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1. Introduction

This user manual is designed to guide you through using the Service Invoice MashApp solution to
manage the service quotes and invoices of your organization. This MashApp was built using
Composer , a Ma shApp tool from Cordys Process Factory (CPF).

Usually, when you have a manual service invoice system , the bottlenecks are  many. For example , the
long tedious procedures are time -consuming and taxing, which makes it difficult to manage. Moreover,
you might lose your valuable customers.

To avoid such bottlenecks , we are providing  the Service Invoice MashApp , which will help you:
e Maintain paperless records

e Provide quality service

e Make communicationto  customers easier and effective

To use the Service Invoice MashApp, you need to first set up organization data such as application
users, roles , and groups andthensetup MashApp Master Data

After setting up the required data, you can use the MashApp to manage service quotes and invoi  ces.
You can create and submit a service quote  , approve it, and then submit service invoice and approve it.
You can also monitor data through forms, charts, and reports.

Approve Service

Create Service Quote
Quote
Service Invoice
ViashApp
User Manual
Submit Service
Process Service Invoice

Invaice

Review Service
Invoice
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2. Settingup Organization Data

Now, you need to set up organization data such as application users, roles, groups, and the default
external user

Note : You can set up organization data only if you have either Admin or Service Invoi  ce Administrator
privilege.

2.1 Creating Application Users

Now, y ou need to create application users to enable users in your organization to access the Service
Invoice MashApp . You also need to assign users the appropriat e privilege s to restrict their access
within the MashApp. Do the following to set up application users.

1. Click Setup A User Management . The User Management page appears.

2. Click Goto for Application Users . The Application Users page appears, displaying alis  tof

existing application users, if any.
3. Create an application user . Do the following.
a. Click Add and select Add New User to the Application

b. Inthe Userld field, type the unique id of the user in the form of a valid email address. For
exampl e, dldiidntepro@ear . como. This email aldgnriesadi s p
Email fields respectively.

The credentials required to access the Service Invoice MashApp will be sent to the user via
email.

Note : You cannot modify the Login Id

c. Provide the required details of the application user suc has Name and Contact Details
d. Assign a privilege to the user to access the Service Invoice MashApp . Click £, for
Privilege Nam e. The Application Privileges dialog box appears.
e. Select one of the following privileges to assign to the user according to his or her role in the
organization
e Admin : This privilege enables users to create application users as well as maintain the
Master Data  that needs to be set up for the functioning of the MashApp. For example,
Departments, Employees, Business Partners , etc.
e Service Invoice Management Administrator . This privilege enables users to perform

all the functions of an Admin . In addition to this, the user can also customize the
application through the Modify Application tab.

e Service Manag er: This privilege enables use rs to approve service quote  s.
e Finance Manag er: This privilege enables users to collect money from customers.
e Service Engineer . This privilege enables users to prepare quotes and invoices.

e Field Engineer : This privilege enables users to perform the services
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=3 Welcome Brain Petersonl 2 profile [T Layout | [Logou
I‘i,—‘ Service Invoice oclmnue Application -
Help @ Support : Advanc
[ MyPage | [ service Quate and Invaice | [ Charts | [ Reports | [ MasterData | | Setup ] [« )aota]
User Management  Announcements  Personalization  Weblinks  General Settings  Upload Activity  URL Generator  Docurnent Template  External Application (Personal Access) %1 0f2

Setup > User Management > Application Users

i & Application Users
‘}‘\b The users subscribed to this application are listed here. This screen is used For user maintenance. Users are assigned a privilege to use the application.

Dadd~ [ Refresh

[£30 New User [0 Ihe Apphication ‘ Name Email

Setup = User Management = Application Users = User Details

Add New Users to the Application

The users subscribed ta this application are listed here, This screen is used For user maintenance. Users are assigned a privilege to Use the application.

O add+ | ElBack toList

Liser Id* ‘]asongraen@\ucentpower‘com ‘

Name* | Jason Green |

Login Id:*  jasongreen@lucentpower.com

Contact Details

Email* | jasongreen@lucentpower.com | ity | |
Company Mame ‘Lucent Power | Country \ v\
Address Phane() ‘ |
Phone(R) ‘ |

Wiebsite | |

Privilege Details

Privilege Mame® | admin |

Descriptian | Admin

*Required

f. Click Save .

An application user s created and the required privilege is assigned to the user. As soon as the user is
added, he or she receives an email with the Loginild and Password requiredtologo n to the Service
Invoice  MashApp.

