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Overview

Introduction

The Overview page is the first page that appears when looking into a customers account. From
here, Services and Holds can be seen and added to the account. The Customers Balance and
Quotes can be viewed here as well as the ability to add tasks to a customers account
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Services

The Services Box serves as a place where services can be added to the Customers account.
Services can also be turned on or off from here. Service plan invoices can be added to a service

from here as well. A more detailed look into services can be seen at the Adding Services page

Holds

From here a customers Holds can be seen, whether it's a service hold or a credit hold. If a customer
has a hold, warning alerts will be shown on the top of the customers account. When looking at the
holds box. a table will show with the following columns. Note that in order to add a hold on an
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account, the customer must have a system and equipment added on to their accounts. A more

detailed look into holds reports can be seen at the Active Holds Report page

Holds Show All

Type Fuel Reason Fill Start End Created By
Service oil Selling 019b32af-4bb9-705d- Dec 18, Dec 1, Dec 18, JA
Home b186-57b662c3c08b 2025 2026 2025

Credit Dec 18, Dec 1, Dec 18, JA
2025 2026 2025

Type - This is the type of hold on the account, be it a service hold or a credit hold
Fuel - If it's a service hold, this will show the type of fuel that's part of the hold
Reason - If it's a service hold, the reason for the hold will be here

Start - The start date of the hold will be shown here for all holds

End - If there's an end date set for the hold, it will be shown here

Created - Will show when the hold was created

By - Will show who created the hold on the account

Edit - Here the hold on the account can be edited, for more info, see below

Toggling Show All will generate all current holds and all past ones as well. Clicking on the add
button will also give the option to add a hold on the account, be it a credit or service hold, two
different add popups will appear

Credit Hold

Clicking on credit will allow for credit hold to be added on to the account by filling out the following
fields

r ~
Add Hold

Hold Type
Credit v Start Date End Date

e Hold Type - Clicking on hold type and selecting Credit will start the credit hold process
e Start Date - When the credit hold started on the account
e End Date - The date of when the hold ends, does not need to be added if not applicable
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After all fields have been added, clicking on confirm will add the Credit Hold on to the account,
hitting cancel will close out the window and no hold will be added to the account. This popup is
used as well for editing an existing Credit Hold.

Service Hold

clicking on Service will allowing for a Service Hold to be added to the account by filling out the
following fields

Add Hold
—Heold Type Fuel Type
Service hd Qil ~ Hold Reason A4 Start Date End Date
Select Fill Id Usage (G) Size (G) Active Auto Delivery

019b32af-4bb3-705d-b186-57b662c3c08hb 406G &) ©

e Hold Type - Clicking on hold type and selecting Service Hold will start the service hold
process

e Fuel Type - Select the type of fuel to put a hold on, the customer must have a system
related to the fuel for a hold to be placed

e Hold Reason - Select a reason for placing a hold on the account

e Start Date - Date that the service hold was placed

e End Date - The date of when the hold ends, does not need to be added if not applicable

e Select Fill - A list of systems that the customer has will show up here, one must be
selected for placing the hold on

Once all Fields have been filled and a system has been selected, clicking on confirm will add the
Service Hold to the account. Clicking on cancel will close out the window no hold will be uploaded
to the account. This popup is used as well for editing an existing Service Hold account

Balance

The Balance box serves to shows any balances the customer has on their account. Clicking on the
balance will pull up the ledger page for the customer. Concerns and Projects can also be added
here by clicking on the Add buttons next to Concerns and Projects. A more detailed view of Adding

Concerns and Projects can be seen on the Service page
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Balance

$84.08

+ Concerns + Projects

3 i LI

Ledger

Here a table will be generated that shows any invoices due and how much, if any payments have
been made to an invoice, and if more than one invoice, how much was paid to each one or wasn't
paid by receipt. The Ledger will first generate with a search option if looking for a specific invoice
or payment/receipt. The ability to do a budget trransfer can be done here. The gear then gives the
ability to add or subtract columns from the table shown and then the ability to export the ledger for
easier printing or sharing. The Table generates with the following columns
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Date - Shows the date when the Invoice and/or receipt was created

Debit Entry - Shows the Entry Number of the receipt

Invoice - Shows the invoice number for each invoice, any receipts associated with an
Invoice will display that same invoice number

Receipt - Shows the Receipt Number, a more detailed report on receipts can be seen on

the Bank Deposits and Receipts page

Type - Shows the type of the line item, such as payment, Propane Delivery, Service, etc.

