Welcome to M-Tech Digital’'s Web Invoice 7.52

Manual and Documentation of Basic Features andtkunsc

What is Web Invoice? web invoice is an Invoicing/CRM and Help desk
system which handles your customers, creates iagpastimates, Help Desk Service
Requests, calculates parts and labor and hours, gmeails your customers and basically
handles your business in an efficient manor socgukeep track of where you're
headed and have documentation of all work donelgveliso Allowing Customers to log
in to check the progress of the work done on thetount, or to create a service request
ticket for a help desk system in an organizatiofooexternal customer use.

FekkekkekkRk(t Is not a POS system. Although, there is an option to create a POS sale
with a barcode scanner and can be a POS systdogdtnot handle a cash register and it
is a centralized system. This means, every wolkstaising Web Invoice will be known
to the server as the same system, (except forstielegged in to it) which is not good

for more than one POS system.

How to Install Web Invoice:

2 options:
1.) Install the Self Contained Windows Version whicicludes all files needednd skip
the installation Instructions.

2.) Install the Script Version, and then proceed toltis¢allation Instructions for the 2
components of the Web Server and MYSQL Database.

Web Invoice is a program which runs on a Web Server

Therefore, It Requires 2 other components to baliesl before installation itself of Web
Invoice, in order to actually turn your computetoia mini web server.

They are available for downloadl&tp://www.mtechdigital.com/page/demo/

This also means, it is fully compatible with anynaows, or linux/unix installation.

As long as those 2 components are compatible vaitin @perating System, Web Invoice
Should also be.

The advantages of having the software built forvile® is the convenience of using it
on any computer anywhere. As long as you can rgaghnetwork, you'll be able to run
the software as if it were always installed on yoomputer.

These 2 components are required to be installsd fir



1.)Apache Web Server
2.)MYSQL Server.

Both are 100% Compatible and Tested.
Overview of Installation Instructions:

You can skip steps 1-2a if you're installing to@@nercial Web Server. Or, if you
download the package called “WAMP” this is an albne pre configured Windows
version of APACHE web server, MYSQL Database and®PH

Installation Instructions:

1.)Install MYSQL DataBase Server

2.)Install Apache Web Server and set documentilmtad /www/webinvoice
2a.)Install the PHP add on for Apache Web Server

3.)Install Web Invoice Itself

1.)Install MYSQL 4, 4.1, 50r 5.1
la)Configure the database

Create a Database within MYSQL 5.1, you can dofdhewing:
start-> run -> cmd (click ok)

cd program files (press enter)

cd mysql (press enter)

cd mysql server 5.1 (press enter)

mysql -uroot (press enter)

create database webinvoice ; (press enter)

show databases ; (press enter)

now that you can see your database, you can exit.
type exit

2.)Install Apache Web Server with the PHP 4 or Slate or cgi. for personal use, Use
the
cgi because it is easier to connect to the mysgesé¢hrough this method, if using php 5.

You can either configure the php.ini file manuadlyjust copy it later on from
the automated installation.

CONFIGURING MANUALLY:



Edit httpd.conf and Configure Apache Web Servastsuthent path (the location where
you'll eventually install Web Invoice itself) tovaww\webinvoice

If installing php 5, Make sure to also include thedule for MYSQL, as MYSQL is not
included in PHP 5 automatically. You'd have to ogunfe the php.ini file and enable the
module (for linux/unix) or dll file(for windows)

Read the php documentation on how to install thdutefor further instructions..

In Windows to connect to the MYSQL Database, finig tine in php.ini
extension=php_mysql.dll and uncomment it

Then configure php to set globals to "on" by firglthis line in php.ini
register_globals = off, change it to register_glsb= on

You're almost Finished the Installation !

3.)Installing Web Invoice

Double click on the icon install72.exe and it'll pack the php files into
c:\www\webinvoice

an icon will be created in the start menu under imgbice.

open this folder c:\www\webinvoice
open the settings folder
edit the file called sqlserver.txt

you'll see

<?php
$server='127.0.0.1";
$un='"root";

$pw=";
$database=";

2>

Change the username and/or password to what etrex sedentials of your MYSQL
server
save the file.