This applicati on user is also an organization user. So, you can grant access to this user to other
applications in the organization through the Setup tab for those applications using the Add Existing
User to the Application option.

You have created an application user  successfully.

2.2 Creating Roles

Roles define the responsibilities assigned to a user. You need to create three roles:
e Service Manager
e Field Engineer

e Finance Manager

First, you need to create the Service Manager role. Do the following.
1. Click Setup A User M anagement .The User Management page appears.
2. Click Goto for Roles . The Roles page appears.

3. Create the Service Manager role. Do the following.
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a. Click New .Inthe Role field, t y$ervicefManager 0 .
b. Inthe Description field, t y $eeicefManager 0 .

Setup = User Management = Roles
|
P Roles

& I & Thisisa repositary of all the roles defined in an organization, For example, Manager, Director, etc,
-

e [ Refresh
L Role Description Role*: Service Manager
[ =ervice Manager Service Manager
Description™® | Service Manager
* Required l Save and Add Another l Save Reset
c. Click Save and Add Another . The Service Manager role is created and the values are
cleared for another role.
4. Similarly, ¢ reate the following roles:
e Field Engineer
e Finance Manager
You have created the roles successfully.
2.3 Creating Groups
Groups enable you to gro  up users in your organization as well as assign responsibilities  to users in the
form of roles. You need to create two groups and assign appropriate responsibilities to users in these
groups:
e Sales and Service
e Finance
First, you need to create the Finance group and then assign the Finance Manager role to a user in
the group. Do the following.
1. Click Setup A User Management . The User Management page appears.

2. Click Goto for Groups .The Groups page appears.

3. Create the Finance group. Do the following.

a. Click New .Inthe Group Name field, t yRinancdio .

b. Inthe Description field, t yRnancdio .

c. Clickthe Responsibilities tab to assign responsibilities to users.

d. Click New to assign the responsibility of a Finance Manager toauser. The New

Responsibility dialog bo x appears.

Do the following.

i) Click A for User , selectthe user to whom you want to a ssign the Finance Manager
role, and click OK.

i) Click d for Role , selectt he Finance Manager role, and click OK.

e. Click OK . The responsibili ty of a Finance Manager is assign ed to the user.
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Setup = User Management > Groups

e GROUPS

[

| ‘T Organizations can be split inko warious groups and the organizational structure can be maintained. Users belonging to the groups can be captured. Group responsibilities can be assigned to
“‘ different users For warious roles and Functions.

B Refresh & Group Hierarchy

r Group Name Description Group Name*! Finance
[ Finance Finance .
Description™® | Finance
Members || Responsihilities
I[=Y [ Refresh
[ User Role Function
[~ Betty Thomas Finance Manager
* Required R9EE]
f. Click Save .

4. Similarly, create  Sales and Service group and assign the following responsibilities to users:
e Service Manager
e Field Engineer

You have created a group and assigned responsibilities to users in the group successfully.

2.4 Addin g the Default External User

To send tasks to clients who are external to your organization, you need to add the default external
user, <OrganizationName_ExternalUser> to your application. This is a system user that is created for
your organization. To add this default user to your application, do the following.

1. Click Setup A User Management . The User Management page appears.
2. Click Goto for Application Users . The Application Users page appears.
3. Click Add and select Add Existing Users to the Application
4

Click [, for User ID , select the default external user <OrganizationName_ExternalUser>, and
click OK.
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Assign User £ x
Setup = User Management = Application Users = User Details
i Add Existing Users to the Application FRT Users
A 4
“ﬁ:{ The users subscribed to this application are listed here, This screen is used For user mair ‘_‘I'_:- Please select the desired user From the list,
[
Oladd~ | €lBack to List
User Id* | | B
Mame* | | User ID Name
Login Id:* helenparker@lucentpower.com  Helen Parker

Contact Details jasongreen@lucentpower.com  Jason Green

Email* ) .

| | karendavis@lucentpower.com Karen Davis
Company Mame | | Cou edwardcollins@lucentpower.comn Edward Collins
Address Phone bpeterson@lucentpower.com Brian Petersan

Fhore LucentPower_Anonyrmouslser  LucentPower_AnonyrmousUser

web  LucentPower_Externallser LucentPower_Externallser
Privilege Details
Privilege Mame*
Descripkion
*Required
|| Ok I | Cancel |

5. Then, click Save .

You have added the default external user to your application successfully. Now, you can send tasks to
clients who are external to you r organization.

3. Setting up Master Data

After setting up the required application users, you need to set up the Master Data  that is required for
the functioning of the Service Invoice MashApp .

