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Logging in

You will need to know your individual user name, password and company

User Name:

code to log in to SmartTrade Mobile successfully.
Password: Password These should be provided by your office administrator.

Once logged in, you will stay logged in unless you specifically log out
Company Code:
Remember Me v 4

The user name, password | ... cose

Logi and company codecanbe ||
°g in found on yOUr Employee [¥] sync allclient details to mobile

. . Before a job is returned the followi Wil\b!(ft(k:d)i
record and in the Mobile F 3 .

Jobs list to show
() Job Due Date
(@) Next Appointment Date

e et
preferences: | .. s soreser

The Home Page | Toleam more about the new SmariTrade

Mobile, view these short presentations

From here you can view any (download as PDFs)

update messages SmartTrade
sends and can access the
GoTo panel.

Overview (includes a list of new

features)
The GoTo panel makes
navigating between pages Jobs *
easier. )
Clients

Open it by tapping on the
GoTo button or by swiping Forms
across the screen from the

left to right. We're excited about
Mobile, and look forwar
Is a quick way to navigate between pages, feedback.
simply tap on any item to go to that page.

martTrade

The GoTo panel

0 receiving your

@ feedback@smarttrade.biz ‘
The GoTo panel also provides helpful

information.

The team at SmartTrade

# Home

Jobs @

Appointments

—_ The GoTo button is in
There is one new job. If there GoTo the bottom left corner -

is no new jobs, the total of every page.
number of jobs will be shown.

Timesheets @
Clients The Timer is running
Suppliers

Orders
¥ Settings
Hints and tips

Tap to Sync
Support and e

« After you log in leave your browser open
and SmartTrade Mobile running. This

means you will be able to work offline if
SYNC moments ago ¢

you don’t have an internet connection.
Log out ( Kevin G)




The Jobs List

This lists the jobs that have been dispatched to you.

Here you can see the main details of the job such as the client, site address,
telephone numbers, order number, time entered and appointment date and

time.

By using the Add or Action buttons on the job you can easily access the different

areas of the job.

The blue control buttons at the bottom of the screen allow you to sort or filter

the jobs to suit you

Reminder Icons

In the jobs list, icons show the status of tasks for each job.
If icon the is grey, the task is outstanding, if green the task

is done.

@ Add timesheet

n’ Add signature

# Change workflow status ri Complete an optional form

D Add note

% Add materials

The Add Button
Add a client or job

rﬂCompIete a required

form

The Filter Button

Use to show only the
jobs you want to see.

Red border
indicates high
priority job.

Jobs Active (13 of 13)

V)
N

Client: Mosset, Chelsea

Site: 63 Travers Drive, Taihape, 2430
|
|

Job Name: The new
Job #: JO00054
Order #: P000022

£ (04)3128227 Tap to phone.

Tap to open

Time: 1.3 hrs Google maps.
(+) (Q)ornam( i)
— SN \,

\

Client: Zero Lid
Site: 123 Nothing St, Henderson' Auckland
Contact: John Naught

m Time I

Client:
Site: 63 Items
s (04% Job appointment
Job Nal
Open job
Job# Jd Job note pen
AN Hide job
\ Order
(*+ 4
PN Return iob Vs
Picture - eturn jo ..‘ :
i B i N
Client: F Signature 1 Open client
Site: Fani M

The Sort Button

Select the criteria for
how the jobs are sorted.

Jobs Active (13 of 13)
Sort by X

| \ City

Request invoice

H Reassign job -

The Actions Button

Return multiple jobs or
show costs on the job sheet
and costing tab.

Jobs Active (13 of 13)

— T

™
_S N

Jobs Active (13 of 13) Jobs Active (13 of 13)
v WV L AN v LBy
N NS N /NS N -/
Client Name
Client: Mossel, Chelsea ient: Mosset, Chelsea ient: Mosh
Site: 63 Travers Drive, Taihape, 2430 te: 63 Travers Drive, Talhape, 2430 te: 63 Trdl Job#
¢ (04)31282272 ~ (04)3/282272 ~ (04)3

Job Name: The new
Job #: J000054
Order #: PO00022
Time: 1.3 hrs

Add

1 Show Active (13) ®

Show All (13)

4 showHidden (0)

Show New (0)

nd

Show Returning (0)

ent: Mosset, Chelsea
® :e: 63 Travers Drive, Taihape, 2430

Job # (ascending)

~ (04)31282272

Job Due Date

b Name: The new
b #: J000054

Next Appointment Date

der #: P000022
ne: 1.3 hrs

Postcode

Priority

Site ID

Suburb




The Job Card

When you tap to open a job from the jobs list
the following details are displayed: The Timer is running

Charge Up: S000032

Tab Scroll Bar
Scroll across to see all tabs, tap
on the tab to go to that page.

