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Service Order Portal 
 

The QuickScreens portal for Service Orders provides fast and efficient entry and editing of Service 

Orders.  The web-page portal covers the most commonly-used functions, and the standard service order 

entry program is just a click away if you need other advanced SouthWare functions. 
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Feature Highlights 
Highlights of features included in the portal include: 

 Quick creation of service orders 

 Customer lookup and verification 

 Search by name, phone, address, equipment ID, equipment tag, equipment serial 

number 

 Option to add a new customer 

 Notifies if there are warning notes for customer 

 Optional alternate address lookup 

 Optional access to TaskWise contact names 

 Minimal keystrokes 

 Defaults based on operator, contract, equipment 

 Option to create quote for prospect 

 Option to create service quote 

 Option to create credit for previous service order 

 Review mode lets you optionally edit details after creating the service order 

 Configuration option to require comments before adding 

 Comprehensive service order data 

 Tab for entry of line items 

 Tab for billing info and estimates 

 Tab for recording actions  

 Tab for header and trailing text 

 Sophisticated line item entry 

 Find and validate stock numbers 

 Service codes 

 Entry of time or meter readings when applicable 

 Interactive editing of transaction data 

 Data is updated as soon as you change a field 

 Automatically incorporates Extended Data tab 

 Access to add/view notes 

 Notifies of warning notes for a transaction 

 Optional access to signatures if capturing customer signatures via Remote Technician portal 

 List of open service orders for editing and updating 
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Setup Requirements 
The Service Order Portal must be run within a normal SouthWare login session (SouthWare’s 

browser) and is not available to external users. It also requires NetLink Server mode - Processor 

mode is NOT supported. 

Any SouthWare operator with Service Order security access of at least 5 and a valid Service Order 

operator (SV-07-17) may use this portal.  You must have a default Service Order operator assigned 

to your logon operator since this is the operator that will be used within the portal. 

In the S/O Config tab you may activate configuration options available for this portal. 

Product Licensing 

 Requires SouthWare Service Order license 

 Requires use of NetLink Server mode (not Processor mode) 

 

Accessing the Service Order Portal 
You may access this portal via the P_QSSO WebView ID  or from the QuickScreens menu. 

When you access the portal you will have a choice of the following tabs on the bottom of the page: 

Enter Service Order tab 

This is the main entry tab for new Service Orders.  See “Entering a Service Order” below for 

details on this tab. 

Service Order list tab 

This tab displays a list of open service orders.  You may click on a service order in the list to 

display it in the same editing screen used for adding service orders.   

Documentation tab 

This tab displays these user instructions in a browser window. 

SO Config tab 

This tab provides access to the configuration tab.  It is available only to operators with a 

SouthWare security level of 9 for Service Orders.  See “Configuration Options” below for details 

on this tab. 
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Entering a Service Order 
In the “Enter S/O” tab you will see the following screen:   

 
Entering a New Service Order 

 Customer - Specify the customer by entering a customer number, using the search functions (by 

name, phone, address, equipment ID, equipment tag, equipment serial number), or you can add 

a new customer if needed.  The search always defaults to the last search method you used. 

o Get S/O and Last S/O – To access an existing service order you may enter a service 

order number in the toolbar or you may press the Last S/O link to redisplay the last 

service order you added/edited. 

 Default Info - Default information for the service order will be automatically filled in based on 

your service operator defaults and the customer.  You may edit these defaults as needed.   

 Address Select – If the customer has multiple addresses you may use the Select button beside 

the address info to choose one of the alternate addresses. 

 Contract – If the customer has active contracts you will be able to select a contract from the 

selection box that appears below the customer. 

 Contact Person – If you use SouthWare TaskWise you may click on the “TaskWise Contacts” link 

beside the contact field to display a select box of contacts for this customer.  When you select a 

contact the name will be placed in the contact field.  This is for convenience only – you are not 

required to use an existing contact name. 
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 Equipment - If you need to specify a piece of equipment for the service order you may click on 

the Equipment arrow to display a list of equipment for the customer/contract.  From the list you 

also have the option to create a new equipment record (based on operator security). 

