Kaseya BMS
Business Management Solution

Evaluation Quick Start Guide

BMS

by Kaseya



Kaseya BMS EVALUATION QUICK START GUIDE

Thank you for evaluating BMS by Kaseya. As part of the trial
process, we have included this Quick Start Guide — designed to
help you navigate through the most common activities in the
solution. Feel free to review and use these instructions to assist
you in the trial of your BMS Implementation.

TABLE OF CONTENTS

Adding an Employee into HR folder ...............cccoovvieeeenn, 3
Adding Roles to an Employee Record ............ccccccoevinnnen. 4
Creating an Account in the CRM Module .......................... 5
Adding a Contact in the CRM Module ..............ccccoeeeeee 6
Creating a New Ticket in the Service Desk Module .......... 7
Accessing Tickets and Entering Time and Notes .............. 8
Creating a Project in the Projects Module ....................... 10
Creating Project Tasks and Assigning to Employees ....... 12
Entering Time and Notes on Project Tasks ....................... 14
Approve and Post Process .........ccccccvvvvveeeeeiccccciiiiee, 15
Billing ProCess ..., 16
Inventory and Warehouse Locations .............ccccccoeeennee, 19
Create Product Categories ...........coccvevviieiiini e 20
Managing INventory ...........cccooiii 21
Creating Sales QUOLES .........cocvveiiiiiie e 21

Creating REPOIMS ......ccvvvviiiiiie e 22



Kaseya BMS EVALUATION QUICK START GUIDE

Adding an Employee into HR folder

1. Goto Admin Module > HR > Employees < New

# Admin

]

4 Home / Employees

Records Found: )

Mary Jones
1 Employees

User Name | Employee|D  First Name Last Name Email Address Job Title Department

Active
@  Kfesthers 4 Kirk Feathers kirk feathers@kaseya.com Project Lead Project Management Yes
& Maryjones | 100 Mary Jones mjones@reliablemsp.com Administrator Administration Yes
& Markham 2 john Markham jmarkham@reliablemsp.com Project Manager Support Services
#  tnicholson ] Tm Nicholson tnicholson@reliablemsp.com Project Lead Project Management
& msmith 3 Mark Smith msmith@reliablemsp.com Project Lead Support Services Yes
& dtwine S Donti Twine dtwine@reliablemsp.com Project Manager Project Management Yes

2. Fil in, and select from drop-down menus, information in all required fields indicated by %

¥ Home / Employees / New Employee

User Name:* First Name:* Last Name:*
JBlake Jo= Blake
Emp ID:* Email Address:* Job Titler* @
7 jblake@reliablemsp.com Project Manager v
Department* @ Manager:* Employment Type:*
Project Management v Mary Jones v Full Time v
Employee Roles:™ @ Security Roles:* Location:™
Project Manager v Project Manager v MNew York Office v

3. Click the Save button.
BMS will automatically send an email with login credentials to the new user.
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Adding Roles to an Employee Record

1. Go to Admin = HR Folder > Employees (Open an Employee Record)

% Home | Employees / Edit Employee: Mary Jones
& saveandaddnen § ©  cancei | X Deletz@)

Personal Details Contact Info Wages Shifts Assodated Clients Cta e (e Il | Errployes Roles I

ROLE NAME

HAS ROLE DEFAULT
Administration

Sr Level Technician @

Jr Level Technician =

Database Administrator (5]
Consultant @
Project Manager @
DBA F

2. Addthe Role(s) this employee has.
3. Set the Default Role. (This role will appear when the employee enters time on Ticket or Task)
Note: You can change role rate if you need to charge another client a different rate for Time and

Material work. You create a NEW Time and Material Contract in the Finance Module. No need to
create too many roles
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Creating an Account in the CRM Module

In order to create contracts and open support tickets and manage projects for our customers
you need to enter those customers into the CRM Module.

1 « Goto CRM = Accounts Click on the New button.

