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Introduction: 
 
Dispatching and tracking your resources is one of the most crucial processes of 
ServiceLedger. ServiceLedger makes it easy to dispatch your resources and 
track their whereabouts at anytime throughout any given day. Dispatching and 
tracking your resources are performed using the Dispatch Board. Note: It is 
assumed that you have read the Getting Started With Scheduling documentation 
and understand the scheduling options available to you. 
 
The Dispatch Board will allow you to see what jobs are scheduled for a resource, 
what jobs have been completed, tracking dispatch statuses (i.e. where your 
resources are at), printing or emailing of work orders and more.  
 

Dispatching Options: 
 
You have several options available to you when dispatching your resources. How 
you dispatch is up to you and what works best for your organization. 
 
Your dispatching options are: 
 

1. Printing Work Orders – the printing of the work orders in paper-form 
and providing to your resources. 

2. Emailing Work Orders – the emailing of either a PDF of the work order 
or a text message to a cell phone. This can be done using the email 
notification feature of ServiceLedger too. 

3. Phone Dispatch – calling your resources to inform them of a job out in 
the field. 

4. Tech Web Portal – allowing resources to login to the Tech Web Portal to 
access and retrieve job information over the Internet and updating jobs 
over the Internet. This is used in conjunction with email notification to 
alert resources of new jobs assigned or scheduled to them. Additional 
licensing applies for the Tech Web Portal. See Getting Started with the 
Tech Web Portal for more information on this feature. 

5. Mobile Synchronization – this allows resources to synchronize their 
mobile device with your server to retrieve jobs assigned or scheduled to 
them, allow them to update the jobs out in the field and synchronize at a 
later time back to the server with the updated job information and 
downloading new jobs. Additional licensing applies for ServiceLedger 
Mobile. See Getting Started with ServiceLedger Mobile for more 
information on this feature. 

 

The Dispatch Board: 
 
Click on Scheduling | Dispatch Board from the File Menu to open the Dispatch 
Board. 
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The Dispatch Board will display all of your resources and all jobs assigned to or 
scheduled for a resource on the current day. You can change the day using 
either the Previous or Next button, or selecting a date using the drop-down 
calendar option. 
 

 
 
Printing Work Orders: 
 
You have the option of printing all work orders for all resources on the given day 
or printing each work order individually. To print all work orders, click on the Print 
button and select the Print All Work Orders option. This will print all work orders 
for all resources on the day selected. 
 

 
 
If you want to print an individual work order, click on the cell where the work 
order is located and right-click your mouse and select the Print Work Order 
option. 
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Emailing Work Orders: 
 
Like printing work orders, you have an option to email all work orders to all 
resources for the given day or emailing each work order individually. In order to 
use this feature, you must define the email address of each resource under the 
resource record in ServiceLedger. 
 
To email all work orders to all resources, click on the Print button and select the 
Email All Work Orders option. 
 

 
 
If you want to email an individual work order, click on the cell where the work 
order is located and right-click your mouse and select the Dispatch Options | 
Send to Technician | Email option. You have the option of emailing a PDF of 
the work order or emailing as plain text. 
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Phone Dispatch: 
 
All the job information you require should be available on the Dispatch Board, 
however you always have an option to open a work order if you require additional 
information by double-clicking on any work order to open the work order record. If 
you hover your mouse pointer on any job, you will get the Job Summary pop-up 
window that will summarize the job address and phone information for you. If you 
are going to dispatch by telephone, the phone number for the job is located in the 
Job Summary pop-up window or Job Information panel. 
 

 
 
Or you can use the Job Information panel to get more information about the job. 

You can stick the Job Information panel by clicking on the  button to the far-
right of the Job Information panel. 
 
You can click on any cell with a work order and the Job Information panel will 
update automatically with work order information for that specific job. 
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Tracking Dispatch Statuses (Resource Whereabouts): 
 
ServiceLedger provides you with the option of tracking your resources and what 
jobs they have done and what jobs are remaining by using Dispatch Statuses. 
When used correctly, Dispatch Statuses allow you to track the status of all 
dispatches and track information like Traveling, Job Start, Job End, No Show 
and more. 
 
It is recommended that you color-code your Dispatch Statuses. This is done 
under Preferences from the Dispatch Board and clicking on the Dispatch 
Status tab. Note: Further instructions can be found in Getting Started With 
Scheduling. 
 
On any work order, you have the ability to right-click and select Dispatch 
Actions and choose between different options for dispatch statuses.  
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Confirm Call: 
 
This feature is useful if you need to confirm a job before you dispatch. In addition 
to the job and telephone information, you have the ability to select who you 
confirmed the call with and what time window you scheduled the appointment for. 
The time window is defined in your scheduling preferences. You can also add 
additional notes for the technician and click OK to confirm the call. 
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Enter Travel Start Time: 
 
This is a useful feature if you want to 1) track the whereabouts of your resources 
at any given time and 2) update the work order information with the time spent on 
traveling and on the job. When you select this option, you will be able to enter the 
travel start time (defaulting to the current time) and mileage, if you require the 
additional information. 
 

 
 

1. Enter the Travel Start time. 
2. Enter the Date, if different from the current date. This is useful if you need 

to update a work order after-the-fact and need to update the time 
information on the job.  

3. Enter the Beginning Miles on their vehicle. 
4. Click the OK button to save the entry. 

 
Enter Work Start: 
 
Select the Enter Work Start option if you want to record the job start date/time. 
By default, it will provide you with the current date and time. 
 

 
 

1. Enter the Work Start time. 
2. Enter the Date, if different from the current date. This is useful if you need 

to update a work order after-the-fact and need to update the time 
information on the job.  
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3. Click the OK button. 
 
Enter Work End: 
 
Select the Enter Work End option if you want to record the job end date/time. By 
default, it will provide you with the current date and time. 
 

 
 

1. Enter the Work End time. 
2. Enter the Date, if different from the current date. This is useful if you need 

to update a work order after-the-fact and need to update the time 
information on the job.  

3. Enter the Ending Miles of the vehicle. 
4. Enter the Resource Rate that will be billed for the job duration, if you bill 

for time. 
5. The Price will default to the Resource Rate, or you can overwrite it. 
6. The Cost will default to the Resource Cost, or you can overwrite it for job 

costing purposes. 
7. Enter the Work Performed. 
8. If you want to change the status, click on the Change Status checkbox 

and select the status to change to from the drop-down box. 
9. If the job needs to be rescheduled, click the Reschedule For checkbox 

and select the resource, date and time for the reschedule. 
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10. If you prefer to reschedule in the calendar, click on the Reschedule with 
the Service Calendar checkbox and it will allow you to reschedule using 
the calendar. 

 
Open Tech Work Entry: 
 
When you enter Travel Start, Job Start and Job End Times on the Dispatch 
Board, you are creating a Time Entry on the work order. This is a time saving 
step with multiple benefits like tracking the whereabouts of your resources and 
creating the time entry instead of having to do it manually later. 
 
You can open the Tech Entry for the work order by selecting the Open Tech 
Work Entry option to make any necessary adjustments. 
 

 
 
Changing Dispatch Statuses Without Creating Tech or Time Entries: 
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You can still use ServiceLedger to track your resources without creating time 
entries. This option is useful if you still want to track your resources, but do not 
require recording travel start, job start and job end times. This option will allow 
you to update the Dispatch Board with the necessary status, however no time 
entry will be created on the work order. 
 

 
 

 
 
 
 
 
 
 
 
 