You are now ready to Start.



If installing to a commercial Web Host
Upload all contents from c:\www\webinvoice to theeer (In Binary Mode ONLY)
a great program to use is WS_FTP LE. It's freevamdks great !
Make sure the Web host has loncube Loader installed

4)AUTO CONFIGURATION

A great program to use which will Install all coomgmts (Apache with PHP an MYSQL)
and configure them for you is WAMP. You can downladiaat this website

http://www.wampserver.com/en/download.php

Or, Download each component separately and useottfeguration Files which are
supplied.

a.)Simply open c:\www\webinvoice

b.)Open the folder called webconfig, and copy tleedalled httpd.conf to this location.
C:\Program Files\Apache Group\Apache2\conf

Overwrite the previous file.

c.)copy the file called php.ini to the locationyafur php Installation and overwrite

the previous php.ini file

Then restart the Apache server by going to staegrams->Apache http server ->
control Apache Server
go to restart

Please contact us at service@mtechdigital.conoufhave any questions
and we'll be happy to help you.



Logging into the System:

After the system is installed, the administratarusccount will be created with the
following credentials:

Username: admin

Password: 1234

If you are unable to login, globals might not bets€on’ within php.ini

If you are using a Commercial web server, you galnad a file called .htaccess in order
to override the globals setting to ‘on’.

In .htaccess , insert the following line: php_ftagister_globals on

This is a very important User account and shouleenbe Deleted because if you'd like
to create an additional profile, the only user vilag access to it is the “admin”, until you
create additional accounts under that profile.

Keep in mind; if you create a user account in @sdg@rofile which is identical to the
user account in the “main” profile, then the passivaredential will only be according to

[Citaiisin mad  the user account in the main
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profile. Typing in another
password will be useless, unless
that name has been deleted in the
main profile.

This screen is the main page
which you’ll see after logging
into the system.

There are 8 Fields to choose from
Starting from the top left to the
bottom right are as follows.

1.) Customer Directory: A list
of Customers which are searchable. Each custonsethka own attributes such as
Address, Phone Number, etc. Amount charged per droilat rate, Contract Status,
Time payment would be expected, Log file/Notes dadns.

2.) Invoices with a Balance DueDisplay Invoices which have not been paid for. yet
3.) Invoices in Progress Displays invoices which are not complete, angldigs

whether or not it is a service call or in housej Hre time in which the job is expected to
be completed



4.) Appointments: Displays Appointments and then can later on eveded into an
Invoice.

5.) Completed Invoices Displays all Invoices which are completed. They searchable
by date and other criteria.

6.) Help Desk Tickets:View New/Open Service Requests or Closed/AwaiRegponse
Service Requests

7.) Estimates: Displays Estimates which can alter be turned intices
8.) Contracts: Displays which customers have a contract andithe period for that
contract along with notes.

Templates Displays Templates which are created and allovusty also create a new
template for recurring work, including all partsddabor hours.

Left Options Selection

iy
= The Left Side Option Selector allows you to chosseeral key options.
Ilain .
N From the top down they are as follows:
Lr' Main: Brings you back to the first main screen as wy@nlogged into
ew [nvoice the system
m New Invoice: Sends you to the screen where you can create a new
- 5 invoice without pulling in any previous invoice customer data.
B =

It will only pull default data such as tax ratesfrency, today’s date,

g Service call or in house selection, Invoice oriBate, and tax Status.
FOS ale After Creating an invoice from this option, It'llilvonly create a New
customer simultaneously saving you the step ofticrga customer, then
creating an invoice pulling in that customer’s d&eeating an invoice
from a customer’s data will be covered shortly.

ew Template| New Appointment Same as above, except creates an appointment, and

o not an actual invoice.

g@ POS Sale:Same as “New Invoice” except it will not ask teeént any
%:} customer data, and will automatically call thattonser “POS

L Customer”
g0t

Service RequestAllows the Admin/Tech to create a New Service
Request

New Template Allows you to create an Non Named Form similaatoAppointment.
For later use.



