
My Site Services
User Guide



My Site Services
is a comprehensive online platform 
that enables management of all site 
service needs in one place.

From billing and invoicing to order 
tracking and service updates, it’s all 
available in My Site Services.

My Site 
Services



Users



Customers can give different levels of access to users. 

Select Users from the menu. You can search for the name of 
the user or select the green button to Add User. You can then 
select which role and access each user should have. 

USERS



Billing



Customers can view, download, and pay invoices. 

Select Billing from the menu. On the homepage, you will see tabs with helpful information regarding 
Transactions, Payments, and Customer Inquiries. Select Transactions.

BILLING



From the homepage, the customer can 
search for an invoice by the date, status, 
PO number, or account number.

Select Export to Excel to download 
and/or print the invoice. 

BILLING



To pay an invoice, select the Pay button. The customer can select the payment method.

BILLING



The invoice will 
show as Paid in 
Full in the 
transactions list. 

BILLING



Easy Pay



Customers can set up automatic payments. 

Select Easy Pay from the menu. Then select Add New Payment Method. Enter the credit card or bank 
information that you would like to use for automatic payments. 

EASY PAY



After entering the payment information, you can select the order to apply the automatic payment. 
Then select Confirm. This means this order will be AUTOMATICALLY paid. 

EASY PAY



Orders



Customers can check on the status of an order or create an order. 

Select Orders to see the list of orders and their status. Or Create Order.

ORDERS



ORDERS

From the homepage, 

the customer is able to 

view all information 

regarding their orders:

Site Details, Billing 

Details, Service 

Details, and Related 

Cases.



ORDERS

Customers can also 

manage their orders by 

selecting Edit Order. 



ORDERS

The customer has the 

option to 

Change Quantity, 

Change Service 

Frequency, Move 

Units, or Add New 

Unit Type.



ORDERS

The customer can 

change the number of 

products.



ORDERS

The customer will 

then fill out the 

quantity requested, 

the date, and any 

notes. Then select 

Save.



ORDERS

When the request is 

submitted, a case 

number is created.



ORDERS

You can find the case 

number in 

Salesforce.



ORDERS

All the details entered 

by the customer will 

appear.



ORDERS

A work order for this 

request is also 

created.



ORDERS

When the customer 

wants to change the 

service frequency, the 

same steps are 

required.



ORDERS

The customer will 

enter the frequency, 

the date, and any 

notes. Then select 

Next.



ORDERS

As soon as the 

request is submitted, 

a case number is 

created.



ORDERS

You can then find this 

case number in 

Salesforce.



ORDERS

All the information 

entered by the 

customer appears in 

Salesforce.



ORDERS

The customer can 

also add a comment.



ORDERS

The customer can 

ask a question, add a 

comment, or add a 

file/picture.



ORDERS

That message will 

appear in Salesforce.



ORDERS

You can respond to 

the questions or 

comments from the 

customer.



Quotes



Customers can create new quotes.

Select Quotes from the menu. You can see all active quotes on the homepage. Then select New Quote. 

QUOTES



Select Create a new site or choose from an existing site. 

QUOTES



Choose the start and end date. Then choose the product. Then select Get Quote. 

QUOTES



After the 
customer 
submits the 
quote request, a 
quote number is 
created. 

QUOTES



And you can 
find this quote 
in Salesforce. 

QUOTES



Then the customer can accept the quote.  

QUOTES



Fill in the Site Details. Then enter billing and payment information and confirm the order. 

QUOTES
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