Description - shows a brief description of the line item

Credit - Shows the credit that was paid on the receipt

Debit - Shows what was owed on the account

Blance - For Invoices, shows what the original total balance on the account was and for
receipts, shows the total balance after a payment was made.

Unpaid - Shows any amount still due on the invoice

Budget - The customers budget plan balance will be shown here

Delivered To - Shows the account number of the Customer that the line item was
delivered to

Due - Shows the due date for an Invoice

Paid - Shows the date an inoice was fully paid off

Adjusted by - Shows who made any adjustments to any of the line items

uotes
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The Quotes box is where Proposals can be added to the account for jobs that need to be
completed. Clicking on View All pulls up a more detailed page of all proposals added to the
customers account. Toggling Show Drafts shows a brief listing of the most recent drafts on a

customers account. A more detailed look into drafts can be seen on the Quotes page. Adding drafts

can be done on the Concerns box under the Service tabe page.

Quotes (3 View all
4 drafts 4 total proposals o Show drafts
Service on Water Heater 12/19/25

Caoncern - Water Heater

Hidden from customer

Service on Water Heater 1219/25
Cancern - Water Heater

Hidden from custamer

Service on Heater 12/19/25
Cancern - Service needed

Hidden from custamer
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Tasks List

The Final box shown on the Overview page is the task list. Here tasks can be added or edited as
reminders for any jobs that need to be done for the customer. Toggling Show Completed will show
all tasks including the ones that have been finished. The box will generate with lines items and the
following columns

= Task List 1cpen  2total Show Completed

Status Task Description Assigned To Due Date Actions

job needs to be finished L 23;; 7 @

e Status - By clicking and adding a check mark, it will mark the task as complete

e Task Description - Here will be a brief description of the task that needs to be performed
e Assigned To - Shows who the task was assigned to

e Due Date - Date that the task is to be completed by

e Actions - Any actions that can be taken on the task such as editing and deleting

Tasks can also be added here by clicking on Add Tasks. After clicking on Add Tasks, the Create New
Tasks popup appear, adding the task can be done once all fields have been filled out
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e Task Description - Add a brief description of the task that the customer needs completed
e Assigned To - Add the initials of the person handling the task
e Due Date - The date that the task needs to be completed by

Once all fields have been filled out, clicking on Create Task will add the task to the customers
account for review and completion. Clicking on Cancel will close out the popup and any information
will be deleted. This is also the same popup that generates when trying to edit a task
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Adding Services

Introduction

Services refers to account-level Products and Service Plans that apply to a specific Customer and
Location (e.qg., service plans, fuel delivery, service contracts, etc).

What a “Service” Is here

e A Product/Service Plan record associated with a Customer + Location
e Examples: Service Plan/Contract, Budget Plan, Prebuy, Price Cap, Preferred Program
e Tracked with start/end dates, T&C, salesperson, lead source, incentives, and notes

Delivery scheduling lives on systems. To configure automatic deliveries, edit the System and pick a

Window Strategy (Degree Day, Monitored, or Calendar). See: Understanding Window Strategies

Open the Products (Services) dialog

1. Go to the Customer Dashboard and select the Customer and Location in the header
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3. You'll see a table of existing products for this customer + location and actions at the top
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Services

<+ Add Service [ Create Service Plan Invoice < 1 > 5 W

Service Start End T&C Salesman Source Incentives Quit Notes
oil Jan 31, 2026 w
oil Jan 13, 2026 Jan 13, 2026 "
oil Dec 2, 2025 Jan 13, 2026 e
Close

Actions in the dialog

e Add Product — Opens a form to add a new product/service plan

Services

Click Add Service

reate Service Plan Invoice < 1 > 5 v

Service Start End T&C Salesman Source Incentives Quit Notes
oil Jan 31, 2026 "
oil Jan 13, 2026 Jan 13, 2026 v
oil Dec 2, 2025 Jan 13, 2026 '

Close
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Service Details
Configure the service type and salesman

Service Type
( A J Salesman hd

Dates & Source
Service start date, lead source, and terms

Start Date B Lead Source ~ Signed Terms B

& Incentives + Add
0 incentives configured

Mo incentives added yet

@ End Service

Configure service termination

@ New service X Cancel + Save Service

e Create Service Plan Invoice — Opens a small dialog to generate an invoice for a plan