Options: Brings you to the options and settings page wherdutlk of all settings and
your information is located.

Logout: Logs you out of Web Invoice. Please note, it isamig@nt to log out if you'll be
opening another instance of Web Invoice. Web Inev@ian not be opened more than one
session at a time per computer, no the same wetsbrdecause of conflicting data
being passed through cookies.

The System Options page:

System Options

== o [ == =
Customer Stats fé.;.;.;.untjng Backup £ Restore Customer Divectory
I -
= B
Profile Options Contracts Discount Presets Usets f Techs
= -
[=] = ..J‘L. ;
=F = "
Helpdesk Settings Edit W Info Helpdesk Presets End Tsers
& & T &
Manage Inventory Iianage Setvices Iianage Checklist [hanage Departments
2 el il
Ilass Email all Customers  |Ilass Email Balance Due |License Information Fayroll

This page will appear after pressing the opti@os ] on the left side bar of Web Invoice

The Features and Functions here will be explaindwtief and will be explained in better
detail later on when discussing specific features.

From the top left to the bottom right:

Customer Stats / Accounting

An area where you can view how much was earnecalhetted in a given time span. It
will also display how much you've earned in a giveanth, the average per month, and
the sum. It will display how much is being colletfest on parts, or on labor.

It will also show you stats of how many customesa pave and how many new
customers you acquire in a monthly basis.

It will also show how much in taxes where collected

It will Display all invoices associated with theats being shown.

We’'ll discuss this section in greater detail laier



Backup/Restore:Allows you to make a backup of the whole databasemrofile at a
time. Note, you can also make backups on your asimguPHPMYADMIN or any other
backup method if you'd like to, instead. You alswvé the option to restore the Database.

Customer directory: This is similar to the other customer directorywtabove, how
ever, it gives you an option to resync a speciistomer with its corresponding invoice,
and re create that customer if you've deleted it.

Referral Agents. Allows you to create an agent if they've referead/one to you, and
they can get a percentage of the total invoiceif ghoose to, and it'll show up in Payrol.

Profile Options: Allows you to create a new profile, delete therent profile, clear the
current profile, or switch between profiles

Contracts: Allows you to create a contract reminder of wlyaietof work is agreed
upon and this can later be implemented into théooosr within customer directory in
order to possibly create invoices to people wheehaeontract very quickly all at once.

Discount PresetsAllows you to create a preset of a certain typdiscount. You can
type in the percentage of discount or currency aryand reason for discount and it’ll
remember it for when ever you want to use it arseit it into the invoice.

Users / Techs:This is the area which you can create/delete/madiBr accounts.

Each user has 3 levels of privileges.

1.)Admin: highest level able to control system, but dogsget included in payroll
2.)Dispatcher. Has less privileges, can not enter into Opticagep but can create
appointments and invoices

3.)Tech: can only deal with invoices assigned to them lzaino access to administrative
features

4.)End Users:

Manages the End Users which can be customers vehabde to log in and check the
staus of their Invoice or Appointment. They caroalseate Service requests. It can also
be for external Non-Customer users who want h@hble to log in and create a Service
Request.



Edit MY Info : Allows you to enter your information of the conmyavhich will be
displayed on the invoice itself, and other inforimatsuch as:

Payment due time, warning flag which appears d#fiatrtime

This Section also Included Configuration for IncagnEmail Servers and outgoing
Email Server.

General Tax Rate, Amount of invoices that can pldiyed per page and the amount of
Customers per page. Whether or not its generaBrace call or an In-House job,
Default currency, and what kind of work being dofservice to: “ Also, Email Server
Settings : Username, Password, Email Server artchBorber, Default is 25

T e -~ S—
T
Payment Due = Tax Rate
(10 Ag2? ¢
Time(In Days): | \Vaming (gemeral), Y22 VIAG2Z A
# of Invoice: :
of fnworces Cust(s) Service Type: | Service Call v

Per Page:

Default Currency Invoice Type:

General Invoice Terms:

&

localhost



Change PasswordAllows you to change your password

Manage Inventory: Allows you to create Inventory, Insert, Removegdily Items.