Client Job

/Site  Sheet MNotes

Job Name:  Fix broken fittings
Category: Service v
Status: Waiting for parts - Click tp select new job status
from list.
Priority: Normal A
Opened: Tue, 15 Sep 2015
Due Date: Mon, 05 0. 1:00p...
Next Appt:  Fri, 02 Oct 2015 3:00 .
| Fix the broken fittings on the input
manifold
The Client/Site
From here you view/edit all the
client’s details and notes.
Client Tap to view
i client details.

Footloose Dance Studio

Reference: 46568

Contact: Fred Astair
£ (09)9875689 H ) (021)852963

| Tap to phone

Client notes (0)

Postdated cheque for 20th next month is
acceptable for payment.

Site

| Fancy Free: 12 Quick Step Rd, o Tap to open
Sandringham, Auckland | Google Maps

Contact: Fred Astair




How to add an item to the job sheet

Qty Code Description

Total inc GST
$0.00

Finding Items

From the Find MyData Item page you can search for the MyData item you wish to add to the

To add an item to the job sheet
from inside the job, tap on the blue
plus button this will bring up the Add

menu and now select +ltem.

The Find MyData Item page will

To  open.

NOTE — You can access the Add

menu from anywhere in the job by

simply tapping the plus button.

When you open the Add menu from

the Job Sheet the items relating to

that page will be highlighted in

orange, if you open the Add Menu

from another page +item and

+Heading will be in the alphabetical

page will be in orange.

listing and items relating to that

Charge Up: S000026

Joh Cliant

Add

Client note

Job appointment

Job note

Order

Picture

Signature

Site note

Time

job sheet. You can search by Category or Supplier by tapping the drop down menu and

selecting the criteria. In the Search field you search by any keyword or number in the code or

Find MyData ltem

description.

Find MyData ltem

Category:

Supplier:

Search:

A Product Descriptic

Select All

Cable
Elbows, Bends
Labour

Category:

Select All
Supplier: Select All
Search: |SCJ bend
A Product Description

Clip

*50mm W/R Brass Downpipe SOC50B

Clip

“50mm WIR Brass Downpipe SOC50B

Downpipe

#150x0.55 Stainless Steel 304DP1508.55

#150x0.55 Stainless Steel 304DP1508.55
Downpipe

Faucet Chrome

#373PIx15mm Pioneer Sink 373PI'CP

#373PIx15mm Pioneer Sink 373PI'CP
Faucet Chrome

Clip

+

Custom

100mm Copper Downpipe

DC100CU

100mm Copper Downpipe

Clip

DC100CU

Appointments

ption

To




Adding Items to the Job Sheet

When you have found the item, tap on it and an “Add Line Item” box will pop up and you will have two choices.
1) Quick Add will add the item to the job sheet with a quantity of one.
2) Add will open the item and you will be able to edit the description, quantity and prices.

Find MyData Item Add Line Item

Category: Select All v Category: Spouting and Downpip

Supplier: Select All v #150x0.55 Stainless Steel 304 Downpipe
Sear( Add Line lem e Code: IDP15OS.55
Quick Add Supplier: Plumbing World v
N L Quantity: 1
AP
| 1 | Unit: m
101W 40mm 45° D' 101W.40.45 Cost Type Materials —
SCJ Bend
Unit Cost: $54 5600
101W 40mm 88'DWV Insp  101W.40.88
SCJ Bend Unit Trade: $58.5100
101W 50mm 45'DWV Insp ~ 101W.50.45 Gross Unit Sell: ~ $81.91
SCJ Bend Discount (%): 000
101W 50mm 88'DWV Insp  101W.50.88 Unit Sell: $81.01
SCJ Bend .
-
+ GoTo v X

Custom

If the item you want to add to the job sheet is not in MyData
you can add the item as a custom item.

Tap on the blue Custom button and blank Add Line Item page
will open and you enter the details of the item.