<]

& Home / Accounts Management

Q !‘ 1 Accounts €

Records Found: )

Account Name Account Type Account Manager Created By Active
(¢  Berkshire Bank Client Mary Jones Mary Jones
(£  Hamilton County Court House Client Mary Jones Mary Jones
(£  Harris Law Firm Client Mary Jones Mary Jones m
(£ Kaseya Client Global Admin Glebal Admin m

2. Fil in, and select from drop-down menus, information in all required fields indicated by %

&8 Home / Accounts Management / New Account

&  Save and Add New -] Cancel (C)

Account Name:* Account Type:* Business Type:*

ABC Marketing Firm Client v General v
Website: Acquired Date: Credit Limit:

www.abcmarketingfirm.com 10/1/2014 $0
Default Currency:* Net Days: Account Manager:*

US Dollar v 0 Mary Jones v

Description:

The Tri-States premier marketing firm specializing in . . .

3. Click the Save button.

Note: You can add the address information at any time, but for Quick Start purposes, you have
enough information now to use this account in testing.
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Adding a Contact in the CRM Module

Now that we created an Account, let’s add a contact to this Client record. Why?
m You open Tickets for contacts when they call looking for support

m Contacts send emails to support@yourcompany.com

= Email notifications are auto sent to contacts (example — close a ticket)

= Quotes and Invoices are sent to Contacts

1. Goto CRM - Accounts Open the Account you just created (example here is ABC Marketing)

(]

3 Home / Accounts Management

Q, Search Accounts @

Q_sercns | O dearseacno Jl 2 epot -] 2 impoto |

Records Found: E)

‘ Account Name Account Type Account Manager
| &  aBC Marketing Firm | Client Mary Jones
Z  Berkshire Bank Client Mary Jones

3. Fil in, and select from drop-down menus, information in all required fields indicated by %

& Company Contact
Account Contact Custom Fields
Middle Name:
Sam Parker
Location Name: Job Title:
hain v CEQ
Phone Type: Status:
Personal Phone v 553-555-3555 ° m
Email Type: Point of Contact:
Personal Email v sparker@abcmarket.com m *
Has Client Portal Access: Receive Invoices:
{ves IO [ ves O

4. Click the Save button.
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Creating a New Ticket in the Service Desk Module

Tickets are used to capture a Customer issue and assign to the appropriate employee(s) to work
and resolve that issue.

The BMS solution allows you to create service tickets in a number of ways:

m Alerts from an RMM like VSA — create tickets

m Emails sent to Support@yourcompany.com — create tickets
m Client Portal Submissions — create tickets

m Clicking the NEW ticket if you take a support call

Let’s create a Ticket based on taking a call form a customer

1. Goto Service Desk = Tickets - New
You can also click the Blue New Ticket button along the top

2. Fil in, and select from drop-down menus, information in all required fields indicated by %

Ticket Detalls

& Customer Info Fro Tampiabt:
R
[T ] [priocity]
ABC Marketing Firm bod Sam Calted in with proteelm with Rowter Medium v
ocstion? [Status=_] TR
Main L New = Mare
el
Sam Parker 1n BB 7 U REE|A-o-|segoctt  « siee| $F-
Gontact Phores Sam called in today, cannot connect to office internet from
413-654-0987
meeting room and has a presentation tomornow
Contact Emaik:
sparker@abomarkat.com
Phone v
4 Ticket Properties
Incident v
n Date:*
ssua Type: e
v 3/11/2016 3:46 PM i O
Router v
P—
Sub-lssue Type: M ue Da
- Level One Support L 3/13/2016 11:00 AM B e
d i Affected Asset:
Service Contract: Secondary Assignee(sy Hardware Ass
v ] B
SLA: Affected Software Asset:
¥ + B
Wark Type: Select or Drag and Drop File(sk
Labor Hours R Select

3. Click the Save button.
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Accessing Tickets and Entering Time and Notes

When Tickets are created in the BMS, a Service Desk Manager will see and have access to ALL tick-
ets in the Service Desk Module via:

Service Desk Dashboard (Status / Priority / Assignee / Queue / Issue Type)
Tickets Folder
Recurring Master Tickets

| |
| |
| |
m Service Calls

Your employees will find tickets assigned to them in their Home Module.