It'll also allows you to set quantity, and minimuguantity before a reminder shows up to
order more.

Since Web Invoice is a Service Oriented Invoiciggtem, It has a feature we call
Service Inventory. What this means is. You canaddem, with price, quantity, cost,
Discount department. And more, but what'’s differisniou can also add the labor to go
along with the item itself.

This means, when creating an invoice, you can sirapter the upc code of the item or
the code of your item or labor, and it’ll bring tige item and all the labor attasched to it
in one shot.

This means, there’s no need to enter items in tapeand labor in another.

Unless you have many items with one labor

‘Add New Item and/or Labor Into Inventory?

‘Add Ttem

Compatiy: Description:

Cost: Price:

Qty. OnHand: |1 Discount: Percent ¥

Wlin. Qty. Warn: Depattrnent General v

Add Department  Click Here TPC/ID Code: i
‘Add Labor

Auto Rate Assigmment

Labor:

Price: Tazable: No  »

Click Here ta Input Inventary ]

Detailed View of an item In Inventory

File Edit ‘iew History Bookmarks Tools  Help

_L/m:.,:ll of 3y
Date Inserted: 2008-06-03 08:53:27 Date Updated: 2008-09-04 07:24:54
[tem: 80GE Descrption: Westem.Dlgltal 80GB T8
Hard Drive
Departinent: Jeneral
Price: $65.00 Personal Price Cost: $45.00
[tem(s) Added: 0 Ttem(s) Removed: 66
On Hand: -43 Min. Warning Quantity: 0
Labor: LR e ol B Charge F699.00 Taxed Mo

pressure, 2 compressor and 02 flow high
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As you can see, there’s a link which says “PersBniak”, after clicking on it you'll get a
popup as shown below:

Adding, Subtracting or Editing and Inventory Item:

You can edit the Cost, Price Quantity On-Hand e-/add or subtract quantity On-Hand.
Give a discount to when ever this item is pulledit thhe amount added or removed, give
a minimum quantity warning of when to order motearege department of item, and
UPS code or fast insertion code(item).

View log file of how much was inserted or how mweas removed and from which
invoice at what time.
And, edit Labor which can be attached to the item.

11



This is great when doing a service and includingem from inventory, which makes
adding the service labor and item insertion easgbee it's all done in one quick step.

Personal Pricing is a Feature which allows youetcasprice for a particular customer
And the system, will automatically map any invoieigh that customer to this specific

price on this specific item.
You can insert as many customers as you’'d warttisgparticular item. Giving them their

own personal prices.

Manage Service:
Allows you to add preset Services with a flat qatee and/or an hourly Price.
Notice: this data can be easily imported into Ineenabove by clicking on “Auto Rate

Assignment”.

Manage Checklist: This allows you to Create checklist items which eatomatically
be imported into your invoice.

12



This will ensure that if you need a set amounhafds taken care of per invoice, it'll
keep track of it and not allow you to close theaiee till they are all completed.

A Checklist item that is markeBRANSFERABLE and is in the group ;sENERAL
will automatically be imported into an invoice aftgeation.

Check list items can also be imported into an icg@it any time.

Manage Departments Allows you to create departments for items whatso handle
tax data

Mass Email all Customers: This is a powerful feature which is more or lessailing
list to all of your customers. It can be used t@gmnnouncements. In text format or in
html.

Mass Email Balance DueAnother powerful Emailing feature which will email
customers their invoice with a reminder in the sabjif their invoice has not yet been
paid.

License Information: Displays Information such as amount of Users, Gusts,
Profiles and Inventory that is currently In use #mel maximum allowed by your license.

Payroll: This is a mini payroll system which is great if yioave workers who are

getting paid by the hour to do service calls fon.yib also has a reverse calculation which
will tell you how much your worker owes you if theoney has been given to him
directly from the customer and he will pay you yoammission cut for the job.