Find MyData Item Charge Up: S000026

Client

( N 2 Notes -
Category: Select All v ISite Appointments
Supplier: Select All v ) Code Description

1 101W.40.45 101W 40mm 45' DWV Insp
Search:

Search Clear

. Total inc GST To
i | $19.77
A Product Description Code ‘
*50mm W/R Brass Downpipe SOC50B
Clip 4 4

#150x0.55 Stainless Steel 304DP1508.55
Downpipe

#373PIx15mm Pioneer Sink 373PI'CP
Faucet Chrome

100mm Copper Downpipe DC100CU
Clip




Timesheets

From the GoTo menu select Timesheets, this will take you the Timesheet List, tap the blue Plus button to add time.

Timesheet List

# Home
Jobs
Appointments
Timesheets
Clients

Suppliers

Orders

Tap to load more

#* Seftings
Hints and tips
Support and tools
Sync moments ago

Log out ( Kevin G)

Timesheet List ple pb Active (14 o

Search by Client name, Site address, Job # or Job

Client: lan \Walters
Site: Fax 0061755296048, Queensland,
AUSTRALIA )
Job Name: fitt

Job #: S000072

Client: Zero Ltd
Site: SitelD name: 123 Subzero Rd,
Sandringham, Auckland )
Job Name: The

Job #: S000044

Client: Footloose Dance S
Site: Fancy Free: 12 Quick Step Rd,
Sandringham, Auckland
Job Name: Fix broken fittings
Job #: S000032

Add time

Add time to job

Appt:
GoTo Y ke
When you tap the Plus button an “Add”
dialog box will pop up and you will have two Select the job you wish to add time to.

choices

1) Add time to add non job related
time e.g. lunch.

2) Add time to job to add job related
time.



Timesheets— using the Timer to enter the time

Timesheet Entry Timesheet Entry
; Chargeable: ]
SitelD name: 123 Subzero Rd, o
Sandringham, Auckland Labour Rate: Labour - Tradesmanv¥
Zero Ltd ) '
| S000044 - The | Date: Wed, 07 Oct 2015
Activity: Workshop v Start: ,7:30 am. - )
Chargeable: End: 8:30am. - .
Labour Rate: Duration: .1'0 hrs
| Date: Wed, 07 Oct 2015 . ‘ -0.1hr ‘ ‘ +0.1hr ‘ ‘ +1hr ‘ ‘ -1hr ‘
Start: 730am. [JHOER .-
: | Enter Note
End: 8:30 a.m. -
Duration: 1.0 hrs
s
0.Ahr +0.1hr +hr Ahr max 254 chars; 0 used so far

Start

Select the Activity for the entry. Add note if required, you may have to scroll
down to see the Notes field.

Timesheet Entry Timesheet Entry
| SitelD name: 123 Subzero Rd, o . | SitelD name: 123 Subzero Rd, o

Sandringham, Auckland Sandringham, Auckland
Zero Ltd Zero Ltd
$000044 - The $000044 - The
Activity: Workshop v Activity: Workshop v
Chargeable: Q’ Chargeable: Q’
Labour Rate: Labour - Tradesman¥ Labour Rate: Labour - Tradesmanv
Date: Wed, 07 Oct 2015 Date: Wed, 07 Oct 2015
Start: 730am. (JGEN Start: 1:43pm. [
End: 830 am. - End: 1:43 p.m. -
Duration: 1.0 hrs Duration: 0.0 hrs

-0.1hr +0.1hr +1hr -1hr -0.1hr +0.1hr +1hr -1hr

o

Start

Tap the Start button to start the timer. Tap the Stop the timer and record the time.



Timesheets— using Start/Finish times to enter the time
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Timesheet Entry

| SitelD name: 123 Subzero Rd, o
Sandringham, Auckland

Zero Ltd
$000044 - The

Activity: Workshop v

Chargeable:

Labour Rate:

Date: Wed, 07 Oct 2015

Start: 730am. [JHGHEN
End: 8:30 a.m. -

Duration: 1.0hrs

-0.1hr +0.1hr +1hr -1hr

Start

Select the Activity for the entry.
Note: the date will default to today.

Timesheet Entry
| SitelD name: 123 Subzero Rd, o

Sandringham, Auckland
Zero Ltd
$000044 - The
Activity: Workshop v
Chargeable: Q’
Labour Rate: Labour - Tradesmanv
Date: Wed, 07 Oct 2015
Start: 730am. [JHGER
End:
Duration:

-0.1hr +0.1hr +1hr -1hr

Tap on the Start and End times to change
them.