Note : You cansetup Master Data  only if you are assigned the Admin or Service Invoice Administrator
privilege .

Contacts
You need to add all the contacts needed for the se rvice invoice process
1. Click the Master Data tab.
Click View for Contacts .The Contacts form appears.

2
3. Click New to add a new contact.
4

Click ™ for User ID , select the organization user you want to add, and click OK. The Name
and Email fields are populated a utomatically.

5. Inthe Category drop -down list, select one of the following:
e Employee
e Customer
6. Inthe Comp any Name field , provide the name of the company.
7. Inthe Company Slo gan field, provide the slogan of the company.

8. Provide other details, such as Street A ddress , State , Phone , etc.
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|Save| | ey | I Zave & Close I |Cluse |

Contackts Details
User IC* |bpeterson@lucentpower.com |E Marne |Brian Peterson |
Category™ |E"'IF'|C'3"EE - |Emai|* |bpetersnn@lucentpnwer.u:u:um |
Company Name | Lucenk Pawer fCompanty Slogan | Inspiring the Best! |
Street Address  |Sth Street, Avenue Road State [ Mg ork |
City, 5T ZIP New York (4234263 Country |usa |
Fax 0937432455873 Phane | 0437598557634 |

9. Click Save & Close

You have added contacts successfully.

4. Registering Access Detalils for Google Apps

Firstly, you need to register your Google account credentials. This will enable integration between
Google Apps and Cordys P rocess Factory

You can set up a personal account for access to Google Apps  through the Setup tab. Do the
following.

1. Click Setup . The Setup page appears.

2. Click Goto for External Application (Personal Access)

3. Inthe External Application (Personal Access) page that appears, do the following.
a. Click New .

b. Google Apps s the default selected option under External Application Details . Thisis
the option you need to selectto register your personal access details for Google Apps

c. Under Access Details , provide your Login and Password that you use to access your
personal Google account.
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Setup = External Application (Organizational Access) = External Application Detail

& External Application{Crganizational Access)

An administrakor can register organizational accounts for a new or existing external application. These accounts can be used in Web service calls from Mashapps ko the external application.While configuring the \Web service in a form or process wou
need ko specify that it requires an organizational account,

Onew <lBack ko list

Exnternal Application Details

External Application @ Google Apps
" Other External pplication

External application Name* Google Apps

Access Details

Uset Login |bpgtgrsun.tpf@gmawl.cum |

Passward | sssssses

Additional Infa 1 |

additional Infa 3 |

|
|
Additional Infa 2 | |
|
|

Additional Info < |

Purpose | |

E‘.Whi\e using the account to access an external application,you can use the purpose ko identify the correct access details associabed with the purpose

Coe ] [ |

d. Click Save .

Your personal Google account is registered to integrate between Google Apps and Cordys Process
Factory

Note : The Google account credentials you provided are secure.

5. Copying and Customizing the Service Invoice
Spreadsh eet Template

This MashApp allows users to maintain service invoice data in a Google spreadsheet to back up data or
take printouts or share it with others.

You need to copy the Google spreadsheet template to your Google account. You can also customize t he
template to add your company logo, if required.

Note :
e Thisisaone -time activity to be performed by the Service Invoice Administrator or Admin.

e  Customize the spreadsheet by providing the company logo only. It is recommended not to make any
other modifications.

Do the following to copy the service invoice spreadsheet template and customize it.

1. Go to the URL
fihttp://spreadsheets.google.com/ccc?key=0AnSQ2k18PoezdDYza2R1ZWhYZklidylJeXlfdnpoVXcé&hl

=en o .

2. Click File A Create acopy . Provide a file name and click OK. This will create a copy of the
service invoice spreadsheet template in your Google account.

3. Inthe Company Logo field, prov ide your company logo
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Service Invoice m

File  Edit \iew Inset Format Form  Tools  Help

oy A5 % 123~ 10ptv B A 2- H- (> =~

A B = D E F

1 [Company Name] I NVOIC E

[Company Slogan] DATE: 10/26/2009
INVOICE # [123456]

[Stress address] Customer ID [123]

[City, ST ZIP] Help

Phona: [000-000-0000]

Fax: [000-000-0000]

BILL TO:

10 | [Name]

11 [Company Mame]
12 [Stress Address]
13 [City, ST ZIP]

14 [Phone]

>

W

en

18 DESCRIPTION
17 | [Service Fee] 230.00
18 | [Labor: 5 hours at $75/hr] 375.00

2
2 \ |

4. Click Share to s hare the spreadsheet with the users you wa nt to share

Now, you need to update the spreadsheet URL in your Cordys Process Factory account . Copy the
URL of the spreadsheet to which you have made changes from your Google account and do the
following in Cordys Process Factory

1. Clickthe Setup tab.

2. Click Goto for Document Template . The Document Template page appears.
3. Double -click Service Invoice template. The Template Properties page appears.
4

Inthe Template URL field, paste the URL of the spreadsheet template that you copied and
customized in your G oogle account.