13



Inserting a New Customer:
There are 3 ways to enter in New customers

1% way- Go to Customers on the main page-> Click Vizivectory -> Click on the far
left icon of the blank page, and you’ll see a pagpear asking for customer details.

2" way(Importing from a customer List CSV File) -aiion the icon with the picture of

the disc.

And you’ll see a screen asking you to map fieldthwhe field on the CSV file
This will allow you to import many customers at erfom other programs such as MS

Outlook or any program which exports to CSV File

3 way- Create a New Invoice without pulling any cuser data from the customer
directory. This will be explained later in the sentof Creating Invoices.

Creating a New Invoice:
There are Several ways to create an New invoice

1.)On the left side bar, click
on New Invoice. This will
simply bring you to the
page where you can enter
new Customer Data to first
Service to, then to Bill to.

You can select to copy
service to: Data into the bill
to section if they will be the
same.

Or you can pull Bill to:
Data from previous
invoices

Since this option is creating a Brand new invoidghwWew Customer Data, It will ALSO

create a NEW Customer simultaneously.
And the customer ID will match this Invoice #.

14



2.) A 2%way to create a new Invoice, is to create it usixiing Data from the customer
Directory.

The Fastest and Easiest way to create a new Inwgibean Existing Customer is to click
on “New Invoice” on the left bar.

Instead of typing in new Customer Data in the 8el@lick on where it says Select
Customer, and you’ll get a popup list containirigsaof customers to choose from.
You'll also be able to do a search in that area.

Within the Customer Directory, Click on the customeu’d like to create an invoice for,
of you can search from on top.

Once they appear, click on the customer name ccub®mer number, and it’ll bring
you to a details page about that customer.

15



In this page, you’ll see you’'ve got many optionstom

a.) Edit data, which allows you to edit all infooafh the customer

b.) List Invoice(s): which displays all invoicessasiated with this customer

c.) Create Invoice: which is what we’re interestedt this point. This will bring us to a
similar screen which we’ve seen above, which allgas to enter customers data and
invoice Data, the difference here however, is,Gastomer data portion is now filled in
and all you need to fill in is invoicing data. Tltian be hours spent, complaint, work
done, and finally parts and/or specific labor.

d.) Create appointment/Esitmate

e.) Print Data Page

3.) You can also create an Invoice Pulling Datanfenother invoice which had already
been entered previously.

This is a list of previous invoices which were alitg created
You can click on either the Invoice # or the custoiMame to view details of the invoice
just as earlier when viewing details of a custofmam customer directory.
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If you'd notice, it's very similar to the layout te customer directory, except there are
differences such as actually Invoice Data and qgici

Viewing, Printing and Emailing Invoices

As you can see, the Invoice Details page allowstgadip the following.

1.) Edit all data for the Invoice and customer

2.) View the current invoice as it would look pedtout

3.) Print the Invoice: which is the same as ‘Viewdice’, but it will print automatically
4.) Email Invoice: which will email the Invoice HTML format to ‘by default’ the email
address which is supplied in the “Bill To:” sectjam you can email it to who ever you'd
like.

5.) Create a New Invoice, and import customer ttata the current invoice instead of
importing from the Customer Directory. This is ugeffhen wanting to make slight
changes to the customer info and not have it atfectiefault settings in the customer
directory.

6.) Print Page: Just prints out the current pagliding all data

7.) Print Tag: Prints out the current page but aithany data having to do with money.
This is useful in the case of a computer storeyder to tag each computer with
customer data and complain/problem and how it waged or in the process of being
solved.

When choosing to print an Invoice, or View an Iroethe following screen will popup
for example.

17



The Logo in between can easily be changed by gaioeghe directory which Web
Invoice was installed to, then enter into the sgiidirectory and copying a jpg file called
‘main.jpg’ or replacing it.

Let's say it was installed into the default locatif c:\www\webinvoice.

You'd need to enter c:\www\webinvoice\settings, agplace the file ‘main.jpg’

The reason why the file name would be main.jpgesalise that is the name of your
profile when web invoice is first installed.

If you create another profile and name is numbire the name of th€@ogo would
be number2.jpg
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There are also features such as synchronizingaiges with customers.