Timesheet Entry

Chargeable: |
Labour Rate: Labour - Tradesman¥
Date: Wed, 07 Oct 2015
Start: 730am. [N
End: 8:30 am. -

Duration: 1.0 hrs

‘ 0.1hr ‘ ‘ +0.1hr ‘ ‘ +1hr ‘ ‘ Ahr ‘

Enter Note

max 254 chars; 0 used so far

Add note if required, you may have to scroll

down to see the Notes field.

Timesheet Entry

| SitelD name: 123 Subzero Rd, o

Sandringham, Auckland
Zero Ltd
5000044 - The
Activity: Workshop v
Chargeable: v 4
Labour Rate: Labour - Tradesman¥
Date: Wed, 07 Oct 2015
Start: 730am. [JHGER
End: 8:30 am. -
Duration: 1.0 hrs

-0.1hr +0.1hr +1hr -1hr

Tap the Tick button to save and record the time.



Timesheets— using Duration to enter the time

Jobs v | SitelD name: 123 Subzero Rd, o
Sandringham, Auckland

Orders M Zero Ltd
. 5000044 - The
Appointments v \
Timesheets A Activity: Select Activity v

This Help explains Chargeable:

@ Help

each entry type Labour Rate: our - Tradesmanv
Entry Type: By Duration N ' Date: Wed, 07 Oct 2015
Calculation: Duration = End - Sta Duration: 10 hrs
Default interval: 0.10 hour units v

| 0.1hr | ‘ +0.1hr ‘ ‘ +1hr ‘ ‘ Ahr ‘

Default Duration: 1.0 hrs

Enter Note

L J -

To change the method of entering the time,
go to the GoTo menu and select Settings and
in Settings select Timesheets and then you
will be able to change the Entry Type.

Default Start: 7:30 am.

Select the Activity for the entry.
Note: the date will default to today.

Timesheet Entry Timesheet Entry

SitelD name: 123 Subzero Rd, o SitelD name: 123 Subzero Rd, o
Sandringham, Auckland Sandringham, Auckland

Zero Ltd Zero Ltd

5000044 - The 5000044 - The

Activity: Waorkshop v Activity: Workshop v
Chargeable: v 4 Chargeable: v 4
Labour Rate: Labour - Tradesmanv Labour Rate: Labour - Tradesmanv
Date: Wed, 07 Oct 2015 Date: Wed, 07 Oct 2015
Duration: 1.0 hrs

Duration: 1.0hrs

‘ 0.1hr ‘ ‘ +0.1hr ‘ ‘ +1hr ‘ > ‘ 0.1hr ‘ ‘ +0.1hr ‘ ‘ +1hr ‘ | Ahr ‘

Enter Note Enter Note

Tap on Duration to enter the duration. Tap the Tick button to save and record the time.



Adding Forms to a job

To add a Form to a new job created on the mobile device or an existing job, scroll to Forms in the top menu bar, tap on the
blue plus button and select +Form.

Accident or Serious Harm Notification

Client note

. Alarm System Test Sheet
Heading

Brivis Customer Safety Certificate

Job appointment

Job note Certificate of periodic verification

Line item Commercial Circuit Chart

Order Commercial Test Record Sheet

Picture Commercial Test Record Sheet

Signature _ _
Compliance and Electrical Safety

. Certificate
Site note
Time Compliance Report

If you are working Off-line you will only see Forms which are on the device i.e. being used on
other jobs. When you are working On-Line you will see all the Forms in the system and will be
able to download the Form you require.

Charge Up: S000467

atures Pictures Custom

Accident or Serious Harm Notification Total Forms: 1

Compliance and Electrical Safety Certificate
(downloading.. )

Alarm System Test Sheet

Brivis Customer Safety Certificate
Certificate of periodic verification
Commercial Circuit Chart

Commercial Test Record Sheet

When the Form has finished

Commercial Test Record Sheet downloading you W|” be able

to fill it as usual

Compliance and Electrical Safety
Certificate

Compliance Report

12



Linking Files to Jobs and Assets

Files can linked to jobs and assets if they have web address, such as a link from Dropbox, Google Drive, Microsoft OneDrive or a
manufacturer's website. A link is added in the office and Mobile user will be able to open the link in SmartTrade Mobile and
view the files.

This functionality will allow you to access files relating to the job remotely from SmartTrade Mobile.