1. GotoHome > My Tickets Click on Ticket Number or Pencil Icon E’I

2 N e T

4 Home / My Tickets

Q Search My Tickets @

Records Found: )

TTR Ticket Number Ticket Title Client Name Priority Status
| =z 1-03072016 Cannot login into my Deskiop ABC Marketing Firm | m m

= 1-02092016 Help with Dekstop Berkshire Bank [ Medium |

2. When Ticket is open, look to bottom and click on the Add Time button
(Or Click on the Time Logs Tab and click Add Time)

4 Home | MyTickets / #1-03072016# - Cannot login into my Desktop

(o cane | © om0 ] x oo | o e B 2 rooer | aveon [Sumian)

Ticket View Time Logs Expenses Custom Fields Attachments (0

&k Cannot login into my Desktop 33 & Customer Info
Status: m Ticket Number: ABC Marketing Firm
§ Main
Priority: (T . 413-555-5555
Total Time Spent: (I Total Expenses: {ZX1) Contact Person:
Primary Assignee: Mary Jores Queue: Level One Support Sam Parker

%, 555-555-5555
@ sparker@abcmarket. com

. . E_IABC Marketing Firm 124 Main Street,
Work Type: Nonz Due Date: hone ~* North Adams, MA, UNITED STATES

Created By: Mary Jones Open Date: 3/3/2016 7:40:00 PM

# Ticket Description ©f Ticket Properties

Sam called because he could not login into Desktop £2 Source: Email
W Ticket Type: Incident
= iIssue Type: Deskiop

W Assets & Secondary Assignee(s) 8 Sub-Issue Type: None
4 Service Contract: MNone
Hone VR  SLA: None

Activities ) =y & To-Dos

[E1Add Mote @ Add Time
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3. Atter you click on the Add Time button the following screen will appear.
Fill in, and select from drop-down menus, information in all required fields indicated by %k

Note: General Notes are public facing. Internal Notes are seen by employees and not clients.

| Add/Edit X

© Add / Edit Ticket Time Log

CIimime Details ERotifications

Date Started:™® Start Time:* End Time:* Time Spent {(hrs):*
3/13/2016 & 03:55 PM O] 04:55 Ph © 1.00
Roler* @ Work Types:* @
Sr. Technician v Labor Hours v
Status:
Completed v

= | General Notes:

This is what | did to help Sam log back into |his desktop
These notes will show on Invoices and Reports

n Internal Metes will only show for internal Employees
Client will NOT see these notes

¥ Save(S) @ cancel Q)

4. Click the Save button.

This Time entry has updated many forms including:

= Time will now be captured on the Ticket
m The employee’s Time sheet will be updated.
= You can review the Labor Entry in the Finance Module to create an Invoice.
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Creating a Project in the Projects Module

Projects in the BMS can be created in a number of ways:

m Create the Project from scratch — adding Tasks and Employees
= Copy an existing Project
m Cloning a Project from the Template Project folder

1. Goto Project = All Projects = New

[srores [orrsarn onni

EHome / All Projects
: Mary jones
-. t Q . 1 Projects @

Bl ¢ |~ Ml
2= All Projects Records Found: €23
E | project Project Name Client Contract Manager S
Number
= @ prg7 Service ltem Ballston Spa National Service Item - Service Mary

2. Click on the New button and select Project

Project
You will get the following screen... Site Project(s)

B Home  All Projects / New Project

i e _

Project Name: * Client:*
v
PO## (Project Code): Project Type:® Status:
Mone v Open v

Priority: Project Assessment: Project Manager:*

¥ v Mary Janes v
Department:*® Contract: Start Dater*

v v ]
Planned End Date;* Actual End Date: Timesheet Route:

) ] Timesheets v
Expensesheet Route: Siter Template:

Expenses v v m C ho |

Allow Tasks on Weekends:
[ )] Yes
Project Description:

@'|B I o= ‘§;|A'O'I"antl\lan1e 'Si...':y'@

0; Preview

10
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3. Fil in, and select from drop-down menus, information in all required fields as well as any
applicable fields

Project Name* Name of the project.