This means, if you update an invoice with userrmfation such as a change in price or
address, you can sync that with that customerarctistomer directory in order to keep
that info as default.

Also, you can export your customer directory to (#&/ and add/remove fields in the
customer list as well as other lists.

After creating the Invoice you'll see this scre@pear:
This indicates that
you've
successfully
entered Data into
and created an
invoice. You now
have the option to
insert parts or
Specific labor
(Besides the labor
option you had on
the previous page)
Specific Labor is
geared towards
having one labor
per price.

This is specific to each job.

For example: Labor can be inserted into the prevjmage under work completed, and

you can set flat rate or hourly rate.

However, this area allows you to add as much lagrou want in only one section,

which for an hourly rate is great because you @amdltiple jobs and charge hourly for

all of the work.

But if you require each type of work have a semapaice, Then specific labor is the
option you’d want to use.

You can insert a Specific labor from a drop dowpEset labor, which was discussed
earlier. Or you can manually insert your own laith a the price.

In this area, you can also insert Parts/ltems. i&églg from labor, or together.

For example:
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the part will be : light bulb, $10
the labor will be Installed light bulb $25

In this page, you'll notice there are other option@uding, the ability to view the
invoice so far, or edit again, or print the invgioe enter money to pay for the invoice in
“Pay Now”

Clicking Yes to: “Do you want to add specific paatsd labor?”
will bring you to this section

Here you’'ll have many options.

Add/Search: Allows you to add items or search inventorytfogm

Print Invoice: Allows you to print the invoice from here

New Invoice: Allows you to create a new invoice from here, saving time
Tax Exempt Disables taxes from being charged

You can enter the quantity of the item you wannhsert, and use a upc barcode scanner
to scan in that item for direct fast item insert{good for stores)

You can copy all items from an exiting invoice, ainis a big time saver , or you can
pull items from a template which is also greatatiyhave recurring invoices.
The Template feature actually works in 2 directions

You can either pull from the template, which I'ussj discussed, or , you can go to the
template area which is located on the main stayépand create a whole invoice to a
customer from the drop down menu.

You can also Pay out the invoice from this area too
In order to insert items you have 2 options.
1.) Insert directly from UPC scanner, which will requthe inventory module

enabled.
2.) Click on Add/Search which will bring you to the lflmlving screen.
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There are 2 Options within this option

1.)Pull From Inventory List if Inventory Module Bnabled

2.)Insert Manually with out the use of Inventory

After Clicking on option #1 you'll see the Follovgn

This allows you to select
the quantity wanted per
item, and also displays
quantity on-hand,
quantity after
Appointments and
Estimates are converted
into Invoices. And other
info including Labor.

If you'd notice, on the last item, the price inde®234.00(1)

This means, there’s 1 personal price for that itel®@aning, any customer can be tied to a
personal price just for them.
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Editing Data using Shortcuts:

On the details page of an invoice you’ll see manyds in blue.

This indicates that they are html links and they aatually shortcuts to editing and
inserting data, instead of click on thiedit Data” button on the top left.

1.) Email Address: Simply Click on the Customer’s Email Address god’ll get a
popup window allowing you to email the CustomerisTib also true in the List view of
the Email Field.

2.) After where it saysBill To: ” there’s a short cut to create a new entry

This creates a new invoice, pulling data from thespn billed, and not the actually
customer

3.) where it saysParts and Labor” You can click on that or thactual price, and it’ll
pop up a screen where you can add more parts baditao, which will refresh your
current view to be in sync with what ever you insgrdelete.

4.) Where is say$otal Due: click on the price and it’ll pop up a window whigvill
allow you to enter the amount paid.

5.) Where it sayService Completed A window will pop up after clicking, allowing you
to add Labor which is billable by the hour or ftate. It'll also allow you to close the
invoice.

