EServ

FAQ: Creating an Invoice in EServ Field App

Purpose:
This guide explains how to build, send, and pay Invoices using the EServ Field application.

Steps to Create an Invoice
Locate the Appointment
1. Access Assigned Appointments:
o Tapthe Calendar icon at the top-left corner of the screen (Fig. 1-2).
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o This displays all appointments assigned to you for the current day (Fig. 1-3).

= Calendar 71 RGD

1/17/2025 @

@ Request
52534

Completed
Customer
Ted Logan-Excellent Adventures - Test
01/17/2025 Address
8:00 AM - 1:00 PM 1313 Mockingbird Ln Adams, NE 68138

1hr
=

Status Summary
Description
IN PROGRESS 16 min Test

TOTAL TIME 20 min
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2. Openthe Completed Appointment:

o Taponthe customerinformation area (Fig. 1-4).

Calendar [ ]GD

1/17/2025
@ Request
52534
Completed
Customer
Ted Logan-Excellent Adventures - Test
01/17/2025 Address
8:00 AM - 1:00 PM 1313 Mockingbird Ln Adams, NE 68138

1hr

Status Summary

ON THE WAY 4 min Description

Test
IN PROGRESS 16 min

TOTAL TIME 20 min

2. Build the Invoice
1. Begin a New Invoice:
o Atthe bottom of the Appointment Details page, tap the Plus button in the Invoices

section (Fig. 2-1).

Checklist

No Checklist Available

Invoices @

No Invoices Found

Payments '

No Payments Found
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o Onthe New Invoice page, select a method to create the invoice (e.g., Custom,
Appointment, Estimate) For this guide we will be using the ‘Custom’ type (Fig. 2-2).

<  New Invoice [l RGD

New Invoice

Create Invoil:E/°

‘ @ Custom

Create an invoice from scratch

Appointment
Create an invoice from appointments

Estimate
Create an invoice from an E){\S(IITEJ estimate

Create Invoice

< New Invoice M 26d | € New Invoice [ RGD
New Invoice New Invoice
Create Invoice Create Invoice
® Custom @ Custom
Create an invoice from scratch Create an invoice from scratch
Appointment & Appointment
Create an invoice from appointments Create an invoice from appointments
Estimate Estimate
=¥ Create an invoice from an ex sting estimate Create an invoice from an existing estimate
Estimates Appointments
#12127 Option 1| $6,100.00 Sale Price | $806.06
Testamate Appt #66203
Create Invoice Create Invoice

o Choosing from an Estimate will pull any line items associated with that
appointment made in an Estimate. (see How-to 1.5a Creating an Estimate in App)

o Choosing the Appointment option will automatically pull any Line items associated
with the chosen Appointment. Therefor removing the need to search up items.

o Tap Create to generate the new invoice and automatically open your New Invoice
(Fig. 2-3).
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2. Edit the Draft Invoice:

o Ifyou leave the menu for any reason, you can still access your new invoice from the
Request Details page.

o Scroll to the bottom of the Request and tap on the View icon on the Appointment
Details page to view your invoice. (Fig. 2-4).

Invoices N o

~
e
?'8_435 Open ( @\
202025 N
Unpaid
$524.80
38418 | eandin ©

$524.80

o Backonthe Invoice page, tap the Edit button in the Line Items section (Fig. 2-5).

Invoice #38419 111742025 Open
e Total paid Due
$0.00 = $0.00 = $0.00
Settings =
Line Items Sale
No Products Added B N

Payments

3. Add/ edit Line Items to the Invoice:

o Use the search block to find items or scroll through the list.

mpey s Sau
oy Sale - =
Quantity price (8) Sum(s)
. 090 3550ty
. 15500 15500 [T
) P Sea) [y
iak ) 1 29500 2500 | ]

Total: $524.80

Serices G
Search
Vunter PoH|
E Hunter PGP Ultra 4' Pop Up Rotor 2.5 ©
E Hunter PGP Ultra 4" Pop Up Rotor 2.0 e\@
| & @
F v Shrub Rotor Adjustable arc (50° to
O 1d reclaimed water I3 logo cap ©)
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o Tapthe +icon nextto each item to add it to the invoice (Fig. 2-6).

3. Save and Send the Invoice
1. Save the Invoice:

o Onceallrequired items are added, tap the Save icon in the top-right corner of the
screen (Fig. 3-1).

<  Edit Invoice #38418

i Empty: Price Basis: /Sﬂz\
Line Items © sale - |\.%
Product Quantity Price ($) Sum ($)
;l_r‘:mw PGP Ultra 4" Pop Up Rotor 1 30.90 30.90 ]E
e w i) @

Hunter 1" plastic globe valve
(PGV), without flow contraol, 1 43.90 43.90 Iﬁ]
female NPT inlet and outlet

Hunter WAND WI-FI MODULE FOR
X2™ CONTROLLERS 1 295.00 295.00 ]m

Total: $524.80

2. Adding Taxes, Discounts, and Fees to the Invoice.

o Toapply Tax use the Drop down arrow next to the Settings.

Invoice #38418 1/17/2025 Open
Invaice Tora Paid Due
$524.80 - $0.00 - $524.80
Settings ~+—& )
@ Edit Tax/Discount/Fees
Customer Can Pay Online ‘
AllowCard @ AllowAcH @

o Fromthere select Edit Tax/Discount/Fees.

o Youcanthen select any applicable Taxes, Discounts, or Fees to your Invoice.
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Edit Taxes

NE Sales Tax X

Select Tax g

Cancel Update Taxes

o After making your selection, Click Update Taxes.
3. Send the Invoice:
o Onthelnvoice page:

= Clickthe Send button on the right side of the screen.

€ Invoice #38418 J R’GD
Invoice #38418 1/17/2025 Open
Invaice Total Paid Due
Settings v
Line Items Sale
Hunter PGP Ultra 4" Pop Up Rotor 2.5 1 x $30.90
Hunter X2-600 Controller WI-FI CAPABLE CONTROLLERS 1x$155.00
Hunter 1° plastic globe valve (PGV), without flow control, female NPT inlet and outlet 1 x $43.90
Hunter WAND WI-FI MODULE FOR X2™ CONTROLLERS 1x $295.00

Subtotal $524.80

NE Sales Tax (0%)

Total: $524.80

= You can select as many customer email addresses you would like to send
them to, as well as add any new ones.

= Select the appropriate invoice template (e.g., Residential, Remodel,
Commercial).
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Send Invoice

. -——©O

Custom Documents Template

Standard Terms

Billing Address
@) 123 Circle K Way, Preston NE, 68138
1313 Mockingbird Ln, Adams NE, 68138
123 Circle K Way, Omaha NE, 68008
123 Circle K Way, Preston NE,68138, Preston NE, 68138

Completion Notes

Include Headers @)
Black & White Print

o Tap Send to email the invoice to the customer (Fig. 3-2).
Note: The Send button will only activate if:
o Avalid email address is selected.
o Aninvoice template is chosen.
4. Await Customer Response:

o After sending, the invoice status will show as Unpaid on the Appointment Details,
and Invoice page (Fig. 3-3).

Invoice #38418 1/17/2025 Unpaid
$524.80 . $0.00 = $524.80

o Once the customer pays and completes the invoice, the status changes to Invoice
Paid.

Invoice #38418 1/17/2025 Paid

Invoice Total Paid Due

$524.80 - $524.80 $0.00
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