Client* Client you are performing work for (Client form CRM).

Project Type* Used to track projects — Types can be configured.

Status You should leave it as an OPEN status if this project is active and you want employees to
enter time/expenses against it.

Project Manager* Who is managing this project within your organization? Required

Department* Track which Department is leading the project. Can report on Projects by
Department.

Contract You can select a contract that will manage how time entered is billed for this project.
( Example - Fixed Price Contract)

Start Date* The first day work on this project will begin. All tasks must have a start date equal or
greater than the start date of the project. You can adjust this if needed.

Planned End Date* The Day you are targeting to end this project.
Actual End Date The day you actually complete the project and set to Closed

Timesheet Approval Route Select which approval route flow you want submitted Timesheets to
follow for this specific project. If NONE is selected, then you are telling the system to Auto-Approve
all submitted Timesheets for this project only.

Expense Approval Route Select which approval route flow you want submitted Expense Sheets to
follow for this specific project. If NONE is selected, then you are telling the system to Auto-Approve
all submitted expenses for this project only.

Project Description A description of this project — who, what, where, when and why?

4. Set the Planned Budget and Planned Hours

Related Opportunities Expenses Charges Receipts (1 Custom Felds Attachments (1
Planned Budget:* Planned Hours:* PO Amount: Cost Type:
55.000.00 80.00 50.00 Client Billable v
Used Budget Labor: Used Hours: Total Billing: Cost Center:
=3 (a0 52,2009
Used Budget Expense: Remaining Hours: Actual Billing:
s20000 (5000
Used Budget Materials: Percentage Used: Remaining Unbilled:
=3

Remaining Budget:

e
i

Percentage Used:

11
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Creating Project Tasks and Assigning to Employees

A Project without a Task(s) is only a static holder of project related information
(Name, budget, manager, costs, etc.)

Tasks are what make a project interactive, dynamic, and make it possible to track its progress

Tasks are what employees enter time against and it updates their timesheets automatically —
eliminating the need for double and triple entry

1. Goto Tasks Tab on our New Project

. = Home / All Projects / Edit Project: Implementation Project [[EEIT)
: Mary Jones
'y - v Save(s) | © Cancel(C) | ¥ DeleteiD) | © Refresh(R) 5

B Project
Pri_1000 Implementation Project

2. Click the Add Task button and then select the Task tab

B Home / All Projects / Edit Project: Implementation Project

© ncell0 | x  peete | = refreshm) I & actions |

« You have not created any tasks for this project.

E —1
B Summary Task Please Click the "Add Task" button above to create your first task.

©  ClockTask Reminder: You must define and staff at least one task in order to log time against this project.

= Milestone (You can always come back and perform this step at a later time)

3. Fil in, and select from drop-down menus, information as indicated on the following page.

O Add/Edit X
E Add/Edit Tasks
Basics Members Custom Fields Attachments (0
Task Namem * Status: Used Hours: Percent Used:
First Task of Implementation Project for ABC Open v m m
Cost Type: Planned Hours:* Percent Done: Work Type:
Client Billable v 4.00 0.00 % Labor Hours v
Duration (Days): Start Date:* End Date:*
3.00 3/11/2016 i) 3/15/2016 &
Task Description:

12
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Task Name* Name of the task.

Status* Set to Open.