6.) Work order, prints out a work order, similar to an Invoicd lithout any pricing
7) Checklist: allows you to modify the check list, add or remateens by pulling them
from the Master check list which can be managedtie‘options” page or you can create
your own check list item

Click on the (X or Check) to change status of dgah.
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Applying Payment to a Balance Due
In order to View Invoices with a balance due, gthi® main page -> Open Invoices and
click on the text within the box stating the amoahinvoices with a balance.
The picture below shows what will be displayed

As with the page before, clicking on the amount (Bedance) will allow you to enter a
payment. It is the same as clicking on it withie tletails page as shown above.

After clicking on the Balance, a pop up Window vafipear where you can enter the
amount being paid along with the date, payment syygewho the money is actually in
possession of.

This will be useful when you want to determine wWisstyou owe your worker, or your
worker owes you if he is in possession of the money

If there is more than one invoice with the samdirigjlID having a balance, you'll be
able to choose whether or not you want the moneuldipay for only this invoice or all
invoices before this one and including the curiewbice.

This is useful if there are many outstanding inesibeing paid at once, Saving Time.
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Using Edit Data

In some cases, it is important to use‘tBdit Data” Option, instead of a shortcut.
Using “Edit Data” you can alter the invoice in \@rs ways.

1.) You can change Appointment Date or Time, Chakgggned Technician, change a

“Referred By” Customer, Change service call torasbuse job, and pay out amounts
owed to your referrer or your technician.

2.) You can change Customer and Billing Person'saDar change “Service To:” To
which ever wording you'd like to display on the tiee.
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3)

A.)You can give Discounts, in Currency amountsndPercentage, or Choose from a
Preset discount which has already been configuveein the options section.

B.)You can change Hourly Rates and time spenthange billing to Flat Rate.
There’s the option to Change Invoice status fromPtogress” to “Work Completed”.
C.)You can also Apply Payments here, but it is figacommended to do so in the
details page shortcut because it will Document wherpayment had been applied.
D.)You can change currency of the Invoice.

E.)Change who the money was collected by.(Thisagtermine who owes who money
when a job is done. Either the Employer owing tkeehl, or the Tech owing the
Employer)

4.) Option of Changing the Complaint/Work needeeinis left for service, Items
serviced, Invoice Comments, Notes, and Work Cotedle
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Converting an Appointment or Estimate to an Invoice

Once an Appointment or an estimate has been Cremtddviewed or Printed, You'd
eventually want to create and Invoice to Followdugh.

This is a typical Details page of an AppointmenEstimate.

Simply click on “Convert-2-Invoice”, and all the tdafrom this Appointment will be
transferred to a New Invoice, including all pansi dabor. This appointment will then be
deleted along with all parts. Leaving the New imeoi

The process of Conversion can be done before alk isalone or after work has been
completed with all parts, it doesn’t make a differe.

Converting an Estimate is exactly the same.

Converting an Appointment to an Estimate or Vice Vesa

Click “Edit Data” and Change Form type to EstimateAppointment.
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Viewing Completed Invoices

In order to View Completed invoice, Click on thettom left button which says “View
Invoices” in the box which says “Completed Invoice”

Make sure you Enter the correct date Span. If yewasure when the invoice was last
created and completed, you can always set the “Feani to nothing.

For example, You can View all Invoices from 01-0010-04-2008.

This will allow you to View all closed Invoices fmthe First Invoice Ever Created till
the End Year Date.

As you can see, there’s a small red “p” on thedife of the invoice number.

This indicates that the invoice has been paidrierull.

This will only show up when viewing completed inges. This distinguishes a paid
invoice from an unpaid invoice which is also contgde
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Searching within an Invoice

If you do not want to View all invoices, but youide to search for specific data within
an Invoice, first, click View Invoices Once agaamd you’ll be brought to the Invoices
Page.

On top you'll notice that the search form has ntwvargged from the Default search form
which is the search for within the customer diregtto the Search form for Closed
Invoices.

This Search form includes another Vital Piece ofaDehich is the Date.
It is Important that the date is entered when $eagg or else, it'll only search for the
invoice within the current year.

As you can see, the Search drop down box allowdgaearch for many different type
of Data.
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Creating and Using Templates

What is a Template?

A template is Similar to an appointment or estimat@ternal structure, except, it is
known to the system as a template.

