Sage Timberline Office MyAssistant
Release Highlights

MyAssistant provides each employee a personal assistant to help them stay informed,
be proactive and increase their productivity. Each employee can now use MyAssistant to
quickly access information or “Check For...” something in Sage Timberline Office, right
from the Windows Desktop. As a personal assistant, MyAssistant can communicate with
others (vendors, tenants, or employees) for you and extend your workflow processes by
taking additional actions at the end of a Sage Timberline Office task.

Important: If you are using Sage Timberline Office 9.8, you should install MyAssistant
9.8.1. If you are using Sage Timberline Office 9.7, you should install MyAssistant 9.7.1.
Contact your business partner if you have guestions about version compatibility and
installation.

Sage Timberline Office My Assistant contains the following improvements:

* Interact with your project or property accounting information with an intuitive new
look and feel.

= The MyAssistant Live Tile allows you to access your notifications or to check
for information right from your Windows Desktop.

= Open the MyAssistant Quick Viewer from your Windows Desktop to access
information in Sage Timberline Office.

= Use special fonts, color or shading to highlight selected information in email
messages or your notification log.

= Organize your information into groups.

= Use the Filter or Find (keyword search) options to quickly find the information

you need.

= See all notifications for a job, customer, vendor, tenant, etc. with a new Arrange
By option.

=  Work with Sage Timberline Office data to Excel with a new Open in Excel
option.

= Send a list of notifications with the Export to PDF feature.

= Password Protect reports distributed with MyAssistant.

= Automate additional workflow steps by scheduling MyAssistant Tasks to run at
the completion of a Sage Timberline Office program.

= A To Do list in the MyAssistant Live Tile tracks tasks you may want to run given
your work in Sage Timberline Office.

= Quickly activate MyAssistant Tasks with a new Setup Wizard.

= Use your Microsoft Word documents to create MyAssistant email messages.

= Send personalized letters to vendors, customers, and tenants with the
MyAssistant mail merge capability.

= Access Sage Timberline Office information when you are out of the office by
receiving MyAssistant emails on your Smart Phone.

= A new person-centric Notification log in the Sage Desktop.

» Set Reminders from your personalized log.

= Simplify installation and configuration with a new configuration application.
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MyAssistant Training - Take advantage of the complimentary Getting Started with
Sage Timberline Office MyAssistant Replay Learning class from Sage University to learn
or refresh your skills. Register Now!

Tip: Create a Sage University profile before you register.

MyAssistant Live Tile

MyAssistant
< My Notifications

v Check For

04/03/2012  PJ Submittals coming due
vTo Do: 0

04/03/2012  Past due Mesting Minutes [tems

04/03/2012  Change Reguests submitted and not approved
04/02/2012 AR Invoices clder than a specified number of days

04/02/2012  Vendors with expiring Worker's Comp. Insurance

The MyAssistant Live Tile can be available on each person’s Windows Desktop. The tile
allows you to view or check for something just by turning on your computer. The
MyAssistant Live Tile provides options for:

e See a list of issues that MyAssistant has brought to your attention with the My
Notifications option.

e Select Check For to have MyAssistant search through Sage Timberline Office
for something.

e To Do displays a list of things you may want to do based on your work in Sage
Timberline Office.


http://sageu.com/timberline/
http://sageu.com/timberline/sto_suvc.html?inter.viewcentral.com/events/cust/search_results.aspx?keyword=&cat1_id=1024&cbClass=&postingForm=default.aspx&cid=sage&pid=1&lid=260&bu_id=3
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MyAssistant QuickViewer
@ MyAssistant QuickViewer - AR Invoices older than a spedfied number of days = = OER
Home View Reports ﬁ
@ B "4 Don't Notify Agai . [] 5
% Hﬁ x L)_ﬂ it Nolityagany All Timberline Folders - :llzl \9\»"\/) x““___'.' J&
- Eé Notify When True = — L
Run Runand Delete o i ; = Arrange Timberling Show all Excel PDF
) ) pen Motifications
Send E‘é Remind Me Again - By ~ Reports *  Nofifications -
Actions Filter For View Export
Task Mame Notifications Last Updated