Cost Type* Set to Client Billable

Planned Hours How long should it take to complete? - Can be “0” hours
Work Type Set to Labor Hours

Start Date* and End Date*

4. Click the Save button.

Adding Employee(s) to the Task

1. Go to the Members tab on the Task and Tasks Tab on our New Project

B Add/Edit

E Add/Edit Tasks

Members Custom Fields Aftachments (0

™ Search and Select

EWPLOVEE Q Search Users

Mo records to display.
R m X Cancel (&) Q  search(s) < Clear Search (()

Records Found:1
Employeeld UserName FirstName LastName EmailAddress

10 mary jones Mary lones mary_jones@reliablemsp.com

The Project Manager will see Task on Project Schedule

B Home / All Projects / Edit Project: Implementation Project

v Save(S) @ Gancel () ®  Delete (D) < Refresh(R) !

i ' Task Name ' Duration ' Start Date ' End Date ' Planned Hrs ' Status ' Member(s) ' Used Hrs ' % Used ' % Done
1 glgE First Task of Implementation Project for ABC €D o31/2016 0341572016 a emEm [ 0.00% ad

Your employees will find tasks assigned to them in their Home Module

13
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Entering Time and Notes on Project Tasks

In the BMS, your employees can track time worked on any Project Task they are assigned to.
Time entries here, just like tickets, can be used to generate line items on an invoice.

1. Go to Home = My Tasks and click on Task Name or Pencil Icon E’I

K e T e T

B Home / My Tasks

(]

BMS. .=

Mary Jones

Q Search My Tasks @

Q_sercny | & cearsearcng

Records Found: )

Task Client Name Start Date End Date Est. Hrs Used Hrs. Status
Z  Implementation Project ABC Marketing Firm 371172016 3152016 | (D) [ Open |
First Task of Implementation Project for ABC
'  Implementation Project Berkshire Bank 10172016 1/8/2016 ad =

Assesment Session

2. Select the Time Logs tab and then click the Add button

B Home / MyTasks / Edit My Tasks: Implementation Project / First Task of Implementation Project for ABC

Q@ Gnel(Q | © Refresh(R)
Notes Custom Fields Attachments (0

M Add/Edit X
[] ACTIONS VIORK TYPE EMPLOYEE OTime Log
Mo records to display. ¢oTime Details ERotifications
Date Started:* Start Time:* End Time:* Time Spent (hrs):*
3/13/2016 & 03:00 PM © 05:00 PM ®© 2.00
Roler* @ Work Types:* @
Sr. Technician v Labor Hours v

= General Notes:

u This is the work | did for 2 hours on task

+ Save (S) N -ReltE(a)

3. Fill in, and select from drop-down menus, information in all required fields.
Remember that General Notes are public facing.

4. Click the Save button.

m This Time entry will now be captured on the Projects Info tab (total hours)
m The employee’s Time sheet will be updated.
= You can review the Labor Entry in the Finance tab to create an Invoice

14
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Approve and Post Process

The Time entered on our Ticket and Task is now sitting in the Finance Folder ready to go through the
Approve and Post Process

1. GotoFinance > Billing Review = Labor Hours

(s | S5 Bimry—

]

BMS...=

@Home / Labor Hours
Mary Jones

earch Time Entries

Client: Start Dater® End Date*
v 3/11/2016 M@ 3/14/2016 m
Time Sheet Status: Tickets/Projects: Department:
v v v
=
Work Type: Role:
v v

0T | ¢

You can use the Search Grid to filter the data.