A Template allows you to create an “Entity” withaurty customer data within the entity.
This allows you to make a generic type of invoiosert all work completed including
time and (Parts & Labor) and then later attach & tustomer.

Why is it useful?

Let's say the invoice which you create for someloappens to always be the same more
or less, and there are 50 parts and labor entries.

You wouldn’t want to create that from scratch ette you make that invoice for your
customer.

The Template system allows you to create it oncesawe it.
Then later on, go to the template system and pathfa list of customers, and create a
new invoice using the parts and labor of that textgpland merge it with your customer.

Let's see how it works.
Click on templates on the bottom right

Below is the list of already create Templates.

You can either Create a Template by going to tfierldex list, and click “New
Template”

Or go to templates on the bottom right of the nsmireen and click on “New template”
there.

The screen Below Displays the forms used to cr@®tew Template.
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Simply enter is rate information, and labor.

After doing so, you'll be asked to enter parts kbr just like when creating a new
Invoice.

Below is the list of templates that have alreadgrbereated

In order to map a template to a NEW Invoice. Chickthe template Number on the left.

As you can see, all the Invoice data is suppliithéntemplate, except there isn’'t any
Customer Data.

Simply click on the drop down arrow on top, andsadf customers will be displayed,
Choose the customer, and Click “GO”. And that’s it
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A 2nd way of using Templates.

You can also create an Invoice normally, and whmnget to the parts and labor section
of inserting Parts, you'll see right above the P&t abor list, there’s a drop down menu
Where it says “Copy Items From Customer’s Previousice”.

This allows you to copy items from previous inva@cehich is a similar Idea to
Templates.

You can also copy Items from a Template. Whichesysimilar to creating an Invoice
from the template Manager directly, but it's in thgposite direction.

Instead of pushing template items from the temp\éde@ager and creating an invoice,
you're pulling template items into your alreadyatex Invoice.

You can Also Display and Print Invoices from withims page.

The checkbox on the top right which says “Tax ExErdfsables all taxes from being
inserted.

The 2" checkbox on the lower level, which says “Exactll wopy the Items from any

previous Invoice, and not change the price of &y which is in accordance to any
new prices set within Inventory, if any item frohat invoice was pulled from inventory.
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Creating and Using Discounts and Preset Discounts

There are 2 ways to give Discounts.

1.) Create a Discount for labor which is (Hourlyt®ar Flat Rate) or Create a Discount
for all Parts (Items) and specific labor.

For example, you might have worked for 5 hours, tedotal bill is for $150.00

You can discount that by giving a Percentage Distaur give a Currency amount
discount. For example, 20% or $20.

Or, let's say you have 10 items in the Parts arettip labor list,

You can give a 20% discount on the total pricelloth@se items together.

2.) Create a Discount on Each Part (Item) Separatel

This allows you to Discount each item with a sefmaddscount Percentage or separate
discount currency amount.

For example, give 10% discount on labor and 2%oadiston network cable.

Notice, you also have the option to select a Piessiount for Labor.
The preset discount is setup in the Options Page.
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Customizations

There are a few Places in which you will have thgom to customize the appearance and
operation of Web Invoice.

1.) Customizing the Invoice Logo You can customize the Invoice logo, by repladimg
file called main.jpg or the ‘profile name.jpg’ withe jpg file of your own.

Try keeping the size down to 140 x 90 pixels.

The logo File is Located in the webinvoice/settidggctory.

2.) Customizing the Look of the Invoice itself

You can Modify or recreate the upper half of theoice by editing the file called
invoiceface.txt. This file is also located in weldice/settings.

The file contains, html and php code, with a refiessto what each PHP variable is
assigned to.

3.) Customizing the amount of fields in the customer dectory list, Invoice list, and
Service Request listBelow is the option bar which contains many omsi.

Click on the the Wheel on the left of the Custormunt (184),
And a popup will appear giving you the option todAar remove fields.

Below is the popup Window

4.) Customizing the Login PageYou can customize the login page by editing the
index.htm file which is also located in webinvoseitings
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