Setup = Document Template = Template Properties

Document Template
Users can add spreadsheet templates and map cells in the templates to application abject: fields or other Fields.

Citew X Delete | € Previous % Mext €)Back o List

Template Mame* |Service Quate

Application Object | ServiceQuote |

Related Application Objects | other Quate Comments

Template UR'-*l http: ffspreadsheets, google. comjooe tkey=0ATXLaZOLVE-OFZHY YR ESFIDTXdsMOtqZ2l2hiG 1 2L | Efhl=gn

Template Mapping

*Required I
5. Click Save .

6. Similarly, update the other three templates with the same URL, namely, Service Quote , Read
Service Quote , and Read Service Invoice

You have updated the URL successfully.
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6. Creatinga Service Quote

Once the Master Data  is set up, you can create a service quote and submit it for approval.
following .

1. Click the Service Quote and Invoice tab.
2. Click New for Services Quote and Invoice

3. Onthe Create Service Quote tab, do the following.

Do the

a. Click My Profile .The Contacts Details form appears. Modify the data, if required. Click

Save and then, click Close .

b. Click New to create a new service quote.

c. Click 2 for CustomerID |, select the customer for whom you want to create the service
guote, and click OK.

d. Click Save .

e. Inthe Quote Descrip tion field, do the following.
i) Click New to add a quote description.
i) Inthe Description field, provide the description for the quote.
i) Inthe Amount field, provide the cost of the quote.

f. Click Save .

Clozse

Create Service Quote | My Service Quotes || My Service Invaices | Shout Application

P Save Create Service Cuote Spreadsheest iy Profile
Spreadsheet URL (Optional) | |
Quote ID* | SEROOOO010 | Customer ID* | Mark Davis =
Quote Description Al Quate Descri v | 5 ~ | | S
| Refresh
- Description™ Annount
[~ Monthly Maintenance Service F100.00
[~ Repair Service F 20000
[~ Providing Mew Service $ 20000
g. Click Create Service Quote Spreadsheet to create the ser vice quote spreadsheet.

4. On My Service Quotes tab, do the following.

a. Inthe Service Quotes section, click the URL corresponding to the service quote you want

to view and modify . Do the following.

i) Signinyour G mail account using your credentials.

CORDYS
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GOUSIG docs Service Quote SER0000010

File Edit View Inset Format Form Tools Help

@ e o~ Fle 5 % 123y 1ptv Bl Av By @y E- = 2o
A B 2 D E F
.

' Lucent Power Ltd Service Quote
2 Inspiring the Best I DATE: 3/24/2010

3 INVOICE # SER0000010

4 Customer D Mark Davis

Help

[

7 bpeterson@lucetnpower.com

A BILL TO:

9 Mark Davis

10 LMM Powers Ltd

1

12 mdavis@lnnpowers.com

13

14
15 Monthly Maintenance Service 100.00
18 | Repair Service 500.00
17 Providing New Service 500.00
18

15

20

21

22

23 SUBTOTAL 1100
2z OTHER COMMENTS TaX RATE 0%
25 TaX 0
26 OTHER S0
27 TOTAL §1100
28

29 Make all checks payable to

30 The Finance Manager, Lucent Power Ltd
k|

3z

33 If you have any questions about this invoice, please contact

34 Ms Helen Parker, The Finance Manager, Lucent Power Ltd

e

36 Thank You For Your Business!

37

i) Modify t he data, if required.
b. Click Submit Selected Quote for Approval to submit the selected quote for approval.

You have submitted the service quote for approval successfully.

7. Approvinga Service Quot e

Once the service quote is submitted, the approval process  starts. First, the service quote is sent to the
Service Manager for approval . If he or she approves , itis sent to the customer for approval.

Approval by Service Manager

Once the service quote is submitted , the Service Manager receives a task to approve the service quote
which is available through My Page A My Tasks . He or she also receives an email with the task
details.