E AR Invoices older than a specified number of days

Drag a column header here to group by that column

A | Customer Customer Name Invaoice Invoice Date

b |ALLST ‘ALLState University { SM4500 1/10/2010
ALLST ALLState University 5M4501 1/25/2010
ALLST ALLState University SM4512 3/15/2010
ALLST ALLState University 5M4511 3/a/2010
ALLST ALLState University 5M4513 4/26/2010
ALLST ALLState University SM4505 6/30/2009
ALLST ALLState University SM4508 6,/30/2003
BILL Bill Rickey SM4514 3/7/2010
BROMS Bronson Signs SM4515 4/27f2010
BURMS Burns Restaurant SM4516 3/5/2010
DANK Dankwardt Swimming Pool SM4509 1/18/2010
DANK Dankwardt Swimming Pool SM4502 2/14/2010
DANE Dankwardt Swimmina Pool SM4504 212812010

Invoice Amount

473.00
555.00
500.00
466.50
275.00

5,500.00
275.00

1,580.00
125.00
375.00
187.90
275.00
150,00

34 3/26/2012

Qutstanding Amount

473.00
555.00
500.00
466.50
275.00

5,500.00
275.00

1,580.00
125,00
375.00
187.90
275.00

150,00
413,398.38

The QuickViewer provides an easy way to access the Sage Timberline Office
information you need. Available from your Windows desktop with the My Notifications
and Checking For options, you will find the QuickViewer to be a powerful, yet easy to
use information access tool. Some of the highlights of the QuickViewer are:

A ribbon to provide easy access to the MyAssistant options.

@ MyAssistant QuidkViewer - AR Invoices older than a specified number of days

Home View Reports

= B = B !
% r«:@ L‘)_g Don't Notify Again All Timberline Folders
. Ed Motify When True
Run Runand Delete P
Send [ Remind Me Again - Open Notifications

Actions Filter For

—
 —

Arrange
By ~

o D
4
Timberline
Reports

View

Show All
Notifications

-

7]

sy,

m
8
m

Export
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The ability to customize your list by moving columns around or dragging columns

into the group-by box to organize the list by those values.

E AR Invoices old

Task Mame
;}'én a specified number of days

Customer =

9. | Customer Mame T | Invoice Invoice Date Invoice Amount
b v [Customer: ALLST
ALLState University SM4500 1/10/2010 473,00
ALLState University 5M4501 1/25/2010 555.00
ALLState University SM4512 3/15/2010 500,00
Sort the list by clicking on a column heading.
Filter your list using the column filters.
Task Mame
E AR Invoices oldgt than a specified number of days
“, | Customer Crmboeoar Blama Invoice Invoice Date
{Customn) 1
(Blanks) ¥ SM4500 1102010
(Mon blanks) y SM4501 1/25/2010
ALLST SM4512 3(15/2010
BILL ¥ 151
BRONS ¥ 5M4511 3fa/2010
BURNS Y SM4513 425/2010
DAMEK
A Find option allows you to search your notifications for key words.
| - Clear

Im
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Defined Filters with simple editor that provides powerful operators.

&5 Filter Editor

23

And

[Inwoice Date] EEquaIsi <enter a value =

Equals

Does not equal

Is greater than

Is greater than or equal to
Is less than

Is less than or equal to

Is between

Is not between

Is null

Is not null

ancel

Apply

/

Is any of

E E @0 £ pbarnw v

Is none of

Date and time operators *

or export it to a PDF.