Services Click Create Service Plan Invoice

+ Add Service

< < 1 p » 5w
Service Start End T&C Salesman Source Incentives Quit Notes
oil Jan 31, 2026 "
oil Jan 13, 2026 Jan 13, 2026 v
il Dec 2, 2025 Jan 13, 2026 "

Close
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i
Level N
End Year
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e Click any row — Opens the product in edit mode

Services

Double Click to edit existing Service

+ Add Service [» Create Service Plan Invoice 1 5 W

Service Start End T&C Sa an Source Incentives Quit Notes
Jan 31, 2026

oil Jan 13, 2026 Jan 13, 2026 w

oil Dec 2, 2025 Jan 13, 2026 v

Close


https://docs-kozyops-com-uploads.s3.amazonaws.com/uploads/images/gallery/2026-01/image-1768848881340-49-29-pm.png
https://docs-kozyops-com-uploads.s3.amazonaws.com/uploads/images/gallery/2026-01/image-1768848931382-41-54-pm-copy-3.png

Edit Service

Service Details
Configure the service type and salesman

Salesman

Service Type
(orl Delivery
Dates & Source
Service start date, lead source, and terms
Start Date Lead Source
01/31/2026 B

& Incentives
0 incentives configured

@ End Service

Configure service termination

® Updated 5 days ago

Mo incentives added yet

Signed Terms

~ 01/28/2026

+ Add

+

X Cancel +" Save Service

e Close — Dismisses the dialog (changes are returned to the caller)

Services

+ Add Service (¢ Create Service Plan Invoice

Service

oil

oil

il

Start

Jan 31, 2026

Jan 13, 2026

Dec 2, 2025

End T&C

v

Jan 13, 2026 v

Jan 13, 2026 v

Salesman

144 < 1 b

Source Incentives

Click Close

Quit Notes

Close

- |
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Table columns (what you'll see)

Product — The product/service type (e.g., ServicePlan, BudgetPlan, etc.)
Start — Start date of the product

End — End/Quit date (if ended)

T&C — Signed Terms indicator (checkmark shows date tooltip if signed)
Salesman — Assigned employee/salesperson

Source — Lead source

Incentives — List of attached incentive descriptions

Quit Notes — Notes captured when ending/quitting a product

Services
Table Columns

+ Add Service [ Create Service Plan Invoice 1 5

Service Start End T&C Salesman Source Incentives Quit Notes
oil Jan 31, 2026 v
oil Jan 13, 2026 Jan 13, 2026 w
oil Dec 2, 2025 Jan 13, 2026 w
Close

Add or Edit a Product

When you click Add Product (or click an existing row), a full form opens to create or edit the
product.

You can expect fields such as:
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Add Service %

Service Details
Configure the service type and salesman

Service Type ~ Salesman ~

Ej Dates & Source

Service start date, lead source, and terms

Start Date B Lead Source ~ Signed Terms 5

& Incentives + Add
0 incentives configured
Mo incentives added yet
® End Service .
Configure service termination
Quit Date ]

© New service X Cancel " Save Service

Product Type — The product/service category

Start Date — When the product becomes active
End/Quit Date — When the product ends (optional)
Signed Terms — Mark T&C as signed (stores date)
Salesperson — Assign employee responsible

Lead Source — Track where it came from

Incentives — Add one or more incentive lines

Quit Notes — Reason/context when ending a product

After saving, the table will update. If you close with changes, those updates are returned to the
caller of the dialog.

Scope and relationships
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e Products are stored per Customer + Location (they don’t belong to a System)

e Delivery services are not created here; they’re implicit via System setup

e To associate deliveries with tanks/equipment, configure the System under the same
location

For delivery automation, open the System dialog and set:

e Window Strategy: Degree Day, Monitored, or Calendar
e Auto Delivery toggle: On to allow automatic requests

See: Adding a System Guide and Understanding Window Strategies

Tips & Validation

If you need a one-off Service Plan invoice, use “Create Service Plan Invoice” from the
Products dialog

Keep T&C in sync — update Signed Terms when you receive the signed document
Use Quit Notes for clarity when ending a product

If you don’t see any products, you can add your first one with Add Product

Related guides

e Account setup: Adding a New Customer

e Locations and systems: Location Management, Adding a System Guide, Adding Equipment

Guide

e Delivery automation: Understanding Window Strategies, Understanding Degree Days,

Understanding Fuel Monitoring, Understanding Calendar Schedules
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Quotes

Introduction

The quote module streamlines how sales and service teams build, share, and track customer
proposals. This guide explains how to create proposals, manage their content, control customer
visibility, and administer quote templates and settings.