Do the following to review the service quote and approve the task.
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1. Double -click the task. The task opens, displaying the details of th e service quote
2. Review the details . Inthe Status drop -down list , the following options are available:
e Accepted :If accepted ,the service quote is approved

e Rejected : If rejected, a notification is sent to the

employee who created the service quote
and t he process ends

Task

| Task Details

Complete Task

Custarmer I0 | Mark Davis |

Quote ID* [SEROOOOOL0 |

Customer Mame | Mark Davis |

Date [3724/2010 |
Customer Comparry Mame |LNN Powers | Status [--Select-- a)
a, o
Quote Descripti... [&1 Guste Descri w [ 5 - | | =] R;Zilp;:
~Select--

Description™ Anount

Monthly Mainkenance Service 4 100,00

Providing MNew Service

Repair Service 4 500,00

[
[
4 500.00 I
|

3. Click Save andthen click Complete Task

You have approved the service quote as a service manager

Approval by a Customer

The customer for whom the service quote is submitted gets a natification via email, which is available
through My Page A My Tasks . The customer gets a link and password via email to access the task.

Do the following to complete the task.
1. Review the service quote details.
2. Inthe Status drop -down list, select one of the following:

e Accepted : If accepted, a notificati on is sent to service engineer about the acceptance.

e Rejected : If rejected, a notification is sent to the service engineer about the rejection

CORDYS
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CordY¥s Task Delivery
Task Details % |
| compieta Tasic |
General Details | Gther Comments: =
Quoke ID* SEROODO0S 1 Date |3/24/2I]1I] \
Customer 1D | Mark Davis | Status  [--Select-- -
Aocepted
Comparry Marne [LNN Powers Rejectrt ]
Make &l checks payable to The Finance Manager, Lucent Power Ltd _Select—- ]
IF you have any questions about this quote, please contact Ms Helen Parker, The Finance Manager, Lucent Power Ltd
Quote Description Al Quate Descri w [[F ~ | | ][ ]|| Quote summary
| Refresh
Sub Tot | % u_uu|
| Description® | Amount |
Tax Rat | |]_|]|]|
Monthly Maintenance Service 4 100,00 | |
Tax
Providing Mew Service 4 500,00
Other [ $ 0.00]
Repair Maintenance 4 500,00
Tatal [ $ 1,100.00]

3. Click Save andthenclick Complete Task

You have approved the service quote as a customer.

8. Submittinga S ervice Invoice

Once the service quote is approved by the service manager and the customer, you can submit the
service invoice. Do the following.

1. Click the Service Quote and Invoice tab.
2. Onthe My Service Invoices tab, do the following

a. Click the URL corresp onding to the service invoice you want to modify, if required.

Cloze

Create Service Guote | My Service Guotes || My Service Invaices | About Application

Service Invoices |,a.,|| Service Invoi s ” F T | | " '@‘l EI
I | Refresh I | 4% Process Status |

| Invoice ID* | Date | Status | url |
SEROOOO01L0 3i24/2010 Registered htkp: ffspreadsheets. go

Submit Selected Invoice for Processing

b. Then, click Submit Selected Invoice for Processing
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You have submitted the selected invoice for processing successfully.

9. Reviewing the Service Invoice

Once the service invoice is submitted , the customer for who m the service invoice is  submitted getsa
link and password via email to access the task. Do the following.

1. Access service invoice using the link and the password sent to you via email.

2. Review the service invoice.
1 Service Invoice P o me show details 17:52 (18 hours ago) Reply A

The following message has besn sent to vou from The Process Factory™ site.

Subject:

Fewview the Serwice Inwoice Infe for the invoice SER0OO0OOST.

Message:

Dear Mark Davis,
Please review the service invoice info for the invoice SERODOO0OST.

1. Access the Service Inwoice for Customer form by clicking the Details button,
2. Review the service invoice information provided under the Service Description section.

Thanks,

The Serwvice Team

For more details

1. Go to: hitps:AYo=CPF,cn=cordys,cn=CordysBOP4, o=vanenburg.com.tpfoloud. comsolc?type=
snotification® d=902014dc-0ac3-0433-002b-bbh7h9e39fd098code=1CEZBNSIAS

2. Provide the password: O4sj36Rw

3. Click Enter.

If the link does not work, copy and paste the link into the address bar of your browser.

Thanks,
The Process Factory™ Team

You have reviewed the service invoice as a customer successfully.