2. Click on the Search button and you will see the results below.

@ Home / Labor Hours

> Search Time Entries

Resurs —

+  Post(P)
4 4 > P 2items in 1 pages
OVERTIME OVERTIME
DATE CLIENT NAME  TICKETIPROJECT WORK TYPE EMPLOYEE NOTES HOURSTOBILL  BILLING RATE TOTAL PRICE
HOURSTOBILL  BILLING RATE
ABC 1-03072016
> 03M13i2016 Warketing Cannot legin into my LaborHours  Mary Jones This is what | did to help Sam log ... 0.00 $150.00 1.00 $150.00 $150.00
Firm Desktop
Prj_1000
ABC
) First Task of e )
= |03M13/2016 Marketing LaborHours  Mary Jones This is the work | did for 2 hours .. 0.00 $150.00 2.00 $150.00 $300.00
Implementation
Firm
Project for ABC

In this example, we see two time entries made by employees:

The first line record is time posted against a Ticket (1 hour @ $150)

The second line record is time we posted against a Task (2 hours @ $150)
You can adjust the Hours to Bill and Billing Rate if needed.

3. To approve and post, check the boxes next to the entry and click on the Post button

15
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Billing Process

After reviewing Labor Hours and approving the time entries, these items have moved into
the Billing Folder

Here you can combine these Labor Hours with other items you may wish to invoice:

Expenses added to a ticket or project
Recurring Service Contracts
Fixed Price Contract Milestones (ex — Deposit or Final Project Payment)

|
| |
|
m Retainer Hour Contracts (some call them Block Hours)

1. GotoFinance > Billing Review - Billing

[# Home

Generate Invoices

Mary jJones

~ Search

Client
v 3/11/2016 @ 3/14/2016 ®
Projects:

-y v
=
-

You can use the Search Grid up top to filter the data.

2. Click on the Search button and you will see the results below.

BlHome / Generate Invoices

> Search

Generate o @ ||

Generate Invoices By Project:

B«
* SOURCE ITEM NAME ITEM DESCRIFTION any FRICE TOTAL PRICE  VALUE DATE
¥ CLIENT: ABC MARKETING FIRM
¥ NO CATEGORY
‘ Labor Hours Labor Hours Cannaot login into my Desktop - 1-03072016 - This is what | did to help Sam log backinto ... 1.00 $150.00 $150.00 3/13/2016
. Labor Hours Labor Hours First Task of Implementation Project for ABC - This is the work | did for 2 hours on task 200 $150.00 $300.00 3132016

The Client is listed in the gray bar = ABC Marketing Firm
The first line record is Labor Hours posted against a Ticket (1 hour @ $150)
The second line record is Labor Hours posted against a Task (2 hours @ $150)

3. Check the boxes next to the entry to be billed and click on the Generate Invoice button

Note: You can UNPOST these records if you see an error. It will place them back in the Billing
Review folder where you can make adjustments and walk through process again.

16
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Billing Process

All the items that have been Reviewed and Approved and Generated are now sitting in the Invoice
Folder with the Status of NEW

When we moved the items from Billing to the Invoice folder it assigned the next Invoice number in
line (example Inv_108)

You can now make adjustments before creating the final Invoice and sending to your client or
transferring to QuickBooks:

Add additional information to Line items or a Note on Invoice
Adjust Quantity or Unit Price

Apply a Discount — a dollar or percentage amount

Attach Receipts (that flowed through system to final invoice)
Add any additional attachments

1. Goto Finance = Invoices Click on Invoice Number or E’I

ey T

BMS...= =

S Home / Invoices
Mary Jones

g - Q Search Invoices @

Records Found: €[}

Billing Review Invoice # Client Name Invoice Date From To Grand Total

(4] Billing | = Iv_108 ABC Marketing Firm 314/2016 3M11/2018 31442016 $450.00
= Imv_107 Harris Law Frm 372016 2772016 3772016 $£10,000.00

= Inv_106 Berkshire Bank 3/5/20186 11/5/2015 3/5/2016 $100.00

@ Void Invoice

bt B”Hng s ' _
s PN e ]
ABC Marketing Firm
Tax tem:
From: To: v
3/11/2016 3/14/2016
Total Tax:
Invoice Date: Due Date: $0.00
3/14/2016 ] 311442016 &
= & Total Price:
Sales Representative: Project: ZA50.00
b.f Grand Total:
Notes: $450.00
Balance Due:
5450.00

17
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3. Atter clicking on the green Generate button, you can select an invoice template.
Select the template and click the Generate button

™ Add/Edit X

B Invoice Template

I Select Invoice Template:* I

Detailed Invoice v

| | Print Cover Letter

| | Print Receipts(Only Images)

Your Invoice buttons along the top will now include more options.