 Comments - If your configuration setup requires the entry of comments the Comment field will 

be focused so that you may enter comments about the service work to be done. Otherwise the 

“Create S/O” button is highlighted and you may simply press [Enter] to create the service order. 

 Review Mode – You may toggle Review Mode On/Off in the toolbar.  If Review Mode is on, the 

portal will display the S/O Edit page for each service order you create.  If Review Mode is off, 

adding a service order will redisplay the portal for the next service order. 

o If you need to enter scheduled dates or assign a technician you must use Review 

Mode.  These fields are displayed in the Status pane in the S/O Edit page. 

 Create S/O Quote – You may click on the “Create S/O Quote” button to create a service order 

quote instead of a normal service order. 

 Create S/O Credit – You may click on the “Create S/O Credit” button to create a credit for a 

previously-billed service order.  A list of previous service orders for the customer will display so 

that you may select the one to credit.  When you select a service order from the list the credit 

will be created and the S/O Edit screen will display. 

 Create Quote for Prospect –(If you use SouthWare TaskWise) You may choose the search option 

of “Find Opportunity” to display a list of current opportunities defined in TaskWise.  If the 

opportunity is for a prospect (not a customer) you may create a service quote related to the 

prospect.  Later you may turn the prospect into a customer and the quote into a service order 

via the S/O Edit page. 

 

Editing a Service Order 
When you access a created service order (via Review Mode or from the S/O List) the S/O Edit page 

will appear.  This is similar to the S/O Entry page but includes a status pane on the right for 

editing/review the status and schedule for the service order. 
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S/O Edit Page 

Status Info Pane 

The right pane of the page displays status info for the service order.  You may edit the Status, 

dates/times, Technician, and Estimated Time fields.  The status pane also shows any actual 

amounts to bill as well as other status info. 

Header Tab 

The Header tab displays the info you entered when you created the service order.  Any changes 

you make to the fields are interactively updated to the system.  The Coverage code requires 

special handling to change, and you must click on the Full Entry button to access the service 

order via the standard maintenance program. 

Other options include: 

 Delete the service order 

 Close the service order (subject to operator security) 

 Bill the service order (subject to operator security) 

 Print the service order (subject to operator security) 

 Turn quote into order  

o Related option to turn prospect into customer 
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Line Items Tab 

 
S/O Line Items 

In this tab you enter the labor, services, and parts for the service order.  There are search functions 

available, and other options such as stock level checking and price level review.  You simply enter an 

item number and quantity (and you can specify a location if you use multiple locations). 

 To edit a line you may click on the green arrow and display the edit window to change line 

item info. 

 To delete a line click on the red X and confirm the delete. 
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Billing Tab 

 
S/O Billing Tab 

In this tab you may enter/edit billing-related info.   

 You may edit the codes and IDs related to billing 

 You may edit the estimate info for the service order 

 You may click on “Enter a Payment” to access the payment window of the standard service 

order entry program.   
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Actions Tab 

 
S/O Actions Tab 

In this tab you may review and edit the actions table for the service order.  As you complete each 

line the info is automatically updated to the service order record. 
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Text Tab 

 
S/O Text Tab 

In this tab you may edit both the header text and the trailing text for the service order.  The text is 

automatically updated as you change it and leave the field. 
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Signatures Tab 

 
S/O Signatures Tab 

(This tab appears only if you are using the signature capture feature available in the Remote 

Technician portal.) 

In this tab you may review any signatures captured by technicians using SouthWare’s Remote Tech 

portal.  With that portal the technician may have the customer sign an acknowledgement/approval 

form at the end of the job.  Each signature requires a typed name as well as the signature so that 

you can identify the signer. 

If you have multiple signatures (multiple approvals on same service order) these will be listed along 

with the date/time they were captured. 
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Extended Data Tab 

 
S/O Extended Data Tab 

(This tab appears only if you have Extended Data defined for service orders.) 

