf§ 06:00 am
on da of the month

Add another day
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