10. Processing the Service Invoice

The Finance Manage r receives ataskto process the service invoice , which is available through My
Page A My Tasks . He or she also receives an email with the task details. Do th e following to  process
the service invoice

1. Double -click the task. The task opens, displaying the details of the service invoice
2. Do one of the following:
e If payment is made: Click Complete Task

e If payment is not made: Click Close .

CORDYS Pagel7of21



USER MANUAL :

Task

SERVICE | NVOICE MASHAPP Cord;ys

@ ¢ W Process Factory ¢ @

| Task Details

Complete Tas <‘
Irvenice T0° [ | pate [3/24/2010
Customer I0% | Mark Davis | Status Waiting for Payment

Billing Details

Bill To Marne: |Mark Davis

| Eill | LNN Powers |

il |

; Eill To |New York |

Eill To Phone | 36456734509345

Bill T Email |mdavis@LNNiners.cnm |

Payment Details

Tax Rate |

5.00} Sub Total [ $ 1100.00]
$ 55.00)  Other [ ¢ 0.00]
Tatal [ $ 1155.00]

You have processed the service invoice successfully.

11. Reporting and Monitoring

The Service Invoice

forms, charts, and reports.

11.1 Forms

On the Service Quote and Invoice
invoices that were submitted

For example, you can view the

the organization

. Do the following.

1. Click the Service Quote and Invoice

2. Click View for All Service Quotes

of all the service quotes create

CORDYS

MashApp enables youto monitor service quote and invoice data through various

tab, you can view forms  to display data onthe  service quotes and

All Service Quotes form to view all the service quotes created  within

tab.

. The Service Quotes form appears , displaying the details

d within the organization
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Service Quotes Al Service Quot w |7 + | { | @|E
[ QuoteID* Date Customer ID Total Status Url

[~ SERO000001 3247200 markdavis 517,000.00ACcepted hittp:/fspreadsheets google

[ SERO0O0O0Z 4200 paularter §91 314.005ubmitted http:spreadsheets google

[ SERDOOOO0I 32472010 markdavis 5240 24 Accepted hittp: {spreadsheets google

[ SEROOOOO04 32412010 bettypaul § 0.00Registered hittp:/fspreadsheets qoogle

3. Click Close .

You can also view the following forms on the Service Quote and Invoice tab:

e My Service Quotes

e My Ser vice Invoices

e All Service Invoices

e Services Quote and Invoice

11.2 Charts

Onthe Charts tab, youcanview charts thatdisplay contact data

For example, you can view the Service Invoice Status per Customer chart to view th e status of
service invoices submitte  d for the customer . Do the following.

1.
2.

Click the Charts tab.

Click View for Service Invoice Status per Customer . The No of Invoice per Customer and
chart appears, displaying the number of customers .

Click any customer . The Status per Invoice chart appears d isplaying the status of the invoices
submitted for the customer.
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Mo of Invoices per Customer

Mo aof Invoices

Mark Davis

Customer

Status per Invoices

PaymentReceived, 4 —

' & |

—Registered, 2

Status for Invoices

Status

Mo of Invoices

PaymentReceived

Regiskered

4. Click Close .

You can also view the  Service Invoice per Status

11.3 Reports

chart onthe Charts tab.

Onthe Reports tab, youcanrun various reportson contact profile data.

For example, you canrunthe Service Invoice for Current Year
. Do the following.

invoices submitted for the current year
1. Click the Reports tab.
2. Click Run for Service Invoice for Current Year
3. Click Run Report
4

Then, click Download Report
current year.

CORDYS

. The report appears

report to view all the service

. The Report Wizard appears.

, displaying the  service invoices for the
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Service Invoices for Current Tear
2rhodzo0a

Customer Name Customer Companmy

Invoice ID Customer ID Company Name

SEROOOOOTZ biekbycarter Eetty Carter LMJM Led 3rh
SEROOOOO0E markdawis Mark, Dawis Lucent Powers 1,780.00
SEROOO0O14 paulzarter Mark Davis LMM Powers Lid 435
lMumber of 3
] I ] vt T e
Eetty Carter =
375.0
Mark Davis =

FIIE A

You can also view the  Status per Service Invoice report onthe Reports tab.

12. Conclusion

In this user manual, you learnt how to set up organization and Master Data  for the successful
functioning of the  Service Invoice MashApp. You learnt how to create and submit a service quote,

get it approved, then submit service invoice and approve it. You also learnt how to approve a
MashApp account. You evengotagli mpse of how to monitor data through various forms, charts, and

report s that are readily available to you.

13. Contact Us

To reportissues or send  feedback, contact us at: customercare@theprocessfactory. com
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