C Asset - Duck tesing Site ID and Address* )
[ ~ | [12 Kathleen S, Broadbeach, Gold Coast, QLD ~| [ MaP |
L Notes Location At
E ~| [10tn fioar |
—[ Asset Type:
A | Split A/C Ductless Distributar (supplier)*
[s = | | Maring -]
g | Make: Model*
F | Fuijitsu ~ | [cooiairsooo -
I . Service Manual URL
g | Model: | [ttps:/fuwnn. dropbox.com/s/aqmpOdSigutoded/SM-V6.0-Users?20Guidese20]
= CoolAir5000
. Model #: | ‘
On the Asset there is a special
898065653232
3 field which allows the web
. | Serial Number: URL link to be added to the -

asdasd asset. You type in the web

address or copy and paste the

[ hitos v dropbox com/s/aqmp0dSigwtodeaisiive | lINK into this field.

Sl
4

Service Manual:

ID/ Barcode #:

- HHHH
Other actions )

Status:

Creating a Custom Field on a
job for the web link.

. To customise a new field, click Customise
| ZCMtnnise | [ Unlock l Ta re-arrange fields, click Unlock. Drag and drop the fiel  From within a JOb click on the

BEE EREDEIEOS A = Custom®tab, this will take you the
Schedule Select Customisable Field (45) Custom Fields window. Now click
the Customise’ button this will
open the “Select Customisable
Description Field” window. Click the Add®
Assets button to open the “Add New

Customisable Field” window. Type

Job Card

spuoday

Job Detail Search by

Signatures

Description |
e [web Link | in the name you wish to use in the
TeletracMavman | o !
e  Description field and select “URL”

01.Ja from the Type field. Click Save®.

02-Fe

Description

— To add the field to the job

— highlight the field name and click
— Select. Once you have added the
— field to a job it will available for

— use on all jobs. For the field to be
— displayed on the Mobile it has to
be one of the first ten fields on the
job.

Note: These instructions show
adding a link to a job, but links can
be also added clients and sites.

03-M Currency [ é},&we l [ e l

=
0d-Apri Date Currency

05-May List Currency

OB-lune| Phone Number Currency

O7-July Textbox Currency
08-Aug

Time Currency

09-5ept] URL Currency

A b = ~

Gooa | o [ v | e | G

13



Photos

You can add photos to a job by using the camera or from a photo library on your mobile device.

Charge Up: S000790

Signatures Custom

Job note Line item Appo
Line item Order
P17

Order Picture

Take Photo
Signature Signature

Photo Library
Site note Site note

iCloud Drive

Time

Dropbox

+ Picture
More
To add a photo to the job tap on the blue plus button this will Select how you wish to add the photo
bring up the Add menu and now select +Picture . to the job, either by taking a photo or
Note: You can do this from any page in the job adding it from another source.

Charge Up: S000790

Signatures Custom

Taken at:
Thisisamouse  |Image Viewer

19189,174.

Uploadingm

TIT=T

[(Dipatenactons [~} [Otner actions [+ [ sesrentor. ]

= T .

T

Sl " The photo will also available on the job in SmartTrade in the office

and for any other user who has the job on their device.
Once you have taken or selected the

photo, the photo will be uploaded to the
job.

When the photo has uploaded you can
add notes to it.

14



Photos

Charge Up: S000790 Charge Up: S000790

St e Signatures Custom

R,
Thu, 19 May 2016 10:08 a.m. Tap the Actions button or
Created by: Kevin G 987 654 321 you can just tap to open
- the Actions menu. Or tap
VR

Edit note

Expand picture b

Delete

on the photo to open the
photo.

&2

Tap the Map Pin to open
GoTo
Google Maps to show the

location where the photo
was taken.

7| Created date: Thu, 19 May 2016
¢ | 10:08a.m
Created by: Kevin G 987 654
321

——,
This is a mouse

View Picture

View Picture

Add a note to the photo.

When viewing the photo use a
spread gesture to zoom in or a
pinch gesture to reduce the

photo

15



Creating an Invoice

After adding items and time to the Job Sheet you can create an invoice for your client on site.

Charge Up: S000559

Job Client

- J A
Card ISite Invoices Notes Appoi Create Invoice

150QR Brass Spouting

Qty Code Description
Bracket
3 BRQ150B 1500QR Brass Spouting Brac Unit sell: $11.82 per ea
2 CBB25 25mm Copper Branch Bend 25mm Copper Branch Bend
Unit sell: $13.16 per ea
1 CB40X30 40mm X 90' Copper Bend
40mm X 90' Copper Bend
1 801.80.45 801 80mm 45' PVC Plain EI.. L h Unit sell: $22.23 per ea
No line items selected. Would you like
to create an invoice with all line items?
2 LABOUR-T Labour - Tradesman 801 80mm 45' PVC Plain

Elbow
Unit sell: $69.48 per ea

Labour - Tradesman
Unit sell: $100.00 per hour

Create invoice

Return job

Reassign job

On the Job Sheet tab, tap After selecting “Create Invoice” you will  After tapping on Create, the Create

on the blue Actions get a message allowing you to create an  Invoice window appears and allows you
button and select Create invoice with all items on the Job Sheet. to change the quantities to be invoiced.
Invoice. Tap on Proceed to create the invoice.

