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How To Create Task



This Icon Indicates The 
Running Companies Timer

Export Import

Go To Task Module And Click 
+ Button Over Top Right Corner.

Step 1

You Can Aslo Use Shortcut For The Same By Clicking + Icon Showing Here

By Clicking Here You can Generate InvoicesBy Clicking Here You can Generate Invoices

As Per Count Of Invoice ShownAs Per Count Of Invoice Shown

By Clicking Here You can Generate Invoices

As Per Count Of Invoice Shown

By Clicking Here You can Generate Debit NoteBy Clicking Here You can Generate Debit Note

As Per Count Of Invoice ShownAs Per Count Of Invoice Shown

By Clicking Here You can Generate Debit Note

As Per Count Of Invoice Shown

There Are Many Action Which There Are Many Action Which 

Can Be Performed By Batch ActionCan Be Performed By Batch Action

Like Multiple delete Due DatesLike Multiple delete Due Dates

Notes Follow Up ETC.Notes Follow Up ETC.

There Are Many Action Which 

Can Be Performed By Batch Action

Like Multiple delete Due Dates

Notes Follow Up ETC.



The Task Number Will Be Automatically Generated By System

Once You click + button, Following page will be displayed for addition of task

Select Task From the dropdown or click + button to add the new category 

Upon Selection Of Company Name The Customer Name, Company Type And Company Category 
Will Be Automatically Prelled According To Master Data Entered In Company Module. 

Then mention the start date and setup the due date of your task.

You can also mention the Hourly Rate and Estimated Hour for completing the task,
this feature will help to do billing according to Hourly Rate and also help to track 
the efciency of your staf

You can also mention the Hourly Rate and Estimated Hour for completing the task,
this feature will help to do billing according to Hourly Rate and also help to track 
the efciency of your staf

Then Select The Progress Status Of Your Task, The Task Said Status Such As Not Started, 
In Progress, Waiting For Someone, Deferred, Cancelled And Completed Will Give An 
Idea About The Status Of Task.

Then Select The Progress Status Of Your Task, The Task Said Status Such As Not Started, 
In Progress, Waiting For Someone, Deferred, Cancelled And Completed Will Give An 
Idea About The Status Of Task.

You Can Also Mention Task Description 
For The Purpose Of Guidance Or Notes 
If Required.

You Can Also Mention Task Description 
For The Purpose Of Guidance Or Notes 
If Required.

The Bill able YES / NO button will help to generate
the Invoice & Debit Note automatically after its 
Completion or Cancellation.

The Bill able YES / NO button will help to generate
the Invoice & Debit Note automatically after its 
Completion or Cancellation.

The “assigned to” option will help you to allot the 
task to team members.
The “assigned to” option will help you to allot the 
task to team members.

After Saving The Data You Will Be 
Redirected To Task Listing Page

After Saving The Data You Will Be 
Redirected To Task Listing Page

Completely Fill The Entire 
Form 

Step 2

After Completing task You will be able to generate invoice as per selected organization 

Write down task sub category as per your choiceWrite down task sub category as per your choiceWrite down task sub category as per your choice



You Can Change The 
Task Update From Here

You Can Change The 
Task Status From Here

Click Here To Edit Billable
Amount & Status

You Can Manage The 
Timer From Here

You Can Add / Remove Participant

 From Here
Click On Task Id Or Task Category Hyperlink 
And You Will Be Directed To Task Detail Page 
And You Will Get The Options Such As 

   SUB TASK

   EMAIL

   CALL

   COMMENTS

   NOTES ATTACHMENT

   EXPENSE

   PAY LATER

   AUTO BANK RECONCILIATION (ABR)

   TIMESHEET.
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