$Home | invoices / Edit Invoice:

O cance@ Wi | Biien [SSERERINE | o oo oc:

Invaice Information Billing Address
e R, T
ABC Marketing Firm
Tax Item:
From: To: o
3N1/2016 3472016
Total Tax:
Invoice Date: Due Date: 50.00
3/14/2016 g 3/14/2016 m
Total Price:
Sales Representative: Project: 450 00
v
Grand Total:

The Status of your Invoice is now READY TO SEND

= You can Preview your Invoice

m You can Regenerate

= You can send to your customer

m You can Void the Invoice if necessary which places items back into Approve and Post.

Note: All invoices with READY TO SEND or SENT statuses are now sitting in the QuickBooks folder
in the Finance Module ready to sync with QuickBooks (if configured).

18
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Inventory, Warehouse Locations
and Product Categories

BMS comes with an Inventory Module that helps you:

= Store Inventory in Multiple locations
m Maintain Products Lists so you can:
= Manage the Inventory Process (maintain levels of Inventory, Generate Purchase Orders
and Replenish Stock)
= Use as Products Catalog so you can create Quotes in the CRM

Create Warehouse Locations

1. GotoAdmin-> Inventory = Warehouse

@Home / Warehouses

Q ‘ Warehouses

Records Found: §)

Name Description Width Height Depth Max Weight
= Main Warehouse Main Warehouse 20001t 10.00t 25001t 3600.00 b

Inventory

2. Fil in, and select from drop-down menus, information in all required fields and make sure to
include the address of the warehouse.

@ Home  Warehouses / New Warehouse

Warehouse Address

Warehouse Name: * Description:

Mew York Office Inventory Room in the NY Office
Width: * Height: * Depth: *

20.00 ft v 10.00 ft v 20.00 ft w
Max Weight: * Warehouse Prefix:

2000.00 =} v WY _Irw_

3. Click the Save button.

19
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Create Product Categories

1. GotoAdmin-> Inventory = Product Categories

2. Click the New button.

[ Home / Product Categories
Mary Jones

Settings ~ Q :' h Products Categories @
& dearsean©

Records Found: §E)

Name Description Active
= Wireless Router m
= Smartphone m
= Monitor m
= Phones m

3. Fillin information in all required fields.

B Home / Product Categories / New Product Category

 _saveand addNew | © cancel©

Description: Status:
Power Supply ® m

~ Sub Categories

E DESCRIPTION 15 ACTIVE

CORSAIR RM750i ATX12V/EPS12V 80 PLUS Gold certified Digital monitoring capability Full Modular 105°C

4. Click the Save button.

20
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Managing Inventory

In the Inventory Module, you will manage your Products by warehouse location

1. Goto Inventory = Products - Product Availability

Here you will enter product information and location.

]

B Inventory

®mHome / Product Availability

Q, Search Available Products

[ Q_sean | & dearsearcnio Jl 2 oo -

Records Found: ()

Product # Product Name UPC Warehouse InStock Committed QTY Available
| & 02172018 Power Supply 11111118281 MNew York Office Q.00 0.00 0.00
& 03172016 Power Supply 11111118281 Main Warehouse 0.00 0.00 0.00
&  Labor Lanbor Hours 11111161260 MNew York Office 0.00 0.00 0.00

Creating Sales Quotes

In the CRM Module, you will use the Products created in the Inventory to generate Sales Quotes

1. Go to CRM = Quotations = Product Quotations

™ Home / Product Quotations

Q, Search Product Quotation

Records Found:2

Inventory ltems i Product  Product UPC Warehouse In Committed
# Stock

Name |
/—I 03172016 | Power Supply | 11111118281 New York Office 0.00 0.00]|
[ 03172016 Power Supply | 11111118281 Main 0.00 0.00
3 Quotations [F ITEM ITEM DESCRIFTION Warehouse
Mo records to display.