Overview

Proposals bundle scopes of work, pricing, and supporting artifacts for a
customer/location.

Scopes break the work into selectable packages with line items and materials.
Artifacts archive generated PDFs and uploaded files.

Settings control default copy, closure reasons, and template availability.

All proposal activity happens inside the customer workspace and automatically stays linked to the
originating concern and location.

Prerequisites

e Your user account must have access to the customer workspace and quote settings.

e Customer, location, and concern records must exist (proposals must reference them).

e Optional: ensure at least one active quote template is available through Settings -
Proposals.

Accessing Proposals

1. Open the Customer Dashboard and select the desired location.
2. In the Overview tab, review the Proposals Spotlight card to find draft or recently
updated proposals.
3. Use Quotes - Proposals in the location navigation (or the spotlight card link) to view the
full proposals list at:
e customer/{account}/location/{locationId}/proposals
4. Select a proposal to open its detail view at:
e customer/{account}/location/{locationId}/proposals/{proposalld}



Creating a Proposal from a Concern

1. From the dashboard or concerns table, choose Create Proposal (available on open

concerns).

2. Confirm the concern, customer, and location context—these are auto-populated and
locked.

3. Provide a proposal title, summary, and default template (optional if a template is pre-
selected).

4. Save to create a draft proposal. You are redirected to the new proposal detail page for
further editing.

Editing Proposal Detalls

While viewing a proposal:

e Update header fields: title, summary, status, template assignment, and internal metadata.
e Toggle customer visibility via the visibleAt control:

o Set to the current time to immediately show the proposal in customer-facing portals.

o Clear the value (set to null) to hide the proposal until you are ready.
e Close proposals using predefined closure reasons when the opportunity is won/lost.

Changes save immediately and draft status remains until manually transitioned to Sent or Closed.

Managing Scopes, Iltems, and Materials

Each proposal may include multiple scopes of work:

Add Scope - define scope title, pricing, optional flag, and descriptive notes.

Add Items - populate line items with quantity, unit price, and rich descriptions.
Add Materials - attach catalog parts with captured price snapshots and quantities.
Reorder scopes or items using the drag handles to control presentation order.

Mark scopes as optional to highlight upsell opportunities during customer selection.

s WwN e

Totals recalculate automatically based on scope pricing and options. Total Scope price Still must be
manually entered to ensure you are able to adjust the price as you see fit.

Artifacts & Emailing PDFs



e The Artifacts section lists generated PDFs and any uploaded supporting files. Each
artifact records its version, type, and creation time.

e The Email Proposal PDF action triggers an optimistic toast notifying the team that the
PDF will be emailed (final delivery is handled by downstream automation).

Proposal Status Flow

1. Draft - initial editing state. Proposal is internal-only unless visibleAt is set.

2. Sent - indicates the offer has been shared with the customer (email action or manual
confirmation).

3. Signed - future integration point for signature uploads (external portal handles
signatures).

4. Closed - use a closure reason to record wins/losses and lock the proposal from further
edits.

Converting Scopes to Projects

When a proposal is accepted:

1. Select Convert to Projects from the proposal detail page.

2. Pick approved scopes for conversion.

3. Confirm to create linked projects and line items. The conversion writes the originating
proposal ID into the project record for traceability.

Proposal Settings & Templates

Administrators manage quote configuration under Settings - Proposals:
e Templates - upload new Handlebars sources (and optional preview PDFs), track versions,
and mark the active revision.
e Defaults - update intro copy, terms, and distribution lists referenced when emailing

proposals.
e Closure Reasons - curate the list shown when closing proposals.

Changes apply globally immediately after saving.

Best Practices

o Keep proposal titles customer friendly and reference the core solution offered.



e Use scopes to separate base work from optional upgrades for clarity.

e Generate and upload PDF artifacts before marking proposals as Sent to ensure a complete
audit trail.

e Toggle visibleAt only when the proposal should appear in customer-facing portals.

o After emailing, revisit the proposal to confirm status and follow up activity in the
concern/project record.

Troubleshooting

Proposal hidden - verify visibleAt is set and status is not Closed.

Missing template fields - confirm the active template includes the latest placeholders
or upload a new revision.

Scope errors - the APl performs validation; correct highlighted items (e.g., duplicate
materials) and retry.

Artifacts missing - check permissions and ensure the PDF generator job completed; re-
upload manually if needed.

For additional help, contact the platform operations team or submit a ticket with the proposal ID
and customer details.