/

At any point you can open the list of Sage Timberline Office information in Excel

I= beyond this year
Is later this year

Is later this month
Is next week

Is later this week

Is tomorrow

Is today

Is yesterday

Iz earlier this week
Is last week

Is earlier this month
I= earlier this year

Is prior this year

@ MyAssistant QuickViewer - AR Invoices older than a spedfied number of days = = ER
Home View Reports a
p- = = Dot Notify Aga — — = .
g q@ x [ﬁ on't Notfy Again All Timberiine Folders > :l:l é} | X“g }&
[d Notify When True [N S|
Run Runand Delete O i ; = Arrange Timberline Show All Excel PDF
) ) pen MNotifications
Send [ﬂ Remind Me Again - By ~ Reports =  Notifications -
Actions Filter For View Open In Excel
Y — N Save To File |
E AR Invoices older than a specified number of days 34 3/26f/2012
9, | Customer Customer Mame Invoice Invoice Date Invoice Amount QOutstanding Amount -
ALLST ALLState University 5M4500 1/10,2010 473.00 473.00
ALLST ALLState University 5M4501 1/25/2010 555.00 555.00
b |ALLST éALLSEhe University 5M4512 3/15/2010 500.00 500.00 =
ALLST ALLState University 5M4511 3/a8/2010 466.50 4566.50




I Z Sum
I Min

: j" Max

' N Count
] E},;. Average

¥ MNone
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The Arrange By option sorts your notifications by a selected value (i.e., Job,
Customer, Vendor, and Property) across Task / subject. This allows you to see
all notifications for a specified job, customer, vendor, etc.

@ MyAssistant Designer

Reports

I_ ] Home View

Mew Activate Copy Open Deactivate Run

Tasks

Runand Delete
Send

Actions

GO g QXK

Al Tasks

All Timberline Folders

Open Notifications
Filter For

Drag a column header here to group by that column
Task Name
03-001, NW Food Warehouse

» |El 03002, Clackamas Office Park #4

| =
{ —
Arrange

By ~

V| Job
Customer

Vendor

3 Cost Codes over budget

Past Due RFIs

Past due Invoices

03-003, Fort Wayne Officer's Club
03-008, PGE Line WO#345
03-009, OH5U Lighting Renovation

Excel PDF
Export

Motifications Last Updated
16 4f21/2012
10 4f21/2012
3 4/21/2012
4 4/21f2012
3 3/26/2012
5 4212012
5 4212012
1 3f26(2012

Right click on the totals row and add Summaries (Sum, Average, Count, etc.).

Add Mew Summary r
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e Right click on any column heading to see a complete list customization options.
MyAssistant will automatically remember each user’s changes.

Task Name

E AR Invoices older than a specified number of days

2 | Customer Customer Name Invoice Invoice Date Inv

»IALLST L AllState University 2} Sort Ascending 10
ALLST  AllState University Z| Sort Descending ]
ALLST ALLState University 1]
ALLST ALLState University = Group By This Column
ALLST ALLState University % Show Group By Box ]
ALLST ALLState University ]
ALLST ALLState University Remove This Column ]
BILL Bill Rickey Column Chooser
BRONS Bronson Signs ol Best Fit 0
BURNS Burns Restaurant Best Fit (all columns)
DANK Dankwardt Swimming Pool |~ Iy
DANK Dankwardt Swimming Poal \? Filter Editor... o]
DAMK Dankwardt Swimming Poal AT (o]
DANK Dankwardt Swimming Pool Anchor Column To Left (o]

Anchor Column To Right
¥ Don't Anchor Column
Open In Excel

e The Remind Me Again option allows you to be reminded of notifications that are
still open in a specified number of days.