In this tab you may review and edit any Extended Data fields defined for service orders.  Any 

changes you make here are automatically updated to the records. 
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Notes Tab 

 
S/O Notes Tab 

In this tab you may access any notes for the service order and add new notes as needed.   
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S/O List 

 
S/O List 

When you access the S/O List tab you will see a list of all open service orders.  You may click on the 

green arrow beside a service order to zoom to the S/O Edit portal for that service order. 
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Configuration Options 
The configuration tab is available to operators with a security level of 9 in Service Orders.  The 

configuration options available at the time of this writing include: 

 Require Comments for Add? 

 Use Tech Signature Capture (Remote Tech portal only)? 

o Notes Category for Stored Signatures 

o Require Signature for Finish? 

o “Finished” Status for Remote S/O 

o “Not Complete” Status for Remote S/O 

 Allow Payment Entry (Remote Tech portal only)? 

o Credit Card Default Trx Type 

 

In addition to the global options there are parameters that are automatically saved and 

“remembered” for each operator: 

 Background image 

 Default customer search method 

 Review Mode On/Off 

Service Operator Options 
In the Service Order operator record (SV-07-17) you define each S/O operator that will be using the 

system.  SO operator portal-related options include: 

 Whether operator can enter a service order 

 Whether operator can enter a quote 

 Whether operator can add customer 

 Whether operator can change price 

 Whether operator can see cost 

 Whether operator can change cost 

 Whether operator can override stockout 

 Whether operator can close an S/O 

 Whether operator can bill an S/O 

 Whether operator can change bill percent 

 Whether operator can assign a technician 

 Whether operator can print an interactive service order 

 Default S/O type 

 Default Problem code 

 Default Priority 

 Default Coverage Code 
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 Whether operator can change default parts location 

 Whether operator can delete a service order 

 Whether operator can add new equipment records 
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Technical Notes 

Below is a list of the NetLink pages specifically for this portal: 

Main Pages 

 QSSOCONTAINER– container with main tabs – also stores configuration parameters 

 QSSOENTRY – enter new service order 

 QSSOEDIT – review/edit service order 

 QSSOLIST – list of open service orders 

 QSSOACTIONS – actions view/edit 

 QSSOTEXT – review/edit header and trailing text 

 QSSOBILLINFO – review/edit billing-related info 

 QSCONFIG – configuration options 

 QSSIGNNOTES – signature view 

 QSSOSTATUSVIEW – status pane 

 QSSOLINECHG – edit line item 

 QSSOLINELIST – line item entry and list 

 

Other Pages 

 QSSIGNNOTEPVW – preview signature 

 QSSOACTIONUPD – update actions 

 QSSOADD – create service order 

 QSSOADDITEM – create line item 

 QSSOADDMISC – add miscellaneous line item 

 QSSOADDMISCAJ – update misc line item 

 QSSOADDRAJAX – ship to addresses 

 QSSOADDRFIND – find address 

 QSSOCTRAJAX – get contract info 

 QSSOCTRFIND – find customer by contract 

 QSSOCUSTAJAX – get customer info 

 QSSODELETE – delete service order 

 QSSOEQUADD – add new equipment item 

 QSSOEQUADDAJ – update new equipment item 

 QSSOEQUFIND – find equipment for service order 

 QSSOEQULST – list of customer equipment for assign to service order 

 QSSOGLOBALFIND – search for item across all types 

 QSSOHISTLST – list of history service orders for credit 

 QSSOHTXTAJ – update header text 
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 QSSOLINECHGAJ – update line item 

 QSSOLINEDEL – delete line item 

 QSSOLINETRACK – list of tracking numbers for line item 

 QSSOLNOTEADD – create note for line item 

 QSSONOTEADD – create note for service order header 

 QSSOPROSPAJAX – get prospect info for quote 

 QSSOQTYOPT – available options for stockout situation 

 QSSORELATED – list of related items for a stock item 

 QSSOTOTALS – get current totals for service order 

 QSSOTTXTAJ – update trailing text 

 QSSOUMCHG – list of units of measure for line item 

 QSSOUPD – update service order info 

 QSSOUPD2 – update service order status info 

 QSSOUPDBILL – update billing info 

 QSSOVFYITEM – verification info for entered stock item 

 

 