= Click the New button.
= Fillin information in all required fields.

= Click the Add button under Inventory ltems and select the Product you wish to quote.

aOhLhOODN

= Click the Save button and send quote to prospect.

21
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Creating Reports

BMS comes with Reports for each Module

1. Goto Reports = Reports Dashboard
Click on the Module you want to create a report for. ( Service Desk is selected in this example)

= & Homs o ¢ s : : = Projec = Reports I
Keyword '

=———— | Asset Information
Generates a list of all assets within a defined date range.

Service Desk

Comprehensive Ticket View

Generates a comprehensive report on ticket activity by dient(s).
This is a very flexible report that allows you to filter by all attributes related to service tickets.

' — | Quick Ticket View

o | Generates a snapshot report on ticket activity by dlient(s).

2. Click on the Name of the Report you want to generate.

=————— | [Ticket Total Time Spent «

Generate a report of the total time spent on each ticket

3. Then use the Search Grid to produce desired output and Click on Search

#Home | Service Desk ITicket Total Time Spent I

Client: Ticket #: Assignee:

v v
Queue: Title: Created Date:

v From: | 2/9/2016 To: | 310/2016
Status:

v

O 4=
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You will see your Report under the Results banner.

4. Choose to print or export the report in a variety of formats

| @ Q I( ( i of 1 ) )I Export to the selacted format Export 5 @

=]

at (POF) file
{comma delimited]

Rich Text Format

TIFF filz
Tickets Total Time Spent Web Archive ‘
XP5S Document
Printed Date: 3/10/2016 2:25:43 AM Printed By : Mary Jon=s
Report Filker:

Created Dats: From: 2/5/2016 To: 3/10/2016

ABC Marketing Firm 1-03072016

Mary Janes Level One Support £3/3/2016 | Cannst lgen into my Desktop Ir Prograss 0.00

Berikshine Banik 1-02052016 Mary Jones 2/8/2016 Help with Dekstop In Progress 3.00

Berikshine Banik 1-02252016 Client Fortal /2572016 I me=d Help with my Laptop New 0.00
Created Tickels

23



Kaseya BMS EVALUATION QUICK START GUIDE

Further Resources

Kaseya has a wealth of resources available to help you maximize
your investment in the Kaseya platform, including:

The online ‘Kaseya Learning Center’ includes a vast selection of Computer Based
Training on all the Kaseya modules:
http://university.kaseya.com

The ‘Knowledge Base’ is a repository for our Kaseya processes and
troubleshooting recommendations:
https://helpdesk.kaseya.com/home

We have a vibrant community within ‘Forums’ where ideas are exchanged on how
to get more from the Kaseya platform:
http://community.kaseya.com/xsp/f/default.aspx

A large selection of Kaseya documentation can be found in the ‘Resources’
section of the Kaseya Community:
http://community.kaseya.com/resources/m/docandguides/default.aspx

ABOUT KASEYA

Kaseya® is the leading provider of complete IT management solutions for Managed Service Providers

and small to midsized businesses. Kaseya allows organizations to efficiently manage and secure IT in
order to drive IT service and business success. Offered as both an industry-leading cloud solution and
on-premise software, Kaseya solutions empower businesses to command all of IT centrally, manage
remote and distributed environments with ease, and automate across IT management functions. Kaseya
solutions currently manage over 10 million endpoints worldwide and are in use by customers in a wide
variety ofindustries, including retail, manufacturing, healthcare, education, government, media, technology,
finance, and more. Kaseya, headquartered in Dublin, Ireland is privately held with a presence in over

20 countries. To learn more, please visit www.kaseya.com
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