@ MyAssistant QuidkViewer - AR Invoices older than a spedfied number of days
Home View Reports
I > & Don't Notify Agai
% @ x L_ﬁ orit Notify Again All Timberline Folders > :I:I
- Lé Notify When True
Run Runand Delete = ificati - Arrange
send [»é Remind Me Again ~ | |Open Notifications By vg
Actic [ Remind mein 2 days Filter For
[_»:é Remind mein 4 days
Task Name L_
Remind me in 1 week
Bl AR Invoices older tha ?
- Remind me in 2 weeks I -
2 | Customer Custom] Voice Invaice Date Ir
[_»é Remind me in1 month -
ALLST ALLSta 4500 1/10/2010
ALLST ALLState University SM4501 1252010
b | ALLST ‘ALLState University :5M4512 3/15/2010
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New Task Setup Wizard

Creating and activating MyAssistant Tasks just got more powerful, yet easier to use.
MyAssistant offers enhanced Task scheduling, email and reporting capabilities with an
uncomplicated setup wizard.

a] rew Task /

| N —— ‘{ Describe and :_:ategorize th.e Task. T
Sub-category in the Task list.

Condition

Mame: Past Due Invoices,
Schedule |
Email Category: AR and Billing

Additional Information
Subcategory:  |Receivables Management
Motification Options

Description: send Project managers a list o

e You now can copy and modify prebuilt Conditions as you are setting up new
Tasks.

Condition:

Modify

e MyAssistant Tasks can now be scheduled to run at the completion of a Sage
Timberline Office processes. For example, check AP Vendor insurance status
after selecting invoices to pay and before printing checks

Run This Task
) Daily ) Weekly (©) Monthly ) Once ‘/

i@ At the conclusion of a Sage Timberline Office program

Select a Sage Timberline Office program:

Accounts Payable -

Run the task each time this Timberline process completes:
%el Invoice to Pay - Auto i -
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e When exiting a Sage Timberline Office program (i.e., AP Select Invoices for
Payment), MyAssistant checks to see if there are any tasks scheduled to run at
the completion of that process. If there are, MyAssistant prompts you to run the
MyAssistant Task(s). If you don’t respond to the prompt, the Task is added to the
To Do list on your MyAssistant Live Tile.

B X
<Ly Mryhssistant
1 Task is ready to run due to changes
in Timberline. Click here ko select tasks
ko run,

MyAssistant Email Messages

A new Task Email template definition provides many new features.

File Home Insert Wiew Format Text Design Table  Table Layout
" - - | = [ = | “
Times New Ro... I\ 12 A A $ 5 3 rqéb Pr % ,‘x 3 ']
B 1 U := &= 1 o - LS
0 00 g Address  Email Attach Define
al (1]
> |~ A~ D e Book  Directory = Formula
Basic Text MNumber Mames Indude Data Clipboard
+  Email Addresses
To: [Project manage]
Ce:
Subject: |AR Past Due Invoices
Please follow up in the follow up of the following unpaid invoices. =~ Job =
Extra
Cost Code =
= Due Date
Amount

Finance Charge
Cash Receipt
Adjustment
Retainage Held
Retainage Billed
Reserved
Outstanding A...
Outstanding Fi....
BL Invoice

BL Invoice Ch...
5M Invoice

Job -

Customer # = | Customer Name Invoice Date Inveice Amount | Outstam
~ Job: 2000000
2 0000 000K 000 12/16/9999 £9,999.99

£9,999.99
4 ] 4

e Defining the email message and notifications list on one screen.
¢ A new ribbon makes the email template options very visible.

e The natification list is defined by dragging Sage Timberline Office fields in to the
list.
o Double click on the column heading to change the heading.
o0 Drag the column boarder to resize the column width.
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o Group notifications by one or more values by dragging the Sage Timberline
Office fields into the group by box.

o Format the font, color or background of each column.

0 Add comma’s, dollar or percent signs.

o Include summaries such as down totals, average, count, etc.

New mail merge capabilities allow you to use Sage Timberline Office data in the
body of the email messages to create form letters and other documents.