NOTE — If you want to create an invoice by selecting individual items use the method detailed below.

Charge Up: S000559

Charge Up: S000559

Job  Client

Job ?gﬁ:t Invoices Notes App Client Invoices  Notes

J
Card I1Site Appoi

Card o . . e
The Ticks indicates

aty Code Description aty which items have aty Code Description
3 BRQ150B 150QR Brass Spouting Brac. 3 been selected Spouting Brac 3 BRQ150B 1500R Brass Spouting Brac....
2 CBB25 25mm Copper Branch Bend V2 CBB25 25mm Copper Branch Bend 2 CBB25 25mm Copper Branch Bend
1 CB40X90 40mm X 90" Copper Bend v CB40X90 40mm X 90' Copper Bend a
! 80180 45 801 80mm 45' PVC Plain B 1 B01.80.45 801 80mm 45 PVC Plain EL... 1 8014 open
2 Actions V2 LABOUR-T Labour - Tradesman V2 LABA peselect

Open Selectall

Tg el . R
Select 5 Total inc GST Total ex Tof Create invoice ex
5406 54 $353 b3

Selectall

On the Job Sheet tab, tap on the items The Job Sheet with the selected itemsis  On the Job Sheet tab, tap on the items
grid to bring up the Actions menu from now ready to be invoiced. grid to bring up the Actions menu. From
here you can select individual items or here select Create Invoice.

all the items to be invoiced.

16



Creating an Invoice continued &

Job: S000559

Invoice #:

<<Generate
Prefix: R
Suffix:
Invoiced to: Greenfield, Kevin
Type: Draft v

Status: Select Status v

Total exc GST. $353.52
GST. $53.02
Total inc GST. $406.54

Invoiced: 07/87 /2016

Due: 14/87 /2816

Header:

Enter Header

Footer:
Enter Footel

You can save the invoice as
a Draft or Confirmed this
will allow you to preview the
invoice.

If the invoice has been saved as a Draft
you can Confirm it from the Action
button.

Sign invoice for job: S000559

Invoice # RO00200 dated 27 Jul 2016 for $406.54
(inc tax) was accepted by or on behalf of
Greenfield, Kevin by:

v Kevinl

Clear

Signature note:
Enter Note

The client can sign off and add a note to
the invoice.

SmartTrade will generate the
invoice number when you confirm
the invoice. You can change or add
a prefix or suffix to the generated
invoice number.

Type— this will default to ether Draft
or Confirmed depending on the
Preference settings in SmartTrade
Office.

Status— the statuses are set up in
SmartTrade Office, you can select the
appropriate status from the drop
down list.

The Header and Footer fields
allow text to be added to the
invoice The header appears
below the address. The footer
appears at the bottom of the
invoice.

— :

Confirm

Preview

Email will be sent from SmariTrade
Essential/Ultimate

To: Kevin@smarttrade.biz

Cc:

Bece:

The invoice can be emailed to the client,
it will emailed from SmartTrade Office
using any default settings.

Job: S000559

Invoice #:

000200
Prefix: R
Suffix:
Invoiced to: Greenfield, Kevin

Status: Select Status v

Total exc GST. $353.52
GST $53.02
Total inc GST: $406.54

Invoiced: 26/87/2016

m

Customer Sign-off

Email

Preview

When you have

confirmed the invoice
you can get client to sign it
off, email it or preview it.

Preview invoice

Invoice # R0O00149
Job # S000559
Date 8 Jul 2016
Your ref

To Greenfield, Kevin
Due 15 Jul 2016

Line items A

Qty Code Description

3 BRO150B 150QR Brass Spout
Bracket

2 CBB25 25mm Copper Branc

1 CB40X%0 40mm X 90' Copper

1 801.80.45 801 80mm 45 PVC
Elbow

2 LABOUR-T Labour - Tradesman

4 »

Total exc GST: $353.52
GST. %5302
Total inc GST:  $406.54

The client can be shown a preview of
the invoice.

