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Speaker 1: I'm going to show you how to use Plunet so that you can know what jobs you need to work on. Turn your jobs in, deliver your jobs, and then create invoices so that you can get paid. So when you log into Plunet, after you log into Plunet, you'll be taken to your dashboard. It looks like this. On the side over here, you can see that there are different statuses of jobs, right? This Requested, here, you don't need to pay attention to. All the Red, you don't need to pay attention to. Assigned Waiting means that these jobs, in this case there are four jobs, are not ready for you to work on yet, but they will be soon. In Progress, you can see that there's one job in progress, means that this job is ready for you to work on. Delivered are jobs that you have finished and delivered, but have not been approved yet by your supervisor. Approved jobs, in this case there are two, are jobs that were delivered and then looked at by the supervisor. The supervisor is happy with the work that was done and marked them as approved. Approved jobs can have invoices created for them. So if I click on Assigned Waiting, there are four jobs that are coming up for me to work on, but not yet. If I click on In Progress, there is one job ready for me to work on. In fact, it's overdue. It was due in November. There are no jobs in Delivered. This means that there are no jobs that I've completed and delivered that haven't been looked at by my supervisor. But there are two jobs in Approved. These jobs were delivered, looked at by the supervisor. The supervisor was happy with the work and marked them for approved. So I can create an invoice for these jobs. To create an invoice for jobs, remember I've clicked on Approved here. It says Please Create Invoice. If I want to create an invoice for these jobs, then I click the jobs, put a check mark in the box next to the job that I want to create an invoice for, and then I click the plus sign here for Create Invoice for Approved Jobs. And it takes me to the Invoice page. So here's the Invoice page. This says I have invoices here. I click on Print Invoice. It doesn't mean that it will print the invoice. What it does is it makes a paper copy of the invoice. So I click on Print Invoice. I click on the folder here. It says I have one invoice. I download the invoice. Then I open it and take a look. It's opening my invoice. It looks like this. It says the jobs that I've done and how much I should get paid. And then I email this file. So this file that I just downloaded, which is the name of the invoice, this file right here. I email that file to this email address right here. So once I've downloaded the file, I open it and look at it. And then I send it to this email address, trlinvoiceatldschurch.org. And they will arrange for payment and put the money in your bank account.
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