File Home Insert View Format Text Design Table  Table Layout

W - - Y -3 {3 .
Times New Ro... Iz l1_2 =A=A $ E k:f Pr %
B I U 3= iz H=E2E Q& o

w00 g Address  Email Attach Data
abg | - == = I 3 o )
y A = = = % SOl Book  Directory - =
Basic Text Mumber Mames Indude Clipboard

~  Email Addresses

To: [vendar]

Ce

Subject: |Your Insurance Is Expiring

»

& | w AP Vendor
Vendor
Name

Dear: {AP Vendor. Name} Address 1
Address 2
Your current Certificate of Insurance on file with our company (policy City
#{AP Vendor.GL Ins Policy Number} ) indicates vour Worker's Comp = State
Insurance expires on {AP Vendor.GL Ins Expiration Dt}. In order to ZIT N
Telephone

remain an approved subcontractor for our company, please forward an

i Fa Numb
updated Certificate of Insurance to us so that we may update our records. 2 umber

Contact 1 Name
Contact 1 Telep...
Contact 1 Exten...
Contact 2 Name
Contact 2 Telep...
Contact 2 Exten...

Please note that failure to provide an updated Certificate of Insurance may
disqualify vour firm from additional work and may delay pavments. Thank
you for vour help in keeping our records updated and we look forward to
working with you.

0 Generate email content from existing Word documents. Use File > Open to
open a Microsoft Word document. This feature will take the contents of the
selected Word document and populate the MyAssistant email message,
which then allows for additional editing of the content.

Add company logos and other images.

Format text in the email body similar to what you would do in Word.

Check you spelling with the built-in spell checker.

Use email directories and mail merge to send personalized letters and other
documents.

Merge the fields from Sage Timberline Office in the message body.

o Format Sage Timberline Office data in the message body.

Oo0oO0Oo

o

-10 -



MyAssistant — Release Highlights

You have more control on how information is presented. The following example
shows how information can be grouped and highlighted, making it easy to scan the

message for a specific section.

JC Cost Codes over budget
Job Cost Code CC Description Total Estimate 17D Cost Variance

Description: Clackamas Office Park £4
03-002 1-045 Insurance 1,413.00 1,415.00 -2.00
03-002 2-140 Dewatering 4,.392.16 505323 -661.07
03-002 3-130 Permanent Farms 260,95 37244 -111.49
03-002 3-210 Reinforcing Steel 6,117.31 16,119.67 -10,002.36
03-002 3-220 Welded Wire Fabric 928.01 1,645.65 -717.64

| Description: Fort Wayne Officer's Club
03-003 2-140 Dewatering 530.70 631.54 -100.84
03-003 2-220 Excavate & Backfill 2,508.26 5525.11 -2,816.85
03-003 2-520 Cement Paving 5,117.52 7,976.81 -2,859.29
03-003 2-580 Pavement Marking 113.73 23217 -118.44
Email directories now work with Job Setup Miscellaneous fields.
Report Attachments
TL¥ Report Options G

A copy of this report will be generated for each email message. Selectthe name and type of attached

repor, and any parameters the report may require.

Attachment name: | ap open Invoices add figld ko name. ..

attachment bype: | Adobe PDF v

[ Prokeck PDF with password: | [JCM_MASTER__J0B]. [Job] Usze Figld for passward...

Canfirm passward: [3CM_MASTER__10B].[Job]

o | Shows characters

Flease Fill in the appropriate parameters ko determine the report content sent ko each recipisnt,

Enter Project Manager: [Test)

Source: | Timberline Field | Record: |3C Job b Column: | Job b

Embed report as the body of the email Cancel

¢ Name report attachments using a combination of text and Sage Timberline

Office data fields.

-11 -
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e Send report attachments in a CSV format, in addition to PDF, MS Excel, or
text file formats.
e Password-protect PDF report attachments.

New Installation and Configuration

The MyAssistant installation has been rewritten from the ground up to make for a quick
and smooth install. Some of the new installation items are:

e Prerequisites are installed with MyAssistant, resulting in a smoother installation
process and smarter error handling.

e Upgrade to Microsoft SQL Server Express 2008 R2. This provides 10GB of space for
the Notification database and improved performance. For more information, see:
http://www.microsoft.com/salserver/en/us/editions/2012-editions/express.aspx

¢ MyAssistant will automatically create the needed SQL server user name and
password, eliminating a step in the configuration process and the need to remember
these security credentials.

e Support the automatic installation of the MyAssistant database on the full version of
MS SQL Server 2008.