17



Returning Jobs
When you have finished with the job it must be returned to the office. The job can be returned from several places:
1) The Job List Action button will let you return all jobs.

2) The Action button on the job will return that job only.

3) The blue Action button in the job will return that job only.

18

Jobs Active (14 of 14)

Client: SIVADAS
Site: 123 Jack Street, Sandringham,
Auckland, 1122
Contact: Site Master

& (09)123456

Job Name: SmartForms Email preference
testing

Job #: 5000096

Time: 0.02 hrs

CLT] ).:I

) ( Q) w(

Actions

Client: Zero
Site: Site No

Return 14 Jobs

Show costs

Charge Up: J000054

Client Job

/Site  Sheet NOteS
.. Job Name: The new
Category: Service v
Status: Invoice Confirmed v
Priority: High v
[ Opened: Wed, 02 Sep 2015
Due Date: Thu, 03 Sep ... 1:15p.m.
m Return job
Request invoice
Reassign job

Jobs Active (14 of 14)

Client: SIWADAS

Site: 123 Jack Street, Sandringham,
Auckland, 1122
Contact: Site Master

eference

Open job

Hide job

[11) }I:I

Return job '."

Open client

Request invoice

Reassign job I

Return job

Job #: J000007

This job cannot be returned yet as the
following options must be completed
first:

@ sign off mandatory SmartForms

Warnings only:
E Add signature

NOTE — Depending
on the preferences
set in the office you
may get warnings
or be restricted
from returning the
job until certain
actions have been
made.



Adding Clients and Sites

Jobs Active (41 of 43)

Client: Zero Ltd

Site: Test Site: 8 Virginia Avenue, Eden Terrace,
Auckalnd

Contact: Adam Eden

£ (12)23654 ‘ L (78)852963

Job Name: Test quote
Job #: 5x000136-vo5
Order #: PO00041
Time: 2.0 hrs

S

Client: SIVADAS

Client: |+ '&/ Select Client

Referenc

Site: Select Site

Contact: Select Site Contact

GoTo v,

X

You can add a client from the Job List page or when you are creating a job.

Adding a Site

Job Card Custom

Client: E'\_-I_-/i '&Z- Wayne, Mr John v
Reference:
Contact: John Wayne v

Contact: John Wayne
‘f' (08)123654 ‘ ] (04)852963 ‘

X John@wayne.com ‘

site: |+ Select Site =
Contact elect Site Contact v
GoTo v

Client: Wayne, Mr John

Contacts Sites Notes

Profile

Title: Mr

Email:

v
First Name: John
Last Name: Wayne
John@wayne.com

Street/#:

‘ 123 West St
Suburb:
Town / City: Dodge City
State: Ww

Add

Profile

Company @ | Person

Client:

Email:

Street/#:

Suburb:

Town / City:

State:

Postcode:

Work: - ext:

Mobile: -

Website:

GaTo v x

Fill in the client’s details, you can
add the client as a company or a
person and tap the blue Tick button
to save the entry.

Profile

Postcode:

You can add a site to the client from within the Job or when you are
editing the client.

Site ID:
Street/ #: 1 The End
Suburb:
Town / City: Boothill
State: Ww
Postcode: 1234
Work: 01 - 123654 ext:
Mobile: 04 - 874125
Website:
4 x

Fill in the site’s details, and tap the
blue Tick button to save the entry.
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Adding a job

You add both charge-up and quote type jobs on SmartTrade Mobile.

20

|'\| Hu\ T |

Job Name: Install new machine inshop
Job #: 5000324

P - ~ Ve
(4) (Q) |

see ):I

Client: Zero Ltd
Site: Site No 2: 1 Freezer St, Auckland
Contact: Snow Man

£ (03)775533 || ] (031)886611

Job Name: Install new machine inshop
Job #: S000323

see >:|

Client

Sandringham,

From the job list, tap on the Plus button and
select Job.

Job Card Custom

Client: [+ ) 2. | Select Client v
N

elect Client Contact v

Select Site v

Contact: Select Site Contact v

GoTo v, b 4

On the Client/Site tab you can add a new
client and site or search for an existing client
(only if preferences have been set up.) If the
client is already on your device select it from
the drop down menu.

Add: S000247

Client/Site

' Charge Up O | Quote

Job Name: Repairs to roof

Category: Renovation

Status: Allocated

Priority: Normal v

Opened: Wed, 11 Nov 2015

Due Date: Wed, 18 Nov 2... 2:35 p.m.