¢ A new MyAssistant Configuration Manager application is available on the server,
making it simple to change MyAssistant settings, importing Sage Timberline Office
custom fields, and changing passwords.

0 The Configuration Manager is always accessible on the MyAssistant server for
updating passwords, importing Custom Fields, and updating Mail Server settings.

0 The first time through or when changing passwords, password fields have the
ability to “Show Characters” to cut down on errors while typing.

0 You can move to necessary step without having to step through the entire
wizard.

Performance
Performance of MyAssistant Tasks run on demand has been improved or enhanced,
allowing results to be returned more quickly.

-12 -
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Sage Desktop

@0 sage Desktop - Default.dsk - Timberdine Construction M=l E3
Eile ‘few Taosks My Tasks JTools Help
= B ||_:; L_'| |\_‘:] | g) | Quick Search Type = keyword for heln - Assistance Source = ﬂ | o | WP
e il | / Notifications ', 3
=| 2% Get Staned -
= || =4 Sage Timbesrine Office Home View Reports a
o - ;
= -3 (.jcsnwcn Tasksf - [ | " — I .' Vﬂ-'-l L
F-{_ Accourts Payable a-> p 'f = | £8= r,
F-0 Accounts Receivable 2 . -|;v:l g Motf Open Notfications - = _1E - |I --?DF
F t an . F
] _‘| Addtional Tools e ére'l"d =] g?r.m ’. 2
A Address Book - i _ s
-3 Biing Actions Filter For View Export
-] Cash Management
#14 Cortracts Task Mame T Notifications =
#- Eauipment Cost E Past Dues RFIs 10
#- Financial Statemert Designer E Change Requests submitted and not approved 3|
-3 EHW;LLGE'W B Send Project Managers their reports 14
- Info istant =
#1230 Inquiry Designer El AR Invoiecs - Past Due 33
-0 Job Cost i | Customer Customer Mame ~ | Customer Type Invoice Invoice Date Invoice Amount Ou*
= » | ALLST ALLState University Service SM4500 1/10/2011 473.00
#-{2) Paymol
-3 Project Manag ALLST AlLState University Service SM4501 1252011 555.00 =
[#-{_11 Propesty Management ALLST ALLState University Service 5M4512 3/15/2011 500.00
= Purchasing ALLST ALLState University Service SM4511 3fB/2011 466. 50
#{_J Report Designer I
ALLST ALLState U Serv &M4513 4/26/2011 275.00
#-] Service Management ! iiiiosd s irbisin 125/
[ Submi lsue ALLST ALLState University Service SMA505 6/30,/2010 5,500.00
(¢ () Sage Timberine Office Docume HILL 6l Rickey Service SM4514 3/7/2011 1,580.00
{ - Sege Tbadre Office o the V| BRONS Bronson Sgns Service 4515 4f27/2011 125.00
&[] Sage onthe Web
BURMNS Burns Restaurant Service SMA4516 3/5/2011 375.00
DANK Darkwardt Swimming Pool Service SM4509 1/18/2011 187.90
DANK Dankwardt Swimming Pool Service SM4502 2j14f2011 275.00
nanse Prlmasmerdt. Cisiirmminses Rl Crmnion. camAEnA +A@ N AEn A0
o
o |0 " r v

Access your naotifications in the Sage Desktop using the new MyAssistant viewer. While
working in the Sage Desktop you can:

e Organize your information into group using Sage Timberline Office values.
e Use the Filter or Find (keyword search) options to quickly find the information you

need.
e See all notifications for a job, customer, vendor, tenant, etc. with a new Arrange
By option.

o Work with Sage Timberline Office data to Excel with a new Open in Excel option.
¢ Send some a list of notification with the Export to PDF feature Password Protect
reports distributed with MyAssistant.