A

GoTo v X

When the job card opens select the type of
job you are adding.

Fill in the job details.

Quote: 5000247

Costing Quotes Notes

Premier Plastics Limited

Reference:

Contact: Bob Masters

£ (09)8495480

Client notes (0)

thfgyjghih

Site

MW 53 Great South Road, Mt o
Wellington, Auckland, 1002

Contact: Richard Treebeard

Site notes (0)

Send copy of all quotes to Bob Masters at Head
Office as well.

-

GoTo +

see )

-~

Once you have found or selected the client,
you can view the client details and notes.



Creating a quote

After saving the job will be able to add items to the Costing tab to create your quote.

Quote: 5000323 Quote: S000323 Quote: 5000323

Job  Client

Card [Site Quotes  Notes The Ticks indicates Quotes  Notes
the items have
Qty Code Description Qty Code been selected Qty Code Description
2 ABB494003 ABB SW ISOLATOR 80A 2 ABB494003 ABB SWISOLATOR80A | V' 2 ABB494003 ABB SW ISOLATOR 80A
5 BSN6016119016 BERNSTEIN SECURITY F 5 BSNG016119016 BERNSTEIN SECURITY | Vs BSNAO16119016 BERNSTEIN SECURITY |
2 CLI33VA1G CLI SWITCH TRIPLE WH 2 CLI33VAIG CLI SWITCH TRIPLE Wk v CL_
12 GEN10120GY  CABLE PVC 1.5MM CONI 12 GEN10120GY  CABLE PVC 1.5MM CON v 2 4 open
3 ADOB124 ADOS 8124 PVC PIPE CE 3 V'3 A peselect
4 PL15X902 20(15x15mm Pushlok Wil 4 Open v 4 PLY Deselect all
15 LABOUR-T Labour - Tradesman 15 Select Vs LA} Create quote
Select all
Total inc GST Tot 1 Create quote Total inc GST
$2,266.06 ¢ $2,266.06

Adding items to the Costing tab is the When you have finished adding itemsto  After you have selected the items for
same as adding items to the Job Sheet, the Costing, tap on an item to open the your quote tap again select Create
see pages six and seven for details. Action menu and you can select the quote.

item or all the items.

| Quote #: <<Geanerateds> quote number. You can change or T e
add a prefix or suffix to the
Prefix: Q generated quote number. Quoted: ITue, 10 Nov 2015
Suffix: Follow-up:
- Add a description, this description is Expiry:
Quoted to: zero Ld > only an internal note and will not be |
Description: printed on the actual quote. ' Header:
Status: Open ]
The header and footer fields
 Category: Select Category M allow text to be added to the
_ quote. The header appears p
Total exc GST:  $1,970.49 below the address. The footer Cooter
Totel inc GST- 82,206 08 appears at the bottom of the '
quote.
Quoted: Tue, 10 Nov 2015
Follow-up: The quote date will default to p
Exoi todays date but can be changed. '
Xpiry:
| 5P You can also add Follow-up and
— P . Expiry Dates. s y .
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Previewing, emailing and accepting a quote
After the quote has been created and saved, the quote can be previewed or accepted.

Quote #: 000204 | Quote # Q000151
Prefix: Q Date 11 Nov 2015
Suffix: To Zero Ltd
' _ Job # 5000323
Quoted to: A-Z Stationery Supplies| Your ref
Description: fix Motor Expires 3 Dec 2015
Status: Open The Header ’Fo install new machine in the cutting department
Category: Select Category v
' ) Line items v
Total exc GST: $963.42 Tap here
GST: 144 51 B
93 to see the Total exc GST. $1,070.49
4 line items. GST:  $29557
Total inc GST- $2,266 06
Accept Feb 2016
Email Thank you for your business
| =m= The Footer "
Preview

Tap the Actions button to access the Previewing the quote.
Accept/Email/Preview menu and select
the option you want.

Accept quote for job: 3000323

‘ Accepted via Digital signature "

Select from the drop
down menu how the
quote was accepted.

Quote # Q000151 dated Tue, 10 Nov 2015
accepted on behalf of Zero Ltd by

Send email Select or type in the v Type name or select contact

name of the person
accepting the quote.

Email will be sent from SmartTrade
Essential/Ultimate.

To:

Ce: Capture the client’s
signature.

Emailing the quote. Accepting the quote.

The quote will be emailed from SmartTrade
Office next time you sync.
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