Miscellaneous Enhancements
¢ View MyAssistant email messages on smart phones.

e You can now use the Gmail main server and view MyAssistant email messages
in your Gmail Inbox.

e The names of the MyAssistant applications have changed to better represent the
features available in each:
0 MyAssistant Task Manager is now named MyAssistant Designer.
0 MyAssistant Notification Manager is now named MyAssistant.

-13 -
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¢ MyAssistant email messages no longer contain the “Click Here”, “Mark
Complete” and “More Information” buttons providing cleaner email messages.

e Easily update server passwords, import Sage Timberline Office custom fields or
maintain other settings with a new MyAssistant Server Configuration Manager.

e Use MyAssistant on a computer regardless of whether Sage Timberline Office is
installed.

¢ MyAssistant ships with a clean-up utility to remove old information from your
database.

Frequently Asked Questions

Q. Who will receive this updated software?
Sage Timberline Office MyAssistant customers who are on a current
maintenance plan. Please contact Sage Timberline Office Support to see if
you're on a current support and maintenance plan.

Q. Will I lose any of the MyAssistant Tasks or Conditions?

No, the MyAssistant upgrade will upgrade your Tasks and Conditions without
data loss.

Q. What version of Sage Timberline Office will be supported by MyAssistant 9.77?
MyAssistant 9.7 supports Sage Timberline Office 9.7.

Q. What version of Sage Timberline Office will be supported by MyAssistant 9.8?
MyAssistant 9.8 supports Sage Timberline Office 9.8.

Q. Is there training available for this new version of MyAssistant?

Yes, training will be available for these new versions. Log on to www.SageU for
your training options.

Q. Have the hardware and software compatibility requirements changed for MyAssistant
9.7 and 9.87?

There have been no changes in the hardware and software requirements for
these new versions. If you have questions/concerns about the current
requirements please refer to the document titled MyAssistant Hardware and
Software Compatibility. You can find this in the MyAssistant folder. Innovative
Software Design > My Assistant > MyAssistant Hardware and Software
compatibility

-14 -
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Technical Assistance

Please note: Customer Support for Sage Timberline Office MyAssistant is now handled
through our Sage Customer Support team. Questions will be answered through
800-551-8307, menu option #7. Calls may be handled on a call-back basis. If a
MyAssistant support analyst is not available, we will need to take your information and
have an analyst call you back. We make every attempt to return your call as soon as
possible, up to no more than four hours for more urgent questions or one business day
for other questions.

Depending on your Sage Service Plan, you may be able to take advantage of the
following services:

Sage Customer Portal

You may log on to the Sage Customer Portal at
https://customers.sagenorthamerica.com to access any of the following:

Knowledgebase: Find answers to your questions, access downloads, and subscribe to
your favorite articles. This service is available online 24/7.

Live Chat: Chat online with a customer support analyst - a great option for quick
guestions. Chat hours are Monday through Friday from 6 a.m. to 3 p.m. Pacific Time,
with the same exceptions as telephone support (see below).

Online Support Request: Submit an online support ticket when you have a non-urgent
guestion. One of our call center support analysts will assist you. Online support hours
are the same as our customer support call center hours (see below).

Sage Customer Support Call Center

Telephone Support: When you have a more urgent question or would prefer to speak
to a customer support analyst directly, call us at 800-551-8307. For questions only about
MyAssistant, select option 7 after entering your customer account number.

Telephone support is available Monday through Friday from 6 a.m. to 5 p.m. Pacific
Time with the following exceptions:

e Every Thursday from 2 p.m. to 3 p.m. Pacific Time (closed for customer support
staff meetings)

e Standard United States holidays

e Quarterly company meeting

-15 -
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Upgrading Your Service Plan

If your service plan does not provide online or telephone customer support and you
would like to add or upgrade a service plan, please call 800-858-7